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FOREWORD

Welcome to O’Fallon Township High School District 203! This handbook was created with the intent of
providing important information about OTHS to our employees. It should be reviewed so that you will be
informed of the policies and procedures of O’Fallon Township High School District 203. All of the items
included in this handbook have been approved by the Board of Education and are considered part of your
employment.

Collective bargaining agreements in place between the OTHS District 203 Board of Education and the
O’Fallon Federation of Teachers (OFT), Paraprofessional Council of the OFT and Service Worker Council
of the OFT. Copies of the collective bargaining agreements are available on the OTHS website under
Compliance Documents. Nothing in this employee handbook shall supersede Federal or State law
and/or collective bargaining agreements.

OTHS MISSION STATEMENT

The mission of O’Fallon Township High School is to access the talents of the community, family, and staff
to provide a positive environment that maximizes the potential of students to become informed
decision makers, engaged life-long learners, and responsible citizens in an ever-changing and diverse
society.



https://www.oths.us/district-info/public-compliance-documents

DISTRICT POLICIES

All OTHS employees are responsible for understanding and complying with all Board Policies. Several
sections of the Illinois School Code require the District to provide notice to employees regarding its
policies. Distribution of this handbook meets the requirement of notice. OTHS policies can be found on
the OTHS website in the Board Policies section.

Policy sections of notable importance are General Personnel section (5) and Students section (7). Please
ensure your are familiar with the school board policies listed throughout this handbook as well as those
on the district’s website.

e Awareness and Prevention of Child Sexual Abuse and Grooming Behaviors (Board Policy 4:165)
e Equal Opportunity and Minority Recruitment (Board Policy 5:10)

e  Workplace Harassment Prohibited (Board Policy 5:20)

e Fingerprinting and Criminal Background Checking (Board Policy 5:30)
e Compliance with the Fair Labor Standards Act (Board Policy 5:35)

e Communicable and Chronic Infectious Disease (Board Policy 5:40)

e Employee Ethics (Board Policy 5:120)

e Family Medical Leave Act (Board Policy 5:185)

e Teacher Qualifications (Board Policy 5:190)

e Personal Technology and Social Media; Usage and Conduct (Board Policy 5:125)
e Responsibilities Concerning Internal Information (Board Policy 5:130)
e Family Bereavement Leave (Board Policy 5:250)

e Employment At Will (Board Policy 5:270)

Duties & Qualifications (Board Policy 5:280)

Employment Termination and Suspensions (Board Policy 5:290)

e Compensatory Time Off (Board Policy 5:310)

e Education of Homeless Children (Board Policy 6:140)

e Release During School Hours (Board Policy 7:90)

e Administering Medicines to Students (Board Policy 7:270)

e Student Records (Board Policy 7:340)

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

If you have questions regarding any policy, or if you would like to provide input on a policy or to request
a policy change, please contact the Superintendent. Employees are partners with the Board of Education
and the Board welcomes your input on the policies that govern OTHS.

Mandated Reporting (Abused and Neglected Child Reporting) (Board Policy 5:90)

If DCFS is contacted to make a report regarding the well-being of a student, please notify the appropriate
attendance secretary and provide the following information:

a. Date report was made to DCFS

b. Who made the report to DCFS

c. DCFS Case #

d. Name of contact at DCFS (the person with whom you spoke)
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https://www.oths.us/district-info/board-of-education/board-policies/section-6-instruction
https://www.oths.us/district-info/board-of-education/board-policies/section-5-general-personnel
https://www.oths.us/district-info/board-of-education/board-policies/section-7-students
https://www.oths.us/district-info/board-of-education/board-policies/section-6-instruction

This information will be added to Skyward as a note in the student’s profile. In an effort to maintain
student confidentiality and privacy, employees are not expected to provide any details regarding the
nature of the report, but rather to provide only the information listed above to document that a report
was made. Please note that the identity of the person who made the report will not be attached to the
student’s file. The District makes every effort to protect the privacy of the reporter.

Accident Reporting and Investigation

Employees must report any accident or injury (including both students and/or self) to their supervisor
immediately or as soon as practicable following the accident or injury, and must also enter the accident
in PublicSchoolWorks. Employees are expected to update the administration regarding work related
accidents or injuries. The Administration will investigate accidents and injuries and report to the
Business Office efforts to prevent any further accidents and injuries.

District employees are responsible for maintaining: (1) the integrity and security of all internal
information, and (2) the privacy of confidential records, including but not limited to: student school
records, personnel records, and the minutes of, and material disclosed in, a closed School Board meeting.
Internal information is any information, oral or recorded in electronic or paper format, maintained by the
District or used by the District or its employees.

Solicitation By or From Staff (Board Policy 5:140)

Employees may not solicit or distribute literature concerning outside events or activities during the
employee’s working time or the working time of any employee. Working time does not include lunch
periods, work breaks, or any periods in which employees are not on duty. In addition, the posting of
written solicitations or literature on District bulletin boards located in school buildings is restricted. If
employees have a message of interest to the workplace, they may submit it to the administration for
approval. This paragraph shall not apply to union-related business occurring outside of instructional time.

Employees may use the OTHS Electronic Email Bulletin Board for solicitation. If an employee wishes to
opt out of the District’s Email Bulletin Board, the employee should contact the computer department and

request to be removed from the Bulletin Board email distribution list.

Drug and Alcohol Free Workplace (Board Policy 5:50 and 8:30)

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

e Pre-Employment — As part of the application process.

e Post-Accident — After a work-related accident where judgment, coordination, or physical or
mental ability may have been impaired.

e Reasonable Suspicion — Whenever the District has reasonable suspicion to believe an employee
has consumed or used or is under the influence of alcohol, illegal drugs, a controlled substance,
or cannabis during the course of the workday. Administrative personnel shall ascertain whether
reasonable suspicion exists and document the basis for any reasonable suspicion prior to testing.
The employee shall be informed regarding the basis for any reasonable suspicion.


https://www.publicschoolworks.com/Portal/Portal.php?di=762&dia=s7x7o

All employees are covered by the conduct prohibitions contained in policy 8:30, Visitors to and Conduct
on School Property. Employees must also abide by Board Policy 5:50 (Drug- and Alcohol-Free Workplace:
E-Cigarette, Tobacco, and Cannabis Prohibition).

Access to Electronic Networks (Board Policy 6:235)

O’Fallon Township High School District 203 maintains computers, laptops, photocopiers, facsimile
machines, and printers. Utilization of these resources is not to be conducted in any way that may be
disruptive to O’Fallon Township High School District 203 operations or in violation of O’Fallon Township
High School District 203 policy or law.

O’Fallon Township High School District 203 technical resources are provided exclusively to assist in the
conduct of the District’s business; however, occasional use of technical resources for personal purposes
is permissible so long as it does not interfere with business or the employee’s assigned duties, is not
related to outside school business activities, and does not conflict the District’s policy or law.

Information sent and stored on District equipment is the property of O’Fallon Township High School
District 203. By using the District’s technical resources, all individuals knowingly and voluntarily consent
to their usage being monitored and acknowledge the District’s right to conduct such monitoring.
Individuals should not expect that information using District technology is private and should be aware
that all types of business records are subject to inspection, review, or disclosure without prior notice for
any business purpose or as required by law. In general, these communications are treated no differently
than any other business record or correspondence, and may be used in administrative, judicial, or other
proceedings.

For all use of electronic networks, computers, and in electronic communications, especially
communications with students, be mindful of the TAP test:

1. Transparent — ALL communications between staff and students should be transparent. Public
school district employees are expected to maintain openness, visibility, and accountability with
regard to all communications with students.

2. Accessible — ALL communications between staff and students should be considered a matter of
record, part of the District archives, and/or accessible by others. Individuals may request
communication records through the lllinois Freedom of Information Act (FOIA). Text messages
related to school business or with students may also be considered a public record to be produced
if requested.

3. Professional — ALL communications between staff and students shall be conducted in a
professional manner and as representing O’Fallon Township High School District 203.
Professionalism in this context includes, but is not limited to, word choice, tone, grammar, and
subject matter.

Personal Electronic Devices

While at work, employees are expected to exercise the same discretion in using personal electronic
devices as is expected for the use of District phones and technology. Excessive phone or device use during
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the workday, regardless of the device used, can interfere with employee productivity and be distracting
to others. Employees are therefore encouraged to make personal calls during non-work time where
possible and to ensure that friends and family members are aware of the District's policy. Flexibility will
be provided in circumstances demanding immediate attention. The District will not be liable for the loss
of personal electronic devices brought into the workplace.

Employees who use personal electronic devices for District business are reminded that data pertaining to
District business may be public records that are required to be produced under the Freedom of

Information Act.

District Vehicles

Any employee wishing to use a District vehicle must have authorization. When using District vehicles,
employees must follow all state and federal laws. Employees shall pay any tickets received in violation of
the law. An employee must agree to pre-employment and/or regular motor vehicle record checks.
Employees must report any misdemeanor or above level driving offenses to the administration.

Reporting Absences & Attendance

To maintain a productive work environment, the District expects employees to be reliable and to be
punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees
and on the District. Except for the lunch period, employees shall not leave the building without proper
notice to the administration, and in the event they are not able to perform their duties, they shall report the
absence as soon as possible. Absences should be reported no later 6:00 A.M. on the day of absence.

Poor attendance and excessive tardiness are disruptive and diminish the learning environment for
students. Either may lead to disciplinary action, up to and including discharge. Absence of three
working days without reporting the absence as required may be considered a voluntary resignation.

Emergency Contact Change

It is important that the District maintain up-to-date information on employee emergency contacts. To
make changes to emergency contact(s), notify the Main Office.

Employee Assistance Program

OTHS provides its employees with access to an Employee Assistance Program. To access information
about the District’s Assistance Program: CIGNA Employee Assistance Program



https://www.cigna.com/individuals-families/member-guide/employee-assistance-program

PAYROLL INFORMATION

Work Schedules

The work week begins on Saturday and concludes on the following Friday. The workday will be defined
by each individual employee’s job description and as assigned by their supervisor or by a collective
bargaining agreement. Work schedules may be altered in the event of an unforeseen or emergency
situation as determined by the employee’s direct supervisor. For FLSA non-exempt employees, any hours
worked beyond the hours listed in the work schedule must be pre-approved by their direct supervisor. All
employees are expected to work their assigned schedule. With the advanced written approval of the
supervisor, non-instructional employees may flex time within the week, but no comp time will be carried
over from one week to another. (For example, if an employee works two extra hours on Monday, with
the advanced written approval of the supervisor, the employee may reduce their workday on Friday by
two hours.) This variance must be reflected on the employee’s time record.

All full-time employees receive a paid 30-minute duty-free lunch break. For hourly employees, paid lunch
breaks will be considered hours physically worked.

Time Recordkeeping

Recording time worked is the responsibility of every hourly employee and is expected to be completed
daily. “Time worked” is defined as the time actually spent on the job performing assigned duties. Time
is calculated using 15-minute intervals. Altering, falsifying, tampering with time records, or recording
time on another employee's time record may result in disciplinary action up to and including
termination.

Pay

Pay will be annualized. For hourly employees, the hourly rate will be multiplied by the total number of
paid hours in the year to determine annualized pay. Annualized pay is equally divided by the number of
pay periods applicable to the position.

Overtime

Illinois law under the Fair Labor Standards Act (FLSA) requires employers to pay non-exempt employees
1 % times their hourly rate when physically working more than 40 hours a week.

Any overtime worked must be approved in advance by the employee’s supervisor. Overtime is awarded
to non-exempt employees when more than 40 actual hours are physically worked within any given work
week. The District’s work week is Saturday — Friday. Sick time, vacation time, holiday or personal leave
time will not be included in the calculation of actual hours worked for overtime purposes; however,
employees will be compensated at their normal hourly rate.



Pay Dates

Pay dates are on the 5th and 19th of each month. If the 5th or 19th falls on a non-school business day,
the pay day will be the preceding business day.

Direct Deposit

Employees shall enroll in the District’s “Direct Deposit” program, if available through their banking
institutions. The District provides direct deposit for all employees to simplify payroll processing. Payroll
earnings will be deposited directly into their checking or savings account as designated on the payroll
deduction authorization form and acknowledged on the payroll record. Please note that the District
deposits payroll earnings to our main bank, which is subsequently deposited to employees individual
banks based on the schedule for posting at each local banking facility.

Paid Holidays

For those not covered under a collective bargaining agreement, the following dates are holidays if they
occur during an hourly employee’s contract of employment: New Year’s Day, M.L. King Day, President’s
Day (or Lincoln’s Birthday), Pulaski Day, Good Friday, Memorial Day, Juneteenth, July 4th, Labor Day,
Columbus Day, Veterans’ Day, Thanksgiving Day, and Christmas Day. If these days fall on a weekend, the
Superintendent will award a different day when school is not in session. For 12-month employees: If a
holiday listed above is a student attendance day per the Board-approved school calendar, employees
are expected to work the holiday having student attendance and will receive an additional vacation day
to be used at a mutually accepted time.

Probationary Period

The probationary period includes the first 90 working days of employment. Physical exam,
fingerprinting for criminal background check, and required drug test must be arranged within the first 10
days of employment. The Employee History Review form must be initiated prior to starting work with
the District.



LEAVES

(not outlined in Collective Bargaining Agreements)

For employees under collective bargaining agreements, information regarding sick leave, personal leave,
funeral leave, hardship leave, vacation, etc. can be found in the applicable collective bargaining
agreement. Leave benefits for non-union, non-exempt employees are as follows:

Sick Leave

Non-exempt support staff who are employed for twelve (12) months shall accumulate sick leave with full
pay based on the following plan:

Tier 1 — 0 to 10 years of service as of June 30" of the prior fiscal year 14 days
Tier 2 —>10 to 20 years of service as of June 30™ of the prior fiscal year 15 days
Tier 3 —>20 years of service as of June 30" of the prior fiscal year 16 days

Part-time non-exempt support staff (employees working less than twelve (12) months) will accumulate
sick leave on a prorated basis at the appropriate tier.

Sick leave will be awarded to non-exempt support staff as of the first day of each fiscal school year (July
1) and will be based upon service completed as of June 30 of the prior fiscal school year. If an employee
terminates employment prior to the end of the fiscal school year, the sick leave that was awarded will be
prorated based on the date of termination.

For sick leave use, a doctor’s note for the absence may be requested for the following:
a) If the employee is sick for more than three consecutive days
b) If the employee uses several individual days absent for ongoing illness
c) If there are patterns of sick leave use
d) If the employer has reasonable suspicion of abuse

Employees may take up to five (5) mental health days a year. Mental health days are deducted as sick
days. Language in the law specifically allows for them if the employee is suffering from mental or
behavioral complications.

Vacation Time
Non-union, full-time support staff shall receive vacation time based on the following:

12-month employees — Vacation compensation is not included in the annualized pay for 12-month
employees, but rather 12-month employees are expected to physically take the allocated vacation time
off work. To the greatest extent possible, vacation should not be taken on days when students are
present. Vacation is not cumulative; use it or lose it. 12-month employees will not be paid for unused
vacation.

Less than 12-month employees hired prior to July 1, 2010: Vacation compensation is prorated based upon
the number of days in the work schedule and is included in the annualized pay calculation. Since vacation
is included in the pay, any scheduled worked days missed for vacation will be docked. Less than 12-month
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employees are expected to work all assigned days. Employees working less than 12-months and/or less
than 40 hours per week will have their vacation time prorated.

Less than 12-month employees hired July 1, 2010 or later: Not eligible for vacation.

Vacation leave will be awarded to the employee on the first day of each fiscal school year (July 1) and will
be based upon service completed as of June 30™ of the prior fiscal school year. If an employee terminates
employment prior to the end of the fiscal school year, the vacation leave that was awarded will be prorated
based on the date of termination.

A complete fiscal year of service is required before moving to the next tier.

Typical 12-month/40-hour per week Vacation Allocations:

TIER 1 - 0.0000-1.9999 years of service as of June 30™" of the prior fiscal school year 5 days
TIER 2 - 2.0000-8.9999 years of service as of June 30" of the prior fiscal school year 10 days
TIER 3 - 9.0000-19.9999 years of service as of June 30" of the prior fiscal school year 15 days
TIER 4 - 20.0000 or more complete fiscal years of service as of June 30" 20 days

Personal Leave

When necessary, employees shall be granted personal leave. Personal needs shall be interpreted to mean
urgent personal business. In general, this leave may be defined as such over which a person has no
control, or the person's presence is of special significance. Guidelines for utilization are:

1. The employee has no control over setting the date.

2. The presence of the employee is required.

3. Absence would not be covered under sick leave.

4. Maximum of 2 days per 12-month period from July 1 —June 30 (prorated for partial year worked)
5. Must apply and receive approval in advance through the district’s timekeeping system.

6. Ifunused, 3 days will be added to a person’s cumulative sick leave at the beginning of the District’s
fiscal year; if one day is used, then one day is added to the cumulative sick leave at the beginning
of the District’s fiscal year.

7. Personal leave cannot be used the day before or the day after a holiday, or on a snow day, unless
approved by your direct supervisor and the superintendent in advance.

All personal leave will be awarded to the employee as of the first day of each fiscal school year (July 1). If
an employee terminates employment prior to the end of the fiscal school year, the personal leave that
was awarded will be prorated based on the date of termination.

Funeral Leave

Employees may be excused for whatever number of days necessary for the funeral of any of his/her
immediate family. The first three (3) days will be charged to funeral leave. Any days in excess of three (3)
days will be charged to the employee’s available sick leave, but not to exceed 12 days of sick leave. If sick
leave is not available, the employee will be docked after the initial three (3) days. Part-time employees
shall be granted funeral leave on a prorated basis. “Immediate Family” shall mean: mother, father,
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grandparents, grandchildren, sister, brother, husband, wife, or child, and mother, father, grandparents,
grandchildren, sister, brother, or child, of husband or wife of employee; or any extension thereof (e.g.
step-, ex, -in law); or any person with whom the employee makes his or her actual home.

In the case of the death of anyone of the immediate family of an employee of the School District, or a
member of the Board of Education, a representative committee with no maximum number of members,
and composed of those desiring to attend, may attend the funeral without loss of pay, and with time lost
being deducted from the Hardship Leave granted by the Board of Education. Those wishing to attend the
funeral of a close friend or relative not mentioned above may do so with the time lost being deducted
from the employee’s personal leave.

Hardship/Emergency Leave

The Superintendent may grant up to ten (10) days leave per school year for personal or family hardship.
The employee must provide the Superintendent with a written request, which includes evidence of the
hardship. If granted, the first two days of the leave will be charged to any “Personal Leave” available at
the time of the occurrence creating the hardship, and the remaining days charged to “Sick Leave” available
at the time of the occurrence creating the hardship. The Superintendent’s determination of whether or
not a hardship exists that warrants a leave shall be final.

SAFETY

e |tis the responsibility of ALL employees to keep OTHS a safe and inviting learning environment.
e Itis the responsibility of ALL employees to keep exterior doors closed and free from unauthorized
access to school buildings.

o Doors should never be propped open.

o Keys should never be given to a student or a third party.

o Unauthorized use of District facilities is prohibited. ALL use of facilities should be
scheduled through the athletic office. This includes any employee's personal use of
facilities.

e Itis the responsibility of ALL employees to report any unusual activity or concerning behavior. If you
see something, say something.

e Itis the responsibility of ALL employees to assist in the enforcement of District safety policies and
practices.

e All staff and students must wear their IDs during the entire school day, from arriving campus to
departing during regular school/work hours.

e Itis the responsibility of ALL employees to properly supervise students in the care of the District.

e Itis the responsibility of ALL employees to adhere to facility safety code regulations.
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OTHER INFORMATION

Dress Standards

The District’s image is reflected in employees’ dress and appearance, which must not disrupt the
educational process, interfere with the maintenance of a positive teaching/learning climate, or
compromise reasonable standards of health, safety, or decency. Employees are representatives of the
school and are role models to students. Employees are expected to dress in a professional and appropriate
manner. Certain employee categories may have specific dress requirements due to safety.

Free Admission
Employees shall be admitted free of charge to athletic events sponsored by the school. Spouses and
children shall also be admitted free, but not relatives and friends. Employees shall receive two tickets to

non-athletic events with the exception of Madrigals and O That Jazz.

Lunch/Food Service

A 30-minute duty-free lunch break may be taken on or off campus. Lunch can be purchased in the
cafeteria; any unpaid cafeteria balance will be withheld from the final paycheck of separating employees.

Parking
Parking permits will be issued to all employees; there are designated spaces for staff parking.

Emergency School Cancellation

For support staff working less than 12 months, for each emergency day cancellation, the school calendar
will be adjusted and one day will be added as outlined on the annual school calendar. 12-month Support
Staff will not be docked for emergency days but will be expected to complete work remotely as
appropriate.

Protocols for Visitors to Campus

Procedure:
1. Scheduled Visits:

o If employees are expecting a visitor, please notify the security team in advance.

e Upon the visitor's arrival, the security team will contact the respective staff member or their
office via radio or phone.

e All visitors must remain in the lobby/waiting area until the respective staff member or
employee clears them to respond to the meeting location.

e If an escort is not requested, someone from security will monitor the area to ensure the
visitors arrive at the meeting location.

e After the conclusion of the meeting or visit, please inform the security team to ensure the
visitor is monitored and safely directed towards the exit or lobby.
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2. Unscheduled Visits (e.g., registering a new student, paying fees, etc.):
e  When visitors arrive without a prior appointment for specific tasks, the security team will
inform the appropriate office or personnel to check their availability.
e This step will enable office personnel to manage and control the number of visitors waiting,
ensuring that the office remains organized and secure.

3. Escorts:
e Insituations where the employees feel an escort is necessary, or if the visitor needs assistance
in navigating the premises, a security team member can be requested to accompany the
visitor.

Guidelines:

e All visitors must report to the security office upon arrival and be issued a visitor's pass. They
are required to wear the visitor’s pass for the duration of their stay.

e Visitors are not allowed to wander freely around the school premises and should only go to
designated areas.

e Any suspicious behavior or activity should be reported immediately to an administrator and
the security team.

e All school personnel are responsible for ensuring that these procedures are adhered to when
hosting visitors.

Public Relations

Constructive criticism of the schools is welcome when it is motivated by a sincere desire to improve the
quality of the education program and to equip the schools of this district to perform their task more
effectively.

The Board places trust in its employees and desires to support their actions in such a manner that
employees are freed from unnecessary, spiteful, or negative criticism and complaints.

Whenever a complaint is made directly to the Board as a whole, or to a board member as an individual, it
shall be referred to the school administration for study and possible solutions. The individual employee
involved shall be advised of the nature of the complaint and shall be given every opportunity for
explanation, comment, and presentation of the facts as he or she sees them.

If it appears necessary, the administration, the person who made the complaint, or the employee
involved, may request an executive session of the Board.

Staff Information/Forms

New employees will receive a new employee packet with information and required forms. Other
information can be found on the District website at www.oths.us. Many staff request forms are available
on the Employee Request Forms page.
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