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Welcome

Welcome to Sparta CUSD #140. We are pleased that you have joined our District and welcome you
to help continue the successful education of our students.

We are fortunate enough to have outstanding employees who work as a team and provide for a
successful District. You have been carefully chosen as a team member because you exhibited those
characteristics, which will allow us to continue to provide quality education to our students. Welcome
to our team.

Sincerely,

Chris Miesner, Superintendent

Vision: Sparta CUSD #140 will create a learning environment that inspires every student to find their pathway to success.
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District Policies

Contract Language
There is an agreement between Sparta CUSD #140 and Sparta Education Association and Sparta Service
Employees. The Association distributes copies of the agreement. Members are responsible to become
familiar with the information in the contract. Nothing in this employee handbook shall supersede Federal or
State law and/or collective bargaining agreements.

Please reference the school board policies listed throughout this employee handbook on the district’s
website.

Equal Employment Opportunity and Minority Recruitment (5:10)

Workplace Harassment Prohibited (5:20)

Abused and Neglected Child Reporting (5:90)

Education of Homeless Children (6:140)

Release During School Hours (7:90)

Student Records (7:340)

Fingerprinting and Criminal Background Checking Policy
The Superintendent or designee shall ensure that a fingerprint-based criminal history records check and a
check of the Statewide Sex Offender Database and Statewide Child Murderer and Violent Offender Against
Youth Database are performed on each employee as required by School Code. A copy of the record of
convictions obtained from the Illinois State Police may be provided by the District to the applicant and the
Superintendent or designee shall notify the applicant if the applicant is identified in either database. Any
information concerning the record of convictions obtained by the District shall be confidential and may only be
transmitted or shared with the President of the School Board, Superintendent or his designee, Regional
Superintendent, State Superintendent, State Teacher Certification Board, or any other person necessary to the
hiring decision.

The District retains the right to not employ or to discharge any employee who makes any false or misleading
statement on, or omits facts from, his or her employment application or documents, if there is any criminal
history records check, Statewide Sex Offender Database check, Statewide Child Murderer and Violent
Offender Against Youth Database check, or background investigation, or if the District is prohibited from
employing the employee under Section 10-21.9 of the Illinois School Code.

Accident Reporting and Investigation
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Employees must report any accident or injury to their building administrator immediately following the accident
or injury. Employees will assist in completing an accident/injury report and update administration regarding
recovery from accidents or injuries following doctor visits. The Administration will investigate all accidents and
injuries and report to the Superintendent efforts to prevent any further accidents and injuries.

Drug and Alcohol Free Workplace (5:50)

Drug and Alcohol Testing
To support the policy of a drug and alcohol free workplace, testing for alcohol, drugs & chemical substances
may be required under the following circumstances:

(1) Pre-Employment
As part of the application process. No applicant testing positive will be employed. This includes all applicants

for employment and re-employment, whether for temporary, part-time or full-time positions.

(2) Post-Accident
After a work-related accident where judgment, coordination or physical or mental ability may have been

impaired.

(3) Reasonable Suspicion
Whenever the District has reasonable suspicion to believe an employee has consumed or used or is under the

influence of alcohol, illegal drugs, a controlled substance, or cannabis during the course of the work day.
Supervisory personnel shall ascertain whether reasonable suspicion exists and document the basis for any
reasonable suspicion prior to testing. The employee shall be provided a copy of the basis for any
reasonable suspicion.

(4) Periodic or Random
On an unannounced and random basis for those working in a safety sensitive position.

Public Information Process
The Principal and Superintendent are the public relations officers of the school. Contacts with the media
should be routed through the Principal first and then the Superintendent. If a member of the media contacts an
employee about a school related issue, the Principal and/or Superintendent should be informed.

Responsibilities Concerning Internal Information (5:130)

Solicitation and Distribution
Employees may not solicit or distribute literature concerning outside events or activities during the employee’s
working time or the working time of any employee. (Working time does not include lunch periods, work breaks,
or any periods in which employees are not on duty). In addition, the posting of written solicitations or literature
on District bulletin boards is restricted. These bulletin boards display important information and employees
should consult them frequently for: Employee Announcements, Internal Memoranda, Job Openings,
Organization Announcements, Payday Notice, Worker’s Compensation Insurance information, etc. If
employees have a message of interest to the workplace, they may submit it to administration for approval.

Employee Ethics; Code of Professional Conduct; and Conflict of Interest (5:120)
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All District employees are expected to maintain high standards in their job performance, demonstrate integrity
and honesty, be considerate and cooperative, and maintain professional and appropriate relationships with
students, parents/guardians, staff members, and others.

The Superintendent or designee shall provide this policy to all District employees and students and/or
parents/guardians in their respective handbooks, and ensure its posting on the District’s website, if any.

Professional and Appropriate Conduct
Professional and appropriate employee conduct are important Board goals that impact the quality of a safe
learning environment and the school community, increasing students’ ability to learn and the District’s ability to
educate. To protect students from sexual misconduct by employees, and employees from the appearance of
impropriety, State law also recognizes the importance for District employees to constantly maintain
professional and appropriate relationships with students by following established expectations and guidelines
for employee-student boundaries. Many breaches of employee-student boundaries do not rise to the level of
criminal behavior but do pose a potential risk to student safety and impact the quality of a safe learning
environment. Repeated violations of employee-student boundaries may indicate the grooming of a student for
sexual abuse. As bystanders, employees may know of concerning behaviors that no one else is aware of, so
their training on: (1) preventing, recognizing, reporting, and responding to child sexual abuse and grooming
behavior; (2) this policy; and (3) federal and state reporting requirements is essential to maintaining the Board’s
goal of professional and appropriate conduct.

The Superintendent or designee shall identify employee conduct standards that define appropriate
employee-student boundaries, provide training about them, and monitor the District’s employees for violations
of employee-student boundaries. The employee conduct standards will require that, at a minimum:

1. Employees who are governed by the Code of Ethics for Illinois Educators, adopted by the Ill. State
Board of Education (ISBE), will comply with its incorporation by reference into this policy.

2. Employees are trained on educator ethics, child abuse, grooming behaviors, and employee-student
boundary violations as required by law and policies 2:265, Title IX Sexual Harassment Grievance
Procedure; 4:165, Awareness and prevention of Child Sexual Abuse and Grooming Behaviors; 5:90,
Abused and Neglected Child Reporting; and 5:100, Staff Development Program.

3. Employees maintain professional relationships with students, including maintaining employee-student
boundaries based upon students’ ages, grade levels, and developmental levels and following
District-established guidelines for specific situations, including but not limited to:

1. Transporting a student;
2. Taking or possessing a photo or video of a student; and
3. Meeting with a student or contacting a student outside the employee’s professional role.

4. Employees report prohibited behaviors and/or boundary violations pursuant to Board policies 2:260,
Uniform Grievance Procedure; 2:265, Title IX Sexual Harassment Grievance Procedure; and 5:90,
Abused and Neglected Child Reporting.

5. Discipline up to and including dismissal will occur for any employee who violates an employee conduct
standard or engages in any of the following:

1. Violates expectations and guidelines for employee-student boundaries.
2. Sexually harasses a student.

Vision: Sparta CUSD #140 will create a learning environment that inspires every student to find their pathway to success.
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3. Willfully or negligently fails to follow reporting requirements of the Abused and Neglected Child
Reporting Act (325 ILCS 5/) or Title IX of the Education Amendments of 1972 (20 U.S.C. §1681
et seq.), or the Elementary and Secondary Education Act (20 U.S.C. § 7926).

4. Engages in grooming as defined in 720 ILCS 5/11-25.
5. Engages in grooming behaviors. Prohibited grooming behaviors include, at a minimum, sexual

misconduct. Sexual misconduct is any act, including but not limited to, any verbal, nonverbal,
written, or electronic communication or physical activity, by an employee with direct contact with
a student, that is directed toward or with a student to establish a romantic or sexual relationship
with the student. Examples include, but are not limited to:

1. A sexual or romantic invitation.
2. Dating or soliciting a date.
3. Engaging in sexualized or romantic dialog.
4. Making sexually suggestive comments that are directed toward or with a student.
5. Self-disclosure or physical exposure of a sexual, romantic, or erotic nature.
6. A sexual, indecent, romantic, or erotic contact with the student.

Statements of Economic Interest
The following employees must file a Statement of Economic Interests as required by the Illinois Governmental
Ethics Act:

1. Superintendent;
2. Building Principal;
3. Head of any department;
4. Any employee who, as the District’s agent, is responsible for negotiating one or more contracts,

including collective bargaining agreement(s), in the amount of $1,000 or greater;
5. Hearing officer;
6. Any employee having supervisory authority for 20 or more employees; and
7. Any employee in a position that requires an administrative or a chief school business official

endorsement;

Ethics and Gift Ban

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

Prohibited Interests; Conflict of Interest; and Limitation of Authority
In accordance with 105 ILCS 5/22-5 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 ISBE 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 District nor shall
an employee act as an agent of any business in any transaction with the District. This includes participation in
the selection, award or administration of a contract supported by a federal award or state award governed by
the Grant Accountability and Transparency Act (GATA) (30 ILCS 708/) when the employee has a real or
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apparent conflict of interest. A conflict of interest arises when an employee or any of the following individuals
has a financial or other interest in or a tangible benefit from the entity selected for the contract:

1. A member of the employee’s immediate family;
2. An employee’s partner; or
3. An entity that employs or is about to employ the employee or one of the individuals listed in one or two

above.

Employees shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors,
potential contractors, or parties to agreements or subcontracts. Situations in which the interest is not
substantial or the gift is an unsolicited item of nominal value must comply with state law and Board policy
2:105, Ethics and Gift Ban.

Guidance Counselor Gift Ban

Guidance counselors are prohibited from intentionally soliciting or accepting any gift from a prohibited source
or any gift that would be in violation of any federal or State statute or rule. For guidance counselors, a
prohibited source is any person who is (1) employed by an institution of higher education, or (2) an agent or
spouse of or an immediate family member living with a person employed by an institution of higher education.
This prohibition does not apply to:

1. Opportunities, benefits, and services available on the same conditions as for the general public.
2. Anything for which the guidance counselor pays market value.
3. A gift from a relative.
4. Anything provided by an individual on the abscess of a personal friendship, unless the guidance

counselor believes that it was provided due to the official position or employment of the guidance
counselor and not due to the personal friendship. In determining whether a gift is provided on the basis
of personal friendship, the guidance counselor must consider the circumstances in which the gift was
offered, including any of the following:

a. The history of the relationship between the individual giving the gift and the guidance counselor,
including any previous exchange of gifts between those individuals.

b. Whether, to the actual knowledge of the guidance counselor, the individual who gave the gift
personally paid for the gift or sought a tax deduction or business reimbursement for the gift.

c. Whether, to the actual knowledge of the guidance counselor, the individual who gave the gift
also, at the same time, gave the same or a similar gift to other school district employees.

5. Bequest, inheritances, or other transfers at death.

6. Any item(s) during any calendar year having a cumulative total value of less than $100.
7. Promotional materials, including, but not limited to, pens, pencils, banners, posters and pennants.

A guidance counselor does not violate this prohibition if he or she promptly returns the gift to the prohibited
source or donates the gift or an amount equal to its value to a 501(c)(3) tax-exempt charity.

Outside Employment
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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.

Tobacco
In keeping with Sparta CUSD #140’s intent to provide a safe and healthful work environment and in compliance
with the Illinois School Code and Smoke-Free Illinois Act, smoking is prohibited in all school buildings,
vehicles used for school purposes, and school property. Further, the use of tobacco is prohibited on school
property by any employee, student, or other person when such property is being used for any school purposes.
“School purposes” include but are not limited to all events or activities or other use of school property that the
Board or school officials authorize or permit on school property, including without limitation all interscholastic or
extracurricular athletic, academic, or other events sponsored by the Board or in which pupils of the District
participate. “Tobacco” shall mean cigarette, cigar, or tobacco in any other form, including smokeless tobacco
which is any loose, cut, shredded, ground, powdered, compressed or leaf tobacco that is intended to be placed
in the mouth without being smoked.

This policy applies equally to all employees and visitors.

Access to Electronic Networks (6:235)

Personal Technology and Social Media; Usage and Conduct (5:125)

Use of Technical Resources
Sparta CUSD #140 maintains photocopiers, facsimile machines, and printers. Utilization of these technical
resources is not to be conducted in any way that may be disruptive to Sparta CUSD #140 operations or in
violation of Sparta CUSD #140 policy or law.

Sparta CUSD #140 technical resources are provided exclusively to assist in the conduct of the District’s
business; however, occasional use of technical resources for personal purposes is permissible so long as it
does not interfere with business or the employee’s assigned duties, is not related to outside school business
activities, does not conflict the District’s policy or law, and is approved by the building principal.

Information sent and stored on facsimile machines is the property of Sparta CUSD #140. By using the
District’s technical resources, all individuals knowingly and voluntarily consent to their usage being monitored
and acknowledge the District’s right to conduct such monitoring. Individuals should not expect that facsimile
transmissions are confidential or private, and should be aware that all types of business records are subject to
inspection, review, or disclosure without prior notice for any business purpose or as required by law. In
general, these communications are treated no differently than any other business record or correspondence,
and may be used in administrative, judicial, or other proceedings.

Schedules & Employment Year (5:300)

Public Relations and Telephone Calls
It is important that District phones be kept clear for District business. Personal calls are acceptable; however,
proper discretion is advised. First impressions are very important and when answering the phone employees
shall greet the caller with "Good Morning or Good Afternoon, Sparta CUSD #140, John/Jane Doe speaking.”

Vision: Sparta CUSD #140 will create a learning environment that inspires every student to find their pathway to success.
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Employees who answer the phone should do so promptly and in a businesslike manner. Employees will be
held responsible for paying for all non-business-related long distance phone calls.

Cellular Phone Policy
This policy outlines the use of personal cell phones at work, the personal use of District cell phones and the
safe use of cell phones by employees. This policy applies to phone calls, text messaging, pictures, etc.

Personal Cellular Phones
While at work employees are expected to exercise the same discretion in using personal
cellular phones as is expected for the use of District phones. Excessive personal calls during
the workday, regardless of the phone used, can interfere with employee productivity and be
distracting to others. Employees are therefore encouraged to make personal calls on non-work
time where possible and to ensure that friends and family members are aware of the District's
policy. Flexibility will be provided in circumstances demanding immediate attention.

The District will not be liable for the loss of personal cellular phones brought into the workplace.

Personal Use of District-Provided Cellular Phones
Where job responsibilities or District needs demand immediate access to an employee, the District may issue a
District cell phone to an employee for District-related communications. In order to protect the employee from
incurring a tax liability for the personal use of this equipment, employees will be required to reimburse the
District for any personal calls on a District issued cell phone. Phone logs will be audited regularly to ensure
compliance with this policy.

Safety Issues for Cellular Phone Use
When using cell phones and other portable devices, employees are expected to observe all
relevant state and Federal Laws. This would include laws requiring hands-free devices or prohibiting text
messaging while driving. Employees are expected to stop driving before conducting business electronically or
are expected to use hands-free devices while driving. District owned electronic devices may be monitored to
ensure compliance with the policy.

Employees whose job responsibilities do not specifically include driving as an essential function, but who are
issued a cell phone for business use, are also expected to abide by the provisions above. Under no
circumstances are employees allowed to place themselves at risk to fulfill business needs.

Employees who are charged with traffic violations resulting from the use of their phone while driving will be
solely responsible for all liabilities that result from such actions.
(Violations of this policy will be subject to discipline up to and including termination.)

District Tools and Equipment
The District may supply all equipment, tools, or other items to assist in the performance of duties. All items
shall be collected at the end of the workday and returned to their proper location.

District Vehicles
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All employees must get authorization to use District vehicles. When using District vehicles, employees must
follow all state and Federal laws. Employees shall pay any tickets in violation of the law. An employee must
agree to pre-employment and regular checks of MVR and are required to maintain a good driving record in
order to drive District vehicles.

Parking
All employees shall park on District premises in a designated area. Employees will refrain from parking in
designated visitor parking and handicap parking spaces.

Dress Standards
The District’s image is reflected in employees’ dress and appearance which must not disrupt the educational
process, interfere with the maintenance of a positive teaching/learning climate, or compromise reasonable
standards of health, safety, or decency. Good grooming and tasteful attire is essential.

Please see specific department’s uniform and personal appearance guidelines.

Communicable and Chronic Infectious Disease (5:40)

Bloodborne Pathogens
The District recognizes the potential risk its staff has to accidental occupational exposure to bloodborne
pathogens and desires to educate and protect employees to minimize the possibility of exposure. The
Bloodborne Pathogens Exposure Control Plan contains specific information regarding the District’s policies and
procedures.

All employees of the District are instructed as to the correct handling of body fluids and tissue. All positions in
the District have been categorized into classifications to determine the likelihood of occupational exposure to
blood, body fluids or tissue from other people. Classification I employees hold positions in which required
tasks routinely involve a potential for that exposure. These employees and all others who are involved in an
exposure incident are entitled to receive vaccinations for Hepatitis B at the District’s expense. Classification I
employees receive a handbook and appropriate cleanup materials to properly handle incidents.

Administering Medicines to Students (7:270)

Visitors to and Conduct on School Property (8:30)

Vision: Sparta CUSD #140 will create a learning environment that inspires every student to find their pathway to success.
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Employment Status

Teacher Qualifications (5:190)

Duties & Qualifications (5:280)
During evaluation year, lesson plans are expected to be submitted to building principal the last school day prior
to the week of teaching. Grades need to be entered by the last school day of the week. Parents of students
with grades of a D or F need to be contacted by the teacher immediately. Teachers will not enter a grade of
zero in the case of a student absence. During assemblies, teachers must sit amongst their class. During
passing periods, teachers must be present in the hallways. Communication of events must be posted on the
Building Google Calendar.

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

Employment Termination and Suspensions (5:290)

Reporting Absences & Attendance
To maintain a productive work environment, the District expects employees to be reliable and to be punctual in
reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on the
District. Absences are to be reported to Aesop (SHS/SLS) as soon as planned. In the rare instances when
employees cannot avoid being late to work or are unable to work as scheduled, they are required to notify the
appropriate person at each school (SHS- Mr. Beckley; SLS- Mrs. Dierks; EAC- Mrs. Schlueter) as soon as
possible before they are scheduled to work. Lesson plans must be available for substitutes prior to the
absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and
including discharge. Absence of three working days without reporting will be considered a voluntary
resignation. Anyone missing more than three consecutive days must provide a doctor’s excuse in order for it
to be an excused absence.

Employment Record/Employee Status Changes
Any changes in name, address, phone numbers, marital status, and persons to be contacted in case of an
emergency must be turned into the Unit Office as soon as possible in order to keep employment records
current.
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Benefits

COBRA Insurance
The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their dependents
(qualified beneficiaries) the opportunity to continue health insurance coverage under the District’s health plan
when a “qualifying event” would normally result in the loss of eligibility. Some common qualifying events are
resignation, termination of employment, or death of an employee; a reduction in an employee’s hours or a
leave of absence; an employee’s divorce or legal separation; or a dependent child who no longer meets
eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage of the group rates plus
administration fee.

The District provides each eligible employee with a written notice describing rights granted under COBRA
when the employee becomes eligible for coverage under the health insurance plan. The notice contains
important information about the employee’s rights and obligations.

It is the employee’s responsibility to inform the Plan Administrator of the following events for eligibility
purposes:

● The participant becomes entitled to Medicare benefits
● The participant and spouse become divorced
● The participant and spouse become legally separated
● A participant’s child ceases to be a dependant under the plan

Uniformed Services Employment and Reemployment Rights Act (USERRA)
Any employee whose absence from employment is necessitated by reason of service in the uniformed services
will be granted an unpaid leave of absence and will have the right to be reemployed if he or she:

● Ensures that the District receives advance written or verbal notice of his or her service;
● Has five years or less of cumulative service in the uniformed services while with the District;
● Returns to work or applies for reemployment in a timely manner after conclusion of service; and
● Has not been separated from service with a disqualifying discharge or under other than honorable

conditions.
Upon the expiration of such leave of absence, each employee will be restored to his/her former job
classification or to a position of like seniority, status and pay; unless, circumstances of the District have so
changed as to make it impossible or unreasonable to do so.

Family Bereavement Leave (5:250)

Family and Medical Leave (5:185)

** All sick time and personal time must be used prior to any time off without pay. **
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Victims’ Economic Security and Safety Act
Leave Description
In accordance with the Victims’ Economic Security and Safety Act (“VESSA”), the District will provide
employees up to 12 weeks unpaid leave per rolling year for an employee who is a victim of domestic or sexual
violence or has a family or household member who is a victim of domestic or sexual violence whose interests
are not adverse to the employee as it relates to the domestic or sexual violence. Unpaid leave from work may
be taken to address domestic or sexual violence by:

1. Seeking medical attention for, or recovering from, physical or psychological injuries caused by
domestic or sexual violence to the employee or the employee’s family or household member;

2. Obtaining services from a victim services organization for the employee or the employee’s family or
household member;

3. Obtaining psychological or other counseling for the employee or the employee’s family or
household member;

4. Participating in safety planning, temporarily or permanently relocating, or taking other actions to
increase the safety of the employee or the employee’s family or household member from future
domestic or sexual violence or ensure economic security; or

5. Seeking legal assistance or remedies to ensure the health and safety of the employee or the
employee’s family or household member, including preparing for or participating in any civil or
criminal legal proceeding related to or derived from domestic or sexual violence.

* “Family or household member” is defined as a spouse, parent, son, daughter, other person related by blood
or by present or prior marriage, other person who shares a relationship through a son or daughter, and persons
jointly residing in the same household.

Employees are entitled to take unpaid leave that exceeds the unpaid leave time allowed under, or is in addition
to the unpaid leave time permitted by, the federal Family and Medical Leave Act of 1993.

An employee may elect to substitute any earned vacation time, sick leave, or other paid or unpaid leave the
employee is entitled toward the 12-week period allowed for any approved leave of absence pursuant to this
policy.

Requesting Leave
Any employee who desires a leave of absence pursuant to this policy must complete, sign, and submit an
application for leave of absence to his or her immediate supervisor. The employee shall provide the District
with at least 48 hours notice in advance of the employee’s intention to take the leave unless providing such
notice is not practicable.

Certification
Every application for Leave of Absence pursuant to this policy must include a sworn certification by the
employee that: (1) the employee or the employee’s family or household member is a victim of domestic or
sexual violence; and (2) the leave is for one of the purposes enumerated in the above paragraph. In addition,
the employee must provide the following documents to the District within a reasonable time: (1) documentation
from an employee, agent, or volunteer of a victim services organization, an attorney, a member of the clergy, or
a medical or other professional from whom the employee or the employee’s family or household member has
sought assistance in addressing domestic or sexual violence and the effects of the violence; (2) a police or
court record; or (3) other corroborating evidence.
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Conditions of Leave
The following conditions apply to a leave of absence pursuant to this policy:

1. In its discretion, the District may require an employee taking approved leave of absence to periodically
report on his or her status and intention to return to work.

2. An employee taking a leave of absence may not engage in other work or employment during the leave
of absence. If an employee engages in other work or employment during the leave of absence, the
employee will be considered to have violated the terms of the leave of absence, and to have voluntarily
terminated his or her employment with the District.

3. If an employee is granted a leave of absence on an intermittent basis or on a reduced schedule basis,
the District may require the employee to temporarily transfer to an alternative position that
accommodates the employee’s recurring absences or part-time schedule.

Continuation of Health Benefits
During VESSA leave, employees are entitled to continuation of health benefits that would have been provided
if they were working. Any share of health plan premiums being paid by the employee before taking the leave,
must continue to be paid by the employee during the leave. The District may recover the premium that the
District paid for maintaining coverage for the employee and the employee’s family or household member under
the health plan during any period of VESSA leave if:

1. The employee fails to return from leave after the period of leave to which the employee is entitled has
expired; and

2. The employee fails to return to work for a reason other than;
I. The continuation, recurrence, or onset of domestic or sexual violence that entitles the employee to

leave pursuant to this policy; or
II. Other circumstances beyond the control of the employee.

Any employee who fails to return to work for a reason listed in 2(I) or (II) must provide to the District, within a
reasonable time, a sworn certification by the employee that the employee is unable to return to work because
of that reason and (1) documentation from an employee, agent, or volunteer of a victim services organization,
an attorney, a member of the clergy, or a medical or other professional from whom the employee or the
employee’s family or household member has sought assistance in addressing domestic or sexual violence and
the effects of the violence; (2) a police or court record; or (3) other corroborating evidence.

Return to Work
An employee returning from VESSA leave will be restored to the position of employment held by the employee
when the leave commenced, or to an equivalent position with equivalent employment benefits, pay, and other
terms and conditions or employment.

General Rules Of Conduct
To assure orderly operations and provide the best possible work environment, the District expects employees
to follow rules of conduct, performance, and attendance. This will protect the interests of all employees and
the District.
For the guidance of all employees, listed below are some rules of conduct, performance and attendance.
Violation of any of these rules may result in disciplinary action, including discharge, at the District’s discretion.
This list is by way of illustration only and should not be deemed to limit the Districts right to discipline or
discharge for other reasons not specifically listed.
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The following acts are prohibited and constitute violations of District Rules of Conduct.
1. Possession of any dangerous weapon or explosive device while on District property.
2. Reporting to work under the influence of, or introducing, possessing, or using on District property, any

intoxicating or controlled substance (including drug paraphernalia) not prescribed by a licensed
physician. Employees with prescription drugs, which could impair motor function, must advise their
administrator when first reporting for work after receiving such a prescription.

3. Fighting with, threatening, intimidating, coercing, physically abusing or interfering with another
employee or persons doing business with the District.

4. Taking or receiving, without authorization, goods, materials, equipment or property belonging to the
District, employees, or persons doing business with the District.

5. Practicing or promoting discrimination against or harassment of another employee or group of
employees on the basis of race, color, national origin, sex, sexual orientation, age, religion, or disability.

6. Willful destruction of property, including but not limited to falsification of report(s); employment
application; tallies; data; time card(s); commission of deliberate error; concealment of such acts
committed by employee or others.

7. Insubordination (refusal to carry out administrator’s instructions). Using profane or abusive language or
displaying abusive conduct toward an employee or person.

8. Participation or instigation of horseplay, scuffling, pranks, and/or otherwise creating a disturbance in the
workplace.

9. Committing any felony or misdemeanor crimes as prohibited by federal, state, or local laws or failure to
report unlawful conduct to the appropriate administrator immediately.

10. Transaction of personal business, including telephone calls, during working hours (excluding lunch)
without consent of an administrator.

11. Use of seatbelt is required while riding in or operating a District vehicle on public roads.
12. Negligent work performance, concealment or failure to report errors, which may result in economic

damage or adverse conditions.
13. Sleeping during working time.
14. Failure to report an accident or injury to the appropriate administrator.
15. Excessive employee absenteeism or tardiness or failure to notify of absence or tardiness within an hour

of the scheduled work time.
16. Leaving District premises during working hours without permission. Unauthorized entrance on District

property during non-working hours.
17. Working in an unsafe manner or violating District safety policies and procedures.
18. Falsification of employee applications.
19. Improper use of sick leave or unpaid personal leave.
20. Unauthorized use of District equipment.
21. Making modifications in equipment or buildings including heating, cooling, electrical, water or sewer

systems unless authorized by job descriptions or supervisors.
22. Unauthorized possession or use of District keys, keycards, or access fobs, including master keys.
23. Bringing personally owned equipment or furniture to school without advance written authorization from

the building administration. If permission is granted, the District assumes no liability for lost, damaged,
or stolen personal property.

24. Promoting the services, products, ideologies (political, religious, or organizational), or goals of
non-school organizations, exclusive of educational goals.

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

26. Falsifying documents, or creating documents, which are substantially misleading.
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27. Making false claims for insurance or any other benefit.
28. Misrepresenting to any other person the extent of her or his job authority, or purporting to act on behalf

of the District when not authorized to do so.
29. Incurring expenses or entering into contracts on behalf of the District without the authority to do so.
30. Failure to conduct oneself in a safe manner at all times. Failure to read, understand and apply all

safety instructions related to procedures or equipment, or defeating or attempting to defeat any safety
device.

31. Working under the influence of any intoxicating liquor or illegal drug; concealing or maintaining any
intoxicating liquor or illegal drug in or on any school property or at any school sponsored event; working
while bearing the odor of alcohol or illegal drugs.

32. Engaging in acts that are dangerous to property, health, safety, or welfare of the District, students, other
employees, or the general public. This rule shall not be deemed violated by accidental acts that are not
intended by the employee, but the employee shall act with prudence and ordinary caution at all times.

33. Engaging in activities during non-school hours that intentionally cause injury or harm or attempt to
cause injury or harm to other employees, children, their property, or the District or its property. Any
employee who has been convicted of any felony offense or who has committed any criminal acts
involving substantial risk of harm to other persons or property may be unsuitable for school employment
and is subject to discharge, at the discretion of the Board.

34. Bringing onto school property or to any school activity firearms, ammunition, explosives, fireworks, or
other substances or devices likely or capable of causing harm to persons or property.

35. Failure to report to the direct supervisor any damaged or broken equipment or other school property in
his or her assigned area of responsibility.

36. The loss of driving rights or privileges for any position requiring a current driver’s license shall be cause
for dismissal. The employee must advise the District of lost driving privileges.

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

38. Failure to promptly deposit, report or account for any funds, gate receipts, or other money or property of
the District, students, or others coming into the employee’s hands as a result of the employee’s work,
responsibilities, duties, or employment.

39. Unauthorized use, retaining without authorization, or stealing money or property of students, other
employees, or others.

40. Release, disclosure, or granting access to information found in any student record except in the
exercise of job responsibilities, or when such disclosure would constitute a violation of the Illinois
School Student Records Act or the Family Educational Rights and Privacy Act. Employees may seek
clarification of their responsibilities under this rule from their immediate supervisor.

41. Release, disclosure, or granting access to information found in any employee file or disclosure of
confidential information about other employees without advance authorization from a supervisor.
Employees may seek clarification of their responsibilities under this rule from their immediate
supervisor.

42. Educational support employees shall not discipline students except as authorized by job description.
43. Fighting and physical altercations of all kinds. Employees may take reasonable steps to protect

themselves from physical violence and may reasonably restrain a student to protect the employee,
another employee, other students, or District property.

44. Engaging in any behavior while at school, at its sponsored events, or during work hours, which
constitutes gross disrespect for the property or rights of others including but not limited to insensitive
remarks about another person’s race, color, religion, creed, national origin, sex, age, ancestry, or
marital status. Such remarks will result in employee discipline.
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45. Using profanity when speaking to parents or students, or addressing other employees utilizing profanity.
46. Engaging in any sexual or romantic relationship with any student. Employees shall not make sexually

suggestive remarks or engage in sexual conduct or acts on or towards students. Employees shall not
illegally discriminate against students on the basis of the student’s sex. Employees shall personally
report evidence of any such activity to the Superintendent. No employee shall instruct or dissuade
another employee from making such a report.

47. Making unwelcome sexual advances toward or requesting sexual favors from other employees.
Engaging in verbal or physical conduct or communication of a sexual nature which constitutes sexual
harassment or otherwise creates an intimidating, hostile, or offensive work environment.

48. Aide, solicit or engage any student, or any employee in any activity that is illegal or immoral.
Employees shall personally report evidence of illegal or immoral activity to the Superintendent.

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

50. Willfully refusing to obey written or oral instructions of the immediate supervisor, a member of the
administrative staff.

51. Willfully refusing to obey the policies, rules and regulations of the Board of Education or attempting to
violate the Board of Education policy, rule or regulation.

52. Willful behavior that interrupts the orderly process of school affairs.
53. Repeated minor incidents of misbehavior may be cause for discharge, if other disciplinary measures

have failed to deter misconduct.
54. To knowingly surrender or deliver a child to a person other than the child’s parents (or in the case of

divorce, the custodial parent) or other guardian, without the approval from the parent, legal guardian, or
the building principal. No employee shall intentionally surrender or deliver a child to a person who is
prohibited such contact by an Order of Protection, or other Order of Court

55. Failure to personally report evidence of child abuse to the DCFS Hotline. No employee shall instruct or
dissuade another employee from making such a report. The employee shall notify the building principal
that a report was made.

56. Outside employment that may interfere with the performance of job duties.
57. Accepting unauthorized rebates, gifts, gratuities, premiums or promotional materials from suppliers for

personal use or gain.
58. Utilizing District computers, networks or Internet access to view, obtain, or download any pornographic

or sexually explicit material.
59. Failing to maintain strict confidentiality of passwords or other security techniques or accessing any

computer, network, server, or other information thereon that the employee is not authorized to access.
60. Violation of any copyright, including, but not limited to copyright in software, information, music, data or

other material obtained over the Internet.
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ACKNOWLEDGEMENT, AGREEMENT
AND RECEIPT OF EMPLOYEE HANDBOOK

The undersigned hereby acknowledges receipt of a copy of the Sparta CUSD #140 Employee Handbook. The
undersigned hereby acknowledges and agrees that nothing contained in the employee handbook including
policies, practices, and benefits stated herein are intended to create any contractual right, express or implied,
to employment or to any particular term or condition of employment. The District retains the right to revise,
amend this handbook, or terminate any policy unilaterally without notice at any time, and the employee's
continued employment will be deemed acceptance of such revisions and modifications. I understand I am
required to read and apply all work rules. I understand that if I violate any work rule, I may be disciplined. I
further acknowledge that discipline, in some circumstances, may include my immediate discharge.

_________________________________________________
Employee Signature

_________________________________________________
Witness Signature

_____________
Date

(This acknowledgement and agreement will be retained in the employee's personnel file).
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