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INTRODUCTION



GENERAL INTRODUCTION

The school district isahighly visible business. It is abig business because of the
huge investments made annually in personnel, educationa programs, buildings,
transportation and other related items. It is highly visible because of the number of people
involved in its programs.

The school district draws a great deal of attention from parents, school board
members, administrators and others. The impression these people have of the school
district islargely determined by their impression of the school district’s employees.

An employee’s general conduct, manner and personal grooming reflect upon the
school district; therefore, personal neatness and cleanliness are required of al school
district employees in order to create the best possible impression of the school district.

Employees must also conduct themselves in such a manner that their conduct does
not interfere with other employees as they carry out their responsibilities.



GENERAL RESPONSIBILITIESFORALL EDUCATIONAL
SUPPORT PERSONNEL EMPLOYEES

All personnel shall perform all the duties assigned to them with the advice and
approval of their *immediate supervisor.

All personnel shall be aware of the budget requirements and shall exercise due
control to stay within budget limits.

All personnel shall consider the school district as asingle unit and shall place the
priorities of the unit above those of the individual or an individual learning center.

All personnel shall have a unit responsibility of being a disciplinarian and of
actively supervising students at all times to see that school property isnot abused. All
personnel shall have acommon responsibility of stopping abusive or disruptive behavior.

All personnel must comply with the ethical code of the school district, which
requires aprofessional confidentiality to be carefully observed. Our students and parents
are entitled to complete privacy and anything concerning them shall be considered strictly
confidential.

Confidential matters must not be discussed with anyone, except when duty
necessitates.

*Definition of “immediate supervisor”:
1. For employees other than custodians and cooks assigned to an individual
school: Building Principal
2. For transportation employees. Transportation Director
3. For administrators:. Superintendent
4. For custodians and cooks: Building Administrator

CIVIL RIGHTSCOMPLIANCE

No person will be dismissed from employment or denied employment by the
district because of race, color, religion, creed, national origin, age or sex, except where age
or sex is a bonafide occupational qualification.

All selections for jobs are made on the basis of individual qualifications.
Qualifications may vary according to the job classification.



GRIEVANCE PROCEDURE

Any employee who believes he/she has a justifiable grievance or request may
present the grievance to his’her immediately involved supervisor for settlement. If the
grievanceis not resolved at this level, it should be put in writing, signed by the employee
and supervisor and submitted to the Building Principal.

Failing settlement at thislevel, ahearing will be scheduled with the employee,
supervisor, principal and Superintendent. The decision of the Superintendent shall be
final, except in cases of a serious nature in which the employee may request that the
grievance and the final disposition be sent to the Board of Education for review.



EMPLOYMENT POLICIES



APPOINTMENT OF EDUCATIONAL SUPPORT EMPLOYEES

New employees shall be interviewed by the Superintendent, Director of Buildings
and Grounds, Building Principal or adesignee.

The Superintendent shall be charged with the responsibility of recommending
candidates to fill vacancies as they occur in the staff.

In case of failure of the Board of Education to approve any recommendation, the
Superintendent shall recommend additional candidates.

The Superintendent shall assign all personnel and shall, in the case of change of
assignment or classification, seek the recommendation of the administrators involved
before the change is made.

EMPLOYMENT AT-WILL
Unless otherwise specifically provided, District employment is at-will, meaning
that employment may be terminated by the District or employee at any time for any reason
or noreason at al. A dismissal for reduction in force requires 30 days notice before the
employee isremoved or dismissed. For the purposes of reduction in force, educational
support personnel are granted seniority and recall should be construed as altering the
employment at-will relationship.

EMPLOYMENT YEAR CATEGORIES
The employment year for educational support personnel employeesis asfollows:
9 month
10 month
10-1/2 month
12 month
Or as set forth by contract or by supervisor.

EDUCATIONAL SUPPORT PERSONNEL EMPLOYEE DEFINED

Employees of the school district who are not required to have teaching certificates
are listed as “educational support personnel employees’.

EDUCATIONAL SUPPORT PERSONNEL EMPLOYEE
CLASSIFICATION

Full-time Employee

One who works afull day for nine (9), ten (10), ten and a half (10-1/2) or twelve
(12) months. A minimum of thirty (30) hours per week is the requirement to qualify for
full-time employment under group health insurance provisions.
Full-time/Part-time Employee

All other employees will be considered full-time/part-time employees if the above
reguirements for full-time employment are not met.

Probationary Employee (Transportation Department Employees)
1% Y ear -- 75% of employee rate paid by the Board for health and
lifeinsurance
2"Y ear — 100% of employee rate paid by the Board for health and
insurance




Summer or ExtraHelp

One who works only when needed due to illness, vacations, or for additional help.
Summer wages will be determined by the Superintendent and Director of Buildings and
Grounds.

DISCIPLINE

If your personal conduct does not conform to the philosophy of the school district,
or in any way interfere with the welfare of the students or your fellow employees, the
school district may take disciplinary action such as a warning, suspension or discharge
from your position.

The following procedures are to be used in the case of suspension:

1. The employeewill be notified immediately and given awritten copy of the
reason(s) for the suspension.

2. The Superintendent will be notified immediately and will contact the President
of the Board of Education to schedule a special meeting of the Board of
Education to hear the case. Employee will be given the opportunity to appear at
thistime.

3. The Board of Education will determine the length of the suspension and will
rule as to whether the suspension will be with or without pay.

Suspensions will result from moral, crimina or unprofessional conduct.
Insubordination, negligence, tardiness, absenteeism and failure to follow school and/or
district policies, rules and regulations will also be considered grounds for suspension.

The abovelist is not all-inclusive, and when in the opinion of the supervisor, the
orderly government and management of the school, department or district is affected; the
supervisor may suspend the employee. The employee may, on written request within five
(5) days of the suspension, appear before the Board of Education for ahearing. The
hearing may be public or private at the request of the employee.

PHYSICAL EXAM
New employees must furnish evidence of physical fitness to perform assigned duties and
freedom from communicable disease, including tuberculosis. All physical examinations
and tests for tuberculosis must be performed by a physician licensed in Illinois, or any
other state, to practice medicine and surgery in any of its branches. The physical
examination and the tuberculin tests must have been taken by the employee no more than
90 days before the employee’ s submitting evidence of the same to the Unit Office. The
cost of such examinations shall rest with the employee.

The Board may from time to time, for a specific reason, require an examination of
any employee by a physician licensed to practice medicine and surgery in al branches and
shall pay the expenses thereof from school funds. The physician will be chosen by mutual
agreement.



PROMOTIONS AND TRANSFERS
It is the practice of the school district that employees be given equal consideration
toward promotiona advancement as opportunities become available. (The desire for
advancement and growth shall be stimulated from promotions from within the school
district, where practical, based upon: merit, ability, self-development and length of
service.)

An employee should first discuss transfer opportunities with his current Building
Principal or supervisor. Thetransfer request shall become effective only upon awritten
agreement of both supervisors and the Superintendent of Schools.

EMERGENCY DAY (SCHOOL CLOSURE) POLICY
If school is closed for an emergency al 12-month Educational Support Personnel
shall report for duty.

If the employeeis unable to report for work on these days, time may be made up by
one of the three options. (1) loss of pay, (2) taken as a personal-emergency day, if such a
day isavailable, or (3) taken as avacation day, if such aday is available.

CHILD ABUSE AND NEGLECT REPORTING
Community Unit School District No. 2 personnel who has reasonable cause to
suspect that a student may be an abused or neglected child shall report such a caseto the
[llinois Department of Children and Family Services. The employee shall notify the
Superintendent or Building Principal that a report has been made. Any employee hired
after July 1, 1986, shall sign a statement to the effect that the employee has knowledge of
the reporting requirements of the Act.




GENERAL INFORMATION
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PERSONNEL INFORMATION

Upon employment and at the time changes occur, al educational support personnel
employees will provide the following documentation to the Central Office:
Personnel Information Form
Drug and Alcohol Policy
Child Abuse Form
Eligibility Form with copy of Driver's License and Socia Security Card
Criminal Investigation Form
State W-4 From
Federal W-4 Form
TB Test
Physical Form
10. Hepatitis B Series
11. IMRF Enrollment Form (if applies)

12. IMRF Beneficiary Form (if applies)

13. IMRF Optional Life Insurance (if eligible)

14. Health Insurance Enrollment Form (if eligible)
15. Vision/Denta Enrollment Form (if eligible)

16. Direct Deposit Form

17. Cafeteria 125 Plan Form

18. Additional Information as Required by Position

CoNou~wWNE

Y our personnel file, payroll records, etc. cannot be kept up-to-date without your
cooperation in keeping the Central Office notified of changes.

EDUCATIONAL SUPPORT PERSONNEL EMPLOYEE

ATTENDANCE
The Board of Education recognizes its responsibility to employ the necessary
personnel to carry out al of the functions of the school district. When the Board of
Education employs a person, the Board has the right to expect that person to be punctual
and regular in attendance.

When an employee is excessively absent and/or devel ops a poor attendance record
it disrupts the efficiency of the operation and distracts from the education of children.
Therefore, excessive absenteeism and/or poor attendance records will be grounds for
termination of employment.

CARE OF EQUIPMENT
School district equipment is very costly. Please carefor it in the same manner that
you would your own property. If you notice any malfunction or equipment disrepair, it
should be reported to your supervisor.

LENDING OF EQUIPMENT
It shall be the general policy not to lend any items of equipment for use outside the
buildings, except to other governmental agencies or schools in the community.

Employees shall not use equipment in the buildings for personal projects not
related to their work.
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PERSONAL PROPERTY
The school district is unable to assume responsibility for employee’s personal
property. It issuggested that employees exercise good judgement and care in the
placement and storage of their personal property and belongings.

TELEPHONES
Telephone courtesy should be practiced at al times. When answering atelephone,
identify yourself in a pleasing manner. Personal calls should not be received or made on
duty except in an emergency.

ILLICIT DRUGSORALCOHOL USAGE
Any employee of Community Unit School District No. 2 shall be dismissed if
found guilty of using or trafficking inillicit drugs or alcohol on school property.

TOBACCO USE
Tobacco use is prohibited on school property.

EMPLOYEE INJURIES

Employees of the school are legally covered by compulsory compensation type of
insurance for accidentsin line of duty. All such cases must be reported to the office of the
Principal and proper paperwork filled out before treatment or in an emergency
immediately after in order that the proper adjustments may be made with the insurance
company. If these procedures are not followed properly then benefits may be declined.
The Principal must forward these reports to the office of the Superintendent within 24
hours of injury or in case of emergency immediately after paperwork has been compl eted.

CONTAGIOUSDISEASESPOLICY
It isthe policy of Robinson Community Unit School District No. 2 that employees
who areill or who are carriers of infectious diseases and who, as aresult of such disease,
might transmit dangerous infectious diseases to other persons should not be present in
school or be in contact with other school employees or students.

It is further the policy of Robinson Community Unit School District No. 2 that
employees who are not ill with or who are not carriers of dangerous infectious diseases
should perform their duties as employees.

It is further the policy of Robinson Community Unit School District No. 2 that any
employee reasonably suspected of being a carrier of or being ill with a dangerous
infectious disease should be examined at district expense by a physician licensed to
practice medicinein all of its branches, at the district’s choosing, to determineif such
employeeisill with or isacarrier of adangerous infectious disease. In order to effectuate
this policy, the Superintendent is directed as follows:

1. When it comesto the attention of the Superintendent that an employeeis or
may be ill with or a carrier of a dangerous infectious disease the Superintendent
shall bring the matter to the attention of the employee and provide the employee
with an opportunity to provide whatever information the employee may desire
concerning the situation. If on the basis of all information obtained by the
Superintendent from the employee or elsewhere, it appears reasonabl e to the
Superintendent that the employeeis or may beill with or the carrier of a
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dangerous infectious disease, then the Superintendent shall direct such
employee to be examined by a physician licensed to practice medicinein all of
its branches. The Superintendent, without further Board approval may select
such physician(s) as he feels most appropriate, including specialist physicians,
so asto obtain aprompt and reliable diagnosis. The Superintendent may also
request of any such physician an opinion as to the means and risk of
transmission of any disease diagnosed.

. At all times, the Superintendent shall endeavor to protect the confidences of the
employee. In no event shall information provided by the employee or
determined by a physician be revealed to any person except members of the
Board of Education, the school district attorney, the physician selected by the
employee, and any other person who, in the opinion of the Superintendent, must
be appraised of the health of the employee affected so as to protect the health or
welfare of the students or other employees.

. The employee shall forthwith submit to the examination by the physician(s) as
selected by the Superintendent. All costs related to such examination, including
the cost of reasonable reimbursement for transportation, shall be borne of the
District, and the employee shall suffer no loss of pay or other benefit.

However, the employee may be permitted to take any sick or personal day
available to such employee for such examination if, for reasons of privacy, the
employee so desires.

If the examination by the physician(s) reveals that the employeeis not ill with
or isnot acarrier of an infectious disease then al records relating to such belief
and examination shall be destroyed, except to the extent to which the employee
requests that they be retained. If the examination by the physician reveals that
the employeeisill with or isacarrier of an infectious disease, then the district
shall retain such information. However, the Superintendent shall take all steps
reasonably necessary to prevent dissemination of such information to persons
who, in order to perform their duties, do not exceed access to such information.

. Upon receiving such information from the physician(s) the Superintendent shall
make a determination, subject to review upon demand of the employee by the
Board of Education. The Superintendent shall notify the employee promptly of
his determination.

. The Superintendent’ s determination may include the following:

a. Removal of the employee from work and placement on leave in accordance
with any applicable leave provisions.

b. Removal of the employee from work with pay with the employee’ s dutiesto
be performed elsewhere, including home.

c. Theaddition of conditions under which the employee shall work, including
as appropriate, the discontinuation of direct student contact or contact with
other employees.

d. Any combination of the foregoing.

e. Any other changein work status consistent with Board policy including
arrangements made by agreement with the employee and/or representative.
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7. In making such a determination, the Superintendent shall consider the risk of
contagion and of the potential severity of illness to others, as well as procedures
which might be utilized to prevent the transmission of diseasesto others. The
decision of the Superintendent shall be subject to review by the Board of
Education. The decision of the Board of Education shall be final.

8. Theoptions set forth above, until the employee iswell or no longer capable of
transmitting the disease to others.

9. The Superintendent may, in any case necessary, modify any of the options set
forth above, when there is a change in the status of the employee, including, but
not limited to deterioration or improvement of the employee’ s condition,
changein information available to the Superintendent justifies achangein
status, or otherwise when in his judgment the interests of the district, its
students or other employee so requires.

10. Refusal to:
a.  submit to aphysical examination in accordance herewith,
b. cooperate fully in such examination, or
C. permit such examination to be completed,
shall be cause for immediate discipline.

EMPLOYEE SURVIVOR BENEFITS
The Community Unit School District No. 2 Board of Education will provide for
benefits upon death payable to a dependent beneficiary or a nondependent beneficiary.

Beneficiaries are defined as follows:

Dependent beneficiary shall include (a) awidow or widower of an employee for a
period of at least one year prior to and on the date of the death of the employee
except where achild is born of such marriage in which case such qualifying period
shall not be applicable, (b) an eigible child of an employee, and (c) a dependent
parent. Unless otherwise designated by the employee, eligibility for benefits shall
be in the order named, except that dependent parents shall not be eligible where any
of the other foregoing dependent beneficiaries exist.

Nondependent beneficiary means any beneficiary designated by the employee who
does not qualify as a dependent beneficiary. If no beneficiary is designated by the
employee, the beneficiary shall be known kindred of the decedent as determined
according to the rules of descent and distribution under the laws of Illinois.

The term eligible child means a natural or adopted child of such employeewhois
unmarried and under age 18, provided that an adopted child shall be eligible only if
the proceedings for adoption have been initiated at |east one year prior to the date
of death of employee.

The term dependent means a person who was receiving from the employee at the
date of death of the employee at least one-half of his/her support from the employee
for the twelve calendar months immediately preceding death of the employee.
Dependency shall be presumed in the case of awidow, widower or an eligible
child.
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A nondependent beneficiary shall be entitled only to alump sum payment
consisting of accumulated salary and daily rate of pay for each day of earned
vacation.

A dependent beneficiary shall be entitled to:

1. All accumulated salary plus the balance of the month during which death
occurred.

2. Dalily rate of pay for each day of unused earned vacation.

3. Dalily rate of pay for each day of unused sick leave.

4. Continued dependent health insurance, at Board expense, for the length of
unused sick leave and vacation, if desired.

Eligible employees are those employed on aregular daily schedule.

This policy will not apply when death is a result of suicide.

PURCHASING PRACTICES

In general, al purchases or financial obligations will require prior approval by the
request being presented to your immediate supervisor, a purchase order generated at that
level and then presented to the Central Office for fina approval.

Below isthe requested routing of requests:

a. All custodians — Requests go to head custodian, Building Principals, then to the

Central Office.

b. All clerical staff — Requests go to your Building Principal then to the Central
Office. (Central Office staff requests go to the Superintendent)

c. All busdrivers— Requests go to the Director of Transportation then to the
Centra Office.

d. All cafeteria staff — Requests go to School Treasurer then to the Central Office.

e. School nurse — Requests go to your Building Principa then to the Central
Office.

f. Maintenance staff — Requests go to Building Principal then to Central Office.

g. Busmaintenance — Requests go to Director of Transportation then to Central
Office.

With the establishment of these practices, direct purchasing authority is given to
the following employees under outlined conditions:

a. Head cooks have purchasing authority for food purchased for the cafeterias.

Other than the purchasing authorized above, if purchases are made without prior
approva from the above mentioned, you will be considered the purchaser.
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TRAVEL REIMBURSEMENT

Employees required to use their own vehicles for travel in relation to school-
sponsored activities or business will be reimbursed at the current IRS approved rate per
mile. Prior written approval must be given by the immediate supervisor.
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SALARY PROGRAM AND BENEFITS
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PAY PLANS FOR SALARIED AND HOURLY EMPLOYEES
The Board of Education shall adopt a salary plan annually for educational support
personnel employees in each group classification upon the recommendation of the
Superintendent of schools.

All teacher aides, classified substitutes, part-time cooks, noon supervisors and bus
chaperones shall be paid on an hourly basis as established annually by the Board of
Education.

The adopted salary and hourly pay plan and amendments to them shall be entered
in full into the Board' s record, shall be published for the information of the present and
prospective employees and shall be issued by the Superintendent.

PAY DAY
The regular payday is the 10" and 25" of each month. If the 10" or the 25" should
fall on a Saturday, Sunday or a holiday, then vouchers will be issued the last workday
preceding the 10" or the 25™. No vouchers will be issued early except in cases of an
emergency. Request must be in writing and approved by the Superintendent.

PAYROLL DEDUCTIONS
Only deductions required by law or authorized in writing by employees will be
withheld from pay. Those required by law include the following:
1. Federa Social Security Tax
2. Federa Income Taxes
3. lllinois State Tax
4. IMRF when minimum requirement is met

Any questions about these deductions should be directed to the Central Office
Accounts Payable Department.

HOURS OF WORK —OVERTIME PAY
A standard workday shall be established with each employee working hours
together with a one-half (1/2) hour lunch period without pay at times directed by
supervisors. The standard workweek shall be established for each employee as working
hours Sunday through Saturday.

The starting and quitting time shall be established by employer in accordance with
operational requirements and, as far as practicable, shall be uniform.

All overtime work, when authorized by supervisory personnel, shall be paid at the
rate directed by law.

An effort shall be made to equalize all overtime among the employees insofar as
practicable. Overtime work shall be determined by the individual’s ability to perform the
work. Record of the overtime worked by each employee shall be available upon request.
Any employee who fails to work overtime when it is required of him/her will forfeit
his/her regular turns for overtime employment.

PAID VACATIONS

Twelve-month employees shall be eligible for paid vacation days according to the
following schedule:

Length of Employment:
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From To Maximum Vacation Leave

Beginning of year 2 End of year 2 5 Days
Beginning of year 3 End of year 10 10 Days
Beginning of year 11 15 Days

One full year of employment must be completed in order to be eligible for vacation.
Vacation will be granted on July 1 of each new year. If hire dateisnot July 1, apro-ration
of vacation days will be granted for months worked beyond one full year of employment.

Vacation days must be used by the end of the fiscal year in which days were given,
they do not accumulate. Employees resigning or whose employment is terminated are
entitled to the monetary equivalent of al earned vacation.

FOR CUSTODIANS ONLY: - (Approved at May 20, 2003 Board of Education Mesting)

All custodia vacations are to be taken during the summer vacation time (that
period of time that the students are dismissed for the summer) or on days that students are
not in session. Days taken not during the above mentioned summer period may not exceed
two (2) days. Employees may keep one (1) or two (2) daysin reserve. Custodial Staff
may petition the Superintendent to use reserve vacation days on student attendance days,
and the Superintendent may grant exceptions to this policy.

PAID HOLIDAYS

Educational support personnel employees who are classified as 12-month

employees receive the following paid holidays:

New Year's Day Independence Day
Martin Luther King Jr.’s Birthday Labor Day
President’s Day Columbus Day
Casmir Pulaski’ s Birthday Veteran's Day
Good Friday Thanksgiving Day
Memoria Day Christmas Day

If above days fall during the regular workweek and employee does not work, the
employee shall receive rate of pay for the hours the employee would normally work.

To qualify for the above benefits, an employee must be scheduled to work during
the time when the holiday falls. The employee must also work the last scheduled workday
preceding and the next scheduled workday following the holiday. These restrictions will
be waived in case of illness or scheduled vacation.

If the above days fall on aweekend, the employee would receive the preceding
Friday or following Monday off, depending on the school calendar. If the Friday or
Monday is not scheduled as a student holiday, then the employee would be given the
Friday following Thanksgiving as a holiday. The employee may opt to trade another
holiday for the day following Thanksgiving.

If in session on or an emergency Situation requires you to work on any of the holidays
listed above then afloating holiday will be given for that day worked or required to work.

SICK DAYS

Full or part-time support personnel who work at least 600 hours per year receive
ten (10) paid sick leave days per year (IMRF requirement), or a pro-ration of sick days
from the first day of employment to June 30" the first year of their enployment. Part-time
employees will receive sick day pay equivalent to their regular workday. All 12-month
employees receive twelve (12) paid sick leave days per year. Unused sick leave shall
accumulate to a maximum of two hundred forty days (240), including the leave of the
current year.
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The Board of education will consider, upon the Superintendent’s recommendation,
extension of sick leave for employees whose circumstances warrant special consideration.
The Board shall be petitioned through the Principal and Superintendent.

The Board of Education may require a physician’s certificate as a basis for pay
during leave after an absence of three (3) days of personal illness, or asit may deem
necessary in other cases.

Sick leave shall be interpreted to mean personal illness, or illness or death in the
immediate family or household. The immediate family shall include parents, spouse,
brothers, sisters, children, grandparents, grandchildren, parents-in-law, and brother-in-law,
sisters-in-law, grandparents-in-law and legal guardians.

Employees may select one of the following options regarding sick leave due to an
on-the-job accident:

1. If needed, an employee may take full salary for accumulated sick leave. In case
of Worker’s Compensation benefits, the school will supplement the amount
paid by the insurance company to bring the total salary to the full normal salary.
In no case will the school issue afull check and accept an endorsed Worker’s
Compensation check as a partial reimbursement. Each day of absence taken
under this option will be charged against accumulated sick leave. When sick
leave time has expired, the employee will be entitled to Worker’s
Compensation only. Changes made in the Worker’s Compensations laws as
provided by the State of Illinoiswill be followed.

2. |If the employee does not elect to use sick leave, the employee shall receive only
the amount of the employee’ s Worker’s Compensation benefit. The
employee' s full accumulated sick leave will be available when the employee
returns to work, or may be used upon expiration of Worker’s Compensation
benefits.

BEREAVEMENT LEAVE
Educational support personnel may receive the same bereavement leave that is

granted to the certified staff.

PERSONAL EMERGENCY LEAVE
The Board shall grant up to two (2) days of emergency leave without loss of pay.
Unused personal emergency leave shall accumulate to a maximum of five (5) days.
Unused personal |eave days beyond this maximum shall accumulate as sick leave. None
will be taken before or after holidays or vacations.

These days will be granted with full pay and must have prior approval of the
Principal and/or the Superintendent. Requests must be made in writing at least 24 hoursin
advance.

Personal emergency leave would cover emergency situations not covered by sick

leave. (Example: Businessthat could not be taken care of at any other time, personal
family matters not involving illness, son or daughter graduating, etc.)
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In case of emergency, above requirements may be waived by the Principal or
Superintendent.

JURY DUTY
It isthe policy of Community Unit School District No. 2 that no employee shall
suffer aloss of salary because of jury duty, as set forth in the School Code, Section 10—
20.7.

Any full-time employee called for jury duty shall receive full salary, including all
benefits while on said jury duty, providing the employee remits to the district any payment
received for jury duty, not including, however, payment received for mileage or expenses.

GROUPHEALTH INSURANCE
Please refer to Community Unit School District No. 2 Health Insurance Booklet.

A gqualified employee may accept or reject this insurance coverage, however, the
Board of Education is not obligated to furnish alternate compensation.

Asof July 1, 1989, the Board of Education will continue to pay group insurance
premiums for a period of six (6) months for any qualified employee who is disabled.

LIABILITY INSURANCE

Liability insurance shall be provided for al employees by a company licensed to
write such coverage in this state.

The purpose of such insurance isto insure against any loss or liability of the school
district, members of the School Board, employees and student teachers by reason of civil
rights damage claims and suits, constitutional rights and damage claims and suits and death
and bodily injury and property damage claims and suits, including defense thereof, when
damages are sought for negligent or wrongful acts allegedly committed during the scope of
employment or under the direction of the School board.

WORKER'SCOMPENSATION
All injuries sustained on the job, regardless of severity, must be immediately
reported to your supervisor or Building Principal, aong with filling out the proper
paperwork located at your respective building, then forwarded to Central Office. Failureto
do so may result in loss of benefits.

Duty-connected injury shall be covered by Worker’s Compensation. A clamisto
be filed in the office of your respective building in its entirety, then forwarded to the
Central Office. (Pleaserefer to “Employee Injuries’)

ILLINOISMUNICIPAL RETIREMENT FUND
The State of Illinois requires that al employees working 600 hours or more a year
must contribute to the Illinois Municipal Retirement Fund (IMRF). The payroll deductions
are compulsory by law. Likewise, the law requires that an amount be deducted for social
security according to income.
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TAX-SHELTERED ANNUITIES
Tax-sheltered annuities may be deducted from one's salary by making proper
application in the Central Office.

WAGE ASSIGNMENTSAND GARNISHMENTS
It is the responsibility of every employee to conduct their personal financesin such
away as to avoid any wage assignments or garnishments. If arequest is made to have an
employee’ s wages garnished, the matter will be discussed with a member of the
administration in hopes of making satisfactory arrangements with the employee’ s creditors.
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TERMINATION OF SERVICE
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REASONS FOR TERMINATION

Employee services may be terminated for any of the following reasons:
Retirement

Resignation

Dismissal for sufficient cause

Suspension without pay

Reduction in force

agrwNPE

RULESAND REGULATIONS COMPLIANCE

Educational support personnel employees shall comply with these rules and
regulations of the Board of Education and failure to do so shall be sufficient cause for
dismissal. The Board of Education shall authorize a Notice of Dismissal to be issued by
the Superintendent to any employee who shall be dismissed.

Educationa support personnel employees, upon termination of employment, shall
receive any salary due but shall not be compensated for unused accumulated sick leave.
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WORKERSCOMPENSATION
CLAIMSHANDLING
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REPORTING OF CLAIMS:

All claims must be reported within 24 hours. Prompt reporting will results in immediate
investigation, faster claim payment and settlement. In an effort to mitigate your losses,
care should be taken against the destruction or discard of any evidence concerning an
accident or loss. If asummons, court order, complaint, legal notice, or application for a
hearing from the Industrial Commission is received by your organization as aresult of a
work accident, mail or facsimile it immediately to IPRF Claims at 1411 Opus Place, Suite
200 Downers Grove, Illinois 60515-11991 or call (888) 223-1638. If there are any
guestions regarding documents received, you may contact your |PRF Claim representative.
Thisincludes Applications, Notices, and other papers respecting claims before the Illinois
Industrial Commission.

EMPLOYER’S FIRST REPORT OF INJURY :

HOW TO PREPARE
The Employer’s First Report of Injury provides official recording of aWorker's
Compensation Claim. Be precise in completing the employer identification. Relate the
accident and injury as described by the claimant. Make no evaluations, assumptions or
subjective remarks on the First Report State Form. If it appears details should be
investigated, alert our claims analyst on a separate sheet of paper. Thisform will
supplement the First Report in serious or complex accidents and provide your Division
Safety Coordinator and our claims analyst with points to consider in any later
investigation. The following instructions apply to completion of First Reports of Injury:

a. Form must be completed timely and accurately. Formsare not to be
completed by theinjured employee.

b. Three copies of the Form 45: Employer’s First Report of Injury should be
prepared. Two copies should be sent to our claims office, and the one
retained in your file. (Consult Section 11 of this Manual for recordkeeping
requirements.)

c. If the name of the insurance company is required on the form, indicate
[llinois Public Risk Fund, as the Insurance Company.

d. Indescribing the accident, use the following form: “Employee states that
(then describe the accident).” Thiswording is used to avoid committing to
liability before the investigation has been conducted and the accident details
confirmed. If details are unknown, place “unknown” in proper categories.

e. The accident description should include an action verb describing how the
injury occurred, i.e., fell from, slipped on, crushed by. Then add the place
or equipment involved, i.e., floor, ladder, punch press, forklift. A sample
accident description could be: “Employee states he fell from loading dock”.

f. Theinjury description should include the part of the body as: cut right ring
finger, sprained left ankle, bruised head. Attempt to select body part and
injury from the attached accident and injury description samples. Do not
use adjectives such as deep, severe, awful, etc., to describe theinjury. A
sample injury description may be: “Fall caused bruiseto left hip and sprain
of theright ankle.”

g. If theinjury isserious, asin cases of multiple fractures, spinal cord injuries,
head injuries, or hospitalization, call our claims office at 888-532-6981 and
fax the report immediately to 888-223-1638.

h. Include the Employee’ s telephone number on the First Report. Our claims
analyst will make telephone contact within 24 hours on all lost time cases.
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ILLINOIS FORM 45: EMPLOYER®G FIRST REPORT OF INJURY
Pleasetypeor print.

Employer®@ FEIN Date of report Caseor File# Isthisalost workday case? Yes /
No

Employer®name Doing business as:

Employer®@mailing address City State Zip Code

Nature of business or service SIC code

Name of workers@ompensation carrier/admin. Policy/Contract #

Self-insured?Yes /  No
Employee®full name Socia Security # Birthdate
Employee® street address City State Zip code
Mae / Femae Married / Single  # Dependents Employee®average weekly wage
Job title or occupation Date hired
Xi ,\rFe ?ﬂgrlvclxyee began work Date and time of accident Last day employee worked

If the employee died as aresult of the accident, give the date of death. Yes / No Did the accident occur on the employer®premises? Yes / No

Address of accident City State Zip Code
What was the employee doing when the accident occurred?
How did the accident occur?
What wastheinjury or illness? List the part of body affected and explain how it was affected.
What object or substance, if any, directly harmed the employee?
Name and address of physician/health care professional City State Zip Code
If treatment was given away from the worksite, list where it was given. City State Zip Code
Was the employee treated in an emergency room? WasYes |/ No |theemployee hospitalized overnight asan inpatient? Yes /
Report prepared by Signature Title and Telephone
Please send this form to the ILLINOIS INDUSTRIAL COMMISSION 701 S. SECOND STREET SPRINGFIELD, IL 62704. 1C45 1/02
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POLICY STATEMENT

It isthe policy of CUSD #2 to plan safety, loss control, and operating efficiency in al
aspects of our operations.

We have every incentive, both mora and financial, to minimize the hazards that adversely
affect the safety of our personnel, the security of our property, and the well-being of
members of the public, exposed to our operations and personnel. In response to these
incentives, we have a plan to work toward achieving as high a degree as possible toward
these goals.

Our plan includes measures that are designed to eliminate, reduce, or control the various
hazards and exposures which cause incidents occur. Thisincludes training of our
personnel at all levels of responsibility in necessary safety and loss control practices.

Responsibility for accident prevention and loss control will be delegated to each personin
the organization in the same manner as he or she is del egated responsibility otherwise as
part of their job function.

Management will expect all employees to have a positive attitude about safety and loss
control, the same as any other part of their job functions.

Management will expect all employees to have a positive attitude about safety and loss
control, the same as any other part of their job functions.

We feel that our goal of high safety awareness and low losses is an honorable one.
Therefore, we sincerely solicit the collective support of everyone in our organization to
achievethisgoal. Corporate management full supports the organization’s Loss Control
Program and Loss Control Manager.

Dr. Earl G. Williams, Superintendent
Community Unit School District No. 2
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POLICY STATEMENT

DATE: August 28, 2006
SUBJECT:  Safety Program

TO: ALL EMPLOYEES:

Asamember of our organization, you automatically accept amoral obligation to your
fellow employees and an economic obligation to the organization to see that operations
under your care, custody, and control are carried out in an efficient and safe manner.

Along with other responsibilities, safety consciousness must always exist in your thinking
and planning. Because of this obligation, you must not only prevent obvious unsafe acts
on the part of those you work with, but you must anticipate potential hazards. After an
accident occurs, it istoo late to prevent it. All employees must recognize that working in
an unsafe manner is counter-productive. Most important, each employee is encouraged to
demonstrate leadership ability by setting a good example.

To make our approach to safety more effective and uniform throughout the organization,
your supervisor will be outlining and formalizing our Safety Program. We fedl thiswill be
auseful tool to help in understanding and discharging our mutual responsibilities.

Dr. Earl G. Williams, Superintendent
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EMPLOYEE TRAINING & EDUCATION

OVERVIEW

The education and training of employeesisavital part of reducing losses through
elimination and/or control of unsafe work practices. Thisis also an important requirement
under OSHA in providing controls for a safe working environment. The person(s)
assigned training responsibilities should either be someone from the Safety Department or
someone who can work closely with the department to analyze losses and devel op training
programs. In this section you will find examples of training procedures and vehicles that
can be used as training tools.

Introduction Safety Training — All new employees should be provided with some type of
safety indoctrination. Management support of the safety program needs to be emphasized.
The following pages are examples of some types of introduction policies.

The CUSD #2 is extremely interested in the safety and welfare of all our employees.
Sometimes when an accident occurs, the employee(s) involved is subjected to unnecessary
pains and anxieties. All accidents cost money, but normally the one who pays the most is
the injured employee. Physical pain, lost wages, and time away from the family are just a
few of the prices paid by the injured person. It also costs time and money to train an
employee to replace the injured one. This hurts operating costs, which hurts each
employee' s prospects for wage increases.

Because of this, while employed by CUSD #2 you are required to follow General Safety
Rules. Your immediate supervisor will explain any rules to you which you do not
understand, that specifically cover any job you are assigned. If you fail to follow these
rules, you will be subject to disciplinary action, up to and including dismissal.

Remember, work in a safety conscious manner at all times, and encourage your fellow
workers to do the same, so that we will all have a safe, efficient work place.
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OTHER EMPLOYEES TRAINING LOG

Other Employee - An employee whose work operations are, or may be, in an area
where energy control procedures are utilized. The following is a list of Other Employees
and when they received training.

NAME _ TITLE TRAINING DATES
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