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Introduction 

 

The purpose of the Administrative Handbook is to provide all Kankakee School District 

administrators with an easy to use, comprehensive guide for all policies, procedures and 

guidelines currently in place with our district. 

 

 

Mission Statement 

Kankakee School District #111 will celebrate the unique diversity our students possess while 

providing visionary education opportunities. 

 

 

Vision Statement 
Kankakee School District #111 will be recognized as being progressive, innovative and creative. 

We work together to build ONE community with strong partnerships. We are ONE district 

committed to increasing student achievement. We have ONE vision of producing globally 

productive citizens. We do this for the diverse needs of ALL children. 
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Administration 

504 Plans 

The 504 Plan is a plan developed to ensure that a child who has a disability identified under the 

law and is attending an elementary or secondary educational institution receives 

accommodations that will ensure their academic success and access to the learning environment. 

Section 504 of the Rehabilitation Act is explained in our 2019-2020 district handbook in section 

2-29 on page 36. Board Policy 6:120 offers further information including 6:12AP1 Notice to 

Parents/Guardians Regarding 504 Rights.   

Abused and Neglected Child Reporting  

All Kankakee School District #111 faculty members are Mandated Reporters. Training videos 

for this are provided through GCN and reviewed regularly as part of the annual training process. 

The full board policy and instructions on how to proceed sure child abuse or neglect be suspected 

can be found in Board Policy 5:90. 

Accelerated Placement Program 

The District provides an Accelerated Placement Program (APP). The APP advances the 

District’s goal of providing educational programs with opportunities for each student to develop 

to his or her maximum potential. The APP provides an educational setting with curriculum 

options usually reserved for students who are older or in higher grades. Board policy 6:135 goes 

on to list options available and implementation requirements. Administrative procedure 6:125-

AP reviews placement criteria and definitions, parent notifications, the referral and evaluation 

process and how eligibility is determined. Kankakee School District is workshop with Equal 

Opportunity School to increase enrolment is our AP classes and support our students’ academic 

success. For more information visits https://eoschools.org/.  

Administrator Training  

Kankakee School District #111 makes every effort to offer an Administrators Academy each 

summer for our administrators. If an administrator wishes to attend additional training, they 

should complete a Conference Form, attached information regarding the training, with the 

registration form and forward it to the Instructional Programs Office. A Conference Request 

Form is located on page 165 in the Forms section at the back of this handbook.  

Aggressive Behavior Reporting Letter and Form  

Aggressive Behavior needs to be reported to a student’s parent or guardian as well as document 

within the students file.  Board Policy 7:190-E1 was created to assist you in this task. The letter 

can be found in the on page 126. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120-AP1E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120-AP1E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-90.18.pdf
https://sites.google.com/ksd111.org/ksd111acceleratedplacement/
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://eoschools.org/
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
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Animals in Education 

Animals may be brought into school facilities for educational purposes according to procedures 

developed by the Superintendent assuring: (a) the animal is appropriately housed, humanely 

cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an 

unhealthy environment. For a full outline please see Board Policy 6:100. An application must be 

approved before and animal may be brought into the school. This application can be found in our 

Board Policy 6:100-E or on Page191 in the forms section at the back of this handbook. Once the 

application has been approved, permission from the parents of students exposed to this animal 

must be obtained. Please use the Student Permission for Exposure to Animal(s) form found in 

our Board Policy 6:100-E2 or on page 324 in the forms section in the back of this handbook. 

Applicants Authorization to Release Information  

Kankakee School District requires all new applicants provide a written authorization for a 

complete criminal history records check. Please refer to the full Board Policy 5:30-AP2 for more 

information. The form can be found on page 137. 

Arrests, Ambulance Calls or Fire Department Calls 

Be sure to complete the google form anytime a student is arrested, leaves by ambulance, or the 

fire department is called. Please make sure multiple people are not completing the form for the 

same student.    

 Assembles and Ceremonies  

Assemblies must be approved by Superintendents or designee and be consistent with the 

District’s educational objectives. See Board Policy 6:255. 

Assessment Calendars 

Assessments provide the data used to guide instruction. Each year Instructional Programs creates 

an Assessment Calendar that give the dates and grade levels of assessments and testing that are 

given to Kankakee School District students. A copy of the 2019-2020 Assessment Calendar can 

be found on page 352 in the addendum at the back of this handbook.   

At Risk Students 

The Superintendent or designee shall develop, maintain, and supervise a program for students at 

risk of academic failure or dropping out of school. Please see Board Policy 6:110 for a full list of 

support services and interventions you should offer at risk students. At-Risk students are also 

addressed in the 2019-2020 Handbook under 2-24 Programs for Students at Risk of Failure 

and/or Dropping Out of School and Graduation Incentives Program on page 28. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30AP2.17.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdXLruul8XpvsHdn3faAm-C_3JWKZSFZqUEkHH_G6hiIMnhsQ/iewform?usp=sf_link
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-255_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-110.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Attendance – E-Learning  

E learning days allow students be counted as present for school if they meet certain criteria.  

Students can learn anywhere and at any time. 

 

GRADES K thru 6 

1. Students are considered present for each E- Learning day.  

2. Students K thru 6 have up to two weeks from the date of the E-Learning Day to turn in 

their work and continue with a clear day of attendance. 

3. Teachers at the end of the two-week period will mark the student absent if the packets 

have not been turned in.   

4. If a child participated in E-Learning you do nothing to their attendance record.  You leave 

it blank the same as if they were in the building on that particular school day. 

 

GRADES 7 thru 12 

1. Students in grade 7 thru 12 must log into Google classroom by 10:30 am. to be 

considered present. 

2. If a student does not comply with this procedure, the teacher is to mark the student W 

(unexcused). 

3. 7-12th grade if students do not sufficiently complete evidence of work after the 10:30 

check in - they have up to 14 days to turn the work in or they will be marked unexcused.  
 

Attendance & Truancy Procedures 

Illinois law defines “chronic absentee” as a student who misses 10 percent of school days within 

an academic year with or without a valid excuse. That’s 18 days of an average 180-day school 

year. Excused absences include illness, suspension, need to care for a family member, etc. 

Students need daily instruction in order to succeed. Chronic absentees are at risk of academic and 

social problems. 

Illinois law defines “chronic truant” as a student who misses 5 percent of school days within an 

academic year without a valid excuse. That’s nine days of an average 180-day school year. The 

count of chronically truant students does not include students with excused absences, such as 

doctors’ appointments or students over the age of 16, who are not legally required to attend 

school. Chronic truants are at risk of academic and behavioral problems. Research shows that 

chronic truancy has been linked to serious delinquent activity in youth and to significant negative 

behavior and characteristics in adults. 

Truancy Reports for I-KAN and Attendance Secretaries:  

1. A report for each building has been created for IKAN Truancy Officers and attendance 

secretaries. The grade level secretaries at the HS will receive the reports. 

2. It can be found by going to :  Office/Attendance Reports/Day Summary/Truancy Report 
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3. These reports have been automated and will run as a scheduled task.  Grades K through 8 

will get their reports in the morning via email.  KHS and Avis will get their reports in the 

afternoon. 

4. This report should be reviewed for inconsistencies. The appropriate corrections should be 

made to the student’s day attendance if there are errors or missing codes.   
5. Next year you will have to clone the report created and update it for the New Year.  I will 

assist you as needed. 
 

The full district policy and procedures on Attendance and Truancy can be found in Board Policy 

7:70. Administrative procedures are outlined in Board Policy 7:70-AP1. Non-attendance and 

Late Enrollment are covered in Board Policy 7:70-AP2. When a student is absence on and 

extended vacation, please refer to Board Policy 7:70-R3 for procedures.  

Attendance and Truancy is fully covered in our 2019-2020 Handbook under section 2-7 

Attendance, Tardies and Truancy beginning on page 14. Please see page 472 in the addendum   

in the back of this handbook for the 19-20 Truancy procedures. 

Chain of Command  

Kankakee School District #111 Chain of Command is described in Board Policy 3:30. For a full 

flowchart, please see the page 357 in the addendum. 

CIPS   

The Crisis Intervention Programing Stabilization (CIPS) program provides a streamlined 

placement process. The Alternative Program Referral form can be found on page 133 at the back 

of this handbook.  

Community Resource Persons and Volunteers 

While the School Board encourages the use of resource persons and volunteers in schools, the 

administration must follow board protocol. See the full Board Policy 6:250 for the complete 

policy. The Administrative Procedures, Board Policy 6:250-AP outlines the screening process 

needed to vet resource persons and volunteer. Once cleared, resource persons or volunteers 

should complete for 6:250-E prior to engaging students. This form can be found on page 286.  

Complaints about Curriculum, Instructional Materials or Programs 

Persons with suggestions or complaints about curriculum, instructional materials, and programs 

should complete a curriculum objection form and/or use the Uniform Grievance Procedure 

(Board Policy 2:260). A parent/guardian may request that his/her child be exempt from using a 

particular instructional material or program by completing a curriculum objection form found in 

Board Policy 6:260-E or on page 169. Information is also found in the 2019-2020 Student 

Handbook under section 2-30 Student and Family Privacy Rights on page 37. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70AP1_11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%203/3-30_11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/2-260.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-260E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Computer Hardware Procedures  

The full Board Policy 6:235-AP1 outlines Kankakee School District #111 procedures regarding 

all aspects of technology hardware. Please remember, the district has a Technology and 

Curriculum Review Committee that must approve current and future applications and devices. 

The proposal form can be found in Board Policy 6:235-E5 and on page 166. 

Computer Software Procedures 

Software Procedures for Kankakee School District #111 can be found in Board Policy 6:235-

AP2. Please remember, the district has a Technology and Curriculum Review Committee that 

must approve current and future applications and devices. The proposal form can be found in 

Board Policy 6:235-E5 and on page 166. 

Conditional Job Offer 

When making a conditional job offer to a prospective employee, please be sure to review Board 

Policy 5:30-AP to ensure all steps are followed to avoid misunderstandings or potential 

problems. A copy of this form can be found on page 189. 

Conference Request Instructions 

Any staff member requesting to attend a workshop or conference not planned by Kankakee 

School District #111 must complete a conference request form. A copy of this form can be found 

on page 165. The staff member must attach a registration form and have the request approved by 

their building principal or supervisor. Upon approval they should enter the absence in Skyward 

and forward the form to Instructional Programs. Full instructions and copy of this form are found 

in on page 371 in the addendum. 

Copyright  

The Superintendent shall manage the development of instructional materials and computer 

programs by employees during the scope of their employment in accordance with State and 

federal laws and School Board policies. Whenever an employee is assigned to develop 

instructional materials and/or computer programs, or otherwise performs such work within the 

scope of his or her employment, it is assured the District shall be the owner of the copyright. 

Please refer to the full Board Policy 5:170 and 5:170-AP1when considering the use of 

copyrighted material. Administrative Procedure 5:170-AP2 has been developed to outline the 

steps to follow in obtain permission of copyrighted material and can be found on page 285.  

Curriculum and Technology Proposal Form 

To better plan the growth of our technology system and the integration of technology with our 

curriculum so it remains reliable for all current and future applications and devices, the District 

has established a Technology and Curriculum Review Committee (TCRC). The TCRC will 

evaluate all proposed expansions to current technology, including hardware, software, and 

subscriptions. The TCRC will consider curriculum, technology, implementation and support, and 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP1_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30r.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30r.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP2.17.pdf
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finance related implications of all proposals. To better plan the growth of our technology system 

and the integration of technology with our curriculum so it remains reliable for all current and 

future applications and devices, the District has established a Technology and Curriculum 

Review Committee (TCRC). The TCRC will evaluate all proposed expansions to current 

technology, including hardware, software, and subscriptions. The TCRC will consider 

curriculum, technology, implementation and support, and finance related implications of all 

proposals. Please see the form in our Board Policy 6:325-E5 or on page166 in the back of this 

handbook. 

Curriculum Content 

Kankakee School District curriculum shall contain instruction on subjects required by the State 

of Illinois statute or regulation. For a full list of curriculum content see Board Policy 6:60. A 

Curriculum Folder has been created in google for all administrators to view. The folder contains 

important information regarding curriculum and instruction.  An explanation of Instructional 

Materials is also available to parents on page 38 of the 2019-2020 Parent Student Handbook.  

Data Team Leaders 

Data teams are a collaborative “response to instruction”. In a recent presentation, ISBE explained 

that Data Teams “create a consistent and comprehensive framework for improvement planning 

that translates from district to school to classroom to individual students”. Each building should 

have a Data Teams that should meet in short-cycle sessions. Please see page 373 in the 

addendum at the back of this handbook for the full ICLE Data Team description.  

District Website Publishing Guidelines 

Kankakee School District provides a public Internet presence through the District website to 

share information with the community. All material published on the District website must have 

educational value and/or support the District’s goals and policies. All material submitted is 

subject to treatment as a District-sponsored publication. The District reserves the right to remove 

any material that is in violation of its policy or procedures. Please refer to the administrative 

procedures in Board Policy 6:235-AP for a full overview of Kankakee school District guidelines.  

Drug & Alcohol-Free Workplace 

All Kankakee School District workplaces are drug and alcohol free workplaces. This includes 

use of tobacco products while on school property or while an employee is performing work for 

the District at a school event regardless of the event’s location. Please refer to Board Policy 5:50 

for a complete explanation. 

E-mail Retention 

Email, including attachments that are sent or received by the District or District employees may 

be, depending on their content, subject to disclosure under the Freedom of Information Act 

and/or discovery in litigation as evidence in support of a claim. Employees must use the same 

standards of judgment, propriety, and ethics with email as they do with other forms of school 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://drive.google.com/open?id=1rsvFkggSRkFm3GYK5l7qp_GH5ncWOhmq
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP3_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-50.16.pdf
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business-related communications. Accordingly, employees have the same responsibilities for 

email messages as they do for any other communication. Please see the full Board Policy 5:130 

on the Responsibilities Concerning Internal Information and the Administrative Procedure 5:130-

AP. 

Emergency Drill 

The School Safety Drill Act (105 ILCS 128/, amended by P.A. 98-48) and any implementing 

State administrative rules shall supersede this procedure in the event of a conflict. The Building 

Principal shall keep the Superintendent or designee informed of when drills are scheduled and/or 

accomplished. ISBE’s fillable form for documenting the completion of minimum drill 

requirements may be used (see www.isbe.state.il.us/safety/pdf/91- 

02_school_drill_documentation.pdf). Each academic year, each school building that houses 

students must conduct a minimum of: 

 Three school evacuation drills.  

 One school bus evaluation drill. 

 One severe weather and shelter in place drill 

 One law enforcement drill 

For a full description of each drill, please refer to the Administrative Procedure in Board Policy 

4:170-AP1. 

Emergency Evacuation 

Each should have a Safety Team that gathers annually to review the schools Emergency 

Evacuation Plan. Please refer to Board Policy 4:170-AP letter G for more information regarding 

emergency evacuations.  

Employee Absences and Tracking 

Board Policy 5:330 clearly outlines sick, vacation, holidays and leaver for employees. Board 

Policy 5:180 further explains temporary illness and absence from work.  

Employee Compliance 

In accordance with the Fair Labor Standards Act, Kankakee School District follows Board Policy 

5:35 when reviewing employee compliance, compensation, overtime, etc. A list of exemptions 

can be found in administrative Board Policy 5:35-AP1. A twelve-step compliance checklist is 

available in the administrative procedure Board Policy 5:35-AP4. 

Employee Expense Reimbursement  

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution. 

According to Board Policy 5:60, employees must submit the appropriate itemized, signed, 

standardized form(s) to support any requests for expense reimbursements that show the 

following:  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
http://www.isbe.state.il.us/safety/pdf/91-%2002_school_drill_documentation.pdf
http://www.isbe.state.il.us/safety/pdf/91-%2002_school_drill_documentation.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-330.13.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-180.14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-180.14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-AP1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-AP4_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-60.18.pdf
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1. The amount of the actual expense, with attached itemized receipts for actual incurred 

expenses. 

2. The name and title of the employee who is requesting the expense reimbursement. 

Receipts from group functions must include the names, offices, and job titles of all 

participants.  

3. The date(s) of the official business on which the expense reimbursement was expended.  

4. The nature of the official business conducted when the expense advancement, 

reimbursement was expended. 

 

The district allows up to $40.00 per day for meals. If you are only eating one meal out the meals 

are prorated at the rate of $10.00 for breakfast, $15.00 for lunch and $25.00 for supper. For a full 

guideline of what is cover please refer to the Reimbursement Expectation sheet on page 448 in 

the addendum of this handbook.  

  

Expenses should be submitted for reimbursement through Skyward Finance System. Please see 

page 453 in the appendix  Approved Expenses Reimbursement How to Guide in the back of this 

handbook for complete instructions on submitting expenses.  

Employee Harassment  

Board Policy 5:20 reaffirms that the School District expects the workplace environment to be 

productive, respectful, and free of unlawful discrimination, including harassment. District 

employees shall not engage in harassment or abusive conduct on the basis of an individual’s 

race, religion, national origin, sex, sexual orientation, age, citizenship status, disability, or other 

protected status identified in Board policy 5:10, Equal Employment Opportunity and Minority 

Recruitment. Harassment of students, including, but not limited to, sexual harassment, is 

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

Should harassment occur, please the administrative procedures in Board policy 5:20-AP and 

forms 5:20-E for investigation and documentation. This form is also located on page 311. 

Employee Infectious Disease  

The Superintendent or designee shall develop and implement procedures for managing known or 

suspected cases of a communicable and chronic infectious disease involving District employees 

that are consistent with State and federal law, Illinois Department of Public Health rules, and 

School Board policies.  

Board Policy 5:40 states that an employee with a communicable or chronic infectious disease is 

encouraged to inform the Superintendent immediately and grant consent to being monitored by 

the District’s Communicable and Chronic Infectious Disease Review Team. Administrative 

procedures found in Board policy 5:40-AP should be used once the administrative team has been 

notified.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-10.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-20e.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-40.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-40AP.17.pdf
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Employee Investigation 

The District hires the most qualified personnel consistent with budget and staffing requirements 

and in compliance with School Board policy on equal employment opportunity and minority 

recruitment. Board policy 5:30 reviews the investigations completed prior to employment. 

Administrative procedure 5:30-AP2 further discloses the investigation processes taken to ensure 

safety for our student and staff. Applicants considered for employment must sign an 

Authorization to Release Information form found in Administrative procedure 5:30-E1 and on 

page 137 in the back of this handbook. An Employee Investigation Fact Sheet can be found on 

page 386 in the addendum in the back of this handbook.  

Employee Non-exempt Volunteer Agreement  

Non-exempt employees who volunteer for district committees or at district functions need to 

complete the Volunteer Agreement Executed by a Non-Exempt Employee prior to the meeting or 

event. This form can be found on page 344 in the forms section of this handbook or in the 

administrative procedures for Board policy 5:35-E. 

Employee Resignation and Retirement  

Tenured teachers may resign at any time with consent of the School Board or by written notice 

sent to the Board Secretary at least 30 days before the intended date of resignation. Board Policy 

5:210 states, no teacher, whether tenured or probationary, may resign during the school term in 

order to accept another teaching position without the consent of the Board. 

Employee Suspension  

The School Board may suspend without pay: (1) a professional employee pending a dismissal 

hearing, or (2) a teacher as a disciplinary measure for up to 30 employment days for misconduct 

that is detrimental to the School District.  

Board policy 5:240 allows the Board or Superintendent or designee to suspend a professional 

employee with pay: (1) during an investigation into allegations of disobedience or misconduct 

whenever the employee’s continued presence in his or her position would not be in the School 

District’s best interests, (2) as a disciplinary measure for misconduct that is detrimental to the 

School District as defined above, or (3) pending a Board hearing to suspend a teacher without 

pay. 

For a list of infractions constituting suspension of an employee with or without pay, please refer 

to the administrative procedure of Board policy 5:240-AP. 

Employee Termination and Suspensions  

Please refer to Board Policy 5:290 for all questions relating to employee termination and 

suspension. I you do not feel this policy answers your questions, please contact Human 

Resources.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-290.18.pdf
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Employee Travel Allowance  

Some staff members within the Kankakee School District are required to use their personal 

vehicle to perform the responsibilities related to their position. Upon approval, these individuals 

will be compensated for local travel through receipt of a stipend, receiving one-half in December 

and one-half in June. Board policy 5:32 states if an employee is required to travel as part of his 

or her responsibility, then he or she must complete a District travel allowance form by September 

15. The travel allowance form must then be approved by the employee’s supervisor and the 

Assistant Superintendent of Human Resources. 

Enrollment and Registration 

Registration of current students can be completed through the Skyward Family Access tab on our 

district’s website. 

Registration for students new to the district can take place at any Kankakee School District 

building from June 1 through October 1 and at the Lincoln Cultural Center in room 216 from 

October 1 between the hours of 9:00 a.m. – 3:00 p.m. through the end of the school year.  

Board policy 7:50 reviews the admission procedure for registration to our district. Board policy 

7:60 covers residency. Administrative procedure 7:60-AP2 explains the documents need to 

establish residency.  

Parents will need to bring in proof of residency and a photo ID. Registration cannot take place 

without these two items. If students have not previously attended Kankakee School District 

#111, parents will also need to bring the child’s official birth certificate. Board Policy states that 

a copy of the student’s birth certificate is required to register however, ISBE Registration 

Guidance FAQ1 cites School Code 325 ILCS 50/51 telling us that we cannot delay a student’s 

start date because of a missing birth certificate. Our board policy, ISBE and school code to give 

time lines for the parents to bring the birth certificate into the school. It is the responsibility of 

the school administrator to follow up with parents to obtain this copy.  

If transferring from a previous school, parents will be asked to sign a request for records form so 

that we may obtain shot and educational records from the previous school. Otherwise, new 

students will be required to have physical by October 15. Students entering kindergarten, second 

and sixth must have a dental and all ninth graders must be current on their immunizations and 

show proof of a physical. See page 388 in the addendum in the back of this handbook for 

procedures for enrolling a student after the school year has begun.  

Evaluation Information  

The Superintendent is responsible for designing and implementing a program for evaluating the 

job performance of each educational support staff member according to standards contained in 

Board policies as well as in compliance with State law and any applicable collective bargaining 

agreement. Please refer to this Board Policy 5:320 for what each evaluation will include. 

Kankakee School District #111 uses Performance Matters for our evaluation tool. This aligns 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-50.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-60AP2.18.pdf
https://www.isbe.net/Documents/guidance_reg.pdf
https://www.isbe.net/Documents/guidance_reg.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-320.08a.pdf
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with the Danielson model. For more information please refer to page 391 and beyond in the 

addendum for instruction using Performance Matters, resources, and the evaluation process. 

Examinations, Immunizations and Exclusion of Students 

The State of Illinois requires health examinations for students attending school. Board policy 

7:100 maps out what exams are required for certain grade levels. The State has published 

Clarification of the Immunization Status of Students for parents to know which immunizations 

are due at each grade level.  

Expulsion Procedures  

When all interventions have been exhausted or a student’s actions constitute a principals decision 

to expel a student, the expulsion must be approved by the Superintendents of Schools. Board 

policy 7:210 advises that after the infraction the principal must contact the superintendent’s 

office to advise them of the infraction.  Please see the full instruction sheet on page 418 in 

addendum in the back of this book. Parent may review the expulsion procedures in section 2-15 

on page 20 in the 2019-2020 Parent-Student Handbook. 

Facility Rental Application & Rental  

School facilities are available to community organizations during non-school hours when such 

use does not: (1) interfere with any school function or affect the safety of students or employees, 

or (2) affect the property or liability of the School District. The use of school facilities for school 

purposes has precedence over all other uses. Board Policy 8:20 covers rental procedures and 

clearly states that the District reserves the right to cancel previously scheduled use of facilities by 

community organizations and other groups. The use of school facilities requires the prior 

approval of the Superintendent or designee and is subject to applicable procedures. 

A Facility Rental Application can be found in Board policy 8:20-E1. In addition to the 

application, the Facility Rental Agreement for Use of School Facilities must be completed. This 

agreement can be found in Board policy 8:20-E2. Person or organizations renting school 

facilities must also provide a Certificate of Liability Insurance. A sample of this can be found in 

Board policy 8:20-E2 Attachment. Copies of the forms listed above can also be found beginning 

on page 181 in the Forms section in the back of this handbook. 

Family Life and Sex Education Classes  

The major educational areas of the District’s comprehensive health education program are 

described in Board policy 6:60-AP. Parents must be notified that their student is enrolled in 

Family Life and/or Sex Education classes. The letter in Board policy 6:60-E should be sent prior 

to the start of instruction. Should a parent wish to examine the instructional materials please have 

them complete Board policy form 6:60-E3. Both this letter and request form can be found on 

page 253 and page 283 in the forms section in the back of this handbook.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-100.17.pdf
https://www.isbe.net/Documents/Clarification-immunization-requirements-school.pdf#search=Immunizations
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-210.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-210.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E2_12_Attachment.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60e3.pdf
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Family Medical Leave 

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

the federal Family and Medical Leave Act. The U.S. Department of Labor’s rules (federal rules) 

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

policy 5:185 states that during a single 12-month period, an eligible employee’s FMLA leave 

entitlement may be extended to a total of 26 weeks of unpaid leave to care for a covered service 

member (defined in the federal rules) with a serious injury or illness. More information can be 

found on page 214 and page 438 in the back of this manual. 

Fee Waiver Application 

The application for fee waiver is completely independent from the District process for 

determining eligibility for free meals. Fee waivers are part of the registration process. The paper 

application is found in Board policy 4:140-E1 and on page 144 in back of this handbook. If a 

family’s request to waive fees is denied, families have the right to appeal that decision. The form 

found in Administrative procedure 4:140-E3 or on page 288 needs to be completed.  

Field Trip Guide Lines and Permission/Waiver Form  

Field trips are permissible when the experiences are a part of the school curriculum and/or 

contribute to the District’s educational objectives. Board policy 6:240 states that all field trips 

must have the Superintendent or designee’s prior approval, except that field trips beyond a 200-

mile radius of the school or extending overnight must have the prior approval of the School 

Board. The Superintendent or designee shall analyze the following factors to determine whether 

to approve a field trip: educational value, student safety, parent concerns, heightened security 

alerts and liability concerns. Guidelines for all field trips can be found in Board policy 6:240-AP. 

The Field Trip Permission and Waiver form in Board policy 6:240-E is now include on Skyward 

as part of the registration process. A copy of this form is also included in on page 187 in the 

forms section in the back of this handbook. Field trips must be entered and approved by the 

building administrator in Trip Tracker at least 10 days prior to a field trip. Sack lunch 

requests must be completed and turned into the head cook in your building 14 days prior to the 

field trip. A copy of this form can be found on page 294 in the forms section in the back of this 

handbook. Board approval is needed for any field trips requiring an overnight stay. See Board 

policy 6:240-R for the complete procedure guidelines for an overnight stay. 

Foreign Exchange Students  

The District accepts foreign exchange students with a J-1 visa and who reside within the District 

as participants in an exchange program sponsored by organizations screened by administration.  

Exchange students on a J-1 visa are not required to pay tuition.  Privately sponsored exchange 

students on an F-1 visa may be enrolled if an adult resident of the District has temporary 

guardianship and the student lives in the home of that guardian.  Exchange students on an F-1 visa 

are required to pay tuition at the established District rate.  F-1 visa student admission is limited to 

secondary schools and attendance may not exceed 12 months. Board policy 7:50 covers all the 

steps and restrictions.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-185.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-185.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240E.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-50.18.pdf
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The School Board may limit the number of exchange students admitted in any given year.  

Exchange students must comply with District immunization requirements.  Once admitted, 

exchange students become subject to all District policies and regulations governing students. This 

information is also published in our district handbook in section 2-5 on page 13 in the 2019-2020 

School Handbook.  

Gifted Program 

The Superintendent or designee shall implement an education program for gifted and talented 

learners that will challenge and motivate academically advanced learners and engage them in 

appropriately differentiated learning experiences to develop their unique abilities. Board policy 

6:130 discusses eligibility and monitoring this program. Administrative procedure 6:130-AP 

covers what should be included in a program for Gifted and Talented Students. Every school 

year beginning in December, all second grade students are testing for the gifted program. A 

permission slip is included in the registration process for all incoming second grade students. If a 

parent wishes to have their child tested to see if they qualify for the Gifted and Talent Program 

they should complete a Request for Gifted Testing form to the Director of District Improvement. 

Permission slips are needed for any student, other than second grade students, being re-tested or 

tested for the first time. A copy of this form can be found on page 190. 

Gifts to Your Building or District  

Kankakee School District #111 has rules and regulations regarding gifts received by your 

building or the district from educational foundations, other entities or individuals. Please see 

Board policy 8:80 for the full policy. Additionally, administrative procedure to Board policy 

8:80AP further explains stipulations to consider when receiving a gift to the district or your 

building.  

Guidelines for Investigating Sexting   

The Board of Education has established Administrative Procedure 7:190-AP6 for administrators 

to use when investigating sexting allegations. They have also developed a letter to parents 

regarding preventing and reducing incidences of sexting. This letter can be found in Board policy 

7:190-AP6,E1 and on page 226 in the  forms section in the back of this handbook. Sexting and 

its consequences are covered in section 2-8 Bullying, Intimidating, and Harassment Prevention 

on page 15 in the 2019-2020 Student Handbook, in section 3-11 Electronic Devise Misuse on 

page 55-56 in the student handbook and under section 3-19 Harassment – Sexual on page 58 in 

the student handbook. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-130-AP_11.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdrBZaBwHq6CZNF5NCuIHOwwl_exQND7AW96Dijuddz9mj_cw/viewform
https://docs.google.com/document/d/1HADaV_QaxxNDDKZgVGHIvmi_zz3CYGUYy8UT0QNNwPE/edit?usp=sharing
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-80.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-80.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-80.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP6.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190AP6-E1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190AP6-E1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Guidelines for Reciprocal Reporting of Criminal Offences Committed by 

Students  

State law requires a reciprocal reporting system between the School District and local law 

enforcement agencies regarding criminal offenses committed by students (105 ILCS 5/10-20.14). 

The Juvenile Court Act of 1987 and the School Code set requirements for the management and 

sharing of law enforcement records and other information about students if they have contact 

with local law enforcement. When a criminal offence is committed by a student be sure to follow 

the guidelines in Board policy 7:190-AP3. Anytime a student is arrest be sure to enter the 

information in the google doc for the Board’s information.  

Help Desk Request 

All requests for maintenance and technology assistance are handled through our district Help 

Desk. Each district computer has a “Help Desk” icon. If you’re not using a district computer you 

can access the program through our district webpage. Simply click on staff and scroll down and 

click on the Think Help Desk at the bottom of the list. This will open up a window that allows 

you to request assistance from our maintenance department, technology staff or learning 

partners. 

High School Senior Attending KSD When Parents Move 

Kankakee School District does not currently have a Board policy regarding high school seniors 

whose families moved during their junior year or the summer between their junior and senior 

year and the student wishes to graduate from Kankakee High School. Past practice has been that 

we follow IHSA Constitution, Section 3.034.2 that allows students in good standing who have 

attended on school their entire school career to continue their education in said school. The full 

policy is included on page 423 in the addendum of this handbook.  

Hiring Process and Criteria 

The District hires the most qualified personnel consistent with budget and staffing requirements 

and in compliance with School Board policy on equal employment opportunity and minority 

recruitment. The Superintendent is responsible for recruiting personnel and making hiring 

recommendations to the Board. Board policy 5:30 covers the process and criteria used by 

Kankakee School District #111 when interviewing and vetting a potential employee.  

Home & Hospital Education 

A student who is absent from school or whose physician, physician assistant, or advanced 

practice registered nurse anticipates that the student will be absent from school because of a 

medical condition may be eligible for instruction in the student’s home or hospital. Board policy 

6:15 reviews the eligibility criteria a student must meet to qualify. This policy also covers 

students who are unable to attend classes due to pregnancy.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190AP3.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdXLruul8XpvsHdn3faAm-C_3JWKZSFZqUEkHH_G6hiIMnhsQ/iewform?usp=sf_link
https://www.ihsa.org/documents/forms/current/IHSA_Handbook.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
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Homeschool 

Board policy 7:35 lists the instances when Kankakee School District #111 will enroll, on a part- 

or full-time basis, students who previously attended or currently attend a home school program. 

All homeschool records are handled through the local Regional Office of Education. For more 

information, please see the ISBE Home School FAQ found on page 430 in the addendum in the 

back of this handbook.  

Homeless Student Education 

Each child of a homeless individual and each homeless youth has equal access to the same free, 

appropriate public education, as provided to other children and youths, including a public pre-

school education. Board policy 6:140 defines a homeless child and reviews attendance practices. 

Administrative procedure 6:140-AP covers transportation, student designate, homeless liaison, 

school placement and principal’s duties. Homeless education form (found on page 195) should 

be completed as should a letter of residency found on page 223. 

ILT Meeting Template 

A sample of Kankakee School Districts ILT Meeting Template is available on page 198 back of 

this handbook.  

Instructional Coaching Team-Well-check 

The 10-point Instructional Coaching Team Well-Check located on page 424 in the addendum of 

this handbook, will help you take stock of your current coaching team practice.  

Instructional Materials and Computer Programs Development within the 

Scope of Employment  

Curriculum, presentations, trainings, websites and other instructional material designed and/or 

written by an employee of Kankakee School District #111 within the scope of District 

employment are works made for hire and belong to the District. For the full definition, please see 

Board policy 5:170-AP3.  

Interdependent Data-Informed Teams 

Please see the chart on page 427 in the addendum for a complete chart and explanation of 

Interdependent Data-Informed Teams. 

Interview Questions  

The anti-discrimination laws affect all steps of the employee hiring process. Knowledge of the 

characteristics on which these laws prohibit inquiry is especially critical when conducting 

interviews. Sloppy interview practices can result in the appearance of illegal discrimination or 

even actual discrimination. Interviewers should avoid seeking information that will not be used 

to make an employment decision. For a list of questions to avoid and permissible questions to 

ask please see Board policy 5:30-AP1. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140AP.18.pdf
https://www.isbe.net/Documents/83-01-common-form.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP3.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30AP1.16.pdf
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Investigation 

Board policy 7:20 states that the District will not tolerate harassing, intimidating conduct, or 

bullying whether verbal, physical, sexual, or visual, that affects the tangible benefits of 

education, that unreasonably interferes with a student’s educational performance, or that creates 

an intimidating, hostile, or offensive educational environment. Harassment investigations are 

generally handled by district Complaint Managers. Administrative procedure 5:20-AP covers the 

procedures that should be considered when conducting an internal investigation into claims of 

harassment from or by an employee. Administrative resource 5:20-AR2 offers additional 

guidelines to consider during such an investigation. Administrative procedure 7:20-AP covers 

the procedures that should be followed when conducting an investigation into claims of 

harassment from or to a student. This information can be found in the 2019-2020 Handbook in 

section 2-20 on pages 28 through 30.  

Jury/Court Duty    

An employee should give at least five days’ prior notice of pending jury duty. The District will 

pay full salary during the time an employee is absent due to court duty or, pursuant to a 

subpoena, serves as a witness or has a deposition taken in any school-related matter pending in 

court. The District will deduct any fees that an employee receives for such duties, less mileage 

and meal expenses, from the employee's compensation, or make arrangements for the employee 

to endorse the fee check to the District. Please see Board policy 5:80 for more information.  

Leave of Absence  

There are many types of leaves of absence approved within Kankakee School District #111. 

Please refer to Board policy 5:250 for a list all of which are also in the contractual agreement 

between Kankakee Board of Education and the Kankakee Council, Federation of Teachers Local 

604. Please see the teachers’ contract for further explanation. Forms for LOA can be found on 

page 214. 

Maintaining Student Discipline    

Board policy 7:190 goals and objectives are to provide effective discipline practices that: (1) 

ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and 

drug-free learning environment; (3) keep school property and the property of others secure; (4) 

address the causes of a student’s misbehavior and provide opportunities for all individuals 

involved in an incident to participate in its resolution; and (5) teach students positive behavioral 

skills to become independent, self-disciplined citizens in the school community and society. 

Administrative procedure 7:190-AP7 contained within this policy reviews the guidelines to 

improve school discipline. 

Media Contact in a Crisis  

If the media attempts to contact you or a staff member, please refer to the Administrative 

procedure 4:170-AP1, E2 for guidelines.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-20ar2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-80.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-250.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/KSD111%20-%20Clerical%20Contract.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP7.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170-AP1E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170-AP1E2.17.pdf
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Micro-credentialing 

Kankakee School District #111 believes that successful growth is accomplished when the culture 

of the school supports the day-to-day learning of educators engaged in continually perfecting 

their craft. Since it is imperative that we align our learning opportunities to the District Goals, the 

District has developed a micro-credential program using Performance Matters. Please see the 

information sheet on page 439 in the addendum for more information on this new professional 

development initiative.  

Mobile Device Use and Expectation Form 

Form 6:235-E6  informs employees of their liability while using District issued devices. It covers 

step-by-step what the employee is responsible for and the allowed use. A copy of this form is 

available on page 247 in the Forms section in the back of this handbook. 

Non-public School Students, including Parochial and Home-School Students 

Students who live within the boundaries of Kankakee School District #111 who attend non-

public schools, including parochial school or students who are home schooled may choose to 

attend Kankakee Schools part time or participate in extracurricular or interscholastic activities 

and competition. Board policy 7:40 also accepts for part-time attendance those children for 

whom it has been determined that special education services are needed, are enrolled in non-

public schools, and otherwise qualify for enrollment in the District. Administrative policy 7:40-

AP lists the steps to be taken when placing of a non-public school student transferring into the 

district.  

 Nursing Mothers  

The Superintendent or designee shall ensure that students who choose to breastfeed an infant 

after returning to school are provided reasonable accommodations. A student who is a nursing 

mother may take reasonable breaks during the school day to express breast milk or breastfeed her 

infant. Please see the Administrative procedures in Board policy 7:10-AP2 for a list of 

reasonable accommodations.  

The School District accommodates mothers who choose to continue breastfeeding after returning 

to work. An employee who is a nursing mother may take reasonable unpaid breaks each day to 

express breast milk or breastfeed her infant. The employee’s supervisor shall help the employee 

arrange a break schedule accommodating the nursing mother while minimizing disruption. The 

break time must, if possible, run concurrently with any break time already provided to the 

employee. Please see Administrative procedures in Board policy 5:10-AP for more information.  

Parent & Family Engagement 

Board policy 8:95 was written to assure collaborative relationships between students' families 

and the Board of Education and District personnel, and to enable parent(s)/guardian(s) to become 

active partners in education. The full policy list procedures to follow. The School Parent & 

Family Engagement Policy/Plan Checklist found on page 302 in the Forms section back of this 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E6_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-40.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-10AP2.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-10-AP.pdf
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of this handbook provides a complete checklist for executing and event that complies with our 

Title I grant.  

Parents Right to Know 

Board policy 5:190 defines the term teacher and qualifications necessary. When a teacher does 

not have the necessary credentials to teach a specific subject or grade level and is paid for using 

Title I funds, the District is require to inform parents. The letters located in 5:190-E1, 5:190-E2, 

and 5:190-E3 are samples of the letters that must be mailed to parents to remain in compliance 

with Title I. Copies of each are on page 251 and page 252 in the form section of this handbook. 

Parent Teacher Organization  

Parent organizations and booster clubs are invaluable resources to the District’s schools. While 

parent organizations and booster clubs have no administrative authority and cannot determine 

District policy, the School Board welcomes their suggestions and assistance. Parent 

organizations and booster clubs may be recognized by the Board and permitted to use the 

District’s name, a District school’s name, or a District school’s team name, or any logo 

attributable to the District provided they first receive the Superintendent or designee’s express 

written consent. To do so the group’s bi-laws must contain one of the rules or procedures listed 

in Board policy 8:90. 

P-Card Use Agreement  

The Superintendent and employees designated by the Superintendent are authorized to use 

District credit and procurement cards to simplify the acquisition, receipt, and payment of 

purchases and travel expenses incurred on the District’s behalf. Credit and procurement cards 

shall only be used for those expenses that are for the District’s benefit and serve a valid and 

proper public purpose; they shall not be used for personal purchases. Cardholders are responsible 

for exercising due care and judgment and for acting in the District’s best interests. Board policy 

4:55 lists specific restrictions for the use of a district p-card. Administrative procedure 4:55-AP 

further explains your responsibilities as an administrator for the p-card. Each person who has a p-

card should sign the P-card Agreement in Board policy 4:55-E. If you allow a staff member to 

use the p-card that was issued to your building or department, the staff members should complete 

the Cardholders Statement Affirming Familiarity with Requirements for Using District Credit 

and/or Procurement Card. This form can be found in Board policy 4:55-E1. Both of these forms 

can also be found on page 261 and page 263 in the Form’s section at the back of this handbook. 

Payroll 

The business office/payroll does not initiate or approve employee pay of any kind. They only 

process payment after approval from an administrator. Additional pay (timesheets) should be 

aligned with union contracts.  Any special agreement with an employee is a violation of the 

contract. All additional pay must be preapproved by an administrator.  Any additional pay 

outside of routine extra duty must be preapproved, in writing, by both the administrator and an 

Assistant Superintendent. All approved building timesheets must be e-mailed to 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E3.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-90.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55e.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55E1_14.pdf
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payroll@ksd111.org by the cutoff date.  There should be one building employee who is 

designated to send all timesheets on behalf of the building (in one email). A list of 2019-2020 

payroll cut-off dates can be found on page 447 in the addendum at the back of this handbook. 

Personnel Records and Request to Inspect 

In accordance with Board policy 5:150 the Superintendent or designee shall manage the 

maintenance of personnel records in accordance with State and federal law and School Board 

policy. Access to personnel records is outlined in this policy. Administrative procedure 5:150-AP 

covers the information maintained in each employees file. If an employee wishes to view their 

personnel file, they will need to complete the Request to Inspect Personnel File form found in 

Board policy 5:150-E1 or on page 284 in the Form’s section at the back of this handbook. Our 

Human Resources Department will great a Personnel File Access Log documenting the date, 

name and purpose of access. For an example of this log see Board policy 5:150-E2 or page 264 

in this handbook. 

Personal Technology and Social Media: Usage and Conduct 

Kankakee School District #111 has a policy in place for all personnel regarding the use of 

personal technology and social media. Board policy 5:125 defines and lists standards and rules 

staff is expected to adhere to while employed by our district. Furthermore, each employee should 

have received a copy of this policy and have signed Board policy form 5:125-E. This form can 

be found online or on page 176 in the Forms section at the back of this handbook.  

Physical Restraint  

Administrative procedure 7:190-AP4, located within the Board Policy 7:190 on Student 

Behavior, clearly outlines that isolated time out and physical restraint shall be used only as a 

means of maintaining discipline in schools (that is, as a means of maintaining a safe and orderly 

environment for learning) and only to the extent that they are necessary to preserve the safety of 

students and others. Neither isolated time out nor physical restraint shall be used in administering 

discipline to individual students, that is, as a form of punishment.  When a student is physically 

restrained a Document Physical Restraint form must be completed. This form can be found in 

Board policy 7:190-E2 or on page 170 in the Forms section in the back of this handbook.  

Placement of Non-public School Students transferring into the District 

Students who live within the boundaries of Kankakee School District #111 who attend non-

public schools, including parochial school or students who are home schooled may choose to 

attend Kankakee Schools part time or participate in extracurricular or interscholastic activities 

and competition. Board policy 7:40 also accepts for part-time attendance those children for 

whom it has been determined that special education services are needed, are enrolled in non-

public schools, and otherwise qualify for enrollment in the District. Administrative policy 7:40-

AP lists the steps to be taken when placing of a non-public school student transferring into the 

district.  

 

mailto:payroll@ksd111.org
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-150.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-150AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-150E1a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-150E2a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-125.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-125-E.11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190ap4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-40.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
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Principal Evaluation  

The Superintendent or designee shall evaluate all administrative personnel and make 

employment and salary recommendations to the Board in compliance with Board Policy 3:50 . 

Administrators shall annually present evidence to the Superintendent of professional growth 

through attendance at educational conferences, additional schooling, in-service training, and 

Illinois Administrators’ Academy courses, or through other means as approved by the 

Superintendent. 

Prolonged Approved and Unapproved Student Absences 

Regular absences are covered in Board policy 7:70. Prolonged absences are covered in the 

Administrative procedure 7:70-R3. Students in grades 8-12 who have missed ten or more days 

per semester cannot be excused for vacation day as covered in the Administrative procedures.  

Public Relations and Communications 

The Board President is the official spokesperson for the School Board. The Superintendent is the 

District's chief spokesperson. Board policy 8:10 explains the plan in which the Superintendent or 

designee shall plan, implement and evaluate our District public relations program. If further 

outlines items the program should include. 

Report Card and Progress Report Calendar 

At the start of each school year Information Systems works with Instructional Programs to 

develop a Report Card and Progress Report Calendar. This calendar is forwarded to all building 

administers and should be shared with staff. A copy of this calendar for the 2019-2020 school 

year can be found on page 449 in the addendum of this handbook. 

Routine Communications Concerning Safety & Security  

The full district safety plan is part of Board policy 4:170. Administrative procedure 4:170-AP2 

identifies and organizes the District’s routine communications to stakeholders regarding safety 

and security. These routine communications are an integral part of the District’s coordinated 

communication system. Communications to stakeholders that do not concern safety or security 

are organized with their respective topics. 

School Bus Accident Checklist  

The District shall provide free transportation for any student in the District who resides: (1) at a 

distance of one and one-half miles or more from his or her assigned school, unless the School 

Board has certified to the Illinois State Board of Education that adequate public transportation is 

available, or (2) within one and one-half miles from his or her assigned school where walking to 

or from school or to or from a pick-up point or bus stop would constitute a serious hazard due to 

vehicular traffic or rail crossing, and adequate public transportation is not available. On the rare 

occasion a school bus is in an accident, a School Bus Accident Checklist must be completed. The 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%203/3-50.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-10.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2_14.pdf
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checklist can be found in the Administrative procedure 4:110-AP1. A copy of this form is 

available on page 295 in the Forms section in the back of this handbook. 

School Related Firearm Incident Report 

Weapons related incidents within our schools is clearly outlined in Board policy 7:190 and on 

page 69 in section 3-42 of our 2019-2020 Handbook. Whenever there is a firearm incident a 

reporting letter must be completed and sent home to parents. This letter can be found in the 

administrative procedures for Board policy 7:190-E1. A copy of this form is available on page 

126 in the Forms section in the back of this handbook. A report must be filed with the state as 

well. This form is available on page 197 in the back of this handbook. 

School Visitors 

Any person other than an enrolled student or employee is deemed a visitor and should report to 

the buildings office for permission to remain on the property. All visitors must sign a visitors’ 

log, show identification, and wear a visitor’s badge. When leaving the school, visitors must 

return their badge. Board policy 8:30 explains all procedures and exceptions for school visitors. 

Additional information on Visitors to Schools can be found in Board policy 8:50. Board policy 

8:95-E1 is a letter that explains the School Visitation Rights Act to parents. This letter can be 

found on page 220 in the back of this handbook. This explanation can also be found in the 2019-

2020 Handbook in section 2-28 on page 35. 

School Wellness Policy 

Student wellness, including good nutrition and physical activity, shall be promoted in the 

District’s educational program, school-based activities, and meal programs. Board policy 6:50 

shall be interpreted consistently with Section 204 of the Child Nutrition and WIC 

Reauthorization Act of 2004 and the Healthy Hunger-Free Kids Act of 2010 (HHFKA). Our 

school wellness policy is also covered in section 2-39 on pages 47-51 in the 2019-2020 

Handbook. 

Service Animals  

State and federal law allow a student with a disability to be accompanied by a service animal that 

is individually trained to perform work or tasks for the benefit of a student. Administrative 

procedures and a full explanation on allowing service animals in school can be found in Board 

Policy 6:120-AP3. 

Sexual Harassment – Students 

Sexual harassment of student is prohibited as outlined in Board policy 7:20. A full action list is 

defined in Administrative policy 7:20-AP. Resources for handling complaints and their 

investigations can be found in the Administrative resource 7:20-RA. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-50.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-50.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdfhttps:/www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdfhttps:/www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP3.17doc.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP3.17doc.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-20ra.pdf


 

Kankakee School District Administrative Handbook 2019-2020 

 

35 

Sign-in Sheets for Stipends and CPDUs 

Any meeting, training or professional development in which you staff should receive stipends or 

your requesting CPDUs must use the sign in sheet provided my Instructional Program. A copy of 

the sign in sheet is located on page 314 in the Forms section at the back of this handbook.   

Skyalert Messaging System 

To reach a specific group of parents or employees, Kankakee School District uses Skyalert 

Messaging System. Each principal as the ability to record and send a Skyalert “robo-call” 

message to your students and/or staff. Access to this program and training needs to be handles by 

our Instructional Technology staff. To request access or training please complete a Help Desk 

request. 

Social and Emotional Learning  

The Superintendent shall incorporate SEL into the District’s curriculum and other educational 

programs consistent with the District’s mission and the goals and benchmarks of the Ill. Learning 

Standards as described in Board policy 6:65. 

Staff Computer Network Agreement 

The Computer and Network Use Policy is fully explained in Board policy 6:235. Part of this 

policy is the Staff Computer and Network Agreement found under the Administrative procedures 

6:235-E1. A copy of this form can be found on page 322 in the back of this handbook.  

Staff Development Plan 

Board policy 5:100 states that the Superintendent or designee shall implement a staff 

development program. The goal of such program shall be to update and improve the skills and 

knowledge of staff members in order to achieve and maintain a high level of job performance 

and satisfaction. Administrative procedure 5:100-AP discusses the implementation of the Staff 

Development Plan.  

Student Computer Network Agreement  

Like staff, students and parents are required to sign a Computer Network Agreement. A copy of 

the Student Computer Network Agreement can be found under the Administrative procedures 

6:235-E2 and in Section 4 on page 68 of the 2019-2020 Handbook. This form is also include in 

Skyward when a registering a student for school. A copy of this form can be found on page 323. 

Student Fund Raising Application  

Board policy 7:325 reviews allowable fund raising activities by Kankakee School District 

students. Guidelines for fundraising can be found in Administrative procedure 7:325-AP1. A 

copy of the application (7:235-E1) can be found on page 138 in the back of this handbook. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-651.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-325.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-325-AP1.pdf
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Student Hearing Instructions 

All hearings are handled by the Instructional Programs Office. Hearing can be requested by 

parents to review suspensions as explained in Board policy 7:200. The purpose of this is general 

to come to agreeable resolution to remove the suspension from the student’s record or to 

challenge the administration’s decision to suspend a student for their actions.  Only the 

Superintendent can ask the Board of Education to consider expelling a student. All information 

must be forwarded to the Superintendent’s office for review. If actions warrant a possible 

expulsion she will forward the information to the Hearing Officer. A hearing or finding of facts 

must be scheduled and proper written notice given to parents. Board policy 7:210 states the steps 

taken for any expulsion hearing. Page 418 in the Addendum contains a full instruction sheet for 

submitting information and scheduling an expulsion hearing and page 458 contains instructions 

and a checklist for a suspension hearing. A Notice of Expulsion Hearing can be found in the 

Administrative procedures 7:210-E1. 

Student Laptop Procedures 

The same procedures apply to student use of laptop computer is the same as an employees. The 

full policy can be found in Board policy 6:235. 

Student Records Policy 

School student records are confidential. Board policy 7:340 states that information from them 

shall not be released other than as provided by law. A school student record is any writing or 

other recorded information concerning a student and by which a student may be identified 

individually that is maintained by a school or at its direction by a school employee. 

Administrative procedure 7:340-AP1 defines terms and explains procedures. Administrative 

procedure 7:340-AP2 lists controlling statutes such as keeping student records for 60 years. 

Administrative procedure 7:340-AP1, E1 explains that when a student enrolls or transfers to the 

school, the school must notify the student and the parent/guardian of their rights concerning 

school student records. When a student is withdrawn, transferring or graduating for our district, 

student and parents/guardians must be provided with a destruction of school records schedule. A 

sample letter can be found in Administrative procedure 7:340-AP2, E1 or on page 219 in the 

back of this handbook. 

Student Suspension 

Procedures for student suspensions are outlined in Board policy 7:20. This policy discusses both 

in-school and out-of-school suspensions. Anytime a student is suspended out-of-school a Short 

Term or Long Term Out-of-School Suspension form needs to be completed in Skyward. A 

sample of each form is included in the forms section of this handbook. Short term suspension is 

on page 312 and long-term suspension is found on page 239. 

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-200.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-210.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-210E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP1-E1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-200.17.pdf
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Student Transcript 

If a current student or past student have access to a debit or credit card, transcript(s) may be 

ordered on the website www.parchment.com. There is a $3.15 fee per transcript. An email 

address is required to register with www. parchment.com. The student’s transcript will be sent 

electronically to the email address. If a current student or past student owes fees an unofficial 

transcript will be sent. Seniors will receive unofficial transcripts until a graduation date is 

provided. There is a 24-hour turnaround requirement. 

If a current student or past student does not have access to a debit or credit card, they may 

contact Instructional Programs at 815.802.7725 or request a copy of their transcript(s) at Lincoln 

Cultural Center, room 216 by completing the necessary paperwork. The cost is $2.00 per 

transcript along with the 24-hour turnaround requirement.  

Student Voter Registration  

The Board of Education directs the District's administration to provide students with an 

opportunity to learn and practice the principles of civic responsibility. To achieve this, the High 

School Principal or the designee may be appointed deputy registrar by the county clerk. If 

appointed, the high school principal or the designee may accept voter registrations of eligible 

students in the high school. Board policy 3:62 states that voter registration shall only occur in 

May or September.  

Teacher Meetings  

Pursuant to Article 6 of the teachers’ contract, District/Administrator Directed time is allowed an 

can include but is not limited to student contact, curriculum development, collaboration, 

instructional coaching, parent-teacher conferences, MTSS meetings, staff meetings, community 

engagement and professional development. Article 18, Section 18.1 reviews the meetings teacher 

will attend under contract.  

Teacher Stipends 

Teacher stipends are negotiated within the teachers’ contract. Article 24, Section 24.12 lists the 

stipend amounts for teachers attending training, meetings or approved professional development 

outside of those functions covered by the contact. Article 24, Section 24.13 outlines stipends 

paid outside of the school year.  

Technology Computer and Network Use Policy  

Full disclosure and understanding in the partnership between parents, students, staff, and 

volunteers with regard to District technology and its use are essential. Please review Board 

policy 6:235 for the full policy.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%203/3-62.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
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Telephone Reference Check  

As part of the hiring process, a Telephone Reference Check must be completed on all new hires. 

The form in Board policy 5:30-E2 should be completed and forwarded with any additional 

information to Human Resources. This form is also found on page 330 in the Forms section in 

the back of this handbook. Be sure to have applicants sign the Authorization to Release 

Information form before checking references. 

Testing and Assessment  

The District student assessment program provides information for determining individual student 

achievement and instructional needs; curriculum and instruction effectiveness; and school 

performance measured against District student learning objectives and statewide norms. Board 

policy 6:340 reviews the testing and assessment within our district. A copy of the 2019-2020 

Testing and Assessment calendar is located in on page 352 in the addendum in the back of this 

handbook. 

Theft, Building Damage or Vehicle Accident Report 

Board policy 4:170 reviews all of our safety policies. Contained within this policy are a number 

of forms for reporting or documenting incidents that occur. The report found in the 

Administrative procedure exhibits 4:170-E2 needs to be completed for theft, building damage or 

vehicle accident reporting. This form is also found on page 329 in the Forms section in the back 

of this handbook.  

Threat Assessment  

The Threat Assessment Decision Tree found in Administrative procedure exhibits 4:170-AP7, 

E1 is a great reference resource when assessing and responding to a preserved threat. If the threat 

was made by a student, your buildings Threat Assessment team should complete a Threat 

Assessment Documentation and Response form. A sample form can be found on page 336 in the 

back of this handbook or in Administrative procedure exhibit 4:170-AP7, E2. 

Title I Checklists 

Board policy 6:170 give a brief overview of Title I Programs and services. Administrative 

procedure 6:170-AP1 reviews the checklist for development, implementation, and Maintenance 

of Parent and Family Engagement Compacts. The full checklist can be found in exhibit 6:170-

AP1, E2. The State of Illinois has a Checklist for Building Capacity of School Staff that lists 

required components that every Title I school must complete two or more time a semester. A 

copy of this checklist can be found on page 150 in the forms section at the back of this 

handbook. Title I programs are also explained in the 2019-2020 Handbook in Section 2-36 on 

page 48.  

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170AP1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170AP1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170AP1E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170AP1E2.17.pdf
https://www.isbe.net/Documents/Checklist-for-Building-Capacity-of-School-Staff.pdf#search=Checklist%20for%20Building%20Capacity%20of%20School%20STaff
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Title I School-Level Parent- Family Engagement Compact  

The Illinois State Board of Education has a quick question and answer sheet that gives a very 

basic overview of Title I School Wide I Plan. Additionally, the Grants Schoolwide Programs 

offers more information explaining what a Schoolwide program is and who is eligible. Kankakee 

School district #111 is a Title I Schoolwide District. Our Parent Compact is found in our District 

Parent & Student Handbook. ESSA places a strong emphasis on the need for parent and family 

involvement in our schools. ISBE has created this overview covering the requirements of Parent 

and Family Engagement in Title I schools.  The Illinois State Board of Education provides a 

School Parent Compact Checklist and a Checklist for Distribution. A copy of the checklist can be 

found on page 441 in the addendum of this book and the check list can be found on page 159 in 

the forms section in the back of this handbook 

Transportation 

Board policy 4:110 aligns with School Code and state law by providing free transportation for 

any student in the District who resides: (1) at a distance of one and one-half miles or more from 

his or her assigned school, unless the School Board has certified to the Illinois State Board of 

Education that adequate public transportation is available, or (2) within one and one-half miles 

from his or her assigned school where walking to or from school or to or from a pick-up point or 

bus stop would constitute a serious hazard due to vehicular traffic or rail crossing, criminal gang 

activity safety hazard, and adequate public transportation is not available.  

Routing for busing is done electronically through Skyward so it is imperative that data is entered 

correctly. It takes 3-5 days to route a student. All buildings should communicate directly with the 

Director of Transportation at x7740 and not call the bus company. 

Travel Stipends  

Board policy 5:32 states that employees that are required to regularly travel between buildings 

within the District will receive one stipend per semester. At the beginning of each semester, 

employees are required to fill out a Google Form declaring that they believe that they are eligible 

for the travel stipend. Applications should then be approved by their supervisor. Employees may 

turn in logs or mileage reimbursement for travel that is not between District buildings. There is 

no language in union contracts that supersedes this board policy. 

Truancy Procedures 

Truancy procedures for the 2019-2020 school year can be found on page 472 in the addendum at 

the back of this handbook.  

Unsatisfactory Performance Reports for Substitute Teachers 

A substitute teacher must hold either a valid teaching or substitute license and may teach in the 

place of a licensed teacher who is under contract with the Board and defined in Board policy 

5:220. Occasionally we come across a substitute teacher who is not up for the task. When that 

happens, the building principal must complete the Unsatisfactory Performance Report for 

https://www.isbe.net/Documents/Title_I_Webinar_FAQs.pdf#search=Title%20I%20schoolwide%20plan
https://www.isbe.net/Pages/Schoolwide-Programs.aspx
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.isbe.net/Documents/Parent_Family_Engagement.pdf
https://www.isbe.net/Documents/Parent_Family_Engagement.pdf
https://www.isbe.net/Documents/School-Parent-Compact-Checklist.pdf#search=School%2DParent%20Compact%20Checklist
https://www.isbe.net/Documents/Distribution-Checklist.pdf#search=School%2DParent%20Compact%20Checklist
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-32.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220.18.pdf
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Substitute Teachers found in the Administrative procedure 5:220-E and on page 341 in the 

Forms section in the back of this handbook.  

Using Animals in Education 

Animals may be brought into school facilities for educational purposes according to procedures 

developed by the Superintendent assuring: (a) the animal is appropriately housed, humanely 

cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an 

unhealthy environment. For a full outline please see Board Policy 6:100. An application must be 

approved before and animal may be brought into the school. This application can be found in our 

Board Policy 6:100-E or on page 191 in the back of this handbook. Once the application has 

been approved, permission from the parents of students exposed to this animal must be obtained. 

Please use the Student Permission for Exposure to Animal(s) form found in our Board Policy 

6:100-E2 or on page 324 in the Forms section in the back of this handbook.  

Video Surveillance 

Board policy 8:35 authorizes the use of video cameras on district property to ensure the health, 

welfare, and safety of all staff, students, and visitors to district property, and to safeguard district 

facilities and equipment. Video cameras may be used in locations as deemed appropriate by the 

Superintendent. Viewing of these videos is restricted. See Administrative policy 8:35-R for 

details.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220-E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35r.pdf
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Building & Management 

Advertisement and Distributing Material in Schools 

No material or literature shall be posted or distributed that would: (1) disrupt the educational 

process, (2) violate the rights or invade the privacy of others, (3) infringe on a trademark or 

copyright, or (4) be defamatory, obscene, vulgar, or indecent. No material, literature, or 

advertisement shall be posted or distributed without advance approval as described in Board 

policy 8:25. Administrative procedure 8:25-AP contains a quick reference table to use when 

determining who approves the distribution of non-district materials in our buildings. 

Building Rental 

School facilities are available to community organizations during non-school hours when such 

use does not: (1) interfere with any school function or affect the safety of students or employees, 

or (2) affect the property or liability of the School District. The use of school facilities for school 

purposes has precedence over all other uses. The District reserves the right to cancel previously 

scheduled use of facilities by community organizations and other groups. The use of school 

facilities requires the prior approval of the Superintendent or designee and is subject to 

applicable procedures. 

A Facility Rental Application can be found in Board policy 8:20-E1. In addition to the 

application the Facility Rental Agreement for Use of School Facilities must be completed. This 

agreement can be found in Board policy 8:20-E2. Person or organizations renting school 

facilities must also provide a Certificate of Liability Insurance. A sample of this can be found in 

Board policy 8:20-E2 Attachment. Copies of the forms listed above can also be found on page 

181 and page 184 in the forms section in the back of this handbook. 

Energy Conservation 

The Board of Education of Kankakee School District No. 111 believes it is the joint 

responsibility of Board members, staff, and students to ensure that every effort is made to 

conserve energy and natural resources in order to preserve the environment and exercise sound 

financial management. Board policy 4:75 address energy efficiency within our district. 

Administrative procedure 4:75-AP offers addition tips to achieve energy conservation.  

Gifts to Your Building or District 

Kankakee School District #111 has rules and regulations regarding gifts received by your 

building or the district from educational foundations, other entities or individuals. Please see 

Board policy 8:80 for the full policy. Additionally, administrative procedure to Board policy 

8:80AP further explains stipulations to consider when receiving a gift to the district or your 

building.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-25_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-25_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-25AP_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E2_12_Attachment.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-75.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-75ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-80.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-80.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-80.16.pdf
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Help Desk Request 

All requests for maintenance and technology assistance are handled through our district Help 

Desk. Each district computer has a “Help Desk” icon. If you’re not using a district computer you 

can access the program through our district webpage. Simply click on staff and scroll down and 

click on the Think Help Desk at the bottom of the list. This will open up a window that allows 

you to request assistance from our maintenance department, technology staff or learning 

partners. 

Pest Control 

Board policy 4:160 and Administrative procedure 4:160-AP reaffirms that the he Superintendent 

shall take all reasonable measures to protect: (1) the safety of District personnel, students, and 

visitors on District premises from risks associated with hazardous materials and (2) the 

environmental quality of the District’s buildings and grounds. Before pesticides are used on 

District premises, the Superintendent or designee shall notify employees and parents/guardians 

of students as required by the Structural Pest Control Act, 225 ILCS 235/, and the Lawn Care 

Products Application and Notice Act, 415 ILCS 65/. 

Public Relations and Communications 

The Board President is the official spokesperson for the School Board. The Superintendent is the 

District's chief spokesperson. Board policy 8:10 explains the plan in which the Superintendent or 

designee shall plan, implement and evaluate our District public relations program. If further 

outlines items the program should include. 

Purchases and Contracts 

The Superintendent shall manage the District’s purchases and contracts in accordance with State 

law, the standards set forth in this policy, and other applicable School Board policies. Board 

policy 4:60 states that expenditure in excess of $25,000 must comply with state law and be 

approved by our Board of Education. Please review this policy for additional information.  

Administrative procedure 4:60-AP1 provides requirements for purchase and contracts.  

Student Use of Buildings 

Board policy 7:330 states that student groups or clubs that are not school sponsored are granted 

free use of school premises for a meeting or series of meetings if they meet the conditions listed 

within the policy. Administrative procedure 7:330-AP gives additional information and 

instructions for handling this request. A copy of this form is also on page 146 in the back of this 

handbook. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-160_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-160-AP_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-10.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-60AP1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-330.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-330ap.pdf
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Theft, Building Damage or Vehicle Accident Report 

Board policy 4:170 reviews all of our safety policies. Contained within this policy are a number 

of forms for reporting or documenting incidents that occur. The report found in the 

Administrative procedure exhibits 4:170-E2 needs to be completed for theft, building damage or 

vehicle accident reporting. This form is also found on page 329 in the Forms section in the back 

of this handbook.  

Video Surveillance 

Board policy 8:35 authorizes the use of video cameras on district property to ensure the health, 

welfare, and safety of all staff, students, and visitors to district property, and to safeguard district 

facilities and equipment. Video cameras may be used in locations as deemed appropriate by the 

Superintendent. Viewing of these videos is restricted. See Administrative policy 8:35-R for 

details.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35r.pdf
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Curriculum & Instruction  
The Kankakee School District is totally committed to providing quality educational opportunities 

designed to meet the diverse academic, physical, social, and vocational needs of all of our 

students. We strive to establish a supportive learning environment in which students acquire the 

knowledge and skills necessary for a productive life in the 21st Century, develop a healthy self-

image and positive social behaviors, and appreciate ethnic and cultural differences. To achieve 

this purpose, teachers, administrators, the Board of Education, parents, and students must work 

together to build an educational program which matches community expectations and available 

resources with the responsibility for developing enthusiastic life-long learners capable of 

meeting and solving society's problems. Board policy 6:10 

Accelerated Placement Program 

The District provides an Accelerated Placement Program (APP). The APP advances the 

District’s goal of providing educational programs with opportunities for each student to develop 

to his or her maximum potential. The APP provides an educational setting with curriculum 

options usually reserved for students who are older or in higher grades. Board policy 6:135 goes 

on to list options available and implementation requirements. Administrative procedure 6:125-

AP reviews placement criteria and definitions, parent notifications, the referral and evaluation 

process and how eligibility is determined. Kankakee School District is workshop with Equal 

Opportunity School to increase enrolment is our AP classes and support our students’ academic 

success. For more information visits https://eoschools.org/.  

Assessment Calendars 

Assessments provide the data used to guide instruction. Each year Instructional Programs creates 

an Assessment Calendar that give the dates and grade levels of assessments and testing that are 

given to Kankakee School District students. A copy of the 2019-2020 Assessment Calendar can 

be found in on page 352 the addendum at the back of this handbook.   

Computer Software Procedures 

Software Procedures for Kankakee School District #111 can be found in Board Policy 6:235-

AP2. Please remember, the district has a Technology and Curriculum Review Committee that 

must approve current and future applications and devices. The proposal form can be found in 

Board Policy 6:235-E5 or on page 166 in the forms section at the back of this handbook.  

Conference Request Instructions 

Any staff member requesting to attend a workshop or conference not planned by Kankakee 

School District #111 must complete a conference request form. The staff member must attach a 

registration form and have the request approved by their building principal or supervisor. Upon 

approval they should enter the absence in Skyward and forward the form to Instructional 

Programs. Full instructions can be found on page 370 in the addendum and copy of this form on 

page 165 in forms section at the back of this handbook. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-10.pdf
https://sites.google.com/ksd111.org/ksd111acceleratedplacement/
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://eoschools.org/
https://docs.google.com/spreadsheets/d/1uN0uvMOcsGwPQz2zzU8Bda7YQ2c6Y4PHHWaJ3JcOMVQ/edit?usp=sharing
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
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Copyright  

The Superintendent shall manage the development of instructional materials and computer 

programs by employees during the scope of their employment in accordance with State and 

federal laws and School Board policies. Whenever an employee is assigned to develop 

instructional materials and/or computer programs, or otherwise performs such work within the 

scope of his or her employment, it is assured the District shall be the owner of the copyright. 

Please refer to the full Board Policy 5:170 and 5:170-AP1when considering the use of 

copyrighted material. Administrative Procedure 5:170-AP2 has been developed to outline the 

steps to follow in obtain permission of copyrighted material and can be found on page 285.  

Curriculum and Technology Proposal Form 

To better plan the growth of our technology system and the integration of technology with our 

curriculum so it remains reliable for all current and future applications and devices, the District 

has established a Technology and Curriculum Review Committee (TCRC). The TCRC will 

evaluate all proposed expansions to current technology, including hardware, software, and 

subscriptions. The TCRC will consider curriculum, technology, implementation and support, and 

finance related implications of all proposals. To better plan the growth of our technology system 

and the integration of technology with our curriculum so it remains reliable for all current and 

future applications and devices, the District has established a Technology and Curriculum 

Review Committee (TCRC). The TCRC will evaluate all proposed expansions to current 

technology, including hardware, software, and subscriptions. The TCRC will consider 

curriculum, technology, implementation and support, and finance related implications of all 

proposals. Please see the form in our Board Policy 6:325-E5 or on page 166 in the forms section 

in the back of this handbook. 

Curriculum Content 

Kankakee School District curriculum shall contain instruction on subjects required by the State 

of Illinois statute or regulation. For a full list of curriculum content see Board Policy 6:60. An 

explanation of Instructional Materials is also available to parents on page 38 of the 2019-2020 

Handbook.  

Curriculum Development 

Board policy 6:40 reviews the adoption process and development of curriculum as well as 

experimental education programs and pilot projects within the district.  

Data Team Leaders 

Data teams are a collaborative “response to instruction”. In a recent presentation, ISBE explained 

that Data Teams “create a consistent and comprehensive framework for improvement planning 

that translates from district to school to classroom to individual students”. Each building should 

have a Data Teams that should meet in short-cycle sessions. Please see page 373 in the 

addendum # at the back of this handbook for the full ICLE Data Team description.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-40.16.pdf
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District Website Publishing Guidelines 

Kankakee School District provides a public Internet presence through the District website to 

share information with the community. All material published on the District website must have 

educational value and/or support the District’s goals and policies. All material submitted is 

subject to treatment as a District-sponsored publication. The District reserves the right to remove 

any material that is in violation of its policy or procedures. Please refer to the administrative 

procedures in Board Policy 6:235-AP for a full overview of Kankakee school District guidelines.  

English Language Learners 

The District offers opportunities for resident English Learners to achieve at high levels in 

subjects and to meet the same challenging State academic standards that all children are expected 

to meet. Board policy 6:160 reviews the criteria for Kankakee School Districts ESL Program. 

Family Life and Sex Education Classes  

The major educational areas of the District’s comprehensive health education program are 

described in Board policy 6:60-AP. Parents must be notified that their student is enrolled in 

Family Life and/or Sex Education classes. The letter in Board policy 6:60-E should be sent prior 

to the start of instruction. Should a parent wish to examine the instructional materials please have 

them complete Board policy form 6:60-E3. Both this letter and request form can be found on 

page 253 and page 283 in the forms section in the back of this handbook.  

Field Trip Guide Lines and Permission/Waiver Form  

Field trips are permissible when the experiences are a part of the school curriculum and/or 

contribute to the District’s educational objectives. Board policy 6:240 states that all field trips 

must have the Superintendent or designee’s prior approval, except that field trips beyond a 200-

mile radius of the school or extending overnight must have the prior approval of the School 

Board. The Superintendent or designee shall analyze the following factors to determine whether 

to approve a field trip: educational value, student safety, parent concerns, heightened security 

alerts and liability concerns. Guidelines for all field trips can be found in Board policy 6:240-AP. 

The Field Trip Permission and Waiver form in Board policy 6:240-E is now include on Skyward 

as part of the registration process. A copy of this form is also included in the Forms section on 

page 187 in the back of this handbook. Field trips must be entered and approved by the 

building administrator in Trip Tracker at least 10 days prior to a field trip. Sack lunch 

requests must be completed and turned into the head cook in your building 14 days prior to the 

field trip. A copy of this form can be found on page 294 in the forms section in the back of this 

handbook.  

Board approval is needed for any field trips requiring an overnight stay. See Board policy 6:240-

R for the complete procedure guidelines for an overnight stay. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP3_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-160.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60e3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240E.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
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Gifted Program 

The Superintendent or designee shall implement an education program for gifted and talented 

learners that will challenge and motivate academically advanced learners and engage them in 

appropriately differentiated learning experiences to develop their unique abilities. Board policy 

6:130 discusses eligibility and monitoring this program. Administrative procedure 6:130-AP 

covers what should be included in a program for Gifted and Talented Students. Every school 

year beginning in December, all second grade students are testing for the gifted program. A 

permission slip is included in the registration process for all incoming second grade students. If a 

parent wishes to have their child tested to see if they qualify for the Gifted and Talent Program 

they should complete a Request for Gifted Testing form to the Director of District Improvement. 

Permission slips are needed for any student, other than second grade students, being re-tested or 

tested for the first time. A copy of this permission slip can be found on page 190 in the back of 

this handbook. 

Grading and Promotion 

The Superintendent or designee shall establish a system of grading and reporting academic 

achievement to parents/guardians. The system shall also determine when promotion and 

graduation requirements are met. Board policy 6:280 reviews the requirements and exceptions. 

Administrative procedure 6:280-AP reviews the frequency of reporting grades to parents as well 

as suggested methods used for parent communication. Weighted Grades will be used to 

determine the honor roll, and academic awards, as well as rank in class. Administrative 

procedure 6:290-AP4 reviews procedures and classes that qualify for weighted grades. 

High School Graduation Policy 

Kankakee School District #111 graduation policy is covered in Board policy 6:30 that aligns 

with School Code. If a student wishes to graduate early, Administrative procedure 6:300-AP 

covers steps that need to be taken and necessary requirements met for a student to graduate early. 

A full list of courses/credits need for graduation can be found in Administrative procedure 6:300-

AP1.  

Men and women who left high school to serve in the military during WWII, the Korean Conflict 

or the Vietnam Conflict are eligible to receive their high school diploma. The application found 

in Administrative procedure 6:300-E1 must be completed and turned into the Superintendent of 

Schools. A copy of this form is available on page 141 in the Forms section in the back of this 

handbook. 

High School Credit for Students in 7th or 8th Grades 

If a program is available, students in grades 7 and 8 may enroll in a course required for a high 

school diploma when: the course is offered by the high school that the elementary student would 

attend. Board policy 6:315 states the specific criteria that must be met. A student who 

successfully completes a course required for a high school diploma while in grades 7 and 8 shall 

receive academic credit for the course. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-130-AP_11.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdrBZaBwHq6CZNF5NCuIHOwwl_exQND7AW96Dijuddz9mj_cw/viewform
https://docs.google.com/document/d/1HADaV_QaxxNDDKZgVGHIvmi_zz3CYGUYy8UT0QNNwPE/edit?usp=sharing
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-280.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280r.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-300ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300-AP1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300-AP1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-300E1_10.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-315.16.pdf
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High School Credit for Proficiency 

A student who demonstrates competency under this program will receive course credit for the 

applicable course and be excused from any requirement to take the course as a graduation 

prerequisite. No letter grade will be given for purposes of the student’s cumulative grade point 

average. Board policy 6:320 covers instances when a proficiency credit may be given.   

High School Senior Attending KSD When Parents Move 

Kankakee School District does not currently have a Board policy regarding high school seniors 

whose families moved during their junior year or the summer between their junior and senior 

year and the student wishes to graduate from Kankakee High School. Past practice has been that 

we follow IHSA Constitution, Section 3.034.2 that allows students in good standing who have 

attended on school their entire school career to continue their education in said school. The full 

policy is included on page 423 in the addendum on of this handbook.  

Home & Hospital Education 

A student who is absent from school or whose physician, physician assistant, or advanced 

practice registered nurse anticipates that the student will be absent from school because of a 

medical condition may be eligible for instruction in the student’s home or hospital. Board policy 

6:15 reviews the eligibility criteria a student must meet to qualify. This policy also covers 

students who are unable to attend classes due to pregnancy.  

Homeless Student Education 

Each child of a homeless individual and each homeless youth has equal access to the same free, 

appropriate public education, as provided to other children and youths, including a public pre-

school education. Board policy 6:140 defines a homeless child and reviews attendance practices. 

Administrative procedure 6:140-AP covers transportation, student designate, homeless liaison, 

school placement and principal’s duties. A copy of the Homeless Education Form is on page 195 

and letter when a student is living with a district resident is available on page 224 in the Forms 

section in the back of this handbook. 

Homeschool 

Board policy 7:35 lists the instances when Kankakee School District #111 will enroll, on a part- 

or full-time basis, students who previously attended or currently attend a home school program. 

All homeschool records are handled through the local Regional Office of Education. For more 

information, please see the ISBE Home School FAQ found on page 430 in the addendum in the 

back of this handbook.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-320.16.pdf
https://www.ihsa.org/documents/forms/current/IHSA_Handbook.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-35.pdf
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Homework Policy 

Homework is part of the District’s instructional program and has the overarching goal of 

increasing student achievement. Homework is assigned to further a student’s educational 

development and is an application or adaptation of a classroom experience. Board policy 6:290 

provides guidance for homework requirements. Administrative policy 6:280-AP3 defines 

homework, clarifies its purpose and explains the use of grading homework.  

How to use Title I  

Board policy 6:170 gives a brief overview of Title I Programs and services. The Illinois State 

Board of Education has a Title I District Plan User Guide available for review. Title I programs 

are also explained in the 2019-2020 Handbook in Section 2-36 on page 48. When using Title I 

funds to pay for meetings or curriculum writing after the school day, a Title I Curriculum Design 

Justification Form must be submitted to Instructional Programs and approved by the Assistant 

Superintendent of Curriculum. A copy of this form can be found on page 340 in the Form section 

at the back of this handbook. 

Instructional Coaching Team-Well-check 

The 10-point Instructional Coaching Team Well-Check located on page 424 in the addendum of 

this handbook, will help you take stock of your current coaching team practice.  

Instruction – Non-negotiable 

Activate question, exploring and thinking freely are non-negotiable in instruction. The following 

expectations apply to ALL students: general education student with disabilities, students who 

have need for English language learning supports, behavioral supports and students who are 

struggling because of traumatic experiences regardless of race, gender or economic background.  

 Majority instruction Student-Centered, Teacher Activated 

o Secondary School Teachers – limited lecturing 

o Limited whole group instruction 

 Only non-traditional classroom seating during instruction 

 Defined Learning Activities will be completed quarterly or more 

 Students will have access to their own data (behavioral and academic), will understand 

their learning targets and develop personalized goals 

 Teachers will use multiple assessments (evidence) to determine mastery towards priority 

skills and competencies 

 CHAMPS will be taught to students and will be consistently used with fidelity. 

 Each day students will be made aware (visuals) of the concepts for learning and how they 

connect to real world situations. 

 Restorative practices will be used in all classrooms 

 Teachers will model and teach prosocial skills in the classroom 

 Teachers will maintain open lines of communications with families 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-290_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170.17.pdf
https://www.isbe.net/Documents/title1_guide.pdf
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Instructional Materials and Computer Programs Development within the 

Scope of Employment  

Curriculum, presentations, trainings, websites and other instructional material designed and/or 

written by an employee of Kankakee School District #111 within the scope of District 

employment are works made for hire and belong to the District. For the full definition please see 

Board policy 5:170-AP3.  

Intervention Evaluation Flowchart 

The Intervention and Evaluation Flowchart located on page 428 in the addendum, helps to 

determine if the individual interventions are working and to improve the use of data to 

successfully implement interventions.  

KIDS Assessment 

The Illinois State Board of Education explains that the Kindergarten Individual Development 

Survey (KIDS) is an observational tool designed to help teachers, administrators, families 

and policymakers better understand the developmental readiness of children entering 

kindergarten. Additional information on the KIDS Assessment can be found on the Illinois State 

Board of Education Website.  

Maintaining Student Discipline    

The goals and objectives of  Board policy 7:190 are to provide effective discipline practices that: 

(1) ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and 

drug-free learning environment; (3) keep school property and the property of others secure; (4) 

address the causes of a student’s misbehavior and provide opportunities for all individuals 

involved in an incident to participate in its resolution; and (5) teach students positive behavioral 

skills to become independent, self-disciplined citizens in the school community and society. 

Administrative procedure 7:190-AP7 contained within this policy reviews the guidelines to 

improve school discipline. 

Micro-credentialing 

Kankakee School District #111 believes that successful growth is accomplished when the culture 

of the school supports the day to day learning of educators engaged in continually perfecting 

their craft. Since it is imperative that we align our learning opportunities to the District Goals, the 

District has developed a micro-credential program using Performance Matters. Please see the 

information sheet on page 439 in the addendum for more information on this new professional 

development initiative.  

 

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP3.17.pdf
https://www.isbe.net/kids
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP7.17.pdf
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Migrant Students  

Kankakee School District has a program for our migrant students. When a migrant student is 

identified, we assess their educational and related health and social needs. Board policy 6:145 

identifies services to be included to both the migrant student and their parents. 

Parent & Family Engagement 

Board policy 8:95 was written to assure collaborative relationships between students' families 

and the Board of Education and District personnel, and to enable parent(s)/guardian(s) to become 

active partners in education. The full policy list procedures to follow. The School Parent & Family 

Engagement Policy/Plan Checklist found on page 157 in the Forms section at the back of this 

handbook provides a complete checklist for executing and event that complies with our Title I 

grant.  

Placement of Non-public School Students transferring into the District 

Administration procedure 7:40-AP covers all the steps to be taken when placing a non-public 

school or homeschool student who is transferring into our District.  

Report Card and Progress Report Calendar 

At the start of each school year Information Systems works with Instructional Programs to 

develop a Report Card and Progress Report Calendar. This calendar is forwarded to all building 

administers and should be shared with staff. A copy of this calendar for the 2019-2020 school 

year can be found on page 449 in addendum of this handbook. 

Sample ILT Meeting Template 

A sample of Kankakee School Districts ILT Meeting Template is available on page 198 in the 

Forms section in the back of this handbook. 

Sign-in Sheets for Stipends and CPDUs 

Any meeting, training or professional development in which you staff should receive stipends or 

your requesting CPDUs must use the sign in sheet provided my Instructional Program. A copy of 

the sign in sheet is located on page 314 in the Forms section at the back of this handbook.   

Social and Emotional Learning  

The Superintendent shall incorporate SEL into the District’s curriculum and other educational 

programs consistent with the District’s mission and the goals and benchmarks of the Ill. Learning 

Standards as described in Board policy 6:65.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-145.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-651.pdf
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Staff Development Plan 

Board policy 5:100 states that the Superintendent or designee shall implement a staff 

development program. The goal of such program shall be to update and improve the skills and 

knowledge of staff members in order to achieve and maintain a high level of job performance 

and satisfaction. Administrative procedure 5:100-AP discusses the implementation of the Staff 

Development Plan.  

Student Hearing Instructions 

All hearings are handled by the Instructional Programs Office. Hearing can be requested by 

parents to review suspensions as explained in Board policy 7:200. The purpose of this is general 

to come to agreeable resolution to remove the suspension from the student’s record or to 

challenge the administration’s decision to suspend a student for their actions.  Only the 

Superintendent can ask the Board of Education to consider expelling a student. All information 

must be forwarded to the Superintendent’s office for review. If actions warrant a possible 

expulsion she will forward the information to the Hearing Officer. A hearing or finding of facts 

must be scheduled and proper written notice given to parents. Board policy 7:210 states the steps 

taken for any expulsion hearing. Page 418 in the Addendum contains a full instruction sheet for 

submitting information and scheduling an expulsion hearing and page 458 contains instructions 

and a checklist for a suspension hearing. A Notice of Expulsion Hearing can be found in the 

Administrative procedures 7:210-E1. 

Student Records Policy 

School student records are confidential. Board policy 7:340 states that information from them 

shall not be released other than as provided by law. A school student record is any writing or 

other recorded information concerning a student and by which a student may be identified 

individually that is maintained by a school or at its direction by a school employee. 

Administrative procedure 7:340-AP1 defines terms and explains procedures. Administrative 

procedure 7:340-AP2 lists controlling statutes such as keeping student records for 60 years. 

Administrative procedure 7:340-AP1, E1 explains that when a student enrolls or transfers to the 

school, the school must notify the student and the parent/guardian of their rights concerning 

school student records. When a student is withdrawn, transferring or graduating for our district, 

student and parents/guardians must be provided with a destruction of school records schedule. A 

sample letter can be found in Administrative procedure 7:340-AP2, E1 or on page 219 in the 

back of this handbook. 

Student Suspension 

Procedures for student suspensions are outlined in Board policy 7:20. This policy discusses both 

in-school and out-of-school suspensions. Anytime a student is suspended out-of-school a Short 

Term or Long Term Out-of-School Suspension form needs to be completed in Skyward. A 

sample of each form is included in the forms section of this handbook. Short term suspension is 

on page 312 and long-term suspension is found on page 239. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-200.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-210.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-210E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP1-E1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-200.17.pdf
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Student Transcript 

If a current student or past student have access to a debit or credit card, transcript(s) may be 

ordered on the website www.parchment.com. There is a $3.15 fee per transcript. An email 

address is required to register with www. parchment.com. The student’s transcript will be sent 

electronically to the email address. If a current student or past student owes fees an unofficial 

transcript will be sent. Seniors will receive unofficial transcripts until a graduation date is 

provided. There is a 24-hour turnaround requirement. 

If a current student or past student does not have access to a debit or credit card, they may 

contact Instructional Programs at 815.802.7725 or request a copy of their transcript(s) at Lincoln 

Cultural Center, room 216 by completing the necessary paperwork. The cost is $2.00 per 

transcript along with the 24-hour turnaround requirement.  

Teaching about Controversial Issues 

The Superintendent shall ensure that all school-sponsored presentations and discussions of 

controversial or sensitive topics in the instructional program met the criteria outlined in Board 

policy 6:80. 

Teaching about Religions 

The School District's curriculum may include the study of religions as they relate to geography, 

history, culture, and the development of various ethnic groups. Board policy 6:70 covers what 

can and cannot be discussed when teaching about religions.  

Technology Computer and Network Use Policy  

Full disclosure and understanding in the partnership between parents, students, staff, and 

volunteers with regard to District technology and its use are essential. Please review Board 

policy 6:235 for the full policy.  

Testing and Assessment  

The District student assessment program provides information for determining individual student 

achievement and instructional needs; curriculum and instruction effectiveness; and school 

performance measured against District student learning objectives and statewide norms. Board 

policy 6:340 reviews the testing and assessment within our district. A copy of the 2019-2020 

Testing and Assessment calendar is located in on page 352 in the addendum in the back of this 

handbook. 

Title I School-Level Parent- Family Engagement Compact  

The Illinois State Board of Education has a quick question and answer sheet that gives a very 

basic overview of Title I School Wide I Plan. Additionally, the Grants Schoolwide Programs 

offers more information explaining what a Schoolwide program is and who is eligible. Kankakee 

School district #111 is a Title I Schoolwide District. Our Parent Compact is found in our District 

Parent & Student Handbook. ESSA places a strong emphasis on the need for parent and family 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-80.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-80.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-70.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-340.18.pdf
https://www.isbe.net/Documents/Title_I_Webinar_FAQs.pdf#search=Title%20I%20schoolwide%20plan
https://www.isbe.net/Pages/Schoolwide-Programs.aspx
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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involvement in our schools. ISBE has created this overview covering the requirements of Parent 

and Family Engagement in Title I schools.  The Illinois State Board of Education provides a 

School Parent Compact Checklist and a Checklist for Distribution. A copy of the checklist can be 

found on page 441 in the addendum of this book and the check list can be found on page 159 in 

the forms section in the back of this handbook. 

Using Animals in Education 

Animals may be brought into school facilities for educational purposes according to procedures 

developed by the Superintendent assuring: (a) the animal is appropriately housed, humanely 

cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an 

unhealthy environment. For a full outline please see Board Policy 6:100. An application must be 

approved before and animal may be brought into the school. This application can be found in our 

Board Policy 6:100-E or on page 191 in the back of this handbook. Once the application has 

been approved, permission from the parents of students exposed to this animal must be obtained. 

Please use the Student Permission for Exposure to Animal(s) form found in our Board Policy 

6:100-E2 or on page 324 in the Forms section in the back of this handbook.  

  

https://www.isbe.net/Documents/Parent_Family_Engagement.pdf
https://www.isbe.net/Documents/Parent_Family_Engagement.pdf
https://www.isbe.net/Documents/School-Parent-Compact-Checklist.pdf#search=School%2DParent%20Compact%20Checklist
https://www.isbe.net/Documents/Distribution-Checklist.pdf#search=School%2DParent%20Compact%20Checklist
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf


 

Kankakee School District Administrative Handbook 2019-2020 

 

55 

Employee Information 

504 Plans 

The 504 Plan is a plan developed to ensure that a child who has a disability identified under the 

law and is attending an elementary or secondary educational institution receives 

accommodations that will ensure their academic success and access to the learning environment. 

Section 504 of the Rehabilitation Act is explained in our 2019-2020 district handbook in section 

2-29 on age 32. Board Policy 6:120 offers further information including 6:12AP1 Notice to 

Parents/Guardians Regarding 504 Rights.   

Abused and Neglected Child Reporting  

All Kankakee School District #111 faculty members are Mandated Reporters. Training videos 

for this are provided through GCN and reviewed regularly as part of the annual training process. 

The full board policy and instructions on how to proceed sure child abuse or neglect be suspected 

can be found in Board Policy 5:90. 

Accelerated Placement Program 

The District provides an Accelerated Placement Program (APP). The APP advances the 

District’s goal of providing educational programs with opportunities for each student to develop 

to his or her maximum potential. The APP provides an educational setting with curriculum 

options usually reserved for students who are older or in higher grades. Board policy 6:135 goes 

on to list options available and implementation requirements. Administrative procedure 6:125-

AP reviews placement criteria and definitions, parent notifications, the referral and evaluation 

process and how eligibility is determined. 

Aggressive Behavior Reporting Letter and Form  

Aggressive Behavior needs to be reported to a student’s parent or guardian as well as document 

within the students file.  Board Policy 7:190-E1 was created to assist you in this task. The letter 

can be found in the on page 126. 

Animals in Education 

Animals may be brought into school facilities for educational purposes according to procedures 

developed by the Superintendent assuring: (a) the animal is appropriately housed, humanely 

cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an 

unhealthy environment. For a full outline please see Board Policy 6:100. An application must be 

approved before and animal may be brought into the school. This application can be found in our 

Board Policy 6:100-E or on Page191 in the forms section at the back of this handbook. Once the 

application has been approved, permission from the parents of students exposed to this animal 

must be obtained. Please use the Student Permission for Exposure to Animal(s) form found in 

our Board Policy 6:100-E2 or on page 324 in the forms section in the back of this handbook. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120-AP1E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120-AP1E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-90.18.pdf
https://sites.google.com/ksd111.org/ksd111acceleratedplacement/
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
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Assembles and Ceremonies  

Assemblies must be approved by Superintendents or designee and be consistent with the 

District’s educational objectives. See Board Policy 6:255. 

Assessment Calendars 

Assessments provide the data used to guide instruction. Each year Instructional Programs creates 

an Assessment Calendar that give the dates and grade levels of assessments and testing that are 

given to Kankakee School District students. A copy of the 2019-2020 Assessment Calendar can 

be found on page 352 in the addendum at the back of this handbook.   

At Risk Students 

The Superintendent or designee shall develop, maintain, and supervise a program for students at 

risk of academic failure or dropping out of school. Please see Board Policy 6:110 for a full list of 

support services and interventions you should offer at risk students. At-Risk students are also 

addressed in the 2019-2020 Handbook under 2-24 Programs for Students at Risk of Failure 

and/or Dropping Out of School and Graduation Incentives Program on page 28. 

Attendance – E-Learning  

E learning days allow students be counted as present for school if they meet certain criteria.  

Students can learn anywhere and at any time. 

 

GRADES K thru 6 

5. Students are considered present for each E- Learning day.  

6. Students K thru 6 have up to two weeks from the date of the E-Learning Day to turn in 

their work and continue with a clear day of attendance. 

7. Teachers at the end of the two-week period will mark the student absent if the packets 

have not been turned in.   

8. If a child participated in E-Learning you do nothing to their attendance record.  You leave 

it blank the same as if they were in the building on that particular school day. 

 

GRADES 7 thru 12 

4. Students in grade 7 thru 12 must log into Google classroom by 10:30 am. to be 

considered present. 

5. If a student does not comply with this procedure, the teacher is to mark the student W 

(unexcused). 

6. 7-12th grade if students do not sufficiently complete evidence of work after the 10:30 

check in - they have up to 14 days to turn the work in or they will be marked unexcused.  

 

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-255_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-110.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Attendance & Truancy Procedures 

Illinois law defines “chronic absentee” as a student who misses 10 percent of school days within 

an academic year with or without a valid excuse. That’s 18 days of an average 180-day school 

year. Excused absences include illness, suspension, need to care for a family member, etc. 

Students need daily instruction in order to succeed. Chronic absentees are at risk of academic and 

social problems. 

Illinois law defines “chronic truant” as a student who misses 5 percent of school days within an 

academic year without a valid excuse. That’s nine days of an average 180-day school year. The 

count of chronically truant students does not include students with excused absences, such as 

doctors’ appointments or students over the age of 16, who are not legally required to attend 

school. Chronic truants are at risk of academic and behavioral problems. Research shows that 

chronic truancy has been linked to serious delinquent activity in youth and to significant negative 

behavior and characteristics in adults. 

Truancy Reports for I-KAN and Attendance Secretaries:  

6. A report for each building has been created for IKAN Truancy Officers and attendance 

secretaries. The grade level secretaries at the HS will receive the reports. 

7. It can be found by going to :  Office/Attendance Reports/Day Summary/Truancy Report 

8. These reports have been automated and will run as a scheduled task.  Grades K through 8 

will get their reports in the morning via email.  KHS and Avis will get their reports in the 

afternoon. 

9. This report should be reviewed for inconsistencies. The appropriate corrections should be 

made to the student’s day attendance if there are errors or missing codes.   
10. Next year you will have to clone the report created and update it for the New Year.  I will 

assist you as needed. 
 

The full district policy and procedures on Attendance and Truancy can be found in Board Policy 

7:70. Administrative procedures are outlined in Board Policy 7:70-AP1. Non-attendance and 

Late Enrollment are covered in Board Policy 7:70-AP2. When a student is absence on and 

extended vacation, please refer to Board Policy 7:70-R3 for procedures.  

Attendance and Truancy is fully covered in our 2019-2020 Handbook under section 2-7 

Attendance, Tardies and Truancy beginning on page 14. 

Chain of Command  

Kankakee School District #111 Chain of Command is described in Board Policy 3:30. For a full 

flowchart, please see the page 357 in the addendum. 

CIPS   

The Crisis Intervention Programing Stabilization (CIPS) program provides a streamlined 

placement process. The Alternative Program Referral form can be found on page 133 at the back 

of this handbook.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70AP1_11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%203/3-30_11.pdf
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Community Resource Persons and Volunteers 

While the School Board encourages the use of resource persons and volunteers in schools, the 

administration must follow board protocol. See the full Board Policy 6:250 for the complete 

policy. The Administrative Procedures, Board Policy 6:250-AP outlines the screening process 

needed to vet resource persons and volunteer. Once cleared, resource persons or volunteers 

should complete for 6:250-E prior to engaging students. This form can be found on page 286.  

Complaints about Curriculum, Instructional Materials or Programs 

Persons with suggestions or complaints about curriculum, instructional materials, and programs 

should complete a curriculum objection form and/or use the Uniform Grievance Procedure 

(Board Policy 2:260). A parent/guardian may request that his/her child be exempt from using a 

particular instructional material or program by completing a curriculum objection form found in 

Board Policy 6:260-E or on page 169. Information is also found in the 2019-2020 Student 

Handbook under section 2-30 Student and Family Privacy Rights on page 37. 

Computer Hardware Procedures  

The full Board Policy 6:235-AP1 outlines Kankakee School District #111 procedures regarding 

all aspects of technology hardware. Please remember, the district has a Technology and 

Curriculum Review Committee that must approve current and future applications and devices. 

The proposal form can be found in Board Policy 6:235-E5 and on page 166. 

Computer Software Procedures 

Software Procedures for Kankakee School District #111 can be found in Board Policy 6:235-

AP2. Please remember, the district has a Technology and Curriculum Review Committee that 

must approve current and future applications and devices. The proposal form can be found in 

Board Policy 6:235-E5 and on page 166. 

Conference Request Instructions 

Any staff member requesting to attend a workshop or conference not planned by Kankakee 

School District #111 must complete a conference request form. A copy of this form can be found 

on page 165. The staff member must attach a registration form and have the request approved by 

their building principal or supervisor. Upon approval they should enter the absence in Skyward 

and forward the form to Instructional Programs. Full instructions and copy of this form are found 

in on page 371in the addendum. 

Continuing Education 

Continuing Education is covered in the Teachers Union Contract under Article 24, 24.1 Course 

Credit. For salary credit only, approval in writing must be obtained as explained in this article.  

Paraprofessional may be eligible for tuition reimbursement for course taken within the field of 

education as described in Article 7.14 of the Paraprofessional Contact.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/2-260.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-260E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP1_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/Parapro604.pdf
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A pool of $5,000 has been provided for continuing education for the clerical union body as 

outlined in Article 6.15 of the Clerical Union Contract. As explained, courses must be 

preapproved prior to the start of the course.   

Copyright  

The Superintendent shall manage the development of instructional materials and computer 

programs by employees during the scope of their employment in accordance with State and 

federal laws and School Board policies. Whenever an employee is assigned to develop 

instructional materials and/or computer programs, or otherwise performs such work within the 

scope of his or her employment, it is assured the District shall be the owner of the copyright. 

Please refer to the full Board Policy 5:170 and 5:170-AP1when considering the use of 

copyrighted material. Administrative Procedure 5:170-AP2 has been developed to outline the 

steps to follow in obtain permission of copyrighted material and can be found on page 285.  

 Curriculum and Technology Proposal Form 

To better plan the growth of our technology system and the integration of technology with our 

curriculum so it remains reliable for all current and future applications and devices, the District 

has established a Technology and Curriculum Review Committee (TCRC). The TCRC will 

evaluate all proposed expansions to current technology, including hardware, software, and 

subscriptions. The TCRC will consider curriculum, technology, implementation and support, and 

finance related implications of all proposals. To better plan the growth of our technology system 

and the integration of technology with our curriculum so it remains reliable for all current and 

future applications and devices, the District has established a Technology and Curriculum 

Review Committee (TCRC). The TCRC will evaluate all proposed expansions to current 

technology, including hardware, software, and subscriptions. The TCRC will consider 

curriculum, technology, implementation and support, and finance related implications of all 

proposals. Please see the form in our Board Policy 6:325-E5 or on page166 in the back of this 

handbook. 

Curriculum Content 

Kankakee School District curriculum shall contain instruction on subjects required by the State 

of Illinois statute or regulation. For a full list of curriculum content see Board Policy 6:60. A 

Curriculum Folder has been created in google for all administrators to view. The folder contains 

important information regarding curriculum and instruction.  An explanation of Instructional 

Materials is also available to parents on page 38 of the 2019-2020 Handbook.  

Data Team Leaders 

Data teams are a collaborative “response to instruction”. In a recent presentation, ISBE explained 

that Data Teams “create a consistent and comprehensive framework for improvement planning 

that translates from district to school to classroom to individual students”. Each building should 

have a Data Teams that should meet in short-cycle sessions. Please see page 373 in the 

addendum at the back of this handbook for the full ICLE Data Team description.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/KSD111%20-%20Clerical%20Contract.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://drive.google.com/open?id=1rsvFkggSRkFm3GYK5l7qp_GH5ncWOhmq
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District Website Publishing Guidelines 

Kankakee School District provides a public Internet presence through the District website to 

share information with the community. All material published on the District website must have 

educational value and/or support the District’s goals and policies. All material submitted is 

subject to treatment as a District-sponsored publication. The District reserves the right to remove 

any material that is in violation of its policy or procedures. Please refer to the administrative 

procedures in Board Policy 6:235-AP for a full overview of Kankakee school District guidelines.  

Drug & Alcohol-Free Workplace 

All Kankakee School District workplaces are drug and alcohol free workplaces. This includes 

use of tobacco products while on school property or while an employee is performing work for 

the District at a school event regardless of the event’s location. Please refer to Board Policy 5:50 

for a complete explanation. 

E-mail Retention 

Email, including attachments that are sent or received by the District or District employees may 

be, depending on their content, subject to disclosure under the Freedom of Information Act 

and/or discovery in litigation as evidence in support of a claim. Employees must use the same 

standards of judgment, propriety, and ethics with email as they do with other forms of school 

business-related communications. Accordingly, employees have the same responsibilities for 

email messages as they do for any other communication. Please see the full Board Policy 5:130 

on the Responsibilities Concerning Internal Information and the Administrative Procedure 5:130-

AP. 

Emergency Drill 

The School Safety Drill Act (105 ILCS 128/, amended by P.A. 98-48) and any implementing 

State administrative rules shall supersede this procedure in the event of a conflict. The Building 

Principal shall keep the Superintendent or designee informed of when drills are scheduled and/or 

accomplished. ISBE’s fillable form for documenting the completion of minimum drill 

requirements may be used (see www.isbe.state.il.us/safety/pdf/91- 

02_school_drill_documentation.pdf). Each academic year, each school building that houses 

students must conduct a minimum of: 

 Three school evacuation drills.  

 One school bus evaluation drill. 

 One severe weather and shelter in place drill 

 One law enforcement drill 

For a full description of each drill please refer to the Administrative Procedure in Board Policy 

4:170-AP1. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP3_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
http://www.isbe.state.il.us/safety/pdf/91-%2002_school_drill_documentation.pdf
http://www.isbe.state.il.us/safety/pdf/91-%2002_school_drill_documentation.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
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Emergency Evacuation 

Each should have a Safety Team that gathers annually to review the schools Emergency 

Evacuation Plan. Please refer to Board Policy 4:170-AP letter G for more information regarding 

emergency evacuations.  

Employee Absences and Tracking 

Board Policy 5:330 clearly outlines sick, vacation, holidays and leaver for employees. Board 

Policy 5:180 further explains temporary illness and absence from work.  

Employee Compliance 

In accordance with the Fair Labor Standards Act, Kankakee School District follows Board Policy 

5:35 when reviewing employee compliance, compensation, overtime, etc. A list of exemptions 

can be found in administrative Board Policy 5:35-AP1. A twelve step compliance check list is 

available in the administrative procedure Board Policy 5:35-AP4. 

Employee Drug and Alcohol Free Workplace 

All District workplaces are drug- and alcohol-free workplaces. Board policy 5:50 lists forbidden 

actions relating to drugs and alcohol. It further explains that all employees are covered by the 

conduct prohibitions contained in Board policy 8:30 Visitors to and Conduct on School Property.  

Employee Ethics 

All District employees are expected to maintain high standards in their school relationships, to 

demonstrate integrity and honesty, to be considerate and cooperative, and to maintain 

professional and appropriate relationships with students, parents, staff members, and others. 

Board policy 5:120 covers conduct and conflict of interest in regards to employee ethics. 

Administrative procedure 5:120-AP reviews economic interest for employees while 

Administrative procedure 5:120-AP2 covers employee conduct standards.  

Employee Expense Reimbursement  

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution. 

According to Board Policy 5:60, employees must submit the appropriate itemized, signed, 

standardized form(s) to support any requests for expense reimbursements that show the 

following:  

1. The amount of the actual expense, with attached itemized receipts for actual incurred 

expenses. 

2. The name and title of the employee who is requesting the expense reimbursement. 

Receipts from group functions must include the names, offices, and job titles of all 

participants.  

3. The date(s) of the official business on which the expense reimbursement was expended.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-330.13.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-180.14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-180.14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-AP1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-AP4_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-50.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-120.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-120AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-120-AP2.15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-60.18.pdf
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4. The nature of the official business conducted when the expense advancement, 

reimbursement was expended. 

 

The district allows up to $40.00 per day for meals. If you are only eating one meal out the meals 

are prorated at the rate of $10.00 for breakfast, $15.00 for lunch and $25.00 for supper. For a full 

guideline of what is cover please refer to the Reimbursement Expectation sheet on page 448 in 

the addendum of this handbook.  

  

Expenses should be submitted for reimbursement through Skyward Finance System. Please see 

page 453 in the appendix  Approved Expenses Reimbursement How to Guide in the back of this 

handbook for complete instructions on submitting expenses.  

Employee Harassment  

Board Policy 5:20 reaffirms that the School District expects the workplace environment to be 

productive, respectful, and free of unlawful discrimination, including harassment. District 

employees shall not engage in harassment or abusive conduct on the basis of an individual’s 

race, religion, national origin, sex, sexual orientation, age, citizenship status, disability, or other 

protected status identified in Board policy 5:10, Equal Employment Opportunity and Minority 

Recruitment. Harassment of students, including, but not limited to, sexual harassment, is 

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

Should harassment occur, please the administrative procedures in Board policy 5:20-AP and 

forms 5:20-E for investigation and documentation. This form is also located on page 311. 

Employee Infectious Disease  

The Superintendent or designee shall develop and implement procedures for managing known or 

suspected cases of a communicable and chronic infectious disease involving District employees 

that are consistent with State and federal law, Illinois Department of Public Health rules, and 

School Board policies. Board Policy 5:40 

An employee with a communicable or chronic infectious disease is encouraged to inform the 

Superintendent immediately and grant consent to being monitored by the District’s 

Communicable and Chronic Infectious Disease Review Team. Administrative procedures found 

in Board policy 5:40-AP should be used once the administrative team has been notified.  

 Employee Non-exempt Volunteer Agreement  

Non-exempt employees who volunteer for district committees or at district functions need to 

complete the Volunteer Agreement Executed by a Non-Exempt Employee prior to the meeting or 

event. This form can be found on page 344 in the forms section of this hand book or in the 

administrative procedures for Board policy 5:35-E. 

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-10.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-20e.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-40.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-40AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-E_14.pdf
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Employee Resignation and Retirement  

Tenured teachers may resign at any time with consent of the School Board or by written notice 

sent to the Board Secretary at least 30 days before the intended date of resignation. Board Policy 

5:210 states, no teacher, whether tenured or probationary, may resign during the school term in 

order to accept another teaching position without the consent of the Board. 

Employee Suspension  

The School Board may suspend without pay: (1) a professional employee pending a dismissal 

hearing, or (2) a teacher as a disciplinary measure for up to 30 employment days for misconduct 

that is detrimental to the School District.  

Board policy 5:240 allows the Board or Superintendent or designee to suspend a professional 

employee with pay: (1) during an investigation into allegations of disobedience or misconduct 

whenever the employee’s continued presence in his or her position would not be in the School 

District’s best interests, (2) as a disciplinary measure for misconduct that is detrimental to the 

School District as defined above, or (3) pending a Board hearing to suspend a teacher without 

pay. 

For a list of infractions constituting suspension of an employee with or without pay, please refer 

to the administrative procedure of Board policy 5:240-AP. 

Employee Termination and Suspensions  

Please refer to Board Policy 5:290 for all questions relating to employee termination and 

suspension. I you do not feel this policy answers your questions, please contact Human 

Resources.  

Employee Travel Allowance  

Some staff members within the Kankakee School District are required to use their personal 

vehicle to perform the responsibilities related to their position. Upon approval, these individuals 

will be compensated for local travel through receipt of a stipend, receiving one-half in December 

and one-half in June. Per Board policy 5:32, if an employee is required to travel as part of his or 

her responsibility, then he or she must complete a District travel allowance form by September 

15. The travel allowance form must then be approved by the employee’s supervisor and the 

Assistant Superintendent of Human Resources. 

English Language Learners 

The District offers opportunities for resident English Learners to achieve at high levels in 

subjects and to meet the same challenging State academic standards that all children are expected 

to meet. Board policy 6:160 reviews the criteria for Kankakee School Districts ESL Program. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-290.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-160.17.pdf
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Evaluation Information  

The Superintendent is responsible for designing and implementing a program for evaluating the 

job performance of each educational support staff member according to standards contained in 

Board policies as well as in compliance with State law and any applicable collective bargaining 

agreement. Please refer to this Board Policy 5:320 for what each evaluation will include. 

Kankakee School District #111 uses Performance Matters for our evaluation tool. This aligns 

with the Danielson model. Please see evaluation information beginning on page 391 in the 

addendum for instruction using Performance Matters. 

Family Life and Sex Education Classes  

The major educational areas of the District’s comprehensive health education program are 

described in Board policy 6:60-AP. Parents must be notified that their student is enrolled in 

Family Life and/or Sex Education classes. The letter in Board policy 6:60-E should be sent prior 

to the start of instruction. Should a parent wish to examine the instructional materials please have 

them complete Board policy form 6:60-E3. Both this letter and request form can be found on 

page 253 and page 283 in the forms section in the back of this handbook.  

Family Medical Leave 

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

the federal Family and Medical Leave Act. The U.S. Department of Labor’s rules (federal rules) 

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

policy 5:185 states that during a single 12-month period, an eligible employee’s FMLA leave 

entitlement may be extended to a total of 26 weeks of unpaid leave to care for a covered service 

member (defined in the federal rules) with a serious injury or illness. More information can be 

found on page 214 and page 438 in the back of this manual. 

Field Trip Guide Lines and Permission/Waiver Form  

Field trips are permissible when the experiences are a part of the school curriculum and/or 

contribute to the District’s educational objectives. Board policy 6:240 states that all field trips 

must have the Superintendent or designee’s prior approval, except that field trips beyond a 200-

mile radius of the school or extending overnight must have the prior approval of the School 

Board. The Superintendent or designee shall analyze the following factors to determine whether 

to approve a field trip: educational value, student safety, parent concerns, heightened security 

alerts and liability concerns. Guidelines for all field trips can be found in Board policy 6:240-AP. 

The Field Trip Permission and Waiver form in Board policy 6:240-E is now include on Skyward 

as part of the registration process. A copy of this form is also included in on page 187 in the 

forms section in the back of this handbook. Field trips must be entered and approved by the 

building administrator in Trip Tracker at least 10 days prior to a field trip. Sack lunch 

requests must be completed and turned into the head cook in your building 14 days prior to the 

field trip. A copy of this form can be found on page 294 in the forms section in the back of this 

handbook. Board approval is needed for any field trips requiring an overnight stay. See Board 

policy 6:240-R for the complete procedure guidelines for an overnight stay. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-320.08a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60e3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-185.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-185.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240E.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
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Gifted Program 

The Superintendent or designee shall implement an education program for gifted and talented 

learners that will challenge and motivate academically advanced learners and engage them in 

appropriately differentiated learning experiences to develop their unique abilities. Board policy 

6:130 discusses eligibility and monitoring this program. Administrative procedure 6:130-AP 

covers what should be included in a program for Gifted and Talented Students. Every school 

year beginning in December, all second grade students are testing for the gifted program. A 

permission slip is included in the registration process for all incoming second grade students. If a 

parent wishes to have their child tested to see if they qualify for the Gifted and Talent Program 

they should complete a Request for Gifted Testing form to the Director of District Improvement. 

Permission slips are needed for any student, other than second grade students, being re-tested or 

tested for the first time. A copy of this permission slip can be found on page 190 in the back of 

this handbook. 

Grading and Promotion 

The Superintendent or designee shall establish a system of grading and reporting academic 

achievement to parents/guardians. The system shall also determine when promotion and 

graduation requirements are met. Board policy 6:280 reviews the requirements and exceptions. 

Administrative procedure 6:280-AP reviews the frequency of reporting grades to parents as well 

as suggested methods used for parent communication. Weighted Grades will be used to 

determine the honor roll, and academic awards, as well as rank in class. Administrative 

procedure 6:290-AP4 reviews procedures and classes that qualify for weighted grades. 

High School Graduation Policy 

Kankakee School District #111 graduation policy is covered in Board policy 6:30 that aligns 

with School Code. If a student wishes to graduate early, Administrative procedure 6:300-AP 

covers steps that need to be taken and necessary requirements met for a student to graduate early. 

A full list of courses/credits need for graduation can be found in Administrative procedure 6:300-

AP1.  

Men and women who left high school to serve in the military during WWII, the Korean Conflict 

or the Vietnam Conflict are eligible to receive their high school diploma. The application found 

in Administrative procedure 6:300-E1 must be completed and turned into the Superintendent of 

Schools.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-130-AP_11.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdrBZaBwHq6CZNF5NCuIHOwwl_exQND7AW96Dijuddz9mj_cw/viewform
https://docs.google.com/document/d/1HADaV_QaxxNDDKZgVGHIvmi_zz3CYGUYy8UT0QNNwPE/edit?usp=sharing
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-280.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280r.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-300ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300-AP1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300-AP1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-300E1_10.pdf
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High School Credit for Students in 7th or 8th Grades 

If a program is available, students in grades 7 and 8 may enroll in a course required for a high 

school diploma when: the course is offered by the high school that the elementary student would 

attend. Board policy 6:315 states the specific criteria that must be met. A student who 

successfully completes a course required for a high school diploma while in grades 7 and 8 shall 

receive academic credit for the course. 

High School Credit for Proficiency 

A student who demonstrates competency under this program will receive course credit for the 

applicable course and be excused from any requirement to take the course as a graduation 

prerequisite. No letter grade will be given for purposes of the student’s cumulative grade point 

average. Board policy 6:320 covers instances when a proficiency credit may be given.   

High School Senior Attending KSD When Parents Move 

Kankakee School District does not currently have a Board policy regarding high school seniors 

whose families moved during their junior year or the summer between their junior and senior 

year and the student wishes to graduate from Kankakee High School. Past practice has been that 

we follow IHSA Constitution, Section 3.034.2 that allows students in good standing who have 

attended on school their entire school career to continue their education in said school. The full 

policy is included on page 423 in the addendum of this handbook.  

Home & Hospital Education 

A student who is absent from school or whose physician, physician assistant, or advanced 

practice registered nurse anticipates that the student will be absent from school because of a 

medical condition may be eligible for instruction in the student’s home or hospital. Board policy 

6:15 reviews the eligibility criteria a student must meet to qualify. This policy also covers 

students who are unable to attend classes due to pregnancy.  

Homeless Student Education 

Each child of a homeless individual and each homeless youth has equal access to the same free, 

appropriate public education, as provided to other children and youths, including a public pre-

school education. Board policy 6:140 defines a homeless child and reviews attendance practices. 

Administrative procedure 6:140-AP covers transportation, student designate, homeless liaison, 

school placement and principal’s duties. Homeless education form (found on page 195) should 

be completed as should a letter of residency found on page 223. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-315.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-320.16.pdf
https://www.ihsa.org/documents/forms/current/IHSA_Handbook.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140AP.18.pdf
https://www.isbe.net/Documents/83-01-common-form.pdf
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Homeschool 

Board policy 7:35 lists the instances when Kankakee School District #111 will enroll, on a part- 

or full-time basis, students who previously attended or currently attend a home school program. 

All homeschool records are handled through the local Regional Office of Education. For more 

information, please see the ISBE Home School FAQ found on page 430 in the addendum in the 

back of this handbook.  

Homework Policy 

Homework is part of the District’s instructional program and has the overarching goal of 

increasing student achievement. Homework is assigned to further a student’s educational 

development and is an application or adaptation of a classroom experience. Board policy 6:290 

provides guidance for homework requirements. Administrative policy 6:280-AP3 defines 

homework, clarifies its purpose and explains the use of grading homework.  

Instructional Coaching Team-Well-check 

The 10-point Instructional Coaching Team Well-Check located on page 424 in the addendum of 

this handbook, will help you take stock of your current coaching team practice.  

Instructional Materials and Computer Programs Development within the 

Scope of Employment  

Curriculum, presentations, trainings, websites and other instructional material designed and/or 

written by an employee of Kankakee School District #111 within the scope of District 

employment are works made for hire and belong to the District. For the full definition please see 

Board policy 5:170-AP3.  

KIDS Assessment 

The Illinois State Board of Education explains that the Kindergarten Individual Development 

Survey (KIDS) is an observational tool designed to help teachers, administrators, 

families and policymakers better understand the developmental readiness of children entering 

kindergarten. Additional information on the KIDS Assessment can be found on the Illinois State 

Board of Education Website.  

Independent Data-Informed Teams 

Independent Data-Informed Teams are working at all levels in our district. From District 

Leadership Teams to School Leadership Teams, to Instructional Leadership Teams. All data 

teams play a crucial role in driving instruction. For a quick view of the some of the 

responsibilities of each team, please see the chart on page 427 in the addendum for a complete 

chart and explanation of Interdependent Data-Informed Teams. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-290_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP3.17.pdf
https://www.isbe.net/kids


 

Kankakee School District Administrative Handbook 2019-2020 

 

68 

Jury/Court Duty    

An employee should give at least five days’ prior notice of pending jury duty. Board policy 5:80 

says the District will pay full salary during the time an employee is absent due to court duty or, 

pursuant to a subpoena, serves as a witness or has a deposition taken in any school-related matter 

pending in court. The District will deduct any fees that an employee receives for such duties, less 

mileage and meal expenses, from the employee's compensation, or make arrangements for the 

employee to endorse the fee check to the District. 

Leave of Absence  

There are many types of leaves of absence approved within Kankakee School District #111. 

Please refer to Board policy 5:250 for a list all of which are also in the contractual agreement 

between Kankakee Board of Education and the Kankakee Council, Federation of Teachers Local 

604. Please see the teachers’ contract for further explanation. Forms for LOA can be found on 

page 214. 

Library Media Program 

The Superintendent or designee shall manage the District’s library media program to comply 

with, (1) State Law and Ill. State Board of Education (ISBE) rules. Board policy 6:230 covers the 

standards that should be followed. Administrative procedure 6:230-AP reviews the policy, lists 

objectives, responsibility for selection and criteria for selection of learning resources.   

Maintaining Student Discipline    

The goals and objectives of Board policy 7:190 are to provide effective discipline practices that: 

(1) ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and 

drug-free learning environment; (3) keep school property and the property of others secure; (4) 

address the causes of a student’s misbehavior and provide opportunities for all individuals 

involved in an incident to participate in its resolution; and (5) teach students positive behavioral 

skills to become independent, self-disciplined citizens in the school community and society. 

Administrative procedure 7:190-AP7 contained within this policy reviews the guidelines to 

improve school discipline. 

Media Contact in a Crisis  

If the media attempts to contact you or a staff member, please refer to the Administrative 

procedure 4:170-AP1, E2 for guidelines.  

Micro-credentialing 

Kankakee School District #111 believes that successful growth is accomplished when the culture 

of the school supports the day-to-day learning of educators engaged in continually perfecting 

their craft. Since it is imperative that we align our learning opportunities to the District Goals, the 

District has developed a micro-credential program using Performance Matters. Please see the 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-80.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-250.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/KSD111%20-%20Clerical%20Contract.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-230.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-230AP_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP7.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170-AP1E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170-AP1E2.17.pdf
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information sheet on page 439 in the addendum for more information on this new professional 

development initiative.  

 Mobile Device Use and Expectation Form 

Form 6:235-E6  informs employees of their liability while using District issued devices. It covers 

step-by-step what the employee is responsible for and the allowed use. A copy of this form is 

available on page 247 in the Forms section in the back of this handbook. 

Nursing Mothers  

The Superintendent or designee shall ensure that students who choose to breastfeed an infant 

after returning to school are provided reasonable accommodations. A student who is a nursing 

mother may take reasonable breaks during the school day to express breast milk or breastfeed her 

infant. Please see the Administrative procedures in Board policy 7:10-AP2 for a list of 

reasonable accommodations.  

The School District accommodates mothers who choose to continue breastfeeding after returning 

to work. An employee who is a nursing mother may take reasonable unpaid breaks each day to 

express breast milk or breastfeed her infant. The employee’s supervisor shall help the employee 

arrange a break schedule accommodating the nursing mother while minimizing disruption. The 

break time must, if possible, run concurrently with any break time already provided to the 

employee. Please see Administrative procedures in Board policy 5:10-AP for more information.  

P-Card Use Agreement  

The Superintendent and employees designated by the Superintendent are authorized to use 

District credit and procurement cards to simplify the acquisition, receipt, and payment of 

purchases and travel expenses incurred on the District’s behalf. Credit and procurement cards 

shall only be used for those expenses that are for the District’s benefit and serve a valid and 

proper public purpose; they shall not be used for personal purchases. Cardholders are responsible 

for exercising due care and judgment and for acting in the District’s best interests. Board policy 

4:55 lists specific restrictions for the use of a district p-card. Administrative procedure 4:55-AP 

further explains your responsibilities as an administrator for the p-card. Each person who has a p-

card should sign the P-card Agreement in Board policy 4:55-E. If you allow a staff member to 

use the p-card that was issued to your building or department, the staff members should complete 

the Cardholders Statement Affirming Familiarity with Requirements for Using District Credit 

and/or Procurement Card. This form can be found in Board policy 4:55-E1. Both of these forms 

can also be found on page 261 and page 263 in the Form’s section at the back of this handbook. 

Parent & Family Engagement 

Board policy 8:95 was written to assure collaborative relationships between students' families 

and the Board of Education and District personnel, and to enable parent(s)/guardian(s) to become 

active partners in education. The full policy list procedures to follow. The School Parent & 

Family Engagement Policy/Plan Checklist found on page 302 in the Forms section back of this 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E6_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-10AP2.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-10-AP.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55e.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55E1_14.pdf
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of this handbook provides a complete checklist for executing and event that complies with our 

Title I grant.  

Parents Right to Know 

Board policy 5:190 defines the term teacher and qualifications necessary. When a teacher does 

not have the necessary credentials to teach a specific subject or grade level and is paid for using 

Title I funds, the District is require to inform parents. The letters located in 5:190-E1, 5:190-E2, 

and 5:190-E3 are samples of the letters that must be mailed to parents to remain in compliance 

with Title I. Copies of each are on page 251 and page 252 in the form section of this handbook. 

Payroll 

The business office/payroll does not initiate or approve employee pay of any kind. They only 

process payment after approval from an administrator. Additional pay (timesheets) should be 

aligned with union contracts.  Any special agreement with an employee is a violation of the 

contract. All additional pay must be preapproved by an administrator.  Any additional pay 

outside of routine extra duty must be preapproved, in writing, by both the administrator and an 

Assistant Superintendent. All approved building timesheets must be e-mailed to 

payroll@ksd111.org by the cutoff date.  There should be one building employee who is 

designated to send all timesheets on behalf of the building (in one email). A list of 2019-2020 

payroll cut-off dates can be found on page 447 in the addendum at the back of this handbook. 

Personnel Records and Request to Inspect 

In accordance with Board policy 5:150 the Superintendent or designee shall manage the 

maintenance of personnel records in accordance with State and federal law and School Board 

policy. Access to personnel records is outlined in this policy. Administrative procedure 5:150-AP 

covers the information maintained in each employees file. If an employee wishes to view their 

personnel file, they will need to complete the Request to Inspect Personnel File form found in 

Board policy 5:150-E1 or on page 284 in the Form’s section at the back of this handbook. Our 

Human Resources Department will great a Personnel File Access Log documenting the date, 

name and purpose of access. For an example of this log see Board policy 5:150-E2 or page 264 

in this handbook. 

Personal Technology and Social Media: Usage and Conduct 

Kankakee School District #111 has a policy in place for all personnel regarding the use of 

personal technology and social media. Board policy 5:125 defines and lists standards and rules 

staff is expected to adhere to while employed by our district. Furthermore, each employee should 

have received a copy of this policy and have signed Board policy form 5:125-E. This form can 

be found online or on page 176 in the Forms section at the back of this handbook.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E3.17.pdf
mailto:payroll@ksd111.org
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-150.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-150AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-150E1a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-150E2a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-125.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-125-E.11.pdf
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Physical Restraint  

Administrative procedure 7:190-AP4, located within the Board Policy 7:190 on Student 

Behavior, clearly outlines that isolated time out and physical restraint shall be used only as a 

means of maintaining discipline in schools (that is, as a means of maintaining a safe and orderly 

environment for learning) and only to the extent that they are necessary to preserve the safety of 

students and others. Neither isolated time out nor physical restraint shall be used in administering 

discipline to individual students, that is, as a form of punishment.  When a student is physically 

restrained a Document Physical Restraint form must be completed. This form can be found in 

Board policy 7:190-E2 or on page 170 in the Forms section in the back of this handbook.  

Placement of Non-public School Students transferring into the District 

Administration procedure 7:40-AP covers all the steps to be taken when placing a non-public 

school or homeschool student who is transferring into our District.  

Professional Standards for Teachers 

In 2013 the Illinois State Board of Education released the Illinois Professional Teaching 

Standards. 

Prolonged Approved and Unapproved Student Absences 

Regular absences are covered in Board policy 7:70. Prolonged absences are covered in the 

Administrative procedure 7:70-R3. Students in grades 8-12 who have missed ten or more days 

per semester cannot be excused for vacation day as covered in the Administrative procedures.  

Report Card and Progress Report Calendar 

At the start of each school year Information Systems works with Instructional Programs to 

develop a Report Card and Progress Report Calendar. This calendar is forwarded to all building 

administers and should be shared with staff. A copy of this calendar for the 2019-2020 school 

year can be found on page 449 in the addendum of this handbook. 

Sample ILT Template 

A sample of Kankakee School Districts ILT Meeting Template is available on page 198 in the 

Forms section in the back of this handbook. 

School Visitors 

Any person other than an enrolled student or employee is deemed a visitor and should report to 

the buildings office for permission to remain on the property. All visitors must sign a visitors’ 

log, show identification, and wear a visitor’s badge. When leaving the school, visitors must 

return their badge. Board policy 8:30 explains all procedures and exceptions for school visitors. 

Additional information on Visitors to Schools can be found in Board policy 8:50. Board policy 

8:95-E1 is a letter that explains the School Visitation Rights Act to parents. This letter can be 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190ap4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
https://www.isbe.net/Documents/IL_prof_teaching_stds.pdf
https://www.isbe.net/Documents/IL_prof_teaching_stds.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-50.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
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found on page 220 in the back of this handbook. This explanation can also be found in the 2019-

2020 Handbook in section 2-28 on page 35. 

School Wellness Policy 

Student wellness, including good nutrition and physical activity, shall be promoted in the 

District’s educational program, school-based activities, and meal programs. Board policy 6:50 

shall be interpreted consistently with Section 204 of the Child Nutrition and WIC 

Reauthorization Act of 2004 and the Healthy Hunger-Free Kids Act of 2010 (HHFKA). Our 

school wellness policy is also covered in section 2-39 on pages 47-51 in the 2019-2020 

Handbook. 

Service Animals  

State and federal law allow a student with a disability to be accompanied by a service animal that 

is individually trained to perform work or tasks for the benefit of a student. Administrative 

procedures and a full explanation on allowing service animals in school can be found in Board 

Policy 6:120-AP3. 

Sexual Harassment – Students 

Sexual harassment of student is prohibited as outlined in Board policy 7:20. A full action list is 

defined in Administrative policy 7:20-AP. Resources for handling complaints and their 

investigations can be found in the Administrative resource 7:20-RA. 

Sign-in Sheets for Stipends and CPDUs 

Any meeting, training or professional development in which you staff should receive stipends or 

your requesting CPDUs must use the sign in sheet provided my Instructional Program. A copy of 

the sign in sheet is located on page 314 in the Forms section at the back of this handbook.   

Social and Emotional Learning  

The Superintendent shall incorporate SEL into the District’s curriculum and other educational 

programs consistent with the District’s mission and the goals and benchmarks of the Ill. Learning 

Standards as described in Board policy 6:65. 

Staff Computer Network Agreement 

The Computer and Network Use Policy is fully explained in Board policy 6:235. Part of this 

policy is the Staff Computer and Network Agreement found under the Administrative procedures 

6:235-E1. A copy of this form can be found on page 322 in the back of this handbook.  

Staff Development Plan 

Board policy 5:100 states that the Superintendent or designee shall implement a staff 

development program. The goal of such program shall be to update and improve the skills and 

knowledge of staff members in order to achieve and maintain a high level of job performance 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-50.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP3.17doc.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP3.17doc.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-20ra.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-651.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100.18.pdf
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and satisfaction. Administrative procedure 5:100-AP discusses the implementation of the Staff 

Development Plan.  

Student Computer Network Agreement  

Like staff, students and parents are required to sign a Computer Network Agreement. A copy of 

the Student Computer Network Agreement can be found under the Administrative procedures 

6:235-E2 and in Section 4 on page 68 of the 2019-2020 Handbook. This form is also include in 

Skyward when a registering a student for school. A copy of this form can be found on page 323. 

Student Fund Raising Application  

Board policy 7:325 reviews allowable fund raising activities by Kankakee School District 

students. Guidelines for fundraising can be found in Administrative procedure 7:325-AP1. A 

copy of the application (7:235-E1) can be found on page 138 in the back of this handbook. 

Student Suspension 

Procedures for student suspensions are outlined in Board policy 7:20. This policy discusses both 

in-school and out-of-school suspensions. Anytime a student is suspended out-of-school a Short 

Term or Long Term Out-of-School Suspension form needs to be completed in Skyward. A 

sample of each form is included in the forms section of this handbook. Short term suspension is 

on page 312 and long-term suspension is found on page 239. 

Student Voter Registration  

The Board of Education directs the District's administration to provide students with an 

opportunity to learn and practice the principles of civic responsibility. To achieve this, the High 

School Principal or the designee may be appointed deputy registrar by the county clerk. If 

appointed, the high school principal or the designee may accept voter registrations of eligible 

students in the high school. Board policy 3:62 states that voter registration shall only occur in 

May or September.  

Teacher Meetings  

Pursuant to Article 6 of the teachers’ contract, District/Administrator Directed time is allowed an 

can include but is not limited to student contact, curriculum development, collaboration, 

instructional coaching, parent-teacher conferences, MTSS meetings, staff meetings, community 

engagement and professional development. Article 18, Section 18.1 reviews the meetings teacher 

will attend under contract.  

Teacher Stipends 

Teacher stipends are negotiated within the teachers’ contract. Article 24, Section 24.12 lists the 

stipend amounts for teachers attending training, meetings or approved professional development 

outside of those functions covered by the contact. Article 24, Section 24.13 outlines stipends 

paid outside of the school year.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-325.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-325-AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-200.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%203/3-62.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
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Technology Computer and Network Use Policy  

Full disclosure and understanding in the partnership between parents, students, staff, and 

volunteers with regard to District technology and its use are essential. Please review Board 

policy 6:235 for the full policy.  

Testing and Assessment  

The District student assessment program provides information for determining individual student 

achievement and instructional needs; curriculum and instruction effectiveness; and school 

performance measured against District student learning objectives and statewide norms. Board 

policy 6:340 reviews the testing and assessment within our district. A copy of the 2019-2020 

Testing and Assessment calendar is located in on page 352 in the addendum in the back of this 

handbook. 

Threat Assessment  

The Threat Assessment Decision Tree found in Administrative procedure exhibits 4:170-AP7, 

E1 is a great reference resource when assessing and responding to a preserved threat. If the threat 

was made by a student, your buildings Threat Assessment team should complete a Threat 

Assessment Documentation and Response form. A sample form can be found on page 336 in the 

back of this handbook or in Administrative procedure exhibit 4:170-AP7, E2. 

Transportation 

Board policy 4:110 aligns with School Code and state law by providing free transportation for 

any student in the District who resides: (1) at a distance of one and one-half miles or more from 

his or her assigned school, unless the School Board has certified to the Illinois State Board of 

Education that adequate public transportation is available, or (2) within one and one-half miles 

from his or her assigned school where walking to or from school or to or from a pick-up point or 

bus stop would constitute a serious hazard due to vehicular traffic or rail crossing, criminal gang 

activity safety hazard, and adequate public transportation is not available.  

Routing for busing is done electronically through Skyward so it is imperative that data is entered 

correctly. It takes 3-5 days to route a student. All buildings should communicate directly with the 

Director of Transportation at x7740 and not call the bus company. 

Travel Stipends  

Board policy 5:32 states that employees that are required to regularly travel between buildings 

within the District will receive one stipend per semester. At the beginning of each semester, 

employees are required to fill out a Google Form declaring that they believe that they are eligible 

for the travel stipend. Applications should then be approved by their supervisor. Employees may 

turn in logs or mileage reimbursement for travel that is not between District buildings. There is 

no language in union contracts that supersedes this board policy. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-110.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-32.18.pdf
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Unsatisfactory Performance Reports for Substitute Teachers 

A substitute teacher must hold either a valid teaching or substitute license and may teach in the 

place of a licensed teacher who is under contract with the Board and defined in Board policy 

5:220. Occasionally we come across a substitute teacher who is not up for the task. When that 

happens, the building principal must complete the Unsatisfactory Performance Report for 

Substitute Teachers found in the Administrative procedure 5:220-E and on page 341 in the 

Forms section in the back of this handbook.  

Weighted Grades 

Weighted Grades will be used to determine the honor roll, and academic awards, as well as rank 

in class. Administrative procedure 6:290-AP4 reviews procedures and classes that qualify for 

weighted grades. For the full Grading and Promotion policy see Board policy 6:280.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220-E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-280.16.pdf
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Finance  

Activity Fund Accounts 

The School Board, upon the Superintendent or designee’s recommendation, establishes student 

activity funds to be managed by student organizations under the guidance and direction of a staff 

member for educational, recreational, or cultural purposes. Board policy 4:90 states that the 

Superintendent will appoint a designee responsible for overseeing student activity funds in 

accordance with The School Code and Board policy 4:80. 

Budget Codes 

There are three types of budgets: Control Budget, Title One Budget, and Extra Duty Budget 

(new FY 2020).  

– Control Budget: no restrictions on spending 

– Title One Budget: must be tied to student achievement and follow 

District/building plan 

– Extra Duty Budget: can be spent on extra duty assignments for staff or bus 

monitors that are not already provided by District 

Real-time budgets can be viewed on Skyward (detail and summary). The business office will 

only look at total of expenditures, not a breakdown of expense by type.  

Employee Expense Reimbursement  

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution. 

According to Board Policy 5:60, employees must submit the appropriate itemized, signed, 

standardized form(s) to support any requests for expense reimbursements that show the 

following:  

1. The amount of the actual expense, with attached itemized receipts for actual incurred 

expenses. 

2. The name and title of the employee who is requesting the expense reimbursement. 

Receipts from group functions must include the names, offices, and job titles of all 

participants.  

3. The date(s) of the official business on which the expense reimbursement was expended.  

4. The nature of the official business conducted when the expense advancement, 

reimbursement was expended. 

 

The district allows up to $40.00 per day for meals. If you are only eating one meal out the meals 

are prorated at the rate of $10.00 for breakfast, $15.00 for lunch and $25.00 for supper. For a full 

guideline of what is cover please refer to the Reimbursement Expectation sheet on page 448 in 

the addendum of this handbook.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-90_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-80.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-60.18.pdf
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Expenses should be submitted for reimbursement through Skyward Finance System. Please see 

page 453 in the appendix  Approved Expenses Reimbursement How to Guide in the back of this 

handbook for complete instructions on submitting expenses.  

Grants 

Please keep in mind what grants have different requirements/guidelines for purchases. Purchases 

in grants must be pre-approved, in writing, by ISBE. If you have a question about what is 

covered in a particular grant, please call our grants manager at x7723. If we use grant funding to 

pay a salary with TRS, there is an additional penalty (10.66%) for a TRS payment with federal 

funds. 

How to use Title I Guide 

Board policy 6:170 gives a brief overview of Title I Programs and services. The Illinois State 

Board of Education has a Title I District Plan User Guide available for review. In the addendum 

located in the back of this handbook, you will find additional resources from the Illinois state 

Board of Education regarding the proper use of Title I funding. Title I programs are also 

explained in the 2019-2020 Handbook in Section 2-36 on page 48. More information is available 

in on pages 460 through page 471 in the addendum section of this handbook.  

P-Card Use Agreement  

The Superintendent and employees designated by the Superintendent are authorized to use 

District credit and procurement cards to simplify the acquisition, receipt, and payment of 

purchases and travel expenses incurred on the District’s behalf. Credit and procurement cards 

shall only be used for those expenses that are for the District’s benefit and serve a valid and 

proper public purpose; they shall not be used for personal purchases. Cardholders are responsible 

for exercising due care and judgment and for acting in the District’s best interests. Board policy 

4:55 lists specific restrictions for the use of a district p-card. Administrative procedure 4:55-AP 

further explains your responsibilities as an administrator for the p-card. Each person who has a p-

card should sign the P-card Agreement in Board policy 4:55-E. If you allow a staff member to 

use the p-card that was issued to your building or department, the staff members should complete 

the Cardholders Statement Affirming Familiarity with Requirements for Using District Credit 

and/or Procurement Card. This form can be found in Board policy 4:55-E1. Both of these forms 

can also be found on page 261 and page 263 in the Form’s section at the back of this handbook. 

Payroll 

The business office/payroll does not initiate or approve employee pay of any kind. They only 

process payment after approval from an administrator. Additional pay (timesheets) should be 

aligned with union contracts.  Any special agreement with an employee is a violation of the 

contract. All additional pay must be preapproved by an administrator.  Any additional pay 

outside of routine extra duty must be preapproved, in writing, by both the administrator and an 

Assistant Superintendent. All approved building timesheets must be e-mailed to 

payroll@ksd111.org by the cutoff date.  There should be one building employee who is 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-170.17.pdf
https://www.isbe.net/Documents/title1_guide.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55e.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-55E1_14.pdf
mailto:payroll@ksd111.org
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designated to send all timesheets on behalf of the building (in one email). A list of 2019-2020 

payroll cut-off dates can be found on page 447 in the addendum at the back of this handbook. 

Purchase Orders 

Purchase orders are entered into Skyward. If a purchase order total is over $2,500.00 a rational 

for purchase of this item(s) or three bids must be included in the notes section, under general 

prior to approval. If the purchase order is for $25,000.00 or more it must be approved by the 

Board of Education. All purchase orders entered, other than those generated by an e-catalog 

associated with Skyward, must have backup attached. Each purchase ordered entered in Skyward 

has multiple levels of approval. Once all levels have been approved, Skyward automatically e-

mails the vendor the purchase order along with any backup or quotes you’ve indicated be sent. 

Purchases and Contracts 

The Superintendent shall manage the District’s purchases and contracts in accordance with State 

law, the standards set forth in this policy, and other applicable School Board policies. Board 

policy 4:60 states that expenditure in excess of $25,000 must comply with state law and be 

approved by our Board of Education. Please review this policy for additional information.  

Administrative procedure 4:60-AP1 provides requirements for purchase and contracts. Any 

purchase over $2,500.00 must have the rational or multiple bids attached the purchase order.  

School Fees 

In accordance with School Code, the Superintendent or designee recommends to the Board of 

Education a list of school fees to be charged to student. See Administrative procedure 4:140-AP 

for more information on school fees, fines and charges.  

School Fees Waiver 

The application for fee waiver is completely independent from the District process for 

determining eligibility for free meals. Fee waivers are part of the registration process. The paper 

application is found in Board policy 4:140-E1 and on page 144 in the back of this book. If a 

family’s request to waive fees is denied, families have the right to appeal that decision. The form 

found in Administrative procedure 4:140-E3 needs to be completed. A copy of this form can be 

found on page 288 in the forms section of this handbook.  

Transportation 

Board policy 4:110 aligns with School Code and state law by providing free transportation for 

any student in the District who resides: (1) at a distance of one and one-half miles or more from 

his or her assigned school, unless the School Board has certified to the Illinois State Board of 

Education that adequate public transportation is available, or (2) within one and one-half miles 

from his or her assigned school where walking to or from school or to or from a pick-up point or 

bus stop would constitute a serious hazard due to vehicular traffic or rail crossing, criminal gang 

activity safety hazard, and adequate public transportation is not available.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-60AP1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140E2.17.pdf
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Routing for busing is done electronically through Skyward so it is imperative that data is entered 

correctly. It takes 3-5 days to route a student. All buildings should communicate directly with the 

Director of Transportation at x7740 and not call the bus company.  
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Human Resources 

Abused and Neglected Child Reporting  

All Kankakee School District #111 faculty members are Mandated Reporters. Training videos 

for this are provided through GCN and reviewed regularly as part of the annual training process. 

The full board policy and instructions on how to proceed sure child abuse or neglect be suspected 

can be found in Board Policy 5:90. 

Administrator Training  

Kankakee School District #111 makes every effort to offer an Administrators Academy each 

summer for our administrators. If an administrator wishes to attend additional training they 

should complete a Conference Form, attached information regarding the training, with the 

registration form and forward it to the Instructional Programs Office.  

Applicants Authorization to Release Information  

Kankakee School District requires all new applicants provide a written authorization for a 

complete criminal history records check. Please refer to the full Board Policy 5:30-AP2 for more 

information. The form can be found on page 137.  

Community Resource Persons and Volunteers 

While the School Board encourages the use of resource persons and volunteers in schools, the 

administration must follow board protocol. See the full Board Policy 6:250 for the complete 

policy. The Administrative Procedures, Board Policy 6:250-AP outlines the screening process 

needed to vet resource persons and volunteer. Once cleared, resource persons or volunteers 

should complete for 6:250-E prior to engaging students. This form can be found on page 286.  

Computer Software Procedures 

Software Procedures for Kankakee School District #111 can be found in Board Policy 6:235-

AP2. Please remember, the district has a Technology and Curriculum Review Committee that 

must approve current and future applications and devices. The proposal form can be found in 

Board Policy 6:235-E5 and on page 166. 

Conditional Job Offer 

When making a conditional job offer to a prospective employee, please be sure to review Board 

Policy 5:30-AP to ensure all steps are followed to avoid misunderstandings or potential 

problems. A copy of this form can be found on page 189. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-90.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-250E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30r.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30r.pdf
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Conference Request Instructions 

Any staff member requesting to attend a workshop or conference not planned by Kankakee 

School District #111 must complete a conference request form. A copy of this form can be found 

on page 165. The staff member must attach a registration form and have the request approved by 

their building principal or supervisor. Upon approval they should enter the absence in Skyward 

and forward the form to Instructional Programs. Full instructions and copy of this form are found 

in on page 371in the addendum. 

Continuing Education 

Continuing Education is covered in the Teachers Union Contract under Article 24, 24.1 Course 

Credit. For salary credit only, approval in writing must be obtained as explained in this article.  

Paraprofessional may be eligible for tuition reimbursement for course taken within the field of 

education as described in Article 7.14 of the Paraprofessional Contact.  

A pool of $5,000 has been provided for continuing education for the clerical union body as 

outlined in Article 6.15 of the Clerical Union Contract. As explained, courses must be 

preapproved prior to the start of the course.   

District Website Publishing Guidelines 

Kankakee School District provides a public Internet presence through the District website to 

share information with the community. All material published on the District website must have 

educational value and/or support the District’s goals and policies. All material submitted is 

subject to treatment as a District-sponsored publication. The District reserves the right to remove 

any material that is in violation of its policy or procedures. Please refer to the administrative 

procedures in Board Policy 6:235-AP for a full overview of Kankakee school District guidelines.  

Drug & Alcohol-Free Workplace 

All Kankakee School District workplaces are drug and alcohol free workplaces. This includes 

use of tobacco products while on school property or while an employee is performing work for 

the District at a school event regardless of the event’s location. Please refer to Board Policy 5:50 

for a complete explanation. 

E-mail Retention 

Email, including attachments that are sent or received by the District or District employees may 

be, depending on their content, subject to disclosure under the Freedom of Information Act 

and/or discovery in litigation as evidence in support of a claim. Employees must use the same 

standards of judgment, propriety, and ethics with email as they do with other forms of school 

business-related communications. Accordingly, employees have the same responsibilities for 

email messages as they do for any other communication. Please see the full Board Policy 5:130 

on the Responsibilities Concerning Internal Information and the Administrative Procedure 5:130-

AP. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/Parapro604.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/KSD111%20-%20Clerical%20Contract.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP3_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
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Employee Absences and Tracking 

Board Policy 5:330 clearly outlines sick, vacation, holidays and leaver for employees. Board 

Policy 5:180 further explains temporary illness and absence from work. An employee initiates an 

absence in Skyward.  The Skyward system then generates an email for the assigned 

supervisors' approval. Approve or deny these requests in a timely manner.   Once the absence 

is created in Skyward for substitute purposes the information feeds over to AESOP in order 

to create an absence in that system so that a substitute can be found. 

Building secretarial staff can/should then run reports from both Skyward and AESOP to 

make sure that absences match in both systems.  If any modifications need to be made 

they would be done at that time.  They cannot do this process if absences are sitting in 

an unapproved status. In the event that the building secretary cannot complete an AESOP 

task contact the Human Resource office for instruction. 

Employee Compliance 

In accordance with the Fair Labor Standards Act, Kankakee School District follows Board Policy 

5:35 when reviewing employee compliance, compensation, overtime, etc. A list of exemptions 

can be found in administrative Board Policy 5:35-AP1. A twelve step compliance check list is 

available in the administrative procedure Board Policy 5:35-AP4. 

Employee Drug and Alcohol Free Workplace 

All District workplaces are drug- and alcohol-free workplaces. Board policy 5:50 lists forbidden 

actions relating to drugs and alcohol. It further explains that all employees are covered by the 

conduct prohibitions contained in Board policy 8:30 Visitors to and Conduct on School Property.  

Employee Ethics 

All District employees are expected to maintain high standards in their school relationships, to 

demonstrate integrity and honesty, to be considerate and cooperative, and to maintain 

professional and appropriate relationships with students, parents, staff members, and others. 

Board policy 5:120 covers conduct and conflict of interest in regards to employee ethics. 

Administrative procedure 5:120-AP reviews economic interest for employees while 

Administrative procedure 5:120-AP2 covers employee conduct standards.  

Employee Expense Reimbursement  

The Board regulates the reimbursement of all travel, meal, and lodging expenses by resolution. 

According to Board Policy 5:60, employees must submit the appropriate itemized, signed, 

standardized form(s) to support any requests for expense reimbursements that show the 

following:  

1. The amount of the actual expense, with attached itemized receipts for actual incurred 

expenses. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-330.13.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-180.14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-180.14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-AP1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-AP4_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-50.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-120.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-120AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-120-AP2.15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-60.18.pdf
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2. The name and title of the employee who is requesting the expense reimbursement. 

Receipts from group functions must include the names, offices, and job titles of all 

participants.  

3. The date(s) of the official business on which the expense reimbursement was expended.  

4. The nature of the official business conducted when the expense advancement, 

reimbursement was expended. 

 

The district allows up to $40.00 per day for meals. If you are only eating one meal out the meals 

are prorated at the rate of $10.00 for breakfast, $15.00 for lunch and $25.00 for supper. For a full 

guideline of what is cover please refer to the Reimbursement Expectation sheet on page 448 in 

the addendum of this handbook.  

  

Expenses should be submitted for reimbursement through Skyward Finance System. Please see 

page 453 in the appendix  Approved Expenses Reimbursement How to Guide in the back of this 

handbook for complete instructions on submitting expenses.  

Employee Harassment  

Board Policy 5:20 reaffirms that the School District expects the workplace environment to be 

productive, respectful, and free of unlawful discrimination, including harassment. District 

employees shall not engage in harassment or abusive conduct on the basis of an individual’s 

race, religion, national origin, sex, sexual orientation, age, citizenship status, disability, or other 

protected status identified in Board policy 5:10, Equal Employment Opportunity and Minority 

Recruitment. Harassment of students, including, but not limited to, sexual harassment, is 

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

Should harassment occur, please the administrative procedures in Board policy 5:20-AP and 

forms 5:20-E for investigation and documentation. This form is also located on page 311. 

Employee Infectious Disease  

The Superintendent or designee shall develop and implement procedures for managing known or 

suspected cases of a communicable and chronic infectious disease involving District employees 

that are consistent with State and federal law, Illinois Department of Public Health rules, and 

School Board policies.  

Board Policy 5:40 requires an employee with a communicable or chronic infectious disease to 

inform the Superintendent immediately and grant consent to being monitored by the District’s 

Communicable and Chronic Infectious Disease Review Team. Administrative procedures found 

in Board policy 5:40-AP should be used once the administrative team has been notified.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-10.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-20e.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-40.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-40AP.17.pdf
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Employee Injury 

Anytime an employee is injured, while on the job, and employee injury form must be completed 

but the employee, supervisor and any witnesses to the injury. Reporting forms can be found on 

page 124 in the Forms section at the back of this handbook. If the injury requires medication 

attention, a referral/authorization form must be completed before the employee goes to Riverside 

Workforce Clinic. This form and well as Workers Compensation forms are all located beginning 

on page 345 in the back of this handbook. 

Employee Insurance Program-Group Health Continuation Coverage 

Group Health Insurance Coverage may be available under the Consolidated Omnibus Budget 

Reconciliation Act ("COBRA") and/or the Illinois Insurance Code. Determination of eligibility is 

explained in Board policy 4:100-R. 

Employee Investigation 

The District hires the most qualified personnel consistent with budget and staffing requirements 

and in compliance with School Board policy on equal employment opportunity and minority 

recruitment. Board policy 5:30 reviews the investigations completed prior to employment. 

Administrative procedure 5:30-AP2 further discloses the investigation processes taken to ensure 

safety for our student and staff. Applicants considered for employment must sign an 

Authorization to Release Information form found in Administrative procedure 5:30-E1 and on 

page 137in the back of this handbook. An Employee Investigation Fact Sheet can be found on 

page 386 in the addendum in the back of this handbook. 

Employee Non-exempt Volunteer Agreement  

Non-exempt employees who volunteer for district committees or at district functions need to 

complete the Volunteer Agreement Executed by a Non-Exempt Employee prior to the meeting or 

event. This form can be found on page 344 in the forms section of this hand book or in the 

administrative procedures for Board policy 5:35-E. 

Employee Resignation and Retirement Board Policy 5:210 

Tenured teachers may resign at any time with consent of the School Board or by written notice 

sent to the Board Secretary at least 30 days before the intended date of resignation. However, no 

teacher, whether tenured or probationary, may resign during the school term in order to accept 

another teaching position without the consent of the Board. 

Employee Suspension  

The School Board may suspend without pay: (1) a professional employee pending a dismissal 

hearing, or (2) a teacher as a disciplinary measure for up to 30 employment days for misconduct 

that is detrimental to the School District.  

Board policy 5:240 states that the Board or Superintendent or designee may suspend a 

professional employee with pay: (1) during an investigation into allegations of disobedience or 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-100R.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-35-E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-210.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240.18.pdf
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misconduct whenever the employee’s continued presence in his or her position would not be in 

the School District’s best interests, (2) as a disciplinary measure for misconduct that is 

detrimental to the School District as defined above, or (3) pending a Board hearing to suspend a 

teacher without pay. 

For a list of infractions constituting suspension of an employee with or without pay, please refer 

to the administrative procedure of Board policy 5:240-AP. 

Employee Termination and Suspensions  

Please refer to Board Policy 5:290 for all questions relating to employee termination and 

suspension. I you do not feel this policy answers your questions, please contact Human 

Resources.  

Employee Travel Allowance  

Some staff members within the Kankakee School District are required to use their personal 

vehicle to perform the responsibilities related to their position. Upon approval, these individuals 

will be compensated for local travel through receipt of a stipend, receiving one-half in December 

and one-half in June. Board policy 5:32 says that if an employee is required to travel as part of 

his or her responsibility, then he or she must complete a District travel allowance form by 

September 15. The travel allowance form must then be approved by the employee’s supervisor 

and the Assistant Superintendent of Human Resources. 

Evaluation Information  

The Superintendent is responsible for designing and implementing a program for evaluating the 

job performance of each educational support staff member according to standards contained in 

Board policies as well as in compliance with State law and any applicable collective bargaining 

agreement. Please refer to this Board Policy 5:320 for what each evaluation will include. 

Kankakee School District #111 uses Performance Matters for our evaluation tool. This aligns 

with the Danielson model. For more information please refer to page 391 and beyond in the 

addendum for instruction using Performance Matters, resources, and the evaluation process. 

Family Medical Leave 

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

the federal Family and Medical Leave Act. The U.S. Department of Labor’s rules (federal rules) 

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

policy 5:185 states that during a single 12-month period, an eligible employee’s FMLA leave 

entitlement may be extended to a total of 26 weeks of unpaid leave to care for a covered service 

member (defined in the federal rules) with a serious injury or illness. More information can be 

found on page 214 and page 438 in the back of this manual. 

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-290.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-320.08a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-185.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-185.17.pdf
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Hiring Process and Criteria 

The District hires the most qualified personnel consistent with budget and staffing requirements 

and in compliance with School Board policy on equal employment opportunity and minority 

recruitment. The Superintendent is responsible for recruiting personnel and making hiring 

recommendations to the Board. Board policy 5:30 covers the process and criteria used by 

Kankakee School District #111 when interviewing and vetting a potential employee.  

Instructional Materials and Computer Programs Development within the 

Scope of Employment  

Curriculum, presentations, trainings, websites and other instructional material designed and/or 

written by an employee of Kankakee School District #111 within the scope of District 

employment are works made for hire and belong to the District. For the full definition please see 

Board policy 5:170-AP3.  

Interview Questions  

The anti-discrimination laws affect all steps of the employee hiring process. Knowledge of the 

characteristics on which these laws prohibit inquiry is especially critical when conducting 

interviews. Sloppy interview practices can result in the appearance of illegal discrimination or 

even actual discrimination. Interviewers should avoid seeking information that will not be used 

to make an employment decision. For a list of questions to avoid and permissible questions to 

ask please see Board policy 5:30-AP1. 

Jury/Court Duty    

An employee should give at least five days’ prior notice of pending jury duty. Board policy 5:80  

says the District will pay full salary during the time an employee is absent due to court duty or, 

pursuant to a subpoena, serves as a witness or has a deposition taken in any school-related matter 

pending in court. The District will deduct any fees that an employee receives for such duties, less 

mileage and meal expenses, from the employee's compensation, or make arrangements for the 

employee to endorse the fee check to the District. 

Leave of Absence  

There are many types of leaves of absence approved within Kankakee School District #111. 

Please refer to Board policy 5:250 for a list all of which are also in the contractual agreement 

between Kankakee Board of Education and the Kankakee Council, Federation of Teachers Local 

604. Please see the teachers’ contract for further explanation. Forms for LOA can be found on 

page 214. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP3.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-80.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-250.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/KSD111%20-%20Clerical%20Contract.pdf
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Maintaining Student Discipline    

The goals and objectives of Board policy 7:190 are to provide effective discipline practices that: 

(1) ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and 

drug-free learning environment; (3) keep school property and the property of others secure; (4) 

address the causes of a student’s misbehavior and provide opportunities for all individuals 

involved in an incident to participate in its resolution; and (5) teach students positive behavioral 

skills to become independent, self-disciplined citizens in the school community and society. 

Administrative procedure 7:190-AP7 contained within this policy reviews the guidelines to 

improve school discipline. 

Media Contact in a Crisis  

If the media attempts to contact you or a staff member, please refer to the Administrative 

procedure 4:170-AP1, E2 for guidelines.  

Micro-credentialing 

Kankakee School District #111 believes that successful growth is accomplished when the culture 

of the school supports the day-to-day learning of educators engaged in continually perfecting 

their craft. Since it is imperative that we align our learning opportunities to the District Goals, the 

District has developed a micro-credential program using Performance Matters. Please see the 

information sheet on page 439 in the addendum for more information on this new professional 

development initiative.  

Mobile Device Use and Expectation Form 

Form 6:235-E6  informs employees of their liability while using District issued devices. It covers 

step-by-step what the employee is responsible for and the allowed use. A copy of this form is 

available on page 247 in the Forms section in the back of this handbook. 

Nursing Mothers  

The Superintendent or designee shall ensure that students who choose to breastfeed an infant 

after returning to school are provided reasonable accommodations. A student who is a nursing 

mother may take reasonable breaks during the school day to express breast milk or breastfeed her 

infant. Please see the Administrative procedures in Board policy 7:10-AP2 for a list of 

reasonable accommodations.  

The School District accommodates mothers who choose to continue breastfeeding after returning 

to work. An employee who is a nursing mother may take reasonable unpaid breaks each day to 

express breast milk or breastfeed her infant. The employee’s supervisor shall help the employee 

arrange a break schedule accommodating the nursing mother while minimizing disruption. The 

break time must, if possible, run concurrently with any break time already provided to the 

employee. Please see Administrative procedures in Board policy 5:10-AP for more information.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP7.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170-AP1E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170-AP1E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E6_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-10AP2.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-10-AP.pdf
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Parents Right to Know 

Board policy 5:190 defines the term teacher and qualifications necessary. When a teacher does 

not have the necessary credentials to teach a specific subject or grade level and is paid for using 

Title I funds, the District is require to inform parents. The letters located in 5:190-E1, 5:190-E2, 

and 5:190-E3 are samples of the letters that must be mailed to parents to remain in compliance 

with Title I. Copies of each are on page 251 and page 252 in the form section of this handbook. 

Payroll 

The business office/payroll does not initiate or approve employee pay of any kind. They only 

process payment after approval from an administrator. Additional pay (timesheets) should be 

aligned with union contracts.  Any special agreement with an employee is a violation of the 

contract. All additional pay must be preapproved by an administrator.  Any additional pay 

outside of routine extra duty must be preapproved, in writing, by both the administrator and an 

Assistant Superintendent. All approved building timesheets must be e-mailed to 

payroll@ksd111.org by the cutoff date.  There should be one building employee who is 

designated to send all timesheets on behalf of the building (in one email). A list of 2019-2020 

payroll cut-off dates can be found on page 447 in the addendum at the back of this handbook. 

Personnel Records and Request to Inspect 

In accordance with Board policy 5:150 the Superintendent or designee shall manage the 

maintenance of personnel records in accordance with State and federal law and School Board 

policy. Access to personnel records is outlined in this policy. Administrative procedure 5:150-AP 

covers the information maintained in each employees file. If an employee wishes to view their 

personnel file, they will need to complete the Request to Inspect Personnel File form found in 

Board policy 5:150-E1 or on page 284 in the Form’s section at the back of this handbook. Our 

Human Resources Department will great a Personnel File Access Log documenting the date, 

name and purpose of access. For an example of this log see Board policy 5:150-E2 or page 264 

in this handbook. 

Personal Technology and Social Media: Usage and Conduct 

Kankakee School District #111 has a policy in place for all personnel regarding the use of 

personal technology and social media. Board policy 5:125 defines and lists standards and rules 

staff is expected to adhere to while employed by our district. Furthermore, each employee should 

have received a copy of this policy and have signed Board policy form 5:125-E. .This form can 

be found online or on page 176 in the Forms section at the back of this handbook.  

Physical Restraint  

Administrative procedure 7:190-AP4, located within the Board Policy 7:190 on Student 

Behavior, clearly outlines that isolated time out and physical restraint shall be used only as a 

means of maintaining discipline in schools (that is, as a means of maintaining a safe and orderly 

environment for learning) and only to the extent that they are necessary to preserve the safety of 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E3.17.pdf
mailto:payroll@ksd111.org
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-150.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-150AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-150E1a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-150E2a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-125.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-125-E.11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190ap4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
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students and others. Neither isolated time out nor physical restraint shall be used in administering 

discipline to individual students, that is, as a form of punishment.  When a student is physically 

restrained a Document Physical Restraint form must be completed. This form can be found in 

Board policy 7:190-E2 or on page 170 in the Forms section in the back of this handbook.  

Routine Communications Concerning Safety & Security  

The full district safety plan is part of Board policy 4:170. Administrative procedure 4:170-AP2 

identifies and organizes the District’s routine communications to stakeholders regarding safety 

and security. These routine communications are an integral part of the District’s coordinated 

communication system. Communications to stakeholders that do not concern safety or security 

are organized with their respective topics. 

Schedules and Employment Year 

Board policy 5:30 explain employee schedules and the employment year. The 2019-2020 

calendar that was submitted to the state for approval is included on page 451 in the addendum of 

this handbook.  

Sexual Harassment   

Sexual harassment is prohibited as outlined in Board policy 7:20. Whenever harassment is 

reported, the report needs to be turned over to a Complaint Manager. A copy of the complaint 

form can be found on page 311 in the back of this handbook. Administrative procedure 5:20-AP 

covers the procedures that should be considered when conducting an internal investigation into 

claims of harassment. Administrative resource 5:20-AR2 offers additional guidelines to consider 

during such an investigation.  

Skyalert Messaging System 

To reach a specific group of parents or employees, Kankakee School District uses Skyalert 

Messaging System. Each principal as the ability to record and send a Skyalert “robo-call” 

message to your students and/or staff. Access to this program and training need to be handles by 

our Instructional Technology staff. To request access or training please complete a Help Desk 

request. 

Staff Computer Network Agreement 

The Computer and Network Use Policy is fully explained in Board policy 6:235. Part of this 

policy is the Staff Computer and Network Agreement found under the Administrative procedures 

6:235-E1. A copy of this form can be found on page 322 in the back of this handbook.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-300.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-20ar2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
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Staff Development Plan 

Board policy 5:100 states that the Superintendent or designee shall implement a staff 

development program. The goal of such program shall be to update and improve the skills and 

knowledge of staff members in order to achieve and maintain a high level of job performance 

and satisfaction. Administrative procedure 5:100-AP discusses the implementation of the Staff 

Development Plan.  

Teacher Meetings  

Pursuant to Article 6 of the teachers’ contract, District/Administrator Directed time is allowed an 

can include but is not limited to student contact, curriculum development, collaboration, 

instructional coaching, parent-teacher conferences, MTSS meetings, staff meetings, community 

engagement and professional development. Article 18, Section 18.1 reviews the meetings teacher 

will attend under contract.  

Teacher Stipends 

Teacher stipends are negotiated within the teachers’ contract. Article 24, Section 24.12 lists the 

stipend amounts for teachers attending training, meetings or approved professional development 

outside of those functions covered by the contact. Article 24, Section 24.13 outlines stipends 

paid outside of the school year.  

Technology Computer and Network Use Policy  

Full disclosure and understanding in the partnership between parents, students, staff, and 

volunteers with regard to District technology and its use are essential. Please review Board 

policy 6:235 for the full policy.  

Telephone Reference Check  

As part of the hiring process, a Telephone Reference Check must be completed on all new hires. 

The form in Board policy 5:30-E2 should be completed and forwarded with any additional 

information to Human Resources. This form is also found on page 330 in the Forms section in 

the back of this handbook. Be sure to have applicants sign the Authorization to Release 

Information form before checking references. 

Unsatisfactory Performance Reports for Substitute Teachers 

A substitute teacher must hold either a valid teaching or substitute license and may teach in the 

place of a licensed teacher who is under contract with the Board and defined in Board policy 

5:220. Occasionally we come across a substitute teacher who is not up for the task. When that 

happens, the building principal must complete the Unsatisfactory Performance Report for 

Substitute Teachers found in the Administrative procedure 5:220-E and on page 341 in the 

Forms section in the back of this handbook.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-100AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/29/2018TeachersContractUpdated.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-220-E.17.pdf


 

Kankakee School District Administrative Handbook 2019-2020 

 

91 

Safety and Emergency 

A.E.D. 

Administrative procedure 4:170-AP6 contains the operations implement School Board policy 

4:170, Safety, requiring a plan for responding to medical emergencies at a physical fitness 

facility. 

Bus Suspension 

All students must follow the District’s School Bus Safety Rules found in the Administrative 

procedure 4:110-AP3. If a student does not follow these rules, Board policy 7:220 states that the 

Superintendent, or any designee as permitted in the School Code, is authorized to suspend a 

student from riding the school bus for up to 10 consecutive school days for engaging in gross 

disobedience or misconduct. 

Emergency Medical Information for Students Who Ride School Buses 

Administrative procedure 4:110-E is a form to provide bus drivers and or emergency medical 

technicians information about children who have special needs or medical conditions. A copy of 

this form is located on page 175 in the forms section at the back of this handbook.  

Evacuation Drills 

Board policy 4:170 states that during every academic year, each school building that houses 

school children shall conduct, at a minimum, each of the following in accordance with the 

School Safety Drill Act, 105 ILCS 128/ and contained within this policy. 

Facility Rental Application & Rental  

School facilities are available to community organizations during non-school hours when such 

use does not: (1) interfere with any school function or affect the safety of students or employees, 

or (2) affect the property or liability of the School District. The use of school facilities for school 

purposes has precedence over all other uses. Board Policy 8:20 covers rental procedures and 

clearly states that the District reserves the right to cancel previously scheduled use of facilities by 

community organizations and other groups. The use of school facilities requires the prior 

approval of the Superintendent or designee and is subject to applicable procedures. 

A Facility Rental Application can be found in Board policy 8:20-E1. In addition to the 

application, the Facility Rental Agreement for Use of School Facilities must be completed. This 

agreement can be found in Board policy 8:20-E2. Person or organizations renting school 

facilities must also provide a Certificate of Liability Insurance. A sample of this can be found in 

Board policy 8:20-E2 Attachment. Copies of the forms listed above can also be found beginning 

on page 181 in the Forms section in the back of this handbook. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP6_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-AP3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-AP3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-220.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-20E2_12_Attachment.pdf
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Food Allergy 

School attendance may increase a student’s risk of exposure to allergens that could trigger a 

food-allergic reaction. A food allergy is an adverse reaction to a food protein mediated by the 

immune system which immediately reacts causing the release of histamine and other 

inflammatory chemicals and mediators. Board policy 7:285 discuss the districts program to 

eliminate the risks of exposure to allergens when a student is at school. Administrative procedure 

7:285-AP covers the implementation of this policy. The letter found in 7:285-E5 should be sent 

to parents of classmates when a student has a severe food allergy. A copy of this letter is located 

on page 308. Forms 7:285E2 (page 238), 7:285-E3 (page 132), 7:285-E4 (page 131), 7:285-E8 

(page 265) and 7:285-E6 (page 309) should all be on file for the student with allergies.  

Head Injuries 

Board policy 7:305 was developed and implemented to manage concussions and head injuries 

suffered by students. Administrative procedures 7:305-AP reviews state law and school code that 

discusses implementation and a Concussion Oversight Team as well as training for coaches, 

assistant coaches, athletic trainers and nurses. 

Pandemic Preparedness 

Pandemic influenza is a worldwide outbreak of a virus for which there is little or no natural 

immunity and no vaccine; it spreads quickly to people who have not been previously exposed to 

the new virus. The School Board recognizes that the District will play an essential role along 

with the local health department and emergency management agencies in protecting the public’s 

health and safety if an influenza pandemic occurs. Board policy 4:180 discuss preparations in 

case of a pandemic. Administrative procedure 4:280-AP2 provides detailed instruction on 

reporting and surveillance during a pandemic. 

Public Relations and Communications 

The Board President is the official spokesperson for the School Board. The Superintendent is the 

District's chief spokesperson. Board policy 8:10 explains the plan in which the Superintendent or 

designee shall plan, implement and evaluate our District public relations program. If further 

outlines items the program should include. 

Safety and Security Plan 

All District operations, including the education program, shall be conducted in a manner that will 

promote the safety and security of everyone on District property or at a District event per Board 

policy 4:170. Administrative procedure 4:170-AP1 contains the Comprehensive Safety and 

Security Plan. Communication regarding our Safety and Security Plan is covered in 

Administrative procedure 4:170-AP2.  

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-285-AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-285-AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E5.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285E8.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E6.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-305.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-305AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-180.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-180-AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-10.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2_14.pdf
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School Bus Accident Checklist  

The District shall provide free transportation for any student in the District who resides: (1) at a 

distance of one and one-half miles or more from his or her assigned school, unless the School 

Board has certified to the Illinois State Board of Education that adequate public transportation is 

available, or (2) within one and one-half miles from his or her assigned school where walking to 

or from school or to or from a pick-up point or bus stop would constitute a serious hazard due to 

vehicular traffic or rail crossing, and adequate public transportation is not available. On the rare 

occasion a school bus is in an accident, a School Bus Accident Checklist must be completed. The 

checklist can be found in the Administrative procedure 4:110-AP1. A copy of this form is 

available on page 295 in the Forms section in the back of this handbook. 

School Visitors 

Any person other than an enrolled student or employee is deemed a visitor and should report to 

the buildings office for permission to remain on the property. All visitors must sign a visitors’ 

log, show identification, and wear a visitor’s badge. When leaving the school, visitors must 

return their badge. Board policy 8:30 explains all procedures and exceptions for school visitors. 

Additional information on Visitors to Schools can be found in Board policy 8:50. Board policy 

8:95-E1 is a letter that explains the School Visitation Rights Act to parents. This letter can be 

found on page 220 in the back of this handbook. This explanation can also be found in the 2019-

2020 Handbook in section 2-28 on page 35. 

Skyalert Messaging System 

To reach a specific group of parents or employees, Kankakee School District uses Skyalert 

Messaging System. Each principal as the ability to record and send a Skyalert “robo-call” 

message to your students and/or staff. Access to this program and training need to be handles by 

our Instructional Technology staff. To request access or training please complete a Help Desk 

request. 

Theft, Building Damage or Vehicle Accident Report 

Board policy 4:170 reviews all of our safety policies. Contained within this policy are a number 

of forms for reporting or documenting incidents that occur. The report found in the 

Administrative procedure exhibits 4:170-E2 needs to be completed for theft, building damage or 

vehicle accident reporting. This form is also found on page 329 in the Forms section in the back 

of this handbook.  

Threat Assessment  

The Threat Assessment Decision Tree found in Administrative procedure exhibits 4:170-AP7, 

E1 is a great reference resource when assessing and responding to a preserved threat. If the threat 

was made by a student, your buildings Threat Assessment team should complete a Threat 

Assessment Documentation and Response form. A sample form can be found on page 336 in the 

back of this handbook or in Administrative procedure exhibit 4:170-AP7, E2. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-50.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E2_14.pdf


 

Kankakee School District Administrative Handbook 2019-2020 

 

94 

Transportation 

Board policy 4:110 aligns with School Code and state law by providing free transportation for 

any student in the District who resides: (1) at a distance of one and one-half miles or more from 

his or her assigned school, unless the School Board has certified to the Illinois State Board of 

Education that adequate public transportation is available, or (2) within one and one-half miles 

from his or her assigned school where walking to or from school or to or from a pick-up point or 

bus stop would constitute a serious hazard due to vehicular traffic or rail crossing, criminal gang 

activity safety hazard, and adequate public transportation is not available.  

Routing for busing is done electronically through Skyward so it is imperative that data is entered 

correctly. It takes 3-5 days to route a student. All buildings should communicate directly with the 

Director of Transportation at x7740 and not call the bus company. 

Video Camera on School Buses 

The Board of Education supports the use of video cameras on school buses as a means to 

monitor and maintain a safe environment for students and employees. The video cameras may be 

used on buses used for transportation to and from school, field trips, curricular events and 

extracurricular events. The contents of the videotapes, both audio and video, may be used as 

evidence in a student disciplinary proceeding. Board policy 4:112 discuss the content of the tapes 

and their use. Administrative procedure 4:112-AP reviews the instances in which review of the 

bus surveillance is acceptable.  

Video Surveillance 

Board policy 8:35 authorizes the use of video cameras on district property to ensure the health, 

welfare, and safety of all staff, students, and visitors to district property, and to safeguard district 

facilities and equipment. Video cameras may be used in locations as deemed appropriate by the 

Superintendent. Viewing of these videos is restricted. See Administrative policy 8:35-R for 

details.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-110.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-112.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-112.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35r.pdf
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Students and Parents 

Accelerated Placement Program 

The District provides an Accelerated Placement Program (APP). The APP advances the 

District’s goal of providing educational programs with opportunities for each student to develop 

to his or her maximum potential. The APP provides an educational setting with curriculum 

options usually reserved for students who are older or in higher grades. Board policy 6:135 goes 

on to list options available and implementation requirements. Administrative procedure 6:125-

AP reviews placement criteria and definitions, parent notifications, the referral and evaluation 

process and how eligibility is determined. Kankakee School District is workshop with Equal 

Opportunity School to increase enrolment is our AP classes and support our students’ academic 

success. For more information visits https://eoschools.org/.  

Agency and Police Interviews 

Board policy 7:150 mandates that procedures are developed for use when students need to be 

interviewed by agencies or the Police Department. Administrative procedure 7:150-Ap are these 

procedures that were development and should be used in conjunction with the Ill. Council of 

School Attorneys’ Guidelines for Interview of Students which is available at: 

www.iasb.com/law/icsaguidelines.cfm. 

Aggressive Behavior Reporting Letter and Form  

Aggressive Behavior needs to be reported to a student’s parent or guardian as well as document 

within the students file.  Board Policy 7:190-E1 was created to assist you in this task. The letter 

can be found in the on page 126. 

Animals in Education 

Animals may be brought into school facilities for educational purposes according to procedures 

developed by the Superintendent assuring: (a) the animal is appropriately housed, humanely 

cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an 

unhealthy environment. For a full outline please see Board Policy 6:100. An application must be 

approved before and animal may be brought into the school. This application can be found in our 

Board Policy 6:100-E or on Page191 in the forms section at the back of this handbook. Once the 

application has been approved, permission from the parents of students exposed to this animal 

must be obtained. Please use the Student Permission for Exposure to Animal(s) form found in 

our Board Policy 6:100-E2 or on page 324 in the forms section in the back of this handbook. 

Assessment Calendars 

Assessments provide the data used to guide instruction. Each year Instructional Programs creates 

an Assessment Calendar that give the dates and grade levels of assessments and testing that are 

given to Kankakee School District students. A copy of the 2019-2020 Assessment Calendar can 

be found on page 352 in the addendum at the back of this handbook.   

https://sites.google.com/ksd111.org/ksd111acceleratedplacement/
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-135AP.18.pdf
https://eoschools.org/
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-150.17.pdf
http://www.iasb.com/law/icsaguidelines.cfm
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-100E.17.pdf
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Attendance – E-Learning  

E learning days allow students be counted as present for school if they meet certain criteria.  

Students can learn anywhere and at any time. 

 

GRADES K thru 6 

9. Students are considered present for each E- Learning day.  

10. Students K thru 6 have up to two weeks from the date of the E-Learning Day to turn in 

their work and continue with a clear day of attendance. 

11. Teachers at the end of the two-week period will mark the student absent if the packets 

have not been turned in.   

12. If a child participated in E-Learning you do nothing to their attendance record.  You leave 

it blank the same as if they were in the building on that particular school day. 

 

GRADES 7 thru 12 

7. Students in grade 7 thru 12 must log into Google classroom by 10:30 am. to be 

considered present. 

8. If a student does not comply with this procedure, the teacher is to mark the student W 

(unexcused). 

9. 7-12th grade if students do not sufficiently complete evidence of work after the 10:30 

check in - they have up to 14 days to turn the work in or they will be marked unexcused.  

 

Attendance & Truancy Procedures 

Illinois law defines “chronic absentee” as a student who misses 10 percent of school days within 

an academic year with or without a valid excuse. That’s 18 days of an average 180-day school 

year. Excused absences include illness, suspension, need to care for a family member, etc. 

Students need daily instruction in order to succeed. Chronic absentees are at risk of academic and 

social problems. 

Illinois law defines “chronic truant” as a student who misses 5 percent of school days within an 

academic year without a valid excuse. That’s nine days of an average 180-day school year. The 

count of chronically truant students does not include students with excused absences, such as 

doctors’ appointments or students over the age of 16, who are not legally required to attend 

school. Chronic truants are at risk of academic and behavioral problems. Research shows that 

chronic truancy has been linked to serious delinquent activity in youth and to significant negative 

behavior and characteristics in adults. 

Truancy Reports for I-KAN and Attendance Secretaries:  

1. A report for each building has been created for IKAN Truancy Officers and attendance 

secretaries. The grade level secretaries at the HS will receive the reports. 

2. It can be found by going to :  Office/Attendance Reports/Day Summary/Truancy Report 
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3. These reports have been automated and will run as a scheduled task.  Grades K through 8 

will get their reports in the morning via email.  KHS and Avis will get their reports in the 

afternoon. 

4. This report should be reviewed for inconsistencies. The appropriate corrections should be 

made to the student’s day attendance if there are errors or missing codes.   
5. Next year you will have to clone the report created and update it for the New Year.  I will 

assist you as needed. 
 

The full district policy and procedures on Attendance and Truancy can be found in Board Policy 

7:70. Administrative procedures are outlined in Board Policy 7:70-AP1. Non-attendance and 

Late Enrollment are covered in Board Policy 7:70-AP2. When a student is absence on and 

extended vacation, please refer to Board Policy 7:70-R3 for procedures.  

Attendance and Truancy is fully covered in our 2019-2020 Handbook under section 2-7 

Attendance, Tardies and Truancy beginning on page 14. 

Breastfeeding Mothers  

The Superintendent or designee shall ensure that students who choose to breastfeed an infant 

after returning to school are provided reasonable accommodations. A student who is a nursing 

mother may take reasonable breaks during the school day to express breast milk or breastfeed her 

infant. Please see the Administrative procedures in Board policy 7:10-AP2 for a list of 

reasonable accommodations.  

Bullying 

Bullying, intimidation, and harassment diminish a student’s ability to learn and a school’s ability 

to educate. Preventing students from engaging in these disruptive behaviors and providing all 

students equal access to a safe, non-hostile learning environment are important District goals. 

Board policy 7:180 clearly outlines the definition of and plan to prevent and address bullying in 

school. Administrative procedure 7:180-AP reviews prevention, investigation and response to 

bullying.  Memos to staff and parents are located in Administrative procedure 7:180-AP1-E3 

(page 246) and E4 (page 242) Forms to be completed as a result of bullying are found in 

Administrative procedure 7:180-AP1-E5 (page 275), E6 (page 206), and E7 (page291).  

Bus Suspension 

All students must follow the District’s School Bus Safety Rules found in the Administrative 

procedure 4:110-AP3. If a student does not follow these rules, Board policy 7:220 states that the 

Superintendent, or any designee as permitted in the School Code, is authorized to suspend a 

student from riding the school bus for up to 10 consecutive school days for engaging in gross 

disobedience or misconduct. 

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70AP1_11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-10AP2.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180AP1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180AP1-E3.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180AP1-E4.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180AP1-E5.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180AP1-E6.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-180AP1-E7.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-AP3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-110-AP3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-220.17.pdf


 

Kankakee School District Administrative Handbook 2019-2020 

 

98 

Child Abuse and Neglected Reporting  

All Kankakee School District #111 faculty members are Mandated Reporters. Training videos 

for this are provided through GCN and reviewed regularly as part of the annual training process. 

The full board policy and instructions on how to proceed sure child abuse or neglect be suspected 

can be found in Board Policy 5:90. 

CIPS   

The Crisis Intervention Programing Stabilization (CIPS) program provides a streamlined 

placement process. The Alternative Program Referral form can be found on page 133 at the back 

of this handbook.  

Complaints about Curriculum, Instructional Materials or Programs 

Persons with suggestions or complaints about curriculum, instructional materials, and programs 

should complete a curriculum objection form and/or use the Uniform Grievance Procedure 

(Board Policy 2:260). A parent/guardian may request that his/her child be exempt from using a 

particular instructional material or program by completing a curriculum objection form found in 

Board Policy 6:260-E or on page 169. Information is also found in the 2019-2020 Student 

Handbook under section 2-30 Student and Family Privacy Rights on page 37. 

Computer Hardware Procedures  

The full Board Policy 6:235-AP1 outlines Kankakee School District #111 procedures regarding 

all aspects of technology hardware. Please remember, the district has a Technology and 

Curriculum Review Committee that must approve current and future applications and devices. 

The proposal form can be found in Board Policy 6:235-E5 and on page 166. 

Computer Software Procedures 

Software Procedures for Kankakee School District #111 can be found in Board Policy 6:235-

AP2. Please remember, the district has a Technology and Curriculum Review Committee that 

must approve current and future applications and devices. The proposal form can be found in 

Board Policy 6:235-E5 and on page 166. 

Copyright  

The Superintendent shall manage the development of instructional materials and computer 

programs by employees during the scope of their employment in accordance with State and 

federal laws and School Board policies. Whenever an employee is assigned to develop 

instructional materials and/or computer programs, or otherwise performs such work within the 

scope of his or her employment, it is assured the District shall be the owner of the copyright. 

Please refer to the full Board Policy 5:170 and 5:170-AP1when considering the use of 

copyrighted material. Administrative Procedure 5:170-AP2 has been developed to outline the 

steps to follow in obtain permission of copyrighted material and can be found on page 285.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-90.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/2-260.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-260E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP1_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP2.17.pdf
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District Website Publishing Guidelines 

Kankakee School District provides a public Internet presence through the District website to 

share information with the community. All material published on the District website must have 

educational value and/or support the District’s goals and policies. All material submitted is 

subject to treatment as a District-sponsored publication. The District reserves the right to remove 

any material that is in violation of its policy or procedures. Please refer to the administrative 

procedures in Board Policy 6:235-AP for a full overview of Kankakee school District guidelines.  

Emergency Evacuation 

Each should have a Safety Team that gathers annually to review the schools Emergency 

Evacuation Plan. Please refer to Board Policy 4:170-AP letter G for more information regarding 

emergency evacuations.  

English Language Learners 

The District offers opportunities for resident English Learners to achieve at high levels in 

subjects and to meet the same challenging State academic standards that all children are expected 

to meet. Board policy 6:160 reviews the criteria for Kankakee School Districts ESL Program. 

Enrollment and Registration 

Registration of current students can be completed through the Skyward Family Access tab on our 

district’s website.  Registration for students new to the district can take place at any Kankakee 

School District building from June 1 through October 31 and at the Lincoln Cultural Center in 

room216 from November 1 through the end of the school year.  

Board policy 7:50 reviews the admission procedure for registration to our district. Board policy 

7:60 covers residency. Administrative procedure 7:60-AP2 explains the documents need to 

establish residency.  

Parents will need to bring in proof of residency and a photo ID. Registration cannot take place 

without these two items. If students have not previously attended Kankakee School District 

#111, parents will also need to bring the child’s official birth certificate. Board Policy states that 

a copy of the student’s birth certificate is required to register however, ISBE Registration 

Guidance FAQ1 cites School Code 325 ILCS 50/51 telling us that we cannot delay a student’s 

start date because of a missing birth certificate. Our board policy, ISBE and school code to give 

time lines for the parents to bring the birth certificate into the school. It is the responsibility of 

the school administrator to follow up with parents to obtain this copy.  

If transferring from a previous school, parents will be asked to sign a request for records form so 

that we may obtain shot and educational records from the previous school. Otherwise, new 

students will be required to have physical by October 15. Students entering kindergarten, second 

and sixth must have a dental and all ninth graders must be current on their immunizations and 

show proof of a physical. See page 388 in the addendum in the back of this handbook for 

procedures for enrolling a student after the school year has begun.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP3_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-160.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-50.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-60.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-60AP2.18.pdf
https://www.isbe.net/Documents/guidance_reg.pdf
https://www.isbe.net/Documents/guidance_reg.pdf
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Examinations, Immunizations and Exclusion of Students 

The State of Illinois requires health examinations for students attending school. Board policy 

7:100 maps out what exams are required for certain grade levels. The State has published 

Clarification of the Immunization Status of Students for parents to know which immunizations 

are due at each grade level.  

Exemption from Physical Education 

In order to be excused from participation in physical education, a student must present an 

appropriate excuse from his or her parent/guardian or from a person licensed under the Medical 

Practice Act. The excuse may be based on medical or religious prohibitions. Board policy 7:260 

reviews what is need as covered in the Medical Practice Act. Students may also request 

exemption for reasons stated in Board policy 6:310. Students in 7th and 8th grade may request 

exemption because of ongoing participation in interscholastic or extracurricular athletic program.  

Family Life and Sex Education Classes  

The major educational areas of the District’s comprehensive health education program are 

described in Board policy 6:60-AP. Parents must be notified that their student is enrolled in 

Family Life and/or Sex Education classes. The letter in Board policy 6:60-E should be sent prior 

to the start of instruction. Should a parent wish to examine the instructional materials please have 

them complete Board policy form 6:60-E3. Both this letter and request form can be found on 

page 253 and page 283 in the forms section in the back of this handbook.  

Field Trip Guide Lines and Permission/Waiver Form  

Field trips are permissible when the experiences are a part of the school curriculum and/or 

contribute to the District’s educational objectives. Board policy 6:240 states that all field trips 

must have the Superintendent or designee’s prior approval, except that field trips beyond a 200-

mile radius of the school or extending overnight must have the prior approval of the School 

Board. The Superintendent or designee shall analyze the following factors to determine whether 

to approve a field trip: educational value, student safety, parent concerns, heightened security 

alerts and liability concerns. Guidelines for all field trips can be found in Board policy 6:240-AP. 

The Field Trip Permission and Waiver form in Board policy 6:240-E is now include on Skyward 

as part of the registration process. A copy of this form is also included in on page 187 in the 

forms section in the back of this handbook. Field trips must be entered and approved by the 

building administrator in Trip Tracker at least 10 days prior to a field trip. Sack lunch 

requests must be completed and turned into the head cook in your building 14 days prior to the 

field trip. A copy of this form can be found on page 294 in the forms section in the back of this 

handbook. Board approval is needed for any field trips requiring an overnight stay. See Board 

policy 6:240-R for the complete procedure guidelines for an overnight stay. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-100.17.pdf
https://www.isbe.net/Documents/Clarification-immunization-requirements-school.pdf#search=Immunizations
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-260.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-310.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60E_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-60e3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240E.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-240R.98a.pdf
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Free and Reduced-Priced Food Service 

The Superintendent shall be responsible for implementing the District’s free and reduced-price 

food services policy and all applicable programs. Board policy 4:130 reviews the criteria and 

procedures for applying for this service. During the 2019-2020 school year, free breakfast and 

lunch is available to all students. During years that free meals are not provided to all students the 

memo found in Exhibit 4:130-E or similar is used to notify staff, student and parents of charges. 

Administrative procedure 4:140-AP2 outlines steps for collecting Food Service Fees in years that 

it is applicable. A copy of this memo is located on page 188 in the forms section in the back of 

this handbook.  

Gifted Program 

The Superintendent or designee shall implement an education program for gifted and talented 

learners that will challenge and motivate academically advanced learners and engage them in 

appropriately differentiated learning experiences to develop their unique abilities. Board policy 

6:130 discusses eligibility and monitoring this program. Administrative procedure 6:130-AP 

covers what should be included in a program for Gifted and Talented Students. Every school 

year beginning in December, all second grade students are testing for the gifted program. A 

permission slip is included in the registration process for all incoming second grade students. If a 

parent wishes to have their child tested to see if they qualify for the Gifted and Talent Program 

they should complete a Request for Gifted Testing form to the Director of District Improvement. 

Permission slips are needed for any student, other than second grade students, being re-tested or 

tested for the first time. A copy of this permission slip can be found on page 190 in the forms 

section of this handbook.  

Grading and Promotion 

The Superintendent or designee shall establish a system of grading and reporting academic 

achievement to parents/guardians. The system shall also determine when promotion and 

graduation requirements are met. Board policy 6:280 reviews the requirements and exceptions. 

Administrative procedure 6:280-AP reviews the frequency of reporting grades to parents as well 

as suggested methods used for parent communication. Weighted Grades will be used to 

determine the honor roll, and academic awards, as well as rank in class. Administrative 

procedure 6:290-AP4 reviews procedures and classes that qualify for weighted grades. 

Harassment of Students 

Board policy 7:20 clear states that no person, including a District employee or agent, or student, 

shall harass, intimidate, or bully a student on the basis of actual or perceived: race; color; 

national origin; military status; unfavorable discharge status from military service; sex; sexual 

orientation; gender identity; gender-related identity or expression; ancestry; age; religion; 

physical or mental disability; order of protection status; status of being homeless; actual or 

potential marital or parental status, including pregnancy; association with a person or group with 

one or more of the aforementioned actual or perceived characteristics; or any other 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-130.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-130-E.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-140AP2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-130.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-130-AP_11.pdf
https://docs.google.com/forms/d/e/1FAIpQLSdrBZaBwHq6CZNF5NCuIHOwwl_exQND7AW96Dijuddz9mj_cw/viewform
https://docs.google.com/document/d/1HADaV_QaxxNDDKZgVGHIvmi_zz3CYGUYy8UT0QNNwPE/edit?usp=sharing
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-280.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280r.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20.18.pdf
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distinguishing characteristic. See Administrative policy 7:20-AP for procedures to inform staff of 

the appropriate response to allegations of harassment.  

Head Injuries 

Board policy 7:305 was developed and implemented to manage concussions and head injuries 

suffered by students. Administrative procedures 7:305-AP reviews state law and school code that 

discusses implementation and a Concussion Oversight Team as well as training for coaches, 

assistant coaches, athletic trainers and nurses. 

High School Graduation Policy 

Kankakee School District #111 graduation policy is covered in Board policy 6:30 that aligns 

with School Code. If a student wishes to graduate early, Administrative procedure 6:300-AP 

covers steps that need to be taken and necessary requirements met for a student to graduate early. 

A full list of courses/credits need for graduation can be found in Administrative procedure 6:300-

AP1.   

Men and women who left high school to serve in the military during WWII, the Korean Conflict 

or the Vietnam Conflict are eligible to receive their high school diploma. The application found 

in Administrative procedure 6:300-E1 must be completed and turned into the Superintendent of 

Schools.  

High School Credit for Students in 7th or 8th Grades 

If a program is available, students in grades 7 and 8 may enroll in a course required for a high 

school diploma when: the course is offered by the high school that the elementary student would 

attend. Board policy 6:315 states the specific criteria that must be met. A student who 

successfully completes a course required for a high school diploma while in grades 7 and 8 shall 

receive academic credit for the course. 

High School Credit for Proficiency 

A student who demonstrates competency under this program will receive course credit for the 

applicable course and be excused from any requirement to take the course as a graduation 

prerequisite. No letter grade will be given for purposes of the student’s cumulative grade point 

average. Board policy 6:320 covers instances when a proficiency credit may be given.   

High School Senior Attending KSD When Parents Move 

Kankakee School District does not currently have a Board policy regarding high school seniors 

whose families moved during their junior year or the summer between their junior and senior 

year and the student wishes to graduate from Kankakee High School. Past practice has been that 

we follow IHSA Constitution, Section 3.034.2 that allows students in good standing who have 

attended on school their entire school career to continue their education in said school. The full 

policy is included on page 423 in the addendum of this handbook.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-20AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-305.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-305AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-300ap.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300-AP1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-300-AP1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-300E1_10.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-315.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-320.16.pdf
https://www.ihsa.org/documents/forms/current/IHSA_Handbook.pdf
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Home & Hospital Education 

A student who is absent from school or whose physician, physician assistant, or advanced 

practice registered nurse anticipates that the student will be absent from school because of a 

medical condition may be eligible for instruction in the student’s home or hospital. Board policy 

6:15 reviews the eligibility criteria a student must meet to qualify. This policy also covers 

students who are unable to attend classes due to pregnancy.  

Homeschool 

Board policy 7:35 lists the instances when Kankakee School District #111 will enroll, on a part- 

or full-time basis, students who previously attended or currently attend a home school program. 

All homeschool records are handled through the local Regional Office of Education. For more 

information, please see the ISBE Home School FAQ found on page 430 in the addendum in the 

back of this handbook.  

Homeless Student Education 

Each child of a homeless individual and each homeless youth has equal access to the same free, 

appropriate public education, as provided to other children and youths, including a public pre-

school education. Board policy 6:140 defines a homeless child and reviews attendance practices. 

Administrative procedure 6:140-AP covers transportation, student designate, homeless liaison, 

school placement and principal’s duties. Homeless education form (found on page 195) should 

be completed as should a letter of residency found on page 223. 

Homework Policy 

Homework is part of the District’s instructional program and has the overarching goal of 

increasing student achievement. Homework is assigned to further a student’s educational 

development and is an application or adaptation of a classroom experience. Board policy 6:290 

provides guidance for homework requirements. Administrative policy 6:280-AP3 defines 

homework, clarifies its purpose and explains the use of grading homework.  

Library Media Program 

The Superintendent or designee shall manage the District’s library media program to comply 

with, (1) State Law and Ill. State Board of Education (ISBE) rules. Board policy 6:230 covers the 

standards that should be followed. Administrative procedure 6:230-AP reviews the policy, lists 

objectives, responsibility for selection and criteria for selection of learning resources. 

Migrant Students  

Kankakee School District has a program for our migrant students. When a migrant student is 

identified, we assess their educational and related health and social needs. Board policy 6:145 

identifies services to be included to both the migrant student and their parents. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-140AP.18.pdf
https://www.isbe.net/Documents/83-01-common-form.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-290_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-230.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-230AP_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-145.17.pdf
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Mobile Device Use and Expectation Form 

Form 6:235-E6  informs employees of their liability while using District issued devices. It covers 

step-by-step what the employee is responsible for and the allowed use. A copy of this form is 

available on page 247 in the Forms section in the back of this handbook. 

Parent & Family Engagement 

Board policy 8:95 was written to assure collaborative relationships between students' families 

and the Board of Education and District personnel, and to enable parent(s)/guardian(s) to become 

active partners in education. The full policy list procedures to follow. The School Parent & 

Family Engagement Policy/Plan Checklist found on page 302 in the Forms section back of this 

of this handbook provides a complete checklist for executing and event that complies with our 

Title I grant. 

Parent Teacher Organization  

Parent organizations and booster clubs are invaluable resources to the District’s schools. While 

parent organizations and booster clubs have no administrative authority and cannot determine 

District policy, the School Board welcomes their suggestions and assistance. Parent 

organizations and booster clubs may be recognized by the Board and permitted to use the 

District’s name, a District school’s name, or a District school’s team name, or any logo 

attributable to the District provided they first receive the Superintendent or designee’s express 

written consent. To do so the group’s bi-laws must contain one of the rules or procedures listed 

in Board policy 8:90. 

Parents Right to Know 

Board policy 5:190 defines the term teacher and qualifications necessary. When a teacher does 

not have the necessary credentials to teach a specific subject or grade level and is paid for using 

Title I funds, the District is require to inform parents. The letters located in 5:190-E1, 5:190-E2, 

and 5:190-E3 are samples of the letters that must be mailed to parents to remain in compliance 

with Title I. Copies of each are on page 251 and page 252 in the form section of this handbook. 

Past Due Fees 

Past due fees must be paid before a student receives their diploma or an official copy of their 

high school transcript. The high school advises families of the past due fees periodically. The 

Registrar will verify past due fees with the high school bookkeeper and then let the former 

student know that without payment in full, we will not release their diploma. The Registrar will 

provide an unofficial transcript upon request but until past due fee are resolved the transcript will 

not be official. Board policy 4:45 reviews steps that could be taken if the district chose to pursue 

collection. Administrative procedure 4:45-AP2 reviews the step by step procedures. The district 

makes every effort to collect past due fees without resorting to legal action.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E6_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-90.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-190E3.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-45.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-45.16.pdf


 

Kankakee School District Administrative Handbook 2019-2020 

 

105 

Physical Restraint  

Administrative procedure 7:190-AP4, located within the Board Policy 7:190 on Student 

Behavior, clearly outlines that isolated time out and physical restraint shall be used only as a 

means of maintaining discipline in schools (that is, as a means of maintaining a safe and orderly 

environment for learning) and only to the extent that they are necessary to preserve the safety of 

students and others. Neither isolated time out nor physical restraint shall be used in administering 

discipline to individual students, that is, as a form of punishment.  When a student is physically 

restrained a Document Physical Restraint form must be completed. This form can be found in 

Board policy 7:190-E2 or on page 170 in the Forms section in the back of this handbook.  

Placement of Non-public School Students transferring into the District 

Administration procedure 7:40-AP covers all the steps to be taken when placing a non-public 

school or homeschool student who is transferring into our District.  

Program Descriptions 

Kankakee School District is proud to offer parent choice throughout the district. Our K-8 Parent 

Choice Brochure briefly describes the programs available to our K-8 students. Program 

descriptions for the high school are available in their Course Planning Guide.  

Prolonged Approved and Unapproved Student Absences 

Regular absences are covered in Board policy 7:70. Prolonged absences are covered in the 

Administrative procedure 7:70-R3. Students in grades 8-12 who have missed ten or more days 

per semester cannot be excused for vacation day as covered in the Administrative procedures.  

Report Card & Progress Report Calendars 

At the start of each school year Information Systems works with Instructional Programs to 

develop a Report Card and Progress Report Calendar. This calendar is forwarded to all building 

administers and should be shared with staff. A copy of this calendar for the 2019-2020 school 

year can be found on page 449 in the addendum of this handbook. 

Retention 

When any alteration in a student’s normal progression through school is contemplated, 

Administrative procedure 6:280-AP2 outlines the steps necessary to create the best education 

plan possible to help this student.  

Safety and Security Plan 

All District operations, including the education program, shall be conducted in a manner that will 

promote the safety and security of everyone on District property or at a District event per Board 

policy 4:170. Administrative procedure 4:170-AP1 contains the Comprehensive Safety and 

Security Plan. Communication regarding our Safety and Security Plan is covered in 

Administrative procedure 4:170-AP2. Sample parent notifications such as Informing Parents 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190ap4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-40AP_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/259/2019-2020%20PC%20Brochure%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/259/2019-2020%20PC%20Brochure%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/KHS%20Course%20Descriptions%203.21.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-70.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-70ap3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280AP2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-170AP1.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170AP2-E1.pdf
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About Offender Community Notification Laws (page 202), Letter to Parents/Guardians 

Regarding Student Safety (page 233) Targeted School Violence Prevention and Threat 

Assessment Education (page 326), Letters to Parents/Guardians Regarding Educational Programs 

about the Dangers of Underage Drinking (page231), Letter to Parents/Guardians about 

Disruptive Social Media Apps; Dangers (page 230), Letter to Parents/Guardians about 

Preventing and Reducing Incidences of Sexting (page 226), and Letters to Staff and 

Parents/Guardians of CPR and AED Video (page260). 

School Uniforms 

In January 2015 Board policy 7:165 was put in place stating that all students will be required to 

wear school uniforms to school on all school attendance days, in order to maintain and promote 

orderly school functions, student safety, and a positive learning environment. The Building 

principal is authorized to designate days on which this uniform policy is relaxed. Administrative 

procedure 7:165-AP1 covers the specifics of what students are allowed to wear. Parents needing 

assistance with school uniforms should complete the form 7:165-E1 found on page 142 in the 

Forms section at the back of this handbook.  

School Visitors 

Any person other than an enrolled student or employee is deemed a visitor and should report to 

the buildings office for permission to remain on the property. All visitors must sign a visitors’ 

log, show identification, and wear a visitor’s badge. When leaving the school, visitors must 

return their badge. Board policy 8:30 explains all procedures and exceptions for school visitors. 

Additional information on Visitors to Schools can be found in Board policy 8:50. Board policy 

8:95-E1 is a letter that explains the School Visitation Rights Act to parents. This letter can be 

found on page 220 in the back of this handbook. This explanation can also be found in the 2019-

2020 Handbook in section 2-28 on page 35. 

School Wellness Policy 

Student wellness, including good nutrition and physical activity, shall be promoted in the 

District’s educational program, school-based activities, and meal programs. Board policy 6:50 

shall be interpreted consistently with Section 204 of the Child Nutrition and WIC 

Reauthorization Act of 2004 and the Healthy Hunger-Free Kids Act of 2010 (HHFKA). Our 

school wellness policy is also covered in section 2-39 on pages 47-51 in the 2019-2020 

Handbook. 

Search and Seizure 

In order to maintain order and security in the schools, school authorities are authorized to 

conduct reasonable searches of school property and equipment, as well as of students and their 

personal effects. “School authorities” includes school liaison police officers. Board policy 7:140 

reviews proper protocol for search and seizure. Administrative procedure 7:140-E explains the 

letter that should be send advising parents of the search and subsequent seizure. A copy of this 

letter can be found on page 235 in the Forms section of this handbook.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170AP2-E1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2__E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2__E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP7-E3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2__E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2__E2_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2__E3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2__E3_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2-E4_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP2-E4_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP6-E2_141.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%204/4-170-AP6-E2_141.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-165_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-165-AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-165-AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-165E1_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-50.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-95e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-50.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-140.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-140-E.16.pdf
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Skyalert Messaging System 

To reach a specific group of parents or employees, Kankakee School District uses Skyalert 

Messaging System. Each principal as the ability to record and send a Skyalert “robo-call” 

message to your students and/or staff. Access to this program and training need to be handles by 

our Instructional Technology staff. To request access or training please complete a Help Desk 

request. 

Student and Family Privacy Rights 

Board policy 7:15 covers student and family privacy rights regarding surveys, personal 

information, and instructional materials. When a student is asked to participate in a survey 

parents/guardians must be notified. Administrative procedure 7:15-E is a sample letter to parents. 

A copy of this letter can be found on page 259 in the Forms section of this handbook.  

Student Computer Network Agreement  

Like staff, students and parents are required to sign a Computer Network Agreement. A copy of 

the Student Computer Network Agreement can be found under the Administrative procedures 

6:235-E2 and in Section 4 on page 68 of the 2019-2020 Handbook. This form is also include in 

Skyward when a registering a student for school. A copy of this form can be found on page 323. 

Student Discipline    

The goals and objectives of Board policy 7:190 are to provide effective discipline practices that: 

(1) ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and 

drug-free learning environment; (3) keep school property and the property of others secure; (4) 

address the causes of a student’s misbehavior and provide opportunities for all individuals 

involved in an incident to participate in its resolution; and (5) teach students positive behavioral 

skills to become independent, self-disciplined citizens in the school community and society. 

Administrative procedure 7:190-AP7 contained within this policy reviews the guidelines to 

improve school discipline. 

Student Fee Waiver Application 

The application for fee waiver is completely independent from the District process for 

determining eligibility for free meals. Fee waivers are part of the registration process. The paper 

application is found in Board policy 4:140-E1 and on page 144 in the Forms section of this 

handbook.  If a family’s request to waive fees is denied, families have the right to appeal that 

decision. The form found in Administrative procedure 4:140-E2 needs to be completed. A copy 

of this form is on page 289 in the Forms section of this handbook.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-15.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-15E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP7.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-140E2.17.pdf
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Student Fund Raising Application  

Board policy 7:325 reviews allowable fund raising activities by Kankakee School District 

students. Guidelines for fundraising can be found in Administrative procedure 7:325-AP1. A 

copy of the application (7:235-E1) can be found on page 138 in the back of this handbook. 

Student Handbook 

Each year a new Kankakee School District Handbook is created. This handbook aligns with our 

board policies, School Code and rules and regulations set forth by the Illinois State Board of 

Education. This handbook is cross referenced with our current Board Policies.  

Student Laptop Procedures 

The same procedures apply to student use of laptop computer is the same as an employees. The 

full policy can be found in Board policy 6:235. 

Student Records Policy 

School student records are confidential. Board policy 7:340 states that information from them 

shall not be released other than as provided by law. A school student record is any writing or 

other recorded information concerning a student and by which a student may be identified 

individually that is maintained by a school or at its direction by a school employee. 

Administrative procedure 7:340-AP1 defines terms and explains procedures. Administrative 

procedure 7:340-AP2 lists controlling statutes such as keeping student records for 60 years. 

Administrative procedure 7:340-AP1, E1 explains that when a student enrolls or transfers to the 

school, the school must notify the student and the parent/guardian of their rights concerning 

school student records. When a student is withdrawn, transferring or graduating for our district, 

student and parents/guardians must be provided with a destruction of school records schedule. A 

sample letter can be found in Administrative procedure 7:240-AP2, E1.  

Students Right to Privacy 

Board policy 7:15 reaffirms a students and families privacy rights as it pertains to surveys and 

instructional materials. Administrative procedure 7:15-E is a sample letter to use to notify 

parents of family privacy rights. A copy of this letter is included in the Forms section of this 

handbook on page 259. 

Student Suspension 

Procedures for student suspensions are outlined in Board policy 7:20. This policy discusses both 

in-school and out-of-school suspensions. Anytime a student is suspended out-of-school a Short 

Term or Long Term Out-of-School Suspension form needs to be completed in Skyward. A 

sample of each form is included in the forms section of this handbook. Short term suspension is 

on page 312 and long-term suspension is found on page 239. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-325.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-325-AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP1-E1.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-340AP2E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-15.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-15E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-200.17.pdf
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Student Transcript 

If a current student or past student have access to a debit or credit card, transcript(s) may be 

ordered on the website www.parchment.com. There is a $3.15 fee per transcript. An email 

address is required to register with www. parchment.com. The student’s transcript will be sent 

electronically to the email address. If a current student or past student owes fees an unofficial 

transcript will be sent. Seniors will receive unofficial transcripts until a graduation date is 

provided. There is a 24-hour turnaround requirement. 

If a current student or past student does not have access to a debit or credit card, they may 

contact Instructional Programs at 815.802.7725 or request a copy of their transcript(s) at Lincoln 

Cultural Center, room 216 by completing the necessary paperwork. The cost is $2.00 per 

transcript along with the 24-hour turnaround requirement.  

Student Voter Registration  

The Board of Education directs the District's administration to provide students with an 

opportunity to learn and practice the principles of civic responsibility. To achieve this, the High 

School Principal or the designee may be appointed deputy registrar by the county clerk. If 

appointed, the high school principal or the designee may accept voter registrations of eligible 

students in the high school. Board policy 3:62 states that voter registration shall only occur in 

May or September.  

Suicide and Depression Awareness and Prevention 

Youth suicide impacts the safety of the school environment. It also affects the school 

community, diminishing the ability of surviving students to learn and the school’s ability to 

educate. Suicide and depression awareness and prevention are important Board goals.  Board 

policy 7:290 outlines protocols and procedures for these goals. Administrative procedure 7:290-

AP is a resource guide for Implementation of Suicide and Depression Awareness and Prevention 

Program.  

Technology Computer and Network Use Policy  

Full disclosure and understanding in the partnership between parents, students, staff, and 

volunteers with regard to District technology and its use are essential. Please review Board 

policy 6:235 for the full policy.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%203/3-62.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
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Teen Dating Violence 

Engaging in teen dating violence that takes place at school, on school property, at school-

sponsored activities, or in vehicles used for school-provided transportation is prohibited. For 

purposes of Board policy 7:185, the term teen dating violence occurs whenever a student who is 

13 to 19 years of age uses or threatens to use physical, mental, or emotional abuse to control an 

individual in the dating relationship; or uses or threatens to use sexual violence in the dating 

relationship. A sample memo to Parents/Guardians Regarding Teen Dating Violence can be 

found at 7:185-E. A copy of this letter can also be found on page 244 in the Forms section of this 

handbook.  Administrative procedure 7:10-AP1 covers accommodation transgender students or 

gender non-conforming students.  

Transgender Students  

Board policy 7:10 clearly states that equal educational and extracurricular opportunities shall be 

available for all students without regard to color, race, nationality, religion, sex, sexual 

orientation, ancestry, age, physical or mental disability, gender identity, status of being homeless, 

immigration status, order of protection status, actual or potential marital or parental status, 

including pregnancy.  

Transportation 

Board policy 4:110 aligns with School Code and state law by providing free transportation for 

any student in the District who resides: (1) at a distance of one and one-half miles or more from 

his or her assigned school, unless the School Board has certified to the Illinois State Board of 

Education that adequate public transportation is available, or (2) within one and one-half miles 

from his or her assigned school where walking to or from school or to or from a pick-up point or 

bus stop would constitute a serious hazard due to vehicular traffic or rail crossing, criminal gang 

activity safety hazard, and adequate public transportation is not available.  

Routing for busing is done electronically through Skyward so it is imperative that data is entered 

correctly. It takes 3-5 days to route a student. All buildings should communicate directly with the 

Director of Transportation at x7740 and not call the bus company. 

Visitors in School 

Any person other than an enrolled student or employee is deemed a visitor and should report to 

the buildings office for permission to remain on the property. All visitors must sign a visitors’ 

log, show identification, and wear a visitor’s badge. When leaving the school, visitors must 

return their badge. Board policy 8:30 explains all procedures and exceptions for school visitors. 

Should a registered sex offender request to visit the school he or she must complete a request and  

letters must be sent to parents. 8:30-E1 is a sample of the letter that should be send and 8:30-E2 

is the request to visit school property that must be completed by the registered sex offender. 

Copies of both of these documents can be found on page 225 and page 161 in the Forms section 

of this handbook.  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-185_14.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-185-E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-10AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-10.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/4-110.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-30e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/8-30E2.16.pdf
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Weighted Grades 

Weighted Grades will be used to determine the honor roll, and academic awards, as well as rank 

in class. Administrative procedure 6:290-AP4 reviews procedures and classes that qualify for 

weighted grades. For the full Grading and Promotion policy see Board policy 6:280.  

Wellness Policy 

Student wellness, including good nutrition and physical activity, shall be promoted in the 

District’s educational program, school-based activities, and meal programs. Board policy 6:50 

shall be interpreted consistently with Section 204 of the Child Nutrition and WIC 

Reauthorization Act of 2004 and the Healthy Hunger-Free Kids Act of 2010 (HHFKA). Our 

school wellness policy is also covered in section 2-39 on pages 47-51 in the 2019-2020 

Handbook. 

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-280-AP4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-280.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-50.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Student Support Services 

504 Plans 

The 504 Plan is a plan developed to ensure that a child who has a disability identified under the 

law and is attending an elementary or secondary educational institution receives 

accommodations that will ensure their academic success and access to the learning environment. 

Section 504 of the Rehabilitation Act is explained in our 2019-2020 district handbook in section 

2-29 on age 32. Board Policy 6:120 offers further information including 6:12AP1 Notice to 

Parents/Guardians Regarding 504 Rights. A copy of the letter found in 6:12-AP1,E1 can be 

found on page 245 in the Forms section of this handbook 

Administering Medicines to Students 

No School District employee shall administer to any student, or supervise a student’s self-

administration of, any prescription or non-prescription medication until a completed and signed 

School Medication Authorization Form is submitted by the student’s parent/guardian. No student 

shall possess or consume any prescription or non-prescription medication on school grounds or 

at a school-related function other than as provided for in Board policy 7:270 and its 

implementing procedures. Administrative procedure 7:270-AP covers steps necessary to follow 

when a child needs medication during the school day. The School Medication Authorization 

Form can be found at 7:270-E or on page 299 in the Forms section at the back of this handbook.  

Allergies 

Students with sever or life-threatening allergies may qualify for a 504 plan. The letter located at 

7:285-E1 should be sent to parents with sever or life-threatening allergies. A medical 

authorization form 7:285-E6 should be completed and part of the students Sever Allergy 

Emergency Plan. Copied of both of these documents can be found on page 308 and page 309 in 

the Forms section of this handbook. 

At Risk Students 

The Superintendent or designee shall develop, maintain, and supervise a program for students at 

risk of academic failure or dropping out of school. Please see Board Policy 6:110 for a full list of 

support services and interventions you should offer at risk students. At-Risk students are also 

addressed in the 2019-2020 Handbook under 2-24 Programs for Students at Risk of Failure 

and/or Dropping Out of School and Graduation Incentives Program on page 28. 

CIPS   

The Crisis Intervention Programing Stabilization (CIPS) program provides a streamlined 

placement process. The Alternative Program Referral form can be found on page 133 at the back 

of this handbook.  

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120-AP1E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120-AP1E1.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP1E1.19.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-270.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-270AP.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-270E.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E6.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-110.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
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Exemption from Physical Education 

A student who is eligible for special education may be excused from physical education courses 

under certain situations. See Board policy 7:260 for a list of acceptable situations. A student 

requiring adapted physical education must receive that service in accordance with his or her 

Individualized Educational Program/Plan (IEP). 

Food Allergy Management Program 

School attendance may increase a student’s risk of exposure to allergens that could trigger a 

food-allergic reaction. A food allergy is an adverse reaction to a food protein mediated by the 

immune system which immediately reacts causing the release of histamine and other 

inflammatory chemicals and mediators. Board policy 7:285 discuss the districts program to 

eliminate the risks of exposure to allergens when a student is at school. Administrative procedure 

7:285-AP covers the implementation of this policy. The letter found in 7:285-E5 should be sent 

to parents of classmates when a student has a severe food allergy. A copy of this letter is located 

on page 308. Forms 7:285E2 (page 238), 7:285-E3 (page 132), 7:285-E4 (page 131), 7:285-E8 

(page 265) and 7:285-E6 (page 309) should all be on file for the student with allergies.  

Head Lice 

Administrative procedure 7:250-AP1 reviews the steps to be taken to control the spread of head 

lice.  

Health, Eye & Dental Exams 

The State of Illinois requires health examinations for students attending school. Board policy 

7:100 maps out what exams are required for certain grade levels. The State has published 

Clarification of the Immunization Status of Students for parents to know which immunizations 

are due at each grade level.  

Home & Hospital Education 

A student who is absent from school or whose physician, physician assistant, or advanced 

practice registered nurse anticipates that the student will be absent from school because of a 

medical condition may be eligible for instruction in the student’s home or hospital. Board policy 

6:15 reviews the eligibility criteria a student must meet to qualify. This policy also covers 

students who are unable to attend classes due to pregnancy.  

Maintaining Student Discipline    

The goals and objectives of Board policy 7:190 are to provide effective discipline practices that: 

(1) ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and 

drug-free learning environment; (3) keep school property and the property of others secure; (4) 

address the causes of a student’s misbehavior and provide opportunities for all individuals 

involved in an incident to participate in its resolution; and (5) teach students positive behavioral 

skills to become independent, self-disciplined citizens in the school community and society. 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-260.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-285-AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-285-AP.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E5.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E3.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285E8.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-285-E6.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-250AP1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-100.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-100.17.pdf
https://www.isbe.net/Documents/Clarification-immunization-requirements-school.pdf#search=Immunizations
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-150.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
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Administrative procedure 7:190-AP7 contained within this policy reviews the guidelines to 

improve school discipline. 

Physical Restraint  

Administrative procedure 7:190-AP4, located within the Board Policy 7:190 on Student 

Behavior, clearly outlines that isolated time out and physical restraint shall be used only as a 

means of maintaining discipline in schools (that is, as a means of maintaining a safe and orderly 

environment for learning) and only to the extent that they are necessary to preserve the safety of 

students and others. Neither isolated time out nor physical restraint shall be used in administering 

discipline to individual students, that is, as a form of punishment.  When a student is physically 

restrained a Document Physical Restraint form must be completed. This form can be found in 

Board policy 7:190-E2 or on page 170 in the Forms section in the back of this handbook.  

Responding to Students with Social, Emotional or Mental Health Problems 

Administrative procedure 7:250-AP2 reviews committees, reports and referrals to be used if a 

staff member suspects a student of having social, emotional or mental health problems.  

Service Animals  

State and federal law allow a student with a disability to be accompanied by a service animal that 

is individually trained to perform work or tasks for the benefit of a student. Administrative 

procedures and a full explanation on allowing service animals in school can be found in Board 

Policy 6:120-AP3. 

Social and Emotional Learning  

The Superintendent shall incorporate SEL into the District’s curriculum and other educational 

programs consistent with the District’s mission and the goals and benchmarks of the Ill. Learning 

Standards as described in Board policy 6:65. 

Student Support Services 

Board policy 7:250 reviews the services provided by Kankakee School District’s Student 

Support Services division.  

Students with Communicable and Infectious Diseases 

Board policy 7:280 states that a student with or carrying a communicable and/or chronic 

infectious disease has all rights, privileges, and services provided by law and the District's 

policies. Administrative procedure 7:280-AP outlines those procedures for managing students 

with communicable and infectious diseases.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190AP7.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190ap4.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-190.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-190e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-250AP2.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP3.17doc.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/6-120AP3.17doc.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-651.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-250.18.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%207/7-280AP_15.pdf
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Suicide and Depression Awareness and Prevention 
Youth suicide impacts the safety of the school environment. It also affects the school 

community, diminishing the ability of surviving students to learn and the school’s ability to 

educate. Suicide and depression awareness and prevention are important Board goals.  Board 

policy 7:290 outlines protocols and procedures for these goals. Administrative procedure 7:290-

AP is a resource guide for Implementation of Suicide and Depression Awareness and Prevention 

Program.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290AP.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/7-290AP.16.pdf
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Technology and Information Systems 

Chromebook Sign-in/Out Procedures 

Procedures for Laptop/Chromebook sign-in/sign-out can be found in Administrative procedures 

6:235-E7.  

Computer Backup 

Please see the full Board Policy 5:130 on the Responsibilities Concerning Internal Information 

and the Administrative Procedure 5:130-AP. 

Computer Hardware Procedures  

The full Board Policy 6:235-AP1 outlines Kankakee School District #111 procedures regarding 

all aspects of technology hardware. Please remember, the district has a Technology and 

Curriculum Review Committee that must approve current and future applications and devices. 

The proposal form can be found in Board Policy 6:235-E5 and on page 166. 

Computer Software Procedures 

Software Procedures for Kankakee School District #111 can be found in Board Policy 6:235-

AP2. Please remember, the district has a Technology and Curriculum Review Committee that 

must approve current and future applications and devices. The proposal form can be found in 

Board Policy 6:235-E5 and on page 166. 

Copyright  

The Superintendent shall manage the development of instructional materials and computer 

programs by employees during the scope of their employment in accordance with State and 

federal laws and School Board policies. Whenever an employee is assigned to develop 

instructional materials and/or computer programs, or otherwise performs such work within the 

scope of his or her employment, it is assured the District shall be the owner of the copyright. 

Please refer to the full Board Policy 5:170 and 5:170-AP1when considering the use of 

copyrighted material. Administrative Procedure 5:170-AP2 has been developed to outline the 

steps to follow in obtain permission of copyrighted material and can be found on page 285.  

Curriculum and Technology Proposal Form 

To better plan the growth of our technology system and the integration of technology with our 

curriculum so it remains reliable for all current and future applications and devices, the District 

has established a Technology and Curriculum Review Committee (TCRC). The TCRC will 

evaluate all proposed expansions to current technology, including hardware, software, and 

subscriptions. The TCRC will consider curriculum, technology, implementation and support, and 

finance related implications of all proposals. To better plan the growth of our technology system 

and the integration of technology with our curriculum so it remains reliable for all current and 

future applications and devices, the District has established a Technology and Curriculum 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235E7_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235E7_15.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP1_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP2_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170.16.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP2.17.pdf
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Review Committee (TCRC). The TCRC will evaluate all proposed expansions to current 

technology, including hardware, software, and subscriptions. The TCRC will consider 

curriculum, technology, implementation and support, and finance related implications of all 

proposals. Please see the form in our Board Policy 6:325-E5 or on page166 in the back of this 

handbook. 

District Website Publishing Guidelines 

Kankakee School District provides a public Internet presence through the District website to 

share information with the community. All material published on the District website must have 

educational value and/or support the District’s goals and policies. All material submitted is 

subject to treatment as a District-sponsored publication. The District reserves the right to remove 

any material that is in violation of its policy or procedures. Please refer to the administrative 

procedures in Board Policy 6:235-AP for a full overview of Kankakee school District guidelines.  

E-mail Retention 

Email, including attachments that are sent or received by the District or District employees may 

be, depending on their content, subject to disclosure under the Freedom of Information Act 

and/or discovery in litigation as evidence in support of a claim. Employees must use the same 

standards of judgment, propriety, and ethics with email as they do with other forms of school 

business-related communications. Accordingly, employees have the same responsibilities for 

email messages as they do for any other communication. Please see the full Board Policy 5:130 

on the Responsibilities Concerning Internal Information and the Administrative Procedure 5:130-

AP. 

Help Desk Request 

All requests for maintenance and technology assistance are handled through our district Help 

Desk. Each district computer has a “Help Desk” icon. If you’re not using a district computer you 

can access the program through our district webpage. Simply click on staff and scroll down and 

click on the Think Help Desk at the bottom of the list. This will open up a window that allows 

you to request assistance from our maintenance department, technology staff or learning 

partners. 

Instructional Materials and Computer Programs Development within the 

Scope of Employment  

Curriculum, presentations, trainings, websites and other instructional material designed and/or 

written by an employee of Kankakee School District #111 within the scope of District 

employment are works made for hire and belong to the District. For the full definition please see 

Board policy 5:170-AP3.  

 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E5_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-AP3_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-130AP.12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-170AP3.17.pdf
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Mobile Device Use and Expectation Form 

Form 6:235-E6  informs employees of their liability while using District issued devices. It covers 

step-by-step what the employee is responsible for and the allowed use. A copy of this form is 

available on page 247 in the Forms section in the back of this handbook. 

Personal Technology and Social Media: Usage and Conduct 

Kankakee School District #111 has a policy in place for all personnel regarding the use of 

personal technology and social media. Board policy 5:125 defines and lists standards and rules 

staff is expected to adhere to while employed by our district. Furthermore, each employee should 

have received a copy of this policy and have signed Board policy form 5:125-E. This form can 

be found online or on page 176 in the Forms section at the back of this handbook.  

Report Card and Progress Report Calendar 

At the start of each school year Information Systems works with Instructional Programs to 

develop a Report Card and Progress Report Calendar. This calendar is forwarded to all building 

administers and should be shared with staff. A copy of this calendar for the 2019-2020 school 

year can be found on page 449 in the addendum of this handbook. 

Skyalert Messaging System 

To reach a specific group of parents or employees, Kankakee School District uses Skyalert 

Messaging System. Each principal as the ability to record and send a Skyalert “robo-call” 

message to your students and/or staff. Access to this program and training need to be handles by 

our Instructional Technology staff. To request access or training please complete a Help Desk 

request. 

Staff Computer Network Agreement 

The Computer and Network Use Policy is fully explained in Board policy 6:235. Part of this 

policy is the Staff Computer and Network Agreement found under the Administrative procedures 

6:235-E1. A copy of this form can be found on page 322 in the back of this handbook.  

Student Computer Network Agreement  

Like staff, students and parents are required to sign a Computer Network Agreement. A copy of 

the Student Computer Network Agreement can be found under the Administrative procedures 

6:235-E2 and in Section 4 on page 68 of the 2019-2020 Handbook. This form is also include in 

Skyward when a registering a student for school. A copy of this form can be found on page 323. 

Student Laptop Procedures 

The same procedures apply to student use of laptop computer is the same as an employees. The 

full policy can be found in Board policy 6:235. 

 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235-E6_12.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/5-125.17.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%205/5-125-E.11.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e1.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235e2.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
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Technology Computer and Network Use Policy  

Full disclosure and understanding in the partnership between parents, students, staff, and 

volunteers with regard to District technology and its use are essential. Please review Board 

policy 6:235 for the full policy.  

Video Surveillance 

Board policy 8:35 authorizes the use of video cameras on district property to ensure the health, 

welfare, and safety of all staff, students, and visitors to district property, and to safeguard district 

facilities and equipment. Video cameras may be used in locations as deemed appropriate by the 

Superintendent. Viewing of these videos is restricted. See Administrative policy 8:35-R for 

details.  

  

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%206/6-235_121.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/68/Board%20Policy/Section%208/8-35r.pdf
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Forms 

Policy # Title Page 

4:170-AP1, E1 Accident or Injury Form  

124 

7:190-E4 Acknowledgement of Receiving Student Behavior Policy and Student 

Conduct Code 

125 

7:190-E1 Aggressive Behavior Report Letter and Form 

126 

7:300-E1 Agreement to Participate 

127 

7:285-E4 Allergies-Emergency Action Plan 

131 

7:285-E3 Allergy History Form  

132 
 Alternative Program Referral  

133 

5:30-E1 Applicants Authorization to Release Information 137 

7:325-E1 Application and Procedures to Involve Students in Fundraising Activities  

138 

6:300-E1 Application for a Diploma for Veterans of WW II, the Korean Conflict, or the 

Vietnam Conflict 

141 

7:165-E1 Application for Assistance with School Uniforms  

142 

4:140-E1 Application for Fee Waiver  

144 

7:330-E Application for Student Groups that Are Not School Sponsored to Request 

Free Use of School Premises for Meetings  

146 

7:285-E7 Athlete Emergency Information Card 

148 

g7:300-E3 Authorization for Medical Treatment  

149 

 Building Capacity of School Staff - Checklist 150 

5:185-E Certification of Physician or Practitioner  

152 

6:170-AP1 
Checklist for Development, Implementation, and Maintenance of Parent and 

Family Engagement Compacts for Title I Programs 
157 

 Checklist for Distribution  159 

8:30-E2 Child Sex Offender's Request for Permission to Visit School Property  

161 

6:60-E2 Class Attendance Waiver Request  

163 

6:310-E Class Substitution Request 

164 
 Conference Request Form 

165 

6:235-E5 Curriculum and Technology Proposal Form 

166 

6:260-E Curriculum Objection 

169 

7:190-E2 Documented Physical Restraint & Restraint Log 

170 

4:110-E Emergency Medical Information for Students Having Special Needs or 

Medical Conditions Who Ride School Buses 

175 

5:125-E Employee Receipt of Board Policy on Personal Technology and Social Media  

176 

7:60-AP2, E3 Evidence of Non-Parent's Custody, Control and Responsibility of a Student  

177 
 Extra Duty Contract Assignment  

178 
 Extra Duty Request 

179 

6:190-E1 Extracurricular and Co-Curricular Activities - Analysis of Failure to Report  

180 

8:20-E2 Facility Rental Agreement for Use of School Facilities  

181 

8:20-E1 Facility Rental Application 

184 

6:240-E Field Trip Permission and Waiver Form 

187 
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Policy # Title Page 

4:130-E Free and Reduced-Price Food Services: Meal Charge Notifications  

188 

5:30-E3 General Personnel - Conditional Job Offer Form 

189 

 Gifted Testing Permission Slip 190 

6:100-E Guidelines and Applications for Using Animals in School Facilities for 

Educational Purposes 

191 

 Homeless Education Form 195 

7:190E Illinois Uniform Crime Reporting Program-School Related Firearm Incident 

Report 

197 

 ILT Template 

198 

7:285-E1 Important Message Concerning Section 504 - Life-threatening Allergies & 

Chronic Illnesses 

201 

4:170-AP2, E1 Informing Parents about Offender Community Notification Laws  

202 

4:175-AP1, E1 Informing Parents/Guardians about Offender Community Notification Laws 

204 

7:300-E2 Insurance 

205 

7:180-AP1, E6 Interview Form for Bullying Investigation  

206 

7:110E ISBE Student Transfer Form 

207 
 Learning Partner Evaluation Rubric 

208 
 Leave of Absence -Forms  

214 

7:340-AP2, E1 Letter Containing Schedule for Destruction of School Student Records  

219 

8:95-E1 Letter Notifying Parents of School Visitation Rights  

220 

7:60-AP2-E1 Letter of Residence from Landlord in Lieu of Lease  

223 

7:60-AP2, E2 Letter of Residence to be Used when the Person Seeking to Enroll a Student 

is Living with a District Resident  

224 

8:30-E1 Letter to Parent Regarding Visits to School by Child Sex Offenders  

225 

4:170-AP2, E4 & 

7:190-AP6, E1 

Letter to Parent/Guardians about Preventing and Reducing Incidences of 

Sexting 

226 

4:170-AP2, E3 Letter to Parents/Guardians About Disruptive Social Media Apps: Dangers  

230 

4:170-AP2, E2 Letter to Parents/Guardians Regarding Educational Programs about the 

Dangers of Underage Drinking 

231 

4:170-AP2, E1 Letter to Parents/Guardians Regarding Student Safety 

233 

7:140-E 
Letter to Parents/Guardians Regarding the Right to Privacy in the School 

Setting Act 

235 

5:190-E3 

Letter to Teacher Who Does Not Meet Applicable State 

Certification/Licensure Requirements for the Grade Level and Subject Area 

of Assignment  

236 

7:340-AP1, E3 Letters to Parents and Eligible Students Concerning Military Recruiters and 

Post-Secondary Institutions Receiving Student Director Information  

237 

7:285-E2 Life-threatening Food Allergies Instruction Form 

238 
 Long Term Out of School Suspension (4-10 days)  

239 

7:180-AP1, E4 Memo to Parents/Guardians Regarding Bullying 

242 

7:185-E Memo to Parents/Guardians Regarding Teen Dating Violence 

244 

7:180-AP1, E3 Memo to Staff Regarding Bullying 

246 
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Policy # Title Page 

6:235-E6 Mobile Device Use and Expectation Form 

247 

7:210-E1 Notice of Expulsion Hearing  

249 

5:190-E1 Notice to Parents of Their Right to Request Their Child's Classroom 

Teacher's Qualifications 

251 

5:190-E2 
Notice to Parents when Their Child is Assigned to or Has Been Taught for at 

Least Four Straight Weeks by a Teacher who Does Not Meet Applicable 

State Certification/Licensure Requirements.  

252 

6:60-E Notice to Parents(s)/Guardians(s) of Students Enrolled in Family Life and 

Sex Education Classes 

253 

6:120-AP1, E1 Notice to Parents/Guardians Regarding Section 504 Rights  

255 

7:60-AP2, E4 Notification of Self-Supervision 

258 

7:15-E Notification to Parents of Family Privacy Rights  

259 

4:170-AP6, E2 Notification to Staff and Parents/Guardians of CPR and AED Video  

260 

4:55E P-Card Use Agreement 261 

4:55-E1 
P-Card Cardholder’s Statement Affirming Familiarity with Requirements for 

Using District Credit and/or Procurement Cards 
263 

 Personnel File Access Log 264 

7:285-E8 Physician Statement for Food Substitution 

265 
 Pre-arranged Absence Forms 266 

 Psychologist Evaluation Rubric 268 
 Recommendation for Hire 

274 

7:180-AP1, E5 Report Form for Bullying 

275 
 Request for Position Advertisement  

277 

6:230-E1 Request for Reconsideration of Learning Resources  

278 

6:120-AP2, E1 Request to Access Classroom(s) or Personnel for Special Education 

Evaluation and/or Observation Purposes  

280 

6:60-E3 Request to Examine Instructional Materials  

283 

5:150-E1 Request to Inspect Personnel File  

284 

5:170-E Request to Reprint or Adapt Material 

285 

6:250-E Resource Person and Volunteer Information Form and Waiver of Liability  

286 

4:140-E4 Response to Appeal of Denial of Fee Waiver  

288 

4:140-E2 Response to Application for Fee Waiver, Appear and Response to Appeal  

289 

7:180-AP1, E7 Response to Bullying 

291 
 Riverside Workforce Authorization 

293 

 Sack Lunch Order Form  294 

4:110-AP1 School Bus Post-Accident Checklist 295 

7:270-E School Medication Authorization Form  

299 

 School-Parent Compact Checklist  302 

4:170-E5 School Staff AED Notification Letter  

307 

7:285-E Severe Allergy Letter 308 

7:285-E6 Severe Allergy Emergency Plan - Medical Authorization  

309 

5:20-E Sexual Harassment Report Form 311 
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Policy # Title Page 

 Short Term Out of School Suspension (1-3 days)  

312 
 Sign-in Sheet 

314 
 Social Worker Evaluation Rubric 

315 

6:235-E1 Staff Computer and Network Use Agreement  

322 

6:235-E2 Student Computer and Network Use Agreement  

323 

6:100-E2 Student Permission for Exposure to Animals  

324 
 Student Transfer Form (ISBE)  

325 

4:170-AP7, E3 Targeted School Violence Prevention and Threat Assessment Education  

326 
 Tax Exempt Form 

328 

4:170-E2 Theft, Building Damage, or Vehicle Accident Report  

329 

5:30-E2 Telephone Reference Check 330 
 Therapeutic Specialist Rubric 

332 

4:170-AP7, E2 Threat Assessment Documentation and Response  

336 
 Title I Curriculum Design Justification Form 

340 

5:220-E Unsatisfactory Performance Report for Substitute Teachers  

341 

7:340-AP1, E2 Using a Photograph or Videotape of a Student  

342 

8:95-E2 Verification of School Visitation 

343 

 Volunteer Agreement Executed by Non-exempt Employees 344 
 Workers Compensation Forms  

345 

 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

124 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

125 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

126 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

127 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

128 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

129 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

130 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

131 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

132 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

133 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

134 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

135 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

136 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

137 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

138 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

139 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

140 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

141 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

142 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

143 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

144 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

145 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

146 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

147 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

148 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

149 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

150 



 

Kankakee School District Administrative Handbook 2019-2020 

 

151 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

152 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

153 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

154 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

155 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

156 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

157 

 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

158 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

159 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

160 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

161 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

162 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

163 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

164 

  



 

Kankakee School District Administrative Handbook 2019-2020 

 

165 

KSD 111 Out of District Conference Request Form 
To request attendance at a workshop outside of the district please complete this form and attach a conference 
registration form. Have your principal approve the Conference Request Form, then forward it to Instructional 
Programs or Student Support Services. Once you receive approval of your attendance, be sure to enter your absence 
in Skyward. When you select Professional Development, Skyward will redirect your to AESOP if you need a sub.  
 

Name of Teacher/ 
Administrator:  

Date of 
Request  

School: 
 

Grade/Subject  
Taught  

Name of 
Conference:  

Date of  
Conference:  

Location of 
Conference:  

Conference 
Sponsor  

Workshop Topic 
 (please check all that apply) 

 Administration  Fine Arts  Reading  Technology 

 Assessment  Instructional Strategies  Science  Writing 

 Curriculum  Math  Social Studies  Other 

 Diversity  PE  Special Education   

 

Any staff member attending a workshop or conference outside the district may be asked to share the information with 
their peers through our Micro-credentialing Program and /or Student Engagement Conference. These workshops are 
held outside of the normal school day. Upon return from this workshop/conference please submit your course 
proposal online in Performance Matters.  Please see your Building Administrator with any questions.  
 

I understand the above and agree to design a course/ training upon my return from this training. 
 

________________________________________ 
Signature of staff member 

 

Cost Estimate 
Travel Requests are to be completed after a conference.   

Registration Information  
Please be sure to attach your completed registration form.  Registrations 

are completed at Central Office or SSS. 

Fees:  $             
Date Registration 
Completed 

 

    

Lodging: $         Payment Method: 
PO                     P-Card           

Requisition      No Cost          

Travel $       
Purchase Order/Requisition 
#/ name on P-Card 

 

    

Meals $       Funding Source  
Conference Requests cannot be processed without a funding source 

Sub-Needed 
Circle one 

         Yes             No     
Program to 
Charge:     

Sub-Teacher  
($100.00/day) 

$      
Budget Account 
Number:    

Total Cost 
Estimate 

$      
AESOP 
Confirmation #: 

 

 

Signatures:  

       
Teacher/Administrator 

 
 Principal/Supervisor 

 
 

Director of Special Education  Assistant Superintendent for Curriculum 
 

Date received by Instructional 
Programs: 
 

   Skyward/AESOP Approved: 

 Approved  Not Approved 

If this provider does not issue CPDU forms, be sure to get a copy of the Certificate of Completion and the agenda 
and complete the form found at https://goo.gl/nQfc1W to receive district issued CPDUs for this conference. 

https://goo.gl/nQfc1W
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Kankakee School District 

GIFTED EDUCATION PROGRAM 

Your child has been recommended for the Gifted Education Program.  Permission is needed in order to 

test for entrance in the program.  Please complete the form below and return to your child’s classroom 

teacher or to the address indicated below as soon as possible.  You will be notified by mail with the test 

results. 

PERMISSION TO TEST 

I give permission for my child, ________________________________, to be tested for possible 

inclusion in the Gifted Education Program. 

  DATE: ____________________________ 

  

__________________________________   

   (Signature of Parent or Guardian) 

 ADDRESS: ____________________________ 

TELEPHONE NUMBER : ______________________ 

E-MAIL ADDRESS:    _________________________________________ 

CHILD’S CURRENT GRADE  _____  SCHOOL _________________  TEACHER___________ 

  

Return to: 

Jennifer Way 

Gifted Education Program 

240 Warren Ave. 

Kankakee, IL  60901 
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KSD #111  Meeting Agenda 
Topic: ILT Meeting 

Date:  9/12/18     Time: 2:10  

Facilitator: Dr. Gray Timekeeper:  

Recorder:   

Team Members Present: 

1.  2.  3.  

4.  5.  6.  

7. 8. 9. 

   

   

   

   

Team 

Norms 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Meeting 

Outcomes 

  

To develop an effective system of communication including roles and 

responsibilities, expectations and procedures that will support, encourage and 

retain effective leaders.  
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Agenda Item Minutes (Summary of Key Points) 

Assign Roles  

  

Part 1. What part 

of the data catch 

your attention? 

(10) minutes 

 

Using just the 

factual data, have 

individuals silently 

write on post-its 

(one per post-it) or 

highlight data that 

stand out.   

 

  

Part 2. What does 

the data tell us that 

should be of 

concern? (15 

minutes)  

Make inferences 

about the data with 

supporting 

evidence, 

particularly paying 

attention to 

patterns and 

trends. What areas 

are schools, 

classrooms or 

students struggling 

in?  

  

Part 3. What good 

news is there to 

celebrate? (5 

minutes)  

 

Make inferences 

about the strengths 

based on the data. 

 

 



 

Kankakee School District Administrative Handbook 2019-2020 

 

200 

Record responses 

on chart paper 

using a T-Chart  

Part 4. What 

feedback will 

provide? ( 5 

minutes)  

 

Which schools, 

classrooms, or 

teachers need 

additional time to 

achieve at a higher 

level? 

 

What 

recommendations 

does the team have 

for addressing the 

concerns?  

 

How will the 

feedback be 

provided?  

 

  

Part 5. Evaluate  

 

Next Steps 

 

 

 

Assignments 

/Next Steps 

What needs to be done Due Who is assigned 

   

   

   

   

   

What do we need to bring to the next meeting? 

Parking Lot What other issues need to be addressed on another date? 

 

Process 

Observation  
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Dear Parent(s)/Guardian(s): 

Illinois law requires a school district to provide the following information to a parent/guardian of a child 

who is being suspended from school due to an act of gross disobedience or misconduct. 

 

   

Student  Incident Date 

Student handbook rules and/or board policy violated:  

 

 

Date and time of pre-suspension conference with student: 

 

 

 

Date(s) of suspension:  

   

Date student is eligible to return to school:  

   

Description of incident:  

 

 

Rational for the specific duration of the suspension: 

 

 

 
Kankakee School District #111 

 

Long Term Out-of-School Suspension 

(4-10 Days) Reporting Form  
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It has been further determined that: (At least one of the following must be completed.) 

 

I. Your child’s continued presence at school poses a threat to the safety of other students, staff or 

members of the school community. Due to the egregious nature of your child’s conduct (i.e., physical 

harm, violence, threat) and/or the history or record of your child’s past conduct, school officials have 

determined that your child is likely to engage in similar conduct in the future.  These determinations include, 

but are not limited to, one or more of the following: (List explanation below.) 

 

 

 

II. Your child’s continued presence at school substantially disrupts, impedes or interferes with the 

operation of the school. Due to the egregious nature of your child’s conduct (i.e., physical harm, violence, 

threat) and/or the history or record of your child’s past conduct, school officials have determined that (a) 

your child is likely to engage in similar conduct in the future, and/or (b) the presence of your child at school 

will foster a culture that his or her behavior(s) at school is/are acceptable or tolerated. These determinations 

include, but are not limited to, one or more of the following: (List explanation below.) 
 

 

 

The school is required to make all reasonable efforts to resolve threats or disruptions and minimize the 

length of out-of-school suspensions. To this end, the following available and appropriate behavioral and 

disciplinary interventions have been exhausted: 

 

During the period of suspension, your child may not be present at school, on grounds owned or 

controlled by the School District or at any School District activity. Failure to comply with this 

directive constitutes a trespass and will be dealt with accordingly.  

 

Your child will be given an opportunity to complete missed assignments or work missed during the 

suspension for equivalent academic credit in accordance with School District policy.  
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Students who are suspended out-of-school for longer than four (4) days must be provided with appropriate 

and available support services during the period of suspension. The following support services are 

appropriate and available to your child:  

 

 

 

To discuss this matter, you may contact the Building Principal. Alternatively, you have the right to have 

the suspension reviewed by the School Board or a hearing officer acting on the Board’s behalf.  To schedule 

a Board hearing, please send a written request within ten (10) calendar days to Felice Hybert, Assistant 

Superintendent of Curriculum and Instruction. 

 

   

Building Principal  Date 

 

cc: Board of Education 
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Dear Parent(s)/Guardian(s): 

Illinois law requires a School District to provide the following information to a parent/guardian of a child 

who is suspended from school due to an act of gross disobedience or misconduct. 

 

   

Student  Incident Date 

 

Student handbook rules and/or Board policy violated:    

   

Date and time of pre-suspension conference with student:  

 

Date(s) of suspension:  

   

Date student is eligible to return to school:  

   

Description of incident:  

 

 

Rational for the specific for duration of the suspension: 

 

 
Kankakee School District #111 

 

Short Term Out-of-School Suspension  

(1-3 days) Reporting Form 
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It has been further determined that:   
 

I. Your child’s continued presence at school poses a threat to school safety. Due to the egregious nature 

of your child’s conduct (i.e., physical harm, violence, threat) and/or the history or record of your child’s 

past conduct, school officials have determined that your child is likely to engage in similar conduct in the 

future.  These determinations include, but are not limited to, one or more of the following: (List explanation 

below.) 

 

 

II. Your child’s continued presence at school poses a disruption to other students' learning 

opportunities. Due to the egregious nature of your child’s conduct (i.e., physical harm, violence, threat) 

and/or the history or record of your child’s past conduct, school officials have determined that (a) your child 

is likely to engage in similar conduct in the future, and/or (b) the presence of your child at school will foster 

a culture that his or her behavior(s) at school is/are acceptable or tolerated. These determinations include, 

but are not limited to, one or more of the following: (List explanation below.) 

 

During the period of suspension, your child may not be present at school, on grounds owned or 

controlled by the School District or at any School District activity.  Failure to comply with this 

directive constitutes a trespass and will be dealt with accordingly. 

Upon returning to school, your child will be given an opportunity to make up work missed during the 

suspension for equivalent academic credit. 

To discuss this matter, you may contact the Building Principal. Alternatively, you have the right to have 

the suspension reviewed by the School Board or a hearing officer acting on the Board’s behalf.  To schedule 

a Board hearing, please send a written request within ten (10) calendar days to Felice Hybert, Assistant 

Superintendent of Curriculum and Instruction.  

 

Building Principal  Date 

cc:  Board of Education 
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Attendance Procedures - Learning Anywhere Anytime 

E learning days allow students be counted as present for school if they meet certain criteria.  Students can 

learn anywhere and at any time. 

 

GRADES K thru 6 

13. Students are considered present for each E- Learning day.  

14. Students K thru 6 have up to two weeks from the date of the E-Learning Day to turn in their 

work and continue with a clear day of attendance. 

15. Teachers at the end of the two-week period will mark the student absent if the packets have not 

been turned in.   

16. If a child participated in E-Learning you do nothing to their attendance record.  You leave it 

blank the same as if they were in the building on that particular school day. 

 

GRADES 7 thru 12 

 

10. Students in grade 7 thru 12 must log into Google classroom by 10:30 am. to be considered 

present. 

11. If a student does not comply with this procedure, the teacher is to mark the student W 

(unexcused). 
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Absence Procedures - Prolonged Approved and 

Unapproved  

If a teacher or the school office personnel are notified of a prolonged absence of a student, the following 

procedures should be followed: 

 

1. The Guardian is to meet with the Principal of the building where the child attends. 

2. The Guardian is to complete the necessary paperwork called “Pre-Arranged Absence Form”.   

3. This paperwork is be done 2 weeks prior to the prolonged absence. 

4. The two-week period allows the teacher/teachers to provide the necessary schoolwork for the 

student to complete during their prolonged absence and affords the child the opportunity to 

learn anywhere and at any time.   

5. Office personnel are to populate the days covered by the prolonged absent with a code that 

allows the child to not be considered absent but notifies the teachers in their gradebook that the 

child is in a prolonged absence approved by the Administrator and will not count in truancy.  The 

code and reason to be used are:   

a. ABSENCE REASON:   G - District Approved Prolonged Absence  

b. ABESENCE REASON:   DL – Distance Learning 

c. The students attendance will look like this for the periods in the day:  G-DL 

6. When the student returns to school and if the assigned work was not completed during the 

prolonged scheduled absence then the teacher/teachers are to notify the attendance clerk to 

change the attendance record on the student to an EXCUSED absence.   The code to use for the 

change is: 

a. ABSENCE CODE:   E- Excused 

b. ABSENCE REASON:  DL – Distance Learning 

7. For Unexcused Prolonged absences refer to Board Policy 7:70-R3. These are prolonged absences 

that the guardian has not made prior arrangements for the students absence and are considered 

Unexcused and should be recorded as: 

a. ABSENCE CODE: U – Unexcused 

b. ABSENCE REASON: V- Vacation 

8. Students in grades 8-12 who have missed ten days or more during that semester (excluding 

suspension days) will not be excused for the vacation days. Make-up work will receive no credit 

and the student will receive one step on the attendance policy for the vacation days taken 

beyond ten days absence in the semester. Board Policy 7:70-R3 
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Chronic Truancy and Absenteeism 

Chronic Truancy  

(As Defined by the Illinois School Report Card) 

Illinois law defines “chronic truant” as a student who misses 5 percent of school days within an academic 

year without a valid excuse. That’s nine days of an average 180-day school year. The count of chronically 

truant students does not include students with excused absences, such as doctors’ appointments or 

students over the age of 16, who are not legally required to attend school. Chronic truants are at risk of 

academic and behavioral problems. Research shows that chronic truancy has been linked to serious 

delinquent activity in youth and to significant negative behavior and characteristics in adults. 

9 Days in KSD111 

 

Chronic Absenteeism 

(As Defined by the Illinois School Report Card) 

Illinois law defines “chronic absentee” as a student who misses 10 percent of school days within an 

academic year with or without a valid excuse. That’s 18 days of an average 180-day school year. 

Excused absences include illness, suspension, need to care for a family member, etc. Students need daily 

instruction in order to succeed. Chronic absentees are at risk of academic and social problems. 

18 days in KSD111 
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Kankakee School District 

Conference Request Form Procedures 
 

Any faculty member attending a conference or workshop outside of the district may be asked 
to create a workshop to share information received at the workshop or conference. This will be 
part of our Micro-credentialing Program. Your proposal of the workshop should be submitted 
through Performance Matters upon your return from the conference.  

 
1.) Complete a “Conference Request Form” (see attached) for any non-district sponsored events.  Any 

district employee (i.e., administrator, teacher, aide, clerical, paraprofessional) attending any type of 
conference, regardless if there is a fee or substitute teacher/aide involved, must complete a Conference 
Request Form for any workshop or meeting not sponsored by Kankakee School District #111.  If a 
workshop is sponsored by KSD 111 but held off site (i.e. KCC, Hilton, RIC) no paperwork is required. 
Make sure you sign the form. 

 
2.) To avoid registration delays, be sure to attach a registration form or any information needed to complete 

online registration to the Conference Request form.  
 

3.) Log onto Skyward Financial and complete your request for time off, for Professional Development. (To 
expedite the approval process, please enter a brief description.) Once you hit save you will 
automatically be directed to AESOP. Enter your sub request information in AESOP. Be sure to write 
down your AESOP confirmation number on your Conference Request Form. (FYI - Professional 
Development time off requests have two levels of approval, your principal and Instructional Programs) 
 

4.) Turn the completed Conference Request Form into your building principal or director for approval.  
 

5.) Forward the approved Conference Request Form with registration information to Instructional Program 
or Student Support Services for processing. When the Conference Request Form is received and 
approved by the Assistant Superintendent of Curriculum and/or the Director of Student Support 
Services, Instructional Program or Student Support Services will process your registration. (Only special 
education teachers, co-teachers, service providers and learning partners should forward their forms to 
Student Support Services. All others go to Instructional Programs) 
 

6.) As soon as the Conference Request Form has been approved and the registration completed, 
Instructional Programs will approve your Time-off Request in Skyward and AESOP. (Student Support 
Services will send Instructional Programs paperwork processed by their office as soon as its complete 
so that Time-off Requests and sub requests can be approved promptly) 
 

7.) Skyward will send you an e-mail that your time off request has been approved. This will service as your 
only notification that the conference has been approved.  

 
8.) Unless traveling with a large group or out of state, travel and/or hotel arrangements are the 

responsibility of the conference attendee and must be approved by the building principal. When staying 
in a hotel, non-administrative personnel should share a room whenever possible. If multiple staff 
members are attending the same conference, carpooling in strongly encouraged. Group travel or out of 
state will be handled by Instructional Programs or Student Support Services. 
 

9.) Reimbursement of travel expenses will be done after you attend the conference through Skyward 
Financial. Instructions on this process can be obtained at the building level.   
 

10.) When the State of Illinois when through their list of approved CPDU providers many of the companies 
that we’re previously able to issue CPDUs, lost their ability to issue CPDUs in Illinois. Instead they issue 
a Certificate of Completion. It is at the district’s discretion to turn a Certificate of Completion to CPDUs. 
For this to happen a review of the conference must be submitted with a copy of your Certificate of 
Completion and an agenda. To keep with our going green initiative, we’ve created a form for you to 
complete and then upload the needed documents to our office. The form is located at 
https://goo.gl/nQfc1W.   

 

https://goo.gl/nQfc1W
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Staff Member 
If the conference you attended does not issue CPDUs you can still get them through our district.  

 Make sure you get a certificate of completion or a copy of the agenda while at the workshop or conference.  

 Upon return go to https://goo.gl/nQfc1W and complete the form.  

 Scan the certificate of completion or agenda. 

 Upload it to the google form above.  

 Instructional Programs will use this information to issue your CPDU’s. 

Instructional Programs 

 Approves absence in Skyward. 

 Approves absence in AESOP. Faculty member 

will receive an e-mail from AESOP once the 

absence has been approved. This will be the 

only  e-mail the staff member will receive.  

 Enters event into a Professional Development 

Database. 

Student Support Services  

 Approves or denies request. 

 If denied, notifies staff member and principal. 

 If approved, processes registration for event. 

 Forwards a copy of the conference request form to 

Instructional Programs.  

Instructional Programs 

 Approves or denies request 

 If denied, notifies staff member and principal. 

 If approved, processes registration for event. 

 Approves absence in Skyward. 

 Approves absence in AESOP. Faculty member 

will receive an e-mail from AESOP once the 

absence has been approved. This will be the 

only e-mail the staff member will receive.  

 Enters event into a Professional Development 

Database. 

General Education faculty approved 

Conference Request Forms are 

forwarded to Instructional Programs.  

Student Support Services faculty 

approved Conference Request Forms 

are forwarded to Student Support 

Services.  

Principal/Director 

 Approves or denies request. 

 If denied, form is returned to faculty member. 

 If approved, notes account to be used on for expenses on 

conference request form. 

 Approves Absence Request in Skyward.  

Staff Member 

 Complete the Conference Request Form. 

 Attached a completed registration form. 

 Give to building principal or director. 

 Go into Skyward to enter your Request for Absence. 

 When selecting Prof Develop-Inst Prog Approve please enter the conference title in the description box.  

Please do not select Event/Meet/Train-Non Inst Program Days for out of district conference. The 

“Event…” selection is used for field trips, sporting events and meetings. 

 Once you’ve enter your Absence Request in Skyward , if you need a sub, you will be automatically redirected 

to AESOP. Enter your request for a sub. Please type in the conference title in the Notes to Administrator. 

Conference Request Form 

Instructions and Processing Map 
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KSD 111 Out of District Conference Request Form 
To request attendance at a workshop outside of the district please complete this form and attach a conference registration 
form. Have your principal approve the Conference Request Form, then forward it to Instructional Programs or Student Support 
Services. Once you receive approval of your attendance, be sure to enter your absence in Skyward. When you select 
Professional Development, Skyward will redirect your to AESOP if you need a sub.  
 

Name of Teacher/ 
Administrator:  

Date of 
Request  

School: 
 

Grade/Subject  
Taught  

Name of 
Conference:  

Date of  
Conference:  

Location of 
Conference:  

Conference 
Sponsor  

Workshop Topic 
 (please check all that apply) 

 Administration  Fine Arts  Reading  Technology 

 Assessment  Instructional Strategies  Science  Writing 

 Curriculum  Math  Social Studies  Other 

 Diversity  PE  Special Education   

 

Any staff member attending a workshop or conference outside the district may be asked to share the information with their 
peers through our Micro-credentialing Program and /or Student Engagement Conference. These workshops are held outside of 
the normal school day. Upon return from this workshop/conference please submit your course proposal online in Performance 
Matters.  Please see your Building Administrator with any questions.  
 

I understand the above and agree to design a course/ training upon my return from this training. 
 

________________________________________ 
Signature of staff member 

 

Cost Estimate 
Travel Requests are to be completed after a conference.   

Registration Information  
Please be sure to attach your completed registration form.  Registrations 

are completed at Central Office or SSS. 

Fees:  $             
Date Registration 
Completed 

 

    

Lodging: $         Payment Method: 
PO                     P-Card           

Requisition      No Cost          

Travel $       
Purchase Order/Requisition 
#/ name on P-Card 

 

    

Meals $       Funding Source  
Conference Requests cannot be processed without a funding source 

Sub-Needed 
Circle one 

         Yes             No     
Program to 
Charge:     

Sub-Teacher  
($100.00/day) 

$      
Budget Account 
Number:    

Total Cost 
Estimate 

$      
AESOP 
Confirmation #: 

 

 

Signatures:  

       
Teacher/Administrator 

 
 Principal/Supervisor 

 
 

Director of Special Education  Assistant Superintendent for Curriculum 
 

Date received by Instructional 
Programs: 
 

   Skyward/AESOP Approved: 

 Approved  Not Approved 
 

If this provider does not issue CPDU forms, be sure to get a copy of the Certificate of Completion and the agenda 
and complete the form found at https://goo.gl/nQfc1W to receive district issued CPDUs for this conference. 

 

https://goo.gl/nQfc1W
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Employee Investigation Fact Sheet 
Employees have a right to a fair and equitable investigation. A workplace investigation in a 

school should occur:  

• Where there is suspected misconduct of a teacher, or other staff 

members, either through a complaint or the school's own observations 

• When a grievance has been lodged within the faculty 

• If an employee lodges a grievance that they have been subject to 

adverse action in their employment 

• If a student or parent lodges a grievance about the conduct of a teacher or other staff 

member 

The process for conducting investigations must be: 

•  Timely 

• Fair 

• Unbiased 

Steps for conducting a workplace investigation: 

• Alert Human Resource of a situation / 

• Respond to situation in a timely manner 

• Review District policies and contract language related to incident 

What is the scope of the investigation? 

• The investigation should have two clear outcomes- did the alleged conduct occur, and if 

so, what is the appropriate course of action or sanction to follow?   The investigation 

should be confidential, and conducted efficiently and promptly, to limit the period of 

stress and uncertainty for those involved and to ensure procedural fairness. 

A meeting should be held with the employee and their union representative to share the 

allegations. 

An employee should be given due process which is giving them an opportunity to respond to 

the allegations.  Their response should be in writing and signed/dated by the employee. 

If additional interviews are needed, the employees should have union representation (if 

appropriate) and put their statement in writing, signed and dated. 
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A summary of the investigation should be sent to the Human Resource office (if 

necessary) and should include the following: 

1. Evidence collected 

2. Facts 

3. Recommendations moving forward 

The decision for consequences should include: 

1. Upslope results 

2. The investigation report 

3. Any response to that report from the employee 

4. Contractual language 

5. District policies 

The decision should be communicated to the employee both in writing and in person with union 

representation present.  It should clearly set out the basis for the decision by referencing the 

factual findings, the relevant documents, policies, and why, based on those documents, the 

decision has been made.  The decision about any consequence should be shared at the same 

time. 

If information is going in the employee's personnel file, it should be noted in the above 

documentation. 

Supervisor and employee must both sign off and date correspondence to confirm receipt. 

(Doesn't mean they are agreeing to content). 
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Enrollment Procedures After School has Started  

1. Make sure the appropriate code is used when exiting (04 is between buildings).  This is to 

insure proper reporting to the State. 

2. Students MUST have a schedule for State reporting purposes for enrollments in each 

building of attendance. When moving a student now that school has started NEVER 

DELETE the Schedule but end the schedule using the day after the exit withdrawal date. 

3. Withdrawal dates and Enrollment dates MUST NOT OVERLAP.  If they overlap, you 

will get a more than 100% enrolled message.  Do not ignore that.  Check the student 

record to see what date was used by the other entity for their withdrawal.  The dates 

should ALWAYS be CONSECUTIVE.  If you look at the student’s record in the 000 

entity, you will see the information. 

4. Students that have not shown up yet are to be marked absent. 

5. If a student is being withdrawn and leaving the district you must remember to enter in the 

comments where the student is going.  This is especially important at the High School 

Level.  This information is vital for tracking down students for High School State Reports 

when needed.  In the comment area enter it as: Name of School, City, State.   

6. Schedules for students MUST always have the course effective date match their date of 

enrollment.  Schedules and Attendance are connected for extracting attendance for State 

Reporting.   
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Rubric & Charlotee Danielson 
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Evaluation  

Links to Supporting Information and Resources 

 

Evaluation Information – Paraprofessional, Teacher and Administrator  

 

Evaluation Manual – Performance Evaluation Plan  

 

Illinois Performance Standards for School Leaders 

 

Marzano School Leadership Evaluation Model 

 

Teacher Rubric – The Framework for Teaching-Evaluation Instrument  

 

VAL-Ed Framework 

  

https://drive.google.com/file/d/1JFX6OIbJ43eiBHOn3G8pwmjz4Mk-bZ7t/view?usp=sharing
https://drive.google.com/file/d/1w8VZBI2rH7V1XS3n5r4NxCU1KfPzM3F9/view?usp=sharing
https://drive.google.com/file/d/1NBnbuhMhL5kgd5irJMtlrlTTfbSZu8Q6/view?usp=sharing
https://drive.google.com/file/d/1-nhcbpYfQZ_LgVHLjU7NKRYD36PTBHRh/view?usp=sharing
https://drive.google.com/file/d/1knMIUSuvFiuBHSx7r6InOpZXf_BF0qlw/view?usp=sharing
https://drive.google.com/file/d/191V9yyEp7HOdpF9_N-zddcPJit7n8zSA/view?usp=sharing
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Expulsion Hearing Procedures 

 

EXPULSION HEARINGS 
An administrator’s recommendation to expel a student must be approved by the Superintendent 

of Schools. Once the Superintendent decides to proceed with the administrator’s 

recommendation, the District Hearing Officer will conduct a hearing or finding of facts, after 

which he/she will report the facts to the Board so that they may consider the actions and make an 

informed decision regarding the possible expulsion.  A student can only be expelled by the Board 

of Education.   

 

IMMEDIATELY AFTER THE INFRACTION  

The building administrator will contact the superintendent’s office to advise them of the 

infraction.  The administrator will complete a Possible Expulsion – Report to the Superintendent 

of Schools form and send it to the superintendent.  Based on the preliminary information 

provided, the Superintendent will make the determination weather or not to proceed with an 

expulsion hearing.   

 

SCHEDULING THE HEARING  

Once the determination to proceed is made, the administrator will forward the Summary of 

Student Disciplinary Issue Resulting in a Potential Expulsion Report to the District Hearing 

Officer’s assistant in the Instructional Program Office.  The administrator will then contact the 

Hearing Officer’s assistant to discuss possible dates/times for the hearing.  The administrator will 

contact the parent and schedule a time for the hearing.  As soon as the date and time are 

determined, District Hearing Officer’s assistant in the Instructional Programs Office is contacted 

to confirm the date/time, secure a conference room at Central Office and to prepare formal letters 

to the parent/guardian(s) of the student.  

 

HEARING NUMBERS 

Each case is issued a hearing number by the District Hearing Officers assistant in the 

Instructional Programs Office.   

 

The hearing number is made up of the school number, current school year and the current 

hearing number.  For instance, a hearing at the junior high school would look like this: 

 

002-09-10-025 
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HEARING PACKET INFORMATION NEEDED  

The school district is required to give the parents/guardian copies of any documents that the 

District Hearing Officer or the Board of Education reviews during the hearing process.  

 

Attached is a checklist of items that will need to be submitted by the building to the District 

Hearing Officer’s assistant 48 hours prior to the hearing. The District Hearing Officers assistant 

will create the hearing packet and make copies for the parents/guardian, District Hearing Officer 

and the Board of Education.  

 

CORRESPONDENCE  

Each potential expulsion hearing has three letters that must be sent throughout the duration of the 

hearing process.   

 

The first letter sent to parents is the #1 Preliminary Hearing Letter.  The areas highlighted within 

the body of the letter are filled in with the student’s hearing information.  Three original copies 

of this letter are created, one for CERTIFIED MAIL; one for FIRST CLASS MAIL; and one that 

the administrator will HAND DELIVER.  The superintendent will sign all three original letters.  

A copy of each of these letters is placed in the student’s expulsion file kept at central office. A 

second copy is sent to the administrator handling the infraction.  

 

HAND DELIVERED – Instructional Programs will provide the administrator with 2 copies of 

this letter.  The administrator accompanied by another staff member, will deliver the original 

letter and one copy to the parents.  Parents will sign both copies of this letter.  The student’s 

parent/guardian will keep the original copy of the letter and the administrator will bring the 

signed copy back to the District Hearing Officers assistant in the Instructional Programs Office.   

 

After the Hearing/Finding of Facts, once the date and time of the Board meeting is determined, a 

second letter is sent to parents/guardian.  As with the first, highlighted areas are completed.  This 

letter is only sent out via First Class and Certified Mail. Upon completion, a copy is sent to the 

administrator handling the infraction.  

 

AFTER THE HEARING/FINDING OF FACTS 

Upon conclusion of the Expulsion Hearing/Finding of Facts, the District Hearing Officer will 

create a Finding of Facts report that will be included in the packet given to the board.  

 

AFTER THE BOARD HEARING/MEETING 

Once the Board has made a determination on the expulsion hearing, a final letter is sent to the 

parents/guardian.  This letter will advise the parents/guardian of the Board’s decision regarding 

the student.   

 

As with the other letters, a copy of this letter will be sent to the building administrator handling 

the infraction. 
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Expulsion Hearing Checklist  
 

Student Name:       

 

Birthdate:   Grade:  

 

School:  

 

Date Suspension Began:  Number of Days Suspended:  

 

Parent(s)/Guardian:  

 

Phone Number:  

  

Address:  
 

 

Attachments: 
 

Administrative Summary/Recommendation of Administration   
  

Witness Statements:  

                                 - Certified Staff  

                                 - Students  

                                 - Other  

  

Suspension Notice  
  

Letter to Parent & Summary Notes of Conference held with Parent   

                                                             (Elementary Students Only)  
  

Discipline Policy  
  

Handbook Sign-Off   
  

Attendance Report  
  

Grade Report  
  

Elementary Educational Record (K-8)  
  

Secondary Educational Record (9-12)  
  

District Testing Scores (K-12)  
  

Multi Disciplinary Conference Report (Special Education Students)  
  

Other:  
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IHSA Constitution regarding student who move during their junior 

year prior to the start of their senior year.  

 

3.034.2 Students who have attended one school for their entire high school career and whose 

parents, custodial parent or court appointed guardian moves from the district or community 

traditionally served by that school following the student’s completion of the eleventh (11th) 

grade, may remain in that member school and retain eligibility regarding residence for the 

twelfth (12th) grade, provided:  

  

1. The student, if not yet eighteen (18) years of age, resides full time with the parents, a 

custodial parent, a non-custodial birth parent or a court appointed legal guardian; or the 

student, if eighteen (18) years of age, continues to reside with parents, custodial parent, a 

non-custodial birth parent or a court appointed legal guardian, or is accepted for 

enrollment by the school as a student having reached the age of majority under the laws 

of the State of Illinois; and, 

2. Such attendance is approved by the Board of Education or local governing board of the 

school; and,  

3. There is no evidence of undue influence, including but not limited to inducement, 

remuneration, pressure, promise or provision of special benefits or any other form of 

encouragement or persuasion, on the part of any person(s) directly or indirectly 

connected to the school, to retain the student’s attendance 
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INTERDEPENDENT, DATA-INFORMED 

LEADERSHIP TEAMS 
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Request for Leave of Absence 

 

Employee must fill out the Request for Leave of Absence and return it to the 

Human Resources Office. 

 

Employee’s doctor must fill out the Certification of Health Care Provider and 

return it to Human Resources. If the leave of absence (LOA) is for a family 

members, the employee must call the Human Resources office for the appropriate 

paperwork.  

 

Human Resources will review the employee’s position and history to determine if 

the employee is eligible for Family Medical Leave (FMLA). 

 

Human Resources will notify the employee in regards to FLMA status and will 

provide follow-up paperwork to the employee. 

 

Human Resources will enter and track time off in Skyward. 

 

Building administration is responsible for AESOP set up for all leaves of absences. 

 

Building administration must forward all work status reports or doctors notes to the 

Human Resources office.  
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Micro-credentialing  
  

For the 19-20 school year the District will continue to fund a Micro-Credentialing 

Program.  KSD111 believes that successful growth is accomplished when the culture of the 

school supports the day to day learning of educators engaged in continually perfecting their craft. 

It is imperative that we align our learning opportunities to the District Goals.   

 

Liker and Meier (2007) studies show that three important components to a culture of learning 

are: identifying critical knowledge, transferring knowledge using job instruction and verifying 

learning and success.  
 

KSD111 developed this program to provide educators an opportunity to invest and give back to 

our District by sharing the knowledge and wisdom that is gained in the experiences we have 

every day in our schools and community.  This program will be funded by Title II. 
 

Take Flight Academy is designed to : 
Foster leadership amongst staff 

Build capacity for innovation 

Create experts and supports in areas of interest 

Provide on-going support for instructional practices 
 

Recognition of Participation  
An educator who completes any of the district offered credentials will receive 1 internal credit 

per hour. Educators also receive a payment of $25.00 for each hour of credit completed.  It is 

important to note that a “credit” is not equal to the amount of “seat- time” needed to complete the 

course.  For example, 4 hours of credit equates roughly to 4 hours of seat time and an additional 

4 hours of outside preparation or action based research work. Think of it like a college credit- 

you may receive 3 Hours of college credit for a class but spend much more time in a seat or 

completing homework and projects.  

 

We are working to create experts in a focused, self-chosen area of interest.  

  

4 hours of credit  ( at least 4 hours of Seat time and at least 4 hours of application / product 

development )= paid registration and covered expenses to participate in related out of district 

workshops or conferences relating to the area the credit was obtained in.  NOVICE DIGITAL 

BADGE  Step 1  
 

8 Hours of credit ( at least 8 hours of seat time and at least 8 hours of application / product 

development )=  ) paid registration and covered expenses to related in State - level workshops 

or  State conferences relating to the area the credit was obtained in. INTERMEDIATE DIGITAL 

BADGE Step 2 
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24 Hours of Credit (at least 24 hours of seat time and at least 24 hours of application / product 

development )=  paid registration  and covered expenses to participate in related in National- 

level workshops or National conferences relating to the area the credit was obtained in. 

EXPERT  DIGITAL BADGE STEP 3  
 

19-20 Areas of Focus: 
 Blended Learning 

 College and Career Ready 

 Classroom Environment 

 Classroom Management 

 Data Analysis 

 Literacy Strategies 

 Math Strategies 

 Restorative Practices 

 Technology 

 Trauma Informed Instruction 

 Writing Strategies 

 Strategies for working with EL’s 

 

Application of Knowledge: 
All coursework includes an action based research project/ performance task. This is an 

opportunity for the participant to continually evolve his/her own professional practice and to 

share experiences with others in the District.  

 

Who can Create a Course: 
Anyone can create a course if you are willing to share your time, knowledge, talent, and 

learnings with others. Course creation will be available through our Performance Matters 

site.  Please see Student Support Services or Instructional Programs for more 

information.  Presenters will culminate hours as well a payment for facilitating and planning 

courses -  1 Credit per Hour Course and a payment of $100 per credit hour once the course is 

completed and evidence of student work has been uploaded and reviewed. 

Course Credit is determined by hours of seat time and hours of application / product 

development.   

These credits can be applied to a digital badge in Designing For Adult Learning.  Check out the 

teacher as designer competencies here - 

https://docs.google.com/document/d/195aL38NDmvAK1oB8xmiNbPe1iGRdBMXqRRN3nNKe

UzQ/edit?usp=sharing 

A rubric for course approval is located here 

https://docs.google.com/spreadsheets/d/1b6JDEBwRd76sNO2kxYi0B2_mWgdf_20uS1qku_Dk

SM8/edit?usp=sharing 

References 

Liker, J& Meier, D. (2007). Toyota Talent.New York:Mc-Graw-Hill 

West Aurora District 129 

https://docs.google.com/document/d/195aL38NDmvAK1oB8xmiNbPe1iGRdBMXqRRN3nNKeUzQ/edit?usp=sharing
https://docs.google.com/document/d/195aL38NDmvAK1oB8xmiNbPe1iGRdBMXqRRN3nNKeUzQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1b6JDEBwRd76sNO2kxYi0B2_mWgdf_20uS1qku_DkSM8/edit?usp=sharing
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Parent Handbook - English 

Parent Handbook - Spanish 

https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20English.pdf
https://www.ksd111.org/cms/lib/IL01904746/Centricity/Domain/60/2019-2020%20Kankakee%20Handbook%20-%20Spanish.pdf
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Reimbursement Expectations 
 

Please read below for some reminders regarding expectations for expense reimbursement.  

 

In order to receive a reimbursement, you must show proof of an itemized receipt. Receipts showing 

only the total cost will not be accepted.  

 

The following expenses will never be reimbursed:  

 Alcohol  

 Tobacco  

 Snacks  

 Gasoline (Putting gas in your personal car)  

 Purchases for non-Kankakee School District employees  

 Extra charges for your hotel room (i.e. snack bar)  

 Taxes  

 

If you are purchasing supplies, you must receive pre-approval from your supervisor.  

Using a District P-Card or getting reimbursed for purchases should only be used as a last resort and in 

case of emergency.  

 

Mileage  

If you are required to drive your personal vehicle to a conference, you may receive a per-mile 

reimbursement for an amount equal to the IRS approved rate.  

 

In order to receive reimbursement, you must turn in documentation showing the distance traveled to the 

conference. You should use either the location of your school or the location of your home to calculate 

mileage (whichever is closer).  

 

Under no circumstance will you receive reimbursement for gasoline that you put in your car.  

 

Conference  
 If you are attending a one day conference, only lunch could be approved.  

 If you are attending a multi-day conference, meals will be reimbursed based on the rates below. 

The rates should include the tip.  

o If you are eating multiple meals, you will be reimbursed for up to $40 per day.  

o If you are eating one meal, you will be reimbursed for the following:  

 Breakfast - $10  

 Lunch - $15  

 Dinner - $25  

 If the conference provides meals for its participants, then you will not be permitted to receive 

reimbursement for that meal.  
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Skyward Reimbursement Instructions 
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Call Kathy Hunger at extension 7751 in the Business Office if you have any 

questions or problems entering a reimbursement request in Skyward.  
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SUSPENSION HEARINGS INSTRUCTIONS 

 

Occasionally parents will request a review of a suspension.   

 

Prior to requesting a suspension hearing, the parent must exhaust all levels of appeal at the 

building level. After the parent has spoken with the principal, if still not happy with the decision, 

they may request a suspension review hearing.  

 

The principal needs to be sure to explain to the parent/guardian that only the Board of Education 

can make the decision to reverse a suspension. This is done at a meeting of the Board of 

Education so a special board meeting is scheduled, the student will likely serve the full 

suspension issued. The result of a suspension hearing may expunge the suspension from the 

student’s records but, because of processing time, if the decision is reversed, it rarely allows 

them to return to school prior to serving the suspension assigned.  

 

Upon requesting the Suspension Review Hearing, the principal will contact the District Hearing 

Officer’s assistant in the Instructional Programs Office to obtain possible dates/times for the 

hearing.  

 

As soon as the date and time are determined, District Hearing Officer’s assistant in the 

Instructional Programs Office is contacted to confirm the date/time, secure a conference room at 

Central Office and to prepare formal letters to the parent/guardian(s) of the student.  

 

The administrator must complete and forward a Summary of Student Discipline Suspension 

Review Hearing Information report to the District Hearing Officers assistant.  

 

Just like with the Expulsion Hearing process, the school district is required to give the 

parents/guardian copies of any documents that the District Hearing Officer or the Board of 

Education reviews during the hearing process. Attached is a checklist of items that will need to 

be submitted by the building to the District Hearing Officer’s assistant 48 hours prior to the 

hearing. The District Hearing Officers assistant will create the hearing packet and make copies 

for the parents/guardian, District Hearing Officer and the Board of Education as needed.  

 

Upon conclusion, the District Hearing Officer will complete a Summary of Student Suspension 

Hearing form for the Board of Education.  

 

Once the Board has made a determination on the suspension hearing a final letter is sent to the 

parents/guardian.  This letter will advise the parents/guardian of the Board’s decision regarding 

the student.   

 

As with the other letters, a copy of this letter will be sent to the building administrator handling 

the infraction. 
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Suspension Hearing Packet Checklist  
 

Student Name:       

 

Birthdate:   Grade:  

 

   

 

School:    

 

Date Suspension Began:   Number of Days Suspended:   

 

Parent(s)/Guardian:   

 

Phone Number:   

  

Address:   

    
 

 

Attachments: 
 

Administrative Summary/Recommendation of Administration    
  

Witness Statements:  

                                 - Certified Staff  

                                 - Students   

                                 - Other  

  

Suspension Notice  
  

Letter to Parent & Summary Notes of Conference held with Parent  

                                                             (Elementary Students Only)  
  

Discipline Policy  
  

Handbook Sign-Off   
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Top Ten Family “Must Knows” about Title I Schools  

10) The goal of Title I is to provide a high-quality education for EVERY 

child. Title I is about giving all children a chance.  

9) Title I can help the whole school. Schools in communities that meet certain 

income requirements can use Title I money for the whole school. It helps a 

school do more for ALL of its students.  

8) Title I is the largest federal assistance program for our nation’s schools. The 

federal government provides funding each year and the district allocates the 

money to the eligible schools.  

7) Title I Funds can be used for:  

- Providing additional teachers and staff - Professional 

development training for  

educators - Family Engagement Training - Community 

Engagement Activities - Understandable 

Communication - After School Tutoring - Additional 

materials and services  

6) Family Engagement is CRITICAL! Families must be involved in the process of 

school improvement planning and given an opportunity to provide input on 

spending. At least 1 % of the funding must be spent on parent involvement.  

5) Title I requires certified teachers.  

4) Families have the right to know the qualification of their child’s teacher.  

3) All materials provided to families must be in an understandable format. 

Two-way communication is critical and required.  

2) Title I schools have a plan, aligned with high-quality standards of performance, 

describing what all children are expected to know and be able to do.  

1) We are proud to be a Title I school!  
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Kankakee School District #111 

Truancy Procedures 19-20 

Building Responsibility 

● 19-20 standing agenda item to report out at DLPT meeting every two weeks # of students who 

have missed 3 or more days.  

●  Include plan and goal for monitoring student absences on your school improvement plan  

●  Clerical pulls a weekly attendance report and give to building administrator- review weekly for 

students with 3 or more absences-   

● Create interventions in BUILDING after the 3rd unexcused absences and add to RTI TAB in 

SKYWARD  

●  After the Third Absence buildings make contact with families and puts in place an intervention. 

State law requires 3 interventions prior to referring to an I-KAN caseworker 

● After 9 Unexcused Absences continue with building interventions, contact student support 

services and complete the I-KAN attendance form and send to caseworker assigned to your 

building.  Email addresses attached: 

● lthemer@i-kan.org serves KHS  Lisa Themer 

● whandford@i-kan.org  serves KJHS, Kennedy, King, Mark Twain  Will Handford 

● nbradley@i-kan.org serves Aft, Edison and Steuben  Noelle Bradley 

● mfitts@i-kan.org serves LCC/Montessori  Michelle Fitts        

 

Rather than having schools drop a student for lack of attendance, I-KAN has created a Request for Assistance 

To Locate Forms may be completed and emailed to mfitts@i-kan.org when a student is not attending school 

and the school has made attempts to contact the parent/guardian to inquire about absences.  This form is to be 

used to identify students who may have 1. moved out of district but did not notify the school, 2. high school 

students who intend to drop out (age 17 and over) but did not officially complete a drop form, 3. students who 

were enrolled but are going to home school status but did not notify the school, 4. any other circumstance in 

which the student has unexplained consecutive days of absences.  I-KAN  staff will attempt to locate 

student/family and send form back to referring school with an “outcome/finding” so that school can drop 

student from roster.  Contact Michelle Fitts with any questions at 815.939.8838 or by email. 

 

 

IKAN Assistance  

● A school can refer students who are subject to compulsory school attendance when an attendance 

rate falls below 95% due to UNEXCUSED absences as determined by the school handbook. 

Supportive services must have been provided by the school and have failed to result is the 

cessation of truancy or have been offered and refused. 

● A caseworker from the AAP makes contact with the parent and student in order to discuss the 

reasons of the student's absenteeism. 

● Attendance goals are developed in an Individualized Optional Education Plan (IOEP) which is 

prepared by the AAP caseworker, referred student, student’s family, and school personnel. 

● Caseworkers provide any networking resources and referrals to community agencies that could 

assist the family to accomplish their goals. 

mailto:lthemer@i-kan.org
mailto:whandford@i-kan.org
mailto:nbradley@i-kan.org
mailto:mfitts@i-kan.org
mailto:mfitts@i-kan.org
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● The AAP caseworker makes weekly contact with school personnel and monitors the attendance 

of the referred students. 

● When truancy continues after services have been provided, students and their families are referred 

to the Truancy Review Board (TRB) where they are presented with a contract explaining what 

must be done to avoid going to court. 

● If attendance does not improve after all efforts have been exhausted, a truancy petition may be 

referred to the States Attorney office. 

● Parents who have a student on the truancy program may receive a truancy ticket from their local 

police department if the student's absence is unexcused 
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Glossary 

 AA - Administrator’s Academy 

 AAP – Attendance Assistance Program (through I-KAN) 

 AAAC - AYP Appeals Advisory Committee 

 AACTE - American Association of Colleges for Teacher Education 

 AASA - American Association of School Administrators 

 AASPS - American Association of State Policy Services 

 AAVIM - American Association for Vocational Instructional Materials 

 ABE - Adult Basic Education 

 ACCESS for ELLS® - Assessing Comprehension and Communication in English State-

to-State for English Learners 

 ACES - Application Claim and Entry System 

 ACSD - Assessment Committee for Students with Disabilities 

 ACT - American College Testing 

 ADA - Americans with Disabilities Act 

 ADD - Attention Deficit Disorder 

 ADE - Average Daily Enrollment 

 ADHD - Attention Deficit Hyperactivity Disorder 

 ADP - Average Daily Participation 

 AEWL - Academic Early Warning List 

 AEWS - Academic Early Warning Status 

 AFHK - Action for Healthy Kids 

 AFR - Annual Financial Report 

 AFT - American Federation of Teachers 

 AMAO - Annual Measurable Achievable Objective 

 AOK - All Our Kids Early Childhood Network 

 AP - Advanced Placement 

 APE - Adapted Physical Education 

 APR - Annual Performance Report 

 APT - Assessment of Professional Teaching 

 ARRA - American Recovery and Reinvestment Act 

 ASAE - American Society of Association Executives 

 ASBO - Association of School Business Officials 

 ASCD - Association for Supervision and Curriculum Development 

 AT - Assistive Technology 

 ATEN - Assistive Technology Exchange Network 

 AVC - Area Vocational Center 

 AWS - Academic Watch Status 

 AYP - Adequate Yearly Progress 

 AYPAAC - Adequate Yearly Progress Appeals Advisory Committee 

- B - 

 BD - Behavioral Disorders 

 BEI - Board Self-Assessment 
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 BGR - Board Governance Review 

 BHE - Illinois Board of Higher Education 

 BIP - Behavior Intervention Plan 

 BOCA - Building Officials and Code Administration 

 BOE - Board of Education 

- C - 

 CACFP - Child and Adult Care Food Program 

 CCADE - Council of Chicago Area Deans of Education 

 CCOP - Consolidated Committee of Practitioners 

 CCR - College and Career Readiness 

 CCSD - Community Consolidated School District 

 CCSS - Common Core State Standards 

 CCSSM - Common Core State Standards for Mathematics 

 CCSSO - Council of Chief State School Officers 

 CDB - Capital Development Board 

 CDC - Centers for Disease Control and Prevention 

 CDS - County, District, School 

 CEFTF - Chicago Educational Facilities Task Force 

 CEU - Continuing Education Unit 

 CFDA - Catalog of Federal Domestic Assistance 

 CFR - Code of Federal Regulations 

 CHSD - Community High School District 

 CIPA - Children's Internet Protection Act 

 CIPS – Crisis Intervention Program Stabilization  

 CMO - Charter Management Organization  

 CNA - Child Nutrition Act 

 CNAS - Capital Needs Assessment Survey 

 CNP - Child Nutrition Program 

 COE - Code of Ethics 

 CORD - Center for Occupational Research and Development 

 COSA - Council of School Attorneys 

 COSBAC - Council of School Boards Association Communicators 

 CPDU - Continuing Professional Development Unit 

 CPI-U - Consumer Price Index for all Urban Consumers 

 CPPRT - Corporate Personal Property Replacement Tax 

 CPI - Consumer Price Index 

 CPS - Chicago Public Schools 

 CRE - Coordinated Review Effort 

 CRP - Certificate Renewal Plan 

 CRSA - Community Residential Service Authority 

 CSBO - Chief School Business Official 

 CSFTF - Charter School Funding Task Force 

 CSHP - Coordinated School Health Program 

 CSP - The U.S. Department of Education’s Office of Charter Schools Program 
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 CSR - Class Size Reduction 

 CSRD - Comprehensive School Reform Demonstration 

 CTE - Career and Technical Education 

 CTEPT - Part-Time Provisional Career and Technical Educator Endorsement 

 CTSO - Career and Technical Student Organizations 

 CUBE - Council of Urban Boards of Education 

 CUD - Community Unit District 

 CUSD - Community Unit School District 

- D - 

 DARE - Drug Abuse Resistance Education 

 DCEO - Department of Commerce and Economic Opportunity 

 DCFS - Department of Children and Family Services 

 DD - Developmental Delay 

 DECA - Distributive Education Clubs of America 

 DHS - Department of Human Services 

 DIP - District Improvement Plan 

 DL - Distance Learning 

 DLM - Dynamic Learning Maps Assessment 

 DLPT – District Leadership Planning Team  

 DLT – District Leadership Team 

 DoD - Department of Defense 

 DOE - Department of Education 

 DOL - Department of Labor 

 DPSC - Due Process Screening Committee 

- E - 

 EAV - Equalized Assessed Valuation 

 ECAG - Early Childhood Advisory Group 

 ECBG - Early Childhood Block Grant 

 ECE - Early Childhood Education 

 ECERS - Early Childhood Environment Rating Scale 

 ECOS - Electronic Commodity Ordering System 

 ECS - Education Commission of the States 

 ECS - Educator Certification System (now ELIS) 

 ED - United States Department of Education/Emotional Disturbance 

 ED-RED - Education Research and Development 

 EDGAR - Education Department General Administrative Regulations 

 EEO - Equal Employment Opportunity 

 EEOC - Equal Employment Opportunity Commission 

 EER - Electronic Expenditure Reporting System 

 EETT - Enhancing Education Through Technology 

 EFAB - Education Funding Advisory Board 

 EFAC - Education Funding Advisory Committee 
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 EFE - Education for Employment 

 EFT - Electronic Fund Transfer 

 EGMS - Electronic Grants Management System 

 EI - Early Intervention 

 EIPA - Educational Interpreter Performance Assessment 

 EIS - Early Intervening Services 

 EIS - Employment Information System 

 ELA - English Language Arts 

 ELIS - Educator Licensure Information System 

 EL - English Learning 

 ELS - Educator License w/Stipulations 

 ETS - Educational Testing Service 

 EMAG - Elementary and Middle Grades Advisory Group 

 EMO - Education Management Organization 

 EMP - Educator Misconduct Project 

 EOY - End-of-Year 

 EPETF - Enhanced Physical Education in Illinois Task Force 

 EPSDT - Early and Periodic Screening, Diagnosis and Treatment 

 ERIC - Educational Resources Information Center 

 ESD - Elementary School District 

 ESEA - Elementary and Secondary Education Act 

 ESL - English as a Second Language 

 ESP - Educational Surrogate Parent 

 ESSA - Every Student Succeeds Act 

 ESY - Extended School Year Services 

 

- F - 

 FAAS - Financial Assurance and Accountability System 

 FACS - Family and Consumer Sciences 

 FACTS - Funding and Child Tracking System 

 FAGC - Food Allergy Guidelines Committee 

 FAPE - Families and Advocates Partnership for Education 

 FAPE - Free and Appropriate Education 

 FAQ - Frequently Asked Question 

 FBA - Functional Behavioral Assessment 

 FBLA - Future Business Leaders of America 

 FCCLA - Family, Career and Community Leaders of America 

 FDP - Food Distribution Program 

 FERPA - Family Educational Rights and Privacy Act 

 FEWL - Financial Early Warning List 

 FFATA - Federal Funds Accountability and Transparency Act 

 FFVP - Fresh Fruit and Vegetable Program 

 FLSA - Fair Labor Standards Act 
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 FMLA - Family Medical Leave Act 

 FMNV - Foods of Minimal Nutritional Value 

 FNS - Food and Nutrition Service, USDA 

 FOIA - Freedom of Information Act 

 FOP - Financial Oversight Panel 

 FP - Financial Profile 

 FRIS - Financial Reimbursement Information System 

 FRN - Federal Relations Network 

 FSMC - Food Service Management Company 

 FTE - Full Time Equivalent 

 FWL - Financial Watch List 

 FY - Fiscal Year 

 

- G - 

 GAC - Gifted Advisory Council 

 GAO - United States General Accounting Office 

 GASB - Governmental Accounting Standards Board 

 GEAC - Gender Equity Advisory Committee 

 GED - General Educational Development 

 GEI - Gifted Education Institute 

 GES - Gifted Education Seminar 

 GPFS - General Purpose Financial Statements 

 GMVT - Growth Model Value Table 

 GMWG - Illinois Growth Model Working Group 

 GSA - General Services Administration 

- H - 

 HACCP - Hazard Analysis and Critical Control Point 

 HCFA - Health Care Financing Administration 

 HEA - Higher Education Act 

 HHFKA - Healthy, Hunger-Free Kids Act 

 HI - Hearing Impaired 

 HIPAA - Health Insurance Portability and Accountability Act 

 H/LS - Health/Life Safety 

 HOSA - Health Occupations Students of America 

 HRC - Home School Resource Center 

 HSD - High School District 

 HSNE - Healthy School Nutrition Environment 

 HSTW - High Schools That Work 

 HTML - Hypertext Markup Language 

 HUSSC – Healthier US School Challenge 
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- I - 

 IAA - Illinois Alternate Assessment 

 IAASE - Illinois Alliance of Administrators of Special Education 

 IABDB - Illinois Advisory Board for Services for Persons Who are Deaf-Blind 

 IAC - Illinois Accessibility Code / Illinois Arts Council 

 IACBE - Illinois Advisory Council on Bilingual Education 

 IAECT - Illinois Association for Educational Communications & Technology 

 IAPHERD - Illinois Association for Health, Physical Education, Recreation and Dance 

 IAPT - Illinois Association for Pupil Transportation 

 IAQ - Indoor Air Quality 

 IARSS - Illinois Association of Regional Superintendents of Schools 

 IASA - Illinois Assoc. of School Administrators / Improving America’s Schools Act 

 IASB - Illinois Association of School Boards 

 IASBO - Illinois Association of School Business Officials 

 IATP - Illinois Assistive Technology Program 

 IATTAP - Illinois Autism Technical Training Assistance Program 

 IBHE - Illinois Board of High Education 

 ICCB - Illinois Community College Board 

 ICE - Illinois Computing Educators 

 ICEPR - Illinois Collaborative for Education Policy Research 

 ICEPT - Illinois Consumer Education Proficiency Test 

 ICPEA - Illinois Council of Professors of Educational Administration 

 ICR - Indirect Cost Rate 

 ICS - Illinois Commodity System 

 ICSA - Illinois Council of School Attorneys 

 ICTS - Illinois Certification Testing System 

 IDCFS - Illinois Department of Children and Family Services 

 IDEA - Individuals with Disabilities Education Act 

 IDHS - Illinois Department of Human Services 

 IDOT - Illinois Department of Transportation 

 IEA - Illinois Education Association 

 IEC - Illinois Energy Consortium 

 IECAM - Illinois Early Childhood Asset Map 

 IEE - Independent Educational Evaluation 

 IEG - Income Eligibility Guidelines 

 IEIN - Illinois Educator Identification Number 

 IELAAC - Illinois English Learner Assessment Advisory Committee 

 IELRA - Illinois Educational Labor Relations Act 

 IELRB - Illinois Educational Labor Relations Board 

 IEMA - Illinois Emergency Management Agency 

 IEP - Individualized Education Program 

 IEP - Immigrant Education Program 

 IESA - Illinois Elementary School Association 
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 IFAC - Illinois Financial Advisory Committee 

 IFSP - Individualized Family Service Plan 

 IFT - Illinois Federation of Teachers 

 IHE - Institution of Higher Education 

 IHSA - Illinois High School Association 

 II - Innovation and Improvement 

 IICC - Illinois Interagency Coordinating Council 

 IIRC - Illinois Interactive Report Card 

 ILCS - Illinois Compiled Statues 

 ILDS - Illinois Longitudinal Data System 

 ILDSDAC - Illinois Longitudinal Data System Data Advisory Committee 

 ILTS - Illinois Licensure Testing System 

 ILEARN - Illinois Local Education Agency Retrieval Network 

 ILS - Illinois Learning Standards 

 ILSNA - Illinois School Nutrition Association 

 ILT – Instructional Leadership Team  

 IMAGE - Illinois Measure of Annual Growth in English 

 IMSA - Illinois Mathematics and Science Academy 

 IMTF - Instructional Mandates Task Force 

 INCS - Illinois Network of Charter Schools 

 INSPRA - Illinois chapter of the National School Public Relations Association 

 IOC - Illinois Office of Comptroller 

 IOES - Illinois Office of Educational Services 

 iOS - Apple Operating System 

 IPA - Illinois Principals Association 

 IPAM - Illinois Program Accounting Manual 

 IPCRB - Illinois Purchase Care Review Board 

 IPTAC - Illinois Pupil Transportation Advisory Committee 

 IPTIP - Illinois Public Treasurers’ Investment Pool 

 IRA - International Reading Association 

 IRC - Illinois Reading Council / Illinois Resource Center 

 IRFC - Illinois Reading First Center 

 IRTF - Illinois Recess Task Force 

 ISAC - Illinois State Advisory Council on the Education of Children with Disabilities 

 ISAT - Illinois Standards Achievement Test 

 ISBE - Illinois State Board of Education 

 ISC - Intermediate Service Center 

 ISCS - Illinois State Course System 

 ISDA - Illinois School District Agency 

 ISDLAF+ - Illinois School District Liquid Asset Fund Plus 

 ISEL - Illinois Snapshot of Early Literacy 

 ISFSA - Illinois School Food Service Association 

 ISIP - Illinois School Improvement Planning Framework 

 ISIS - Illinois Student Information System 

 ISLE - Illinois Shared Learning Environment 

 ISLMA - Illinois School Library Media Association 
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 ISOS - Illinois Secretary of State 

 ISS - In-School Suspension 

 ISRC - Illinois Service Resource Center 

 ISSRA - Illinois School Student Records Act 

 ISTA - Illinois School Transportation Association 

 ISTAC - Illinois Statewide Technical Assistance Collaborative 

 I-STAR - IEP special education tracking and reporting system 

 ISTE - International Society for Technology in Education 

 ITBS - Iowa Tests of Basic Skills 

 IVHS - Illinois Virtual High School 

 IWAS - ISBE Web Application Security System 

 

- J - 

 JAD - Joint Application Development  

 JCAR - Joint Committee on Administrative Rules 

 JILG - Jobs for Illinois Graduates 

 JROTC - Junior Reserve Officer Training Corps 

 JTPA - Job Training Partnership Act 

- K - 

 K - Kindergarten 

 KIDS - Kindergarten Individual Development Survey 

- L - 

 LAAAC - Language Arts Assessment Advisory Committee 

 LAN - Local Area Network 

 LBS - Learning Behavior Specialist (Educator Licensure) 

 LD - Learning Disabled 

 LEA - Local Educational Agency 

 LEND - Legislative Education Network of DuPage 

 LEP - Limited English Proficiency 

 LIPLEPS - Language Instruction Program for Limited English Proficient Students 

 LOC - Library of Congress 

 LRA - Local Records Act 

 LRE - Least Restrictive Environment 

 LPDC - Local Professional Development Committee 

 LS - Learning Supports 

 LUDA - Large-Unit District Association 
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- M - 

 MAAC - Mathematics Assessment Advisory Committee 

 MDR - Manifestation Determination Review 

 MIDAS - Management Information Database Accounting System 

 

- N - 

 NACSA - National Association of Charter School Authorizers 

 NAEP - National Assessment of Educational Progress 

 NAESP - National Association of Elementary School Principals 

 NAEYC - National Association of Education for Young Children 

 NAPCS - National Alliance for Public Charter Schools 

 NAPE - National Assessment of Educational Progress 

 NAPT - National Association of Pupil Transportation 

 NASA - National Aeronautics and Space Administration 

 NASBE - National Association of State Boards of Education 

 NASDSE - National Association of State Directors of Special Education 

 NASDTEC - National Assoc. of State Directors of Teacher Education & Certification 

 NASS - National Affiliation of Superintendent Searchers 

 NASSP - National Association of Secondary School Principals 

 NASTA - National Association of State Textbook Administrators 

 NBEA - National Business Education Association 

 NBPTS - National Board for Professional Teaching Standards 

 NCA - North Central Association 

 NCATE - National Council for the Accreditation of Teacher Education 

 NCES - National Center for Education Statistics 

 NCLB - No Child Left Behind Act of 2001 

 NCREL - North Central Regional Education Laboratory 

 NCRRC - North Central Regional Resource Center 

 NCRVE - National Center for Research in Vocational Education 

 NCS - National Computer Systems 

 NEA - National Education Association / National Endowment for the Arts 

 NEC - National Electric Code 

 NEH - National Endowment for the Humanities 

 NES - National Evaluation Series (Gifted Education) 

 NET - Nutrition Education and Training Program 

 NETS - National Educational Technology Standards 

 NFPA - National Fire Protection Association 

 NFSMI - National Food Service Management Institute 

 NGA - National Gallery of Art / National Governor’s Association 

 NGSS - Next Generation Science Standards 

 NHTSA - National Highway Traffic Safety Administration 

 NIMAC - National Instructional Materials Access Center 
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 NIMAS - National Instructional Materials Accessibility Standard 

 NOAPPP - National Organization on Adolescent Pregnancy and Parenting Prevention 

 NPS - National Park Service 

 NRT - Norm-Referenced Test 

 NSB - National School Breakfast 

 NSBA - National School Boards Association 

 NSDC - National Staff Development Council 

 NSF - National Science Foundation 

 NSLP - National School Lunch Program 

 NSPRA - National School Public Relations Association 

 NSTA - National Science Teachers Association 

 NSTA - National School Transportation Association 

 

- O - 

 OCR - Office of Civil Rights 

 OEPP - Operating Expense Per Pupil 

 OERI - Office of Educational Research and Improvement 

 OHI - Other Health Impaired 

 OIG - Office of Inspector General 

 OMA - Open Meetings Act 

 OMB - U.S. Office of Management and Budget 

 ORS - Office of Rehabilitative Services 

 OS - Operating System 

 OSEP - Office of Special Education Programs (US Dept. of Ed.) 

 OSERS - Office of Special Education and Rehabilitative Services 

 OSHA - Occupational Safety and Health Administration 

 OT - Occupational Therapy 

 OVS - Offer versus Serve 

 

- P - 

 PA - Public Act 

 PAL - Planned Assistance Level 

 PARCC - Partnership for Assessment of Readiness for College and Careers 

 Part B - Rules for Children Pre-K through 21 Years of Age 

 Part C - Rules for Children Birth Through Two Years of Age 

 PBA - Performance-based Assessment 

 PBS - Positive Behavior Support / Public Broadcasting Service 

 PBIS - Positive Behavioral Intervention Supports 

 PCTC - Per Capita Tuition Charge 

 PDF (.pdf) - Portable Document Format 
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 PE - Physical Education 

 PEAC - Performance Evaluation Advisory Council 

 PEL - Professional Educator License 

 PERA - Performance Evaluation Reform Act of 2010 

 PFA - Preschool for All 

 PH - Physically Handicapped 

 PK - Pre-kindergarten 

 PPFT - President’s Physical Fitness Test 

 PRESS - Policy Reference Education Subscription Service 

 PRM - Policy Reference Manual 

 PSAE - Prairie State Achievement Examination 

 PSAG - Pre-Service Standards Advisory Group 

 PSAT - Preliminary Scholastic Aptitude Test 

 PSD - Public School District 

 PT - Physical Therapy 

 PT3 - Preparing Tomorrow’s Teachers to Use Technology 

 PTA - Parent Teacher Association 

 PTAB - Property Tax Appeal Board 

 PTELL - Property Tax Extension Limitation Law 

 PTO - Parent Teacher Organization 

 PUNS – Prioritization of Urgency of Need for Services 

- Q - 

 QA - Questions and Answers 

 QAIP - Quality Assurance and Improvement Planning 

 QZAB - Qualified Zone Academy Bonds 

- R - 

 RAAC – Regional Alternative Attendance Center (program through I-KAN) 

 RCCI - Residential Child Care Institution 

 REA - Reading Excellence Act 

 RID - Registry of Interpreters for the Deaf 

 RFBD - Recording for the Blind and Dyslexic 

 RFC - Regional Financial Consultant 

 RFP - Request for Proposal 

 RFSP - Request for Sealed Proposal 

 RS - Rising Star 

 ROE - Regional Offices of Education 

 RPDRC - Regional Professional Development Review Committees 

 RtI - Response to Intervention 

 RT3 - Phase 3 of the Race to the Top Program 

 RTTT - Race to the Top Program (Federal) 

 RTTT3 - Phase 3 of the Race to the Top Program 
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- S - 

 SAC - Student Advisory Council to the State Board of Education 

 SAHE - State Agency for Higher Education 

 SAG - Superintendent Advisory Group 

 SALT – Students All Learning Together (Program through I-KAN) 

 SAP - Student Assistance Program 

 SARC - State Assessment Review Committee (f/k/a State Testing Review Committee 

STRC) 

 SAT - Scholastic Aptitude Test 

 SAT-9 - Stanford Achievement Test – 9th Edition 

 SBN - School Based Nutrition Programs 

 SBP - School Breakfast Program 

 SBPTF - School Bullying Prevention Task Force 

 SBRR - Scientifically Based Reading Research 

 SCASS - State Collaborative on Assessment and Student Standards 

 SCOPE - South Cooperative Organization for Public Education 

 SCSC - State Charter School Commission 

 SD - School District 

 SEA - State Education Agency 

 SEARS - Special Education Approval and Reimbursement 

 SEC - Securities and Exchange Commission 

 SEDS - Special Education Database System 

 SEL - Social and Emotional Learning Standards 

 SELA - Special Education Leadership Academy 

 SEMRS - Special Education Monitoring and Reporting System 

 Senate Bill 7 - The education reform bill linking performance evaluation to employment 

and certification decisions. 

 SEPLB - Illinois State Educator Preparation and Licensure Board (formerly STCB) 

 SES - Supplemental Education Services 

 SES - Socio-Economic Status 

 SETFPE - Stakeholder and Expert Task Force on Physical Education 

 SFA - School Finance Authority / School Food Authority 

 SFSF - State Fiscal Stabilization Fund Program / Federal State Fiscal Stabilization Funds 

 SFSP - Summer Food Service Program 

 SHAC - School Health Advisory Committee (aka Critical Health Problems (CHP) & 

Comprehensive Health Education (CHE) Advisory Committee) 

 SHPPS - School Health Policy and Programs Study 

 SIG - School Improvement Grant 

 SIP - School Improvement Plan 

 SIROEC - Streamlining Illinois' Regional Offices of Education Commission 

 SIRS - School Incident Reporting System 

 SIS - Student Information System 

 S&L - Speech and Language 

 SLD - Specific Learning Disability 

 SLF - State Local and Federal Financing for Illinois Public Schools 



 

Kankakee School District Administrative Handbook 2019-2020 

 

487 

 SLO - Student Learning Objectives 

 SLP - Speech-Language Pathologist 

 SLRMA - School Leaders Risk Management Association 

 SLT – School Leadership Team 

 SMP - Special Milk Program 

 SNA - School Nutrition Association 

 SNP - School Nutrition Programs 

 SOS - System of Support 

 SPP - State Performance Plan 

 SRTT - School Reform Through Technology 

 SSO - Seamless Summer Option 

 SSOS - State System of Support 

 SSSTF - School Security and Standards Task Force 

 SSTF - School Success Task Force 

 STCB - State Teacher Certification Board (now known as Illinois State Educator 

Preparation and Licensure Board - SEPLB) 

 STEM - Science, Technology, Engineering, & Mathematics 

 STRC - State Testing Review Committee (n/k/a SARC - State Assessment Review 

Committee) 

 STW - School To Work 

 SUB - Substitute Teaching License 

 SY - School Year 

 

- T - 

 TAG - Targeting Achievement through Governance 

 TANF - Temporary Assistance for Needy Families 

 TAOEP - Truants Alternative and Optional Education Program 

 TAP - Test of Academic Proficiency 

 TBE - Transitional Bilingual Education 

 TBI - Traumatic Brain Injury 

 TCIS - Teacher Certification Information System 

 TCPSTF - Truancy in Chicago Public Schools Task Force 

 TESOL-BE – Illinois Teachers of English to Speakers of Other Languages 

 THSD - Township High School District 

 TIF - Tax Increment Financing 

 TILAG - Teacher Instructional Leader Advisory Group 

 TIMSS - Third International Math and Science Study 

 TLCF - Technology Literacy Challenge Funds 

 TLCF - Technology Literacy Challenge Fund 

 TN - Team Nutrition 

 TPAD - Tech Prep/Associate Degree 

 TPI - Transitional Program of Instruction 

 TRRTF - Teacher Recruiting and Retention Task Force 
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 TRS - Teachers' Retirement System 

 TSL - Targeting Student Learning 

 TSR - Teacher Service Record 

 

- U - 

 USD - Unit School District 

 USDA - United States Department of Agriculture 

 USDOE - United States Department of Education 

 USGS - United States Geological Survey 

- V - 

 VI - Visually Impaired 

 VSAG - Virtual School Advisory Group 

 VSR - Verification Summary Report 

 

- W - 

 WAN - Wide Area Network 

 WCSIT - Workers' Compensation Self-Insurance Trust 

 WECEP - Work Experience and Career Exploration 

 WIA - Workforce Investment Act 

 WINS - Web-based Illinois Nutrition System 

 WTW - Welfare to Work 

 

 


