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Dear Employee:
Welcome to Arlington Heights School District 25. You have joined a team of individuals
who are dedicated to providing the best education possible for each student in our
schools.
This handbook is to provide general information and guidelines concerning your
employment. Nothing contained in this handbook is intended to create any contractual
obligation or other legal obligations on the part of Arlington Heights School District 25.
The Board of Education reserves the right to deviate from or change the guidelines in
this handbook when appropriate. In addition to this handbook, you may receive from
your supervisor, specific rules and regulations relative to your duties.
If there is anything in this handbook that does not correspond with a Board of
Education policy, the official Board policy takes precedence. (All Arlington Heights
School District 25 Board of Education policies are available online at:
https://www.sd25.org/Page/81). If you find such a discrepancy, or if you have
questions regarding a topic that is not included in the handbook, please contact your
immediate supervisor or the Personnel Department.
It is a pleasure to provide this publication for the secretarial and support staff. Thank
you for taking the time to read this handbook. I hope that you will find its contents
informative and that it will provide you with an understanding of basic policies and
procedures of our school district.
Sincerely,
Dr. Brian A. Kaye
Assistant Superintendent for Personnel & Planning Department

DISCLAIMER

This Handbook has been developed as a general reference guide for ESP employees
of District #25. Neither the Handbook nor its individual terms, nor any written or oral
statement contradicting, modifying, interpreting, explaining or clarifying any provision
of this Handbook, are intended to create an employment contract, either express or
implied, on the part of the Board of Education. This Handbook supersedes all prior
versions and the policies, benefits, and rules contained in this Handbook can be
changed or discontinued by District #25 Board of Education at any time, with or
without advance notice.
Any provision of this Handbook may be modified by action of the Board of Education.
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PURPOSE
&
COMMITTEE
MEMBERSHIP

1.00
PURPOSE
The purpose of the Educational Support Personnel (hereinafter referred to in the narrative
as ESP) Committee shall be to:
1. address issues and concerns voiced by ESP employees;
2. serve as a conduit between ESP and Administration; and
3. act as a resource to the Central Office Administrative Team as they deal with
compensation and placement issues.

The ESP Committee will meet at least once each fiscal year.

COMMITTEE MEMBERSHIP
The Educational Support Personnel Committee shall consist of five members:
● Two central office administrative assistants
● Two building administrative assistants
● Assistant Superintendent for Personnel and Planning
The members of the committee shall serve a 2-year term (with a term limit of four
consecutive years), with the exception of the Assistant Superintendent for Personnel and
Planning, to start rotating with two new members as of July 1 of each year. The
2-year term will be staggered to avoid having all new members selected at any one time.
Each year, one central office administrative assistant and one building administrative
assistant will be replaced with a new committee member from each of the same
categories. The two outgoing committee members will organize and conduct an election,
if needed, designed to fill the vacated positions.

COMPENSATION

2.00
EDUCATIONAL SUPPORT PERSONNEL
COMPENSATION LEVELS
The following positions are recognized as being part of the Educational Support
Personnel:
LEVEL A – 12 month positions
Administrative Assistant to Director of Facilities Management
Business Office Administrative Assistant
Communications Assistant
District Receptionist
Food Services Administrative Assistant
Middle School Administrative Assistant
Personnel Administrative Assistant
Purchasing/Accounts Payable Specialist
Student Learning Administrative Assistant
Student Services Administrative Assistant
Tech 25 Resource Administrative Assistant
Transportation Specialist
LEVEL A – 10 month positions
Elementary Building Administrative Assistant
Food Service Trainer
LEVEL B – 12 month positions
Administrative Assistant to Assistant Superintendent

ANNUALIZED COMPENSATION FOR 2021-22
Level A – 12 month
Starting at $37,000
Level B – 12 month
Starting at $40,000

Level A – 10 month
Starting at $30,000

2.01
EXPLANATION OF COMPENSATION LEVELS

The employee’s initial level placement and salary will be determined by the annual
compensation levels.
A.
Each employee’s salary will increase according to funds available and
subject to approval by the Board of Education.

1. If an individual is performing at an acceptable level and was at his/her current
salary on or before November 1st of the current fiscal year, an Employee’s
salary will increase by the Board-approved amount on July 1st

B.
If an ESP employee is not satisfied with his/her initial compensation level
placement, the employee should send a letter to his/her immediate administrative
supervisor requesting support for a level change. If the administrator supports such a
change, then the administrator should send a letter to the Central Office
Administrative Team (consisting of the Superintendent of Schools and the Assistant
Superintendents) requesting a level change. The letter should include:
1.
2.
3.
4.
5.

a current job description;
significant decision-making responsibilities;
length of service in the current position;
special skill requirements;
level recommended by the administrator; and

6.

any other pertinent information that may prove helpful to the Central Office Administrative
Team.

The Central Office Administrative Team will review the administrator’s recommendation.
The review may include a personal interview with the administrator and/or the
employee as well as such other individuals as may prove helpful to the decision-making
process.

2.02
The administrator and employee will be notified in writing of the Central Office
Administrative Team’s recommendation to the Board of Education normally within
twenty (20) working days after the receipt of the administrator’s recommendation.
If the supervising administrator does not support a level change, the ESP employee
may petition the Superintendent of Schools. The petition shall include items #1 through
#6 above. The Superintendent of Schools shall confer with the Central Office
Administrative Team.
The employee will be notified in writing of the Superintendent’s recommendation to the
Board of Education normally within twenty (20) working days after the receipt of the
employee’s petition. Any further appeal should be addressed to the Board of Education.
C. Each employee shall be notified in writing if he/she is not performing at an
acceptable level. Should the level of performance warrant, the administrator, with
consultation from the Assistant Superintendent for Personnel and Planning, may
develop a plan of assistance designed to specify in writing the nature of the
concern(s), the resources the district will bring to bear to assist the employee to
address the concern(s), and the timeline allowable to complete the plan of assistance.
The administration may, in its discretion, recommend an employee for dismissal based
on unacceptable performance without offering a plan of assistance.
During the correction action phase where the employee is engaged in a plan of
assistance it is the discretion of the Assistant Superintendent for Personnel & Planning
whether the employee will get the annual raise until the plan of assistance is
completed.
At the end of any plan of assistance, there are three possible outcomes. They are:
1. a return to acceptable performance and a recommendation of a salary increase
for the next fiscal year;
2. a return to acceptable performance and a recommendation of no salary increase
for the next fiscal year; or
3. dismissal.

2.03
D.
In the case of items C2 and C3 on this page, the employee may elect to request
a hearing with the Superintendent of Schools. The Superintendent will review the case
to ensure that:
(1) the decision of the administrator was neither arbitrary nor capricious; and
(2) all the appropriate procedures were followed.
If the employee is not satisfied with the decision of the Superintendent of Schools, the
employee may make an appeal to the Board of Education at a closed session. The
decision of the Board of Education will be final.
E.
In the case of item C2 on this page, the employee may request that his/her
salary increase be reinstated after January 1st following the completion of the plan
of assistance. In this instance, the same right to appeal is available to the employee
as indicated in section D above.
F.
All employees will be informed of the proposed compensation increase for the
next fiscal year prior to action taken by the Board.
G. Level Change – Compensation
Individuals who receive a promotion to a higher level of compensation will receive their
new salary by the following:
● Individuals moving up a level due to promotion shall receive no less than a $500
increase above where they would have been on their current level for the
coming school year.
● An involuntary transfer to a lower level which does not affect the employee’s
work year (10 or 12 month to the same) will result in no loss of pay to the
employee. The compensation will be frozen until such time as the employee’s
compensation for the newly assigned level equals or exceeds the frozen
compensation level. Henceforth, the impacted employee’s compensation will
follow the increases associated with the appropriate compensation level.
● An involuntary transfer which does impact the employee’s work year (12 to 10
month, or vice-versa) shall require a compensation pro-rating. An employee who
voluntarily applies for and accepts a position at a lower level will assume the
compensation of the lower level.
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SUMMER PAY/BENEFITS
All full-time ten (10) month ESP employees (30 hours or more per week) hired prior to
March 1st of any given year will have their compensation distributed through the
summer months, unless they request in writing that remaining fiscal year payments be
received in June. It will be necessary to hold back a percentage of the employee’s pay
during the school year in order to pay the employee throughout the summer.
In addition, ESP employees who work 30 hours or more per week and are hired prior to
March 1st of any given year (and who work through the end of the school year) will be
eligible to continue medical, dental, vision, and life insurance coverage through the
summer months at their same cost.
Those individuals hired on or after March 1st of any given school year will not have their
compensation distributed through the summer months.
If the ten (10) month ESP employee’s start date is between March 1st and the last day
of the school year AND the employee works until the last day of the school AND:
1. There is a guarantee of continued employment for the following school year, the
employee will be eligible to receive health and life insurance benefits through
August 31st (insurance premiums will be invoiced separately for the summer
months); or
2. If there is no guarantee of continued employment, the employee receives health
and life insurance benefits only through the end of the school year.
If a guarantee of employment is made to a ten (10) month ESP employee before the
current school year ends, the employee then is eligible to receive health and life
insurance benefits through August 31 st.
If employment for the next school year is offered after the close of the school year in
June, health and life insurance benefits will begin with the start of the next school
year.
If the (10) month ESP employee resigns, retires, or is terminated before the last day of
the school year, the employee’s health and life insurance coverage ends on either the 15th
or 30th depending on the last day of employment. Health and life insurance costs will be
prorated based upon the percentage of work during the school year.

2.05
SENIORITY
Seniority shall be defined as the length of continuous, full-time service within a specific
job classification irrespective of the level attained within that classification. ESP
employees who change ESP positions and/or levels maintain their seniority. Seniority
shall accrue quarterly beginning with the first day of employment within the district. All
those ESP employees beginning their unbroken service to the district during the same
quarter of the fiscal year shall be deemed to have the same level of seniority. Should a
reduction in force need to occur and provided they demonstrate they are properly
qualified and physically and otherwise able to effectively perform the available work the
hire date and evaluation rating will break any ties based on seniority.
Seniority is non transferable between an ESP position and a non-ESP position.
For example, a lunchroom supervisor who has held the lunchroom supervisor
position for three (3) years and becomes a full-time administrative assistant loses
seniority as a lunchroom supervisor. The employee begins to accrue seniority as
an administrative assistant without seniority credit being transferred from his/her
previous lunchroom supervisor position(s) in the district. However, employees in
ESP positions who change ESP positions and/or levels maintain their seniority.
If an ESP employee elects to leave the district or an ESP job classification, said
employee loses seniority due to a break in service.
If an ESP employee is reduced in force (RIF), but reemployed off of the recall list, the
employee does not lose seniority. However, the period of time the employee was on
the recall list does not count toward his/her accumulated seniority

2.06
Arlington Heights School District 25
COMPENSATORY TIME
In compliance with the Fair Labor Standards Act, it is required that all compensatory (comp) time be
documented, approved by an immediate supervisor, AND submitted to the Business Office every month.
Eligible employees will receive a tracking form/spreadsheet via email and must track their comp time as
per below.
Definition of Comp Time
Comp time is an alternative method of overtime payment in lieu of cash. Eligible employees are given 1
hour of comp time for every hour worked beyond their regular work schedule up to 40 hours in a given
week, and then 1½ hours of comp time for each hour of overtime worked over 40 hours in a given
week. A week is defined as Sunday thru Saturday. Refer to Board Policy 5:310 for details and SASP or
TCAP Handbooks for additional information.
Beginning July 1, 2021 an employee may accumulate a maximum of 40 hours of comp time and all
additional hours are paid out at the end of the month (not specifically calculated to the 1st and 30th of
each month since Comp Time Tracker goes by 5-day weeks).
Beginning July 1, 2022 all comp time accumulated and not used prior to July 1, 2022 will be paid out
and all ESP employees will have 0 comp time hours accumulated.
Comp Time Guidelines
● Eligible staff members working at least 7.5 hrs/day will be provided a 30-minute lunch within
the first 5 hours worked. The lunch is not required to be paid. Eligible staff who work through
lunch (with Administrator approval) may record that as ½ hour of comp time. Every effort must
be made to ensure the employee takes their ½ hour lunch.
● The District also provides eligible staff members working at least 7.5 hrs/day with two paid
15 minute breaks. Staff who forego their 15-minute break(s) may not record that as comp
time since they are already paid.
● The minimum amount of extra work in a day that may be considered for comp time is
15 minutes.
● Every effort must be made to use Comp time within the fiscal year in which it was earned.
Recording Comp Time (save the comp time tracking spreadsheet to your desktop)
Using the AHSD25 Comp Time Tracking form, fill in the yellow highlighted areas only (other fields will calculate
automatically).
1. Enter your name and your scheduled weekly work hours (40 or 37.5 per chart).
2. Enter any holidays, vacation days, sick days and/or personal days used during the week (in ½ day
increments)

3. The first time you use the form, you must enter your beginning comp time balance (the calculated
amount will carry forward automatically in the future).

Each month’s beginning balance must match the prior
month ending balance. At the end of each month, submit the completed and signed form to
your Administrator.
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For comp time earned (Must be pre-approved by the Administrator):
● Enter reason for authorized comp time and record starting and ending times by day for comp
time worked rounded to the quarter hour using the 7-minute rule (see chart). Time must be
entered in military time (i.e. hh:mm AM/PM). BE SURE TO SAVE YOUR FILE AFTER YOU MAKE
AN ENTRY.
o
Example: If your day ends at 4PM, but you worked until 5:15PM, you would enter 4:00 PM as the
start time and 5:15 pm as the end time. (Make sure you put a space after the time before you put in AM or PM. You do
not actually need to enter the seconds.) BE SURE TO SAVE YOUR FILE AFTER YOU MAKE AN ENTRY.
For comp time used (Must be pre-approved by the Administrator):
● ·Enter the number of comp time hours taken by day (in quarter hour increments .0, .25, .5, .75)
● Comp time used must also be reported in AESOP
The AHSD25 Comp Time Tracking form will automatically perform all calculations determining your
current comp time balance. At the end of the month, SAVE your file, print your comp time form for that
month, have it signed by your administrator and submit it to the Business Office.

T H O M A S | G R E E N B R I E R | I VY H I L L | O L I V E | P A T T O N
S O U T H | D RY D E N | W E S T G A T E | W I N D S O R

BENEFITS

3.00
BENEFITS - FULL TIME EMPLOYEES
Full-time employees are eligible for medical, dental, vision, and life insurance benefits.
Refer to the district web site at http://www.sd25.org/Page/881 for information about
health insurance, vision insurance, dental insurance, life insurance, COBRA, and
Flexible Spending Accounts. Detailed information is available by logging into the BSwift
online benefits portal. Questions regarding insurance information should be forwarded
to the Benefits Manager at (847) 228-2079.
For benefit information for full-time employees starting after March 1st of any given
school year, please refer to the Summer Pay/Benefits section on page 2.04.

BENEFITS - PART TIME EMPLOYEES
Part-time employees who work at least 30 hours/week are eligible for Medical, Dental,
Vision and Life insurance. Part-time employees who work less than thirty (30) hours per
week are not entitled to Medical, Dental, Vision, and Life Insurance Benefits.
Part-time employees who are expected to work 600 or more hours per year are
entitled to sick leave (see p.3.04) and participation in the Illinois Municipal Retirement
Fund (IMRF).

BENEFITS - ALL EMPLOYEES
The benefit year is the same as the calendar year. Employees eligible for benefits may
only make changes to their benefit elections during the open enrollment period
immediately prior to January 1 each year, unless they have a qualifying life event. By
law, employees seeking to make changes to their benefit elections based on a
qualifying life event have up to thirty (30) days from the life event date to make their
changes. Life event enrollments can be made through the Bswift online benefit portal.

3.01
All employees can participate in the 403b Program (p.3.18).
All employees are covered by the District’s Liability and Worker’s Compensation
Insurance and are entitled to participate in either of the two credit unions (p.3.18).

ILLINOIS MUNICIPAL RETIREMENT FUND
All ESP employees who are expected to work 600 or more hours per year are
enrolled in the Illinois Municipal Retirement Fund (IMRF) at the commencement of
employment with the school district. The Board of Education and the employee
contribute to IMRF. The employee’s contribution is 4.5% of the employee’s reported
creditable earnings. Creditable earnings reported to IMRF are reduced by employee
deductions under the district’s cafeteria plan. As of 01/01/12, employees have the ability
to opt-out of the district’s cafeteria plan. Employees should refer to the IMRF web site at
http://www.imrf.org/ for additional information on benefits.
Employees within five years of retirement are encouraged to attend an IMRF
retirement seminar and make an individual appointment with an IMRF representative to
determine which IMRF benefits are available to the employee.

3.02

LEAVES – FULL TIME EMPLOYEES
All full-time ESP employees are entitled to the following leaves: Personal Business, Jury
Duty, Bereavement, and Sick Leave. Full time employees are defined as employees
working thirty (30) or more hours per week.
PERSONAL BUSINESS
In accordance with board policy 5:330, the Board shall grant full-time employees three
(3) days yearly at full pay that may be used for urgent personal business. Full-time
employees who begin employment after July 1, or after the start of their calendar, will
have their personal days prorated based upon the number of days remaining in the
employee’s calendar.
“Urgent personal business” involves situations beyond the ordinary and with real
importance or urgency which cannot reasonably be controlled or in which it may be
unreasonable to expect matters to be accomplished at times other than school hours.
Except in the case of emergency, advance notice of the necessity for personal leave
shall be given to the principal or immediate supervisor as soon as possible, usually at
least 48 hours prior to the commencement of the leave.
Such leave shall be non-cumulative. Employees may not use personal leave the day
immediately preceding or immediately following a legal holiday, school recess, or day of
non-attendance except in the case of emergency or religious holiday and with
administrative approval. At the end of the school year, any unused personal business
days will automatically be converted into sick days and will be allowed to accumulate
as sick days.
For further information regarding personal business leave, please see your
administrator or contact the Assistant Superintendent for Personnel and Planning
(847) 758-4910.

JURY DUTY
The Board shall pay the regular salary to staff members who work at least 30 hours per
week and are called to serve as jurists or subpoenaed to appear before legal or review
panels as witnesses. The employee should submit the check stub from the jury duty or
subpoena to the Benefits Manager at the District Office.

3.03
BEREAVEMENT
Annually, up to two (2) days of paid leave shall be granted for each incident of death in
the immediate family or household (as defined below).
If travel time is needed, employees may submit a request to the Assistant
Superintendent for Personnel and Planning for up to two (2) additional days of paid
leave.
Bereavement leave for the “immediate family” includes: spouse, father, mother,
children, stepchildren, brothers, sisters, grandparents, grandchildren, grandparents,
step-grandchildren, guardians of either the employee and/or spouse.
Bereavement leave is also allowed for uncles, aunts, nieces, and nephews, of the first
degree (and spouses of the aforementioned relatives) of the employee and/or spouse.
The employee is required to list the relationship in the electronic attendance system
notes when reporting the absence to the supervisor.

INJURY ON THE JOB
Any employee injured on the job while working for the school district must contact their
building administrator immediately and complete the required District 25 paperwork
within 24 hours regarding the details of the injury.
Any employee injured while working for the school district may qualify to file a claim with
Workers Compensation.
The Workers’ Compensation Insurance Company is responsible for approving/ rejecting
all workers’ compensation claims. If the Workers Compensation claim is approved, the
injured employee will receive full salary for the first three (3) continuous working days
missed because of the injury, without deduction from the injured employee’s
accumulated sick leave.
After three (3) days, the injured employee will be deducted one (1) sick day for every
three (3) days missed until he/she returns to work, or he/she may draw upon accumulated
vacation. If the employee does not have any available sick days, the employee’s other
available paid time off will be used in substitution.

3.04
On the days the employee is receiving full pay and Worker’s Compensation benefits the
employees are required to turn over their Workers’ Compensation benefits since they
are earning their full compensation.
Further information regarding injury on the job is available from the Assistant
Superintendent for Business/CSBO (847) 228-2080.
SICK LEAVE
Each full-time employee shall be entitled to a total of fifteen (15) sick days with full pay
per year. Part time employees who work less than full time but more than 600 hours per
year shall be entitled to fifteen (15) sick days prorated based on their percentage of time
worked but no less than 10 day sick leave days per year. Such sick leave shall be
cumulative to 255 days. Each employee with an accumulation of 255 sick days will be
granted an additional fifteen (15) days at the beginning of the school year, bringing the
possible maximum for that employee to 270 sick days. Sick days used during the course
of the school year will be taken from this total. Unused sick days above the 255
cumulative rollover maximum will not be carried over into the next year but are donated to
the District 25 Sick Leave Bank.
Full-time employees that begin after the scheduled start date for their position will have
their sick leave prorated based upon the percentage of their scheduled work year they
work, rounded to the nearest half day.
Example: The work calendar is 221 days from 08/01-06/22.
An employee who starts on 12/01 will work 134 days.
134/221 = .6063 x 15 sick days = 9.1 sick days rounded to nearest half day: 9 days (if the
employee will work more than 600 hours for the remainder of the year, the minimum sick
days allocation would be 10 days)
Sick leave shall be interpreted to mean personal illness, doctor appointments, quarantine
at home, serious illness, or death in the immediate family or household; or birth, adoption,
or placement for adoption. The “immediate family” for purposes of this section shall
include parents, spouse, brothers, sisters, children, grandparents, grandchildren,
parents-in-law, brothers-in-law, sisters-in-law, and legal guardians. The District requires a
physician’s certificate for the use of paid sick leave after an absence of 3 or more
consecutive days for personal illness or up to 30 days for birth or as the District may
deem necessary in other cases. The required physician’s certificate must be received
prior to the employee’s return to work.

3.05
For birth, 6 calendar weeks of sick leave, from the date of birth, can be used provided the
employee has said number of days available in their personal accumulation. Additional
days for birth, if available within the employee’s personal accumulation amount, may be
taken with doctor’s certification of the need for such days. For adoption or placement for
adoption, 30 days of sick leave may be used, provided the employee has said number of
days available in the employee’s personal accumulation amount.
Sick leave for birth or adoption must be used immediately contiguous to the birth or
adoption event.
One sick day will be deducted for each missed workday regardless of the number of
hours scheduled. One half sick day will be deducted when the employee is full time
and has worked 50% of his/her scheduled time for that work day.
Employees returning to work from a significant illness or injury must provide the
Benefits Manager with a release from their physician indicating that they are fit to return
to work. This release is required from the physician if the employee has:
● undergone any surgery, or;
● sustained an injury requiring doctor’s care, or;
● been admitted to or seen at a hospital for any reason, or;
● been absent for personal illness requiring doctor’s care of three consecutive
days or more that brings into question the employee’s fitness for duty.
Should an employee have a question as to whether a release is required, the employee
should contact the Benefits Manager at (847) 228-2079.

3.06

LEAVES – PART TIME EMPLOYEES
Part time employees who work less than full time but more than 600 hours per year (17.5
hours per week) shall be entitled to fifteen (15) sick days per year prorated based on
their percentage of time worked but no less than 10 day sick leave days per year for the
same purposes and under the same provisions noted above for full-time employees.
Part-time employees will be charged a full sick day for each day missed (i.e., their
regularly scheduled hours equal a full day). Such sick leave shall be cumulative to 255
days. Each part-time employee with an accumulation of 255 sick days will be granted an
additional fifteen (15) days prorated based on their percentage of time worked at the
beginning of the school year, bringing the possible maximum for that employee to 270
sick days. Sick days used during the course of the school year will be taken from this
total. Unused sick days above the 255 cumulative rollover maximum will not be carried
over into the next year but are donated to the District 25 Sick Leave Bank.
No other paid leave is available to part time ESP employees.

UNUSED SICK LEAVE DAYS
After an employee terminates or retires from the District, the payroll manager will report
all unused sick leave days for that employee (up to a maximum of 255 days) to IMRF.
Any unused sick leave days exceeding the 255 maximum are forfeited.
Qualified, retiring IMRF employees may qualify for a maximum of one year of
additional pension service credit for unpaid, unused sick leave accumulated with their
last employer. One month of service is credited for every 20 days, or fraction thereof, of
unpaid, unused sick leave not to exceed 255 days (one year). Employees should
contact IMRF for more information.

3.07
DISTRICT 25 SICK LEAVE BANK
The District 25 Sick Leave Bank covers the following employee groups: TCARN, ESP,
Food Services, administrators and all other employees not covered under a collective
bargaining agreement. All individuals, in one of the above employee groups, are
automatically required to become members of the Sick Leave Bank upon date of
employment.
1.
A District 25 Sick Leave Bank Committee will act in all matters that concern the
policies and the administration of the Sick Leave Bank and report its decisions in
writing to the Assistant Superintendent for Personnel and Planning prior to any
payment for extended sick leave. The committee shall be made up of one ESP
representative, one TCARN representative, one Food Services representative, one
administrative representative, and the Benefits Manager.
2.
Employees will enroll in the Sick Leave Bank by donating one sick day to the
Bank at the beginning of each fiscal year (7/1 – 6/30) for the first five consecutive years
of employment. These days will be automatically deducted from the employee’s sick
leave day entitlement. Employees who are not eligible for sick leave benefits are not
entitled to membership in the District’s Sick Leave Bank.
3.
The intent of the Sick Leave Bank is to provide extended sick leave to those
members who experience an extended absence due to the employee’s own prolonged
illness or hospitalization, or the prolonged illness or hospitalization of an employee’s
immediate family member. For the purposes of this policy, “immediate family member”
shall be defined as spouse, children (or other dependents living in your home), parents,
parents-in-law, sons-in-law, and daughters-in-law. The Sick Leave Bank shall not be
available for use in conjunction with any illness due to elective surgery or cosmetic
surgery. In order to be eligible to draw from the Bank, a member must:
● be a contributor to the Bank;
● present a doctor’s certificate of continuing illness, including date that they
are anticipated to return to work;
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● have used all of his/her accumulated sick leave and all other available
compensation days (i.e., personal business days, vacation days, comp time,
etc.).
4.
A maximum number of days available annually (July 1 – June 30) to an
eligible member shall be as follows:
Employee’s Number of Years as a Member
Sick of the District 25 Sick Leave Bank
0–2
3-4
5 to 10
11 to 14
15+

Number of Available
Leave Bank Days
5 per year
10 per year
20 per year
40 per year
60 per year

Each member may make application to draw from the Sick Leave Bank the number of
sick leave days equal to the lesser of: 1) the number of days remaining until the
employee’s anticipated date of return to work; 2) the number of employee work days
remaining in the term; or 3) the maximum number of available Sick Leave Bank days
set forth in the above chart not to exceed twenty days. A member who qualifies for more
than twenty days on the above chart, shall be entitled to such additional days upon the
submission of a doctor’s certificate of continuing illness, including an anticipated date of
return to work, to the Benefits Manager.
5.
Should the total number of days in the Sick Leave Bank ever fall below 100
days, representatives from the member groups and School District 25 representatives
shall meet to assess the viability of the Sick Leave Bank and the potential need for
additional days to be contributed by members of the Sick Leave Bank.
6.
It shall be noted that any medical documentation required herein is requested at
the direction of the Sick Leave Bank Committee for the purpose of determining eligibility
for Sick Leave Bank benefits. The Board reserves the continued right to request any
medical documentation it deems necessary, and/or to require the employee to submit to
additional medical examinations at the District’s expense, subject only to any limitations
existing under applicable law.
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7.
Employees who transfer to other positions within the school district that have
their own Sick Leave Bank are required to begin their membership anew in the new
Sick Leave Bank. No days can be carried over from one Sick Leave Bank to another
within the school district. (Example: ESP employee joins ATA. The employee would
become a member of the ATA Sick Leave Bank and would be required to make the
initial sick day donation over the first five years and adhere to the contract language in
the ATA Professional Agreement.) Donated days are not returned to the employee upon
termination of employment from the district or from an employee group enrolled in the
District 25 Sick Leave Bank referred to in this handbook.
8.
Member employees who have exceeded their maximum sick leave day accrual
(that can be carried over into the next fiscal year) as of June 30th will automatically
have excess days donated to the District 25 Sick Leave Bank.

Directions for Accessing the Sick Leave Bank:
An eligible District 25 Sick Leave Bank member who has used all sick days, personal
days, vacation days, and comp time, may request days from the Sick Leave Bank by
contacting the Benefits Manager at benefits@sd25.org or (847) 228-2079 for an
application for Sick Leave Bank Days (application on next page). The application is also
available on the district’s internal web site.
Upon receipt of an application, the Sick Leave Bank Committee members will review
the request within five business days and determine whether or not to grant the request
for Sick Leave Bank days. The Benefits Manager will contact the employee and the
Assistant Superintendent for Personnel and Planning with the Committee’s decision.
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District 25 Sick Leave Bank
Application for Sick Days
Employee Name

Date

Work Location

Employee Group: (please check one below)
ESP

TCARN

Admin

Food Services

Other
I am applying for available sick leave bank days due to:

my own illness
illness of
immediate
family member

If you checked the illness of immediate family member, please identify the employee’s relationship to the family
member:

Top of Form
Spouse

Parent-in-law

Child

Son-in-law

Parent

Daughter-in-law

Other dependent living in your home – Please explain below:

Please list your anticipated date of return to work per your (family member’s) doctor:
YOU MUST ATTACH A DOCTOR’S CERTIFICATE OF CONTINUING ILLNESS, INCLUDING THE DATE THAT THE EMPLOYEE
IS ANTICIPATED TO RETURN TO WORK.

Employee’s Signature

Date

RETURN COMPLETED APPLICATION TO THE BENEFITS MANAGER

DO NOT WRITE IN THIS SPACE BELOW – OFFICE USE ONLY
Date when this employee has used all available compensation days:
Number of available Sick Leave Bank Days to eligible member if the Sick Leave Bank Committee approves this
application:
Approval Date:
Declined Date:
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3.13
VACATION POLICY (12-month employees only)
On July 1st each full-time twelve (12) month ESP employee will be awarded the
vacation days which will be earned for the whole year (July 1st through June 30th)
based on their years of service as an ESP employee. Vacation days are awarded in
advance of the employee earning them (if you receive twenty (20) days a year, you
will receive twenty (20) days on July 1st).
Vacation days for twelve (12) month ESP employees (regardless of level) accrue based
upon full-time years of experience in the school district regardless of classification and
not upon years of service in a single classification.
For purposes of awarding vacation, an employee who has completed a partial year of
service with six or more months (starting on or before January 1) as of June 30 shall be
considered to have completed an additional year of service.
The following page shows the vacation accrual schedule as well as a few examples of
how this system works.
ESP employees will be able to carry only ten (10) unused vacation days forward into the
next fiscal year. ESP employees will lose any unused vacation days exceeding ten (10)
days. The maximum number of days available as of July 1st will be ten (10) more than
the ESP’s annual allocation noted on the chart found in Section 3.14, below.
Any new, full-time twelve (12) month ESP employee will immediately receive vacation
benefits. Employees starting after July 1st will have their number of available vacation
days prorated based upon their start date. The use of vacation will be based on
approval by the immediate administrator normally not to exceed two (2) weeks per
vacation request. Exceptional circumstances will be taken under consideration by the
administrator. If this situation occurs, the administrator and/or department should be
notified as soon as possible. If the employee uses vacation, retires, resigns and then
returns, or is dismissed before the year ends, the vacation will be prorated and a salary
deduction may be necessary if more vacation is used than is earned.
*ESP employees are classified differently than clerical assistants, custodians/
maintenance staff, lunchroom/playground supervisors, teacher’s assistants, teachers,
administrators, or cafeteria employees.

3.14
VACATION DAYS - 12 MONTH EDUCATIONAL SUPPORT PERSONNEL
YEARS OF SERVICE

1

2

3

4

5

6

7

8

DAYS AVAILABLE *

10

11

12

15

16

17

18

20

* Days are awarded in advance upon employment or on the first day of the new
fiscal year.

EXAMPLE A: Employment History - 7/01/03-6/30/04 Clerical Assistant
7/01/04-6/01/05 10 Mo. ESP Admin Asst
6/02/05-6/30/06 12 Mo. ESP Admin Asst
7/01/06 - 12 vacation days will be awarded
(Service credit as of 7/01/03 as a salaried ESP employee)

EXAMPLE B: Employment History - 01/01/06 New 12 Mo. ESP employee
01/01/06 – will receive 5 days (new employee – days prorated)
07/01/06 -- will receive 10 days for 06/07 fiscal year
07/01/07 – will receive 11 days for 07/08 fiscal year
06/30/08 – employee may carry over 10 vacation days into next fiscal year
07/01/08 -- will receive 12 days (22 days possible maximum assuming that 10
days were carried over from 07/08)
06/30/09 – employee may carry over 10 vacation days into next fiscal year
07/01/09 -- will receive 15 days (25 days possible maximum assuming that 10
days were carried over from 08/09)

3.15
PAID HOLIDAYS
ESP employees receive paid holidays (or days when ESP employees are not required
to work but are paid) in accordance with the Box Calendar approved by the Board for
their specific position for the school year.

RETIREMENT
ESP employees may qualify for an IMRF pension if they have eight (8) years of service
credits under Tier 1, or ten (10) years of service credits under Tier 2 of the IMRF
System.
The tier is determined by the member’s first IMRF participation date. If you first
participated in IMRF on or after January 1, 2011, you participated in Tier 2. If you
participated in IMRF before January 1, 2011, and are enrolled in IMRF after January 1,
2011, you participate in Tier 1. For additional information on “tiers” refer to the IMRF
website at http://www.imrf.org/.
Any ESP employee who meets the following requirements:
● the employee has worked fifteen or more years for District 25
● the last five years of service must be in an ESP position and must be
unbroken service
● employee must be eligible for retirement under IMRF is eligible for a District
retirement incentive based on the following:
● if the employee informs the Department of Personnel and Planning of
retirement one (1) year or more prior to the date of retirement a total of a 6%
increase over the salary in effect the year prior to retirement (EXAMPLE A)
● Salaries are in effect for the fiscal year (starting July 1 and ending June 30)
● if the employee informs the Department of Personnel and Planning of
retirement between six and twelve months prior to the date of retirement a total
of a 3% increase over the salary in effect the year prior to retirement
(EXAMPLE B)

3.16
ESP employees contemplating retirement may elect to be reimbursed for any unused
regularly accrued vacation days available at the point of retirement. In no case will an
employee be reimbursed for more than 30 days of accrued vacation days. Vacation days
that are reimbursed are calculated using the employees base salary and not the
retirement stipend increment.
Any required vacation payment above shall be made after the employee's receipt of
his/her final paycheck for regular earnings and after his/her last day of service.
Employees are encouraged to contact IMRF and schedule a pre-retirement conference
for specific information regarding the Illinois Municipal Retirement Fund pension (Refer to
page 3.01).
An employee planning to retire should notify his or her supervisor at least 2 months
before the retirement date. (Board Policy 5:290)

RETIREMENT EXAMPLES
EXAMPLE A: Employment History (12 Mo. ESP Admin Asst.)
RETIREMENT DATE 06/30/06
Personnel Notified (1) year in advance (before 07/01/05)
07/01/03 - 06/01/04 12 Mo. ESP Admin Asst
* Employee notifies Personnel of their intent to retire at the end of the following
school year 12 months in advance (before 07/01/05)
* Employee meets all the criteria for retirement incentive of 6% increase over the
salary in effect the year prior to retirement (07/01/03 - 06/01/04)
*SAMPLE CALCULATION = 2% increase + 4% retirement incentive = 6% total
above salary in effect the prior year.
07/01/05 - 06/30/06 12 Mo. ESP Admin Asst
* Employee retires 06/30/06
EXAMPLE B: Employment History (12 Mo. ESP Admin Asst.)
RETIREMENT DATE 06/30/06
Personnel notified between 6-12 months prior to retirement date before 01/01/06
07/01/04 - 06/30/05 12 Mo. ESP Admin Asst
07/01/05 - 06/30/06 12 Mo. ESP Admin Asst
* Employee notifies Personnel of their intent to retire at the end of the following
school year between 6 and 12 months (before 01/01/06)
* Employee meets all the criteria for retirement incentive of 3% increase over the
salary in effect the year prior to retirement (07/01/04 - 06/30/05)
*SAMPLE CALCULATION = 2% increase + 1% retirement incentive = % total
above salary in effect the prior year.
* Employee retires effective end of school year 06/30/06
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EXAMPLE C: Employment History (10 Mo. ESP Admin Asst.)
RETIREMENT DATE 04/15/06
Personnel notified 12 months prior to retirement date before 04/15/05
07/01/04 - 06/30/05 10 Mo. ESP Admin Asst
*All 10 Mo. ESP Admin Asst. employees are given a 2% increase above salary in
effect the prior year.
* Employee notifies Personnel of their intent to retire (1) one year or more prior to
the date of retirement 04/15/06 (prior to 04/15/05)
* Employee meets all the criteria for retirement incentive of 6% increase over the
salary in effect the year prior to retirement (07/01/04 - 06/30/05)
*SAMPLE CALCULATION = 2% increase + 4% retirement incentive = 6% total
above salary in effect the prior year.
*SALARY INCREASE takes effect 07/01/05 through retirement date of 04/15/06
EXAMPLE D: Employment History (10 Mo. ESP Admin Asst.)
RETIREMENT DATE 01/01/06
Personnel notified between 6-12 months prior to retirement date before 01/01/06
07/01/04 - 06/30/05 10 Mo. ESP Admin Asst
*All 10 Mo. ESP Admin Asst. employees are given a 2% increase above salary in
effect the prior year.
07/01/05 - 06/30/06 10 Mo. ESP Admin Asst
* Employee notifies Personnel of their intent to retire between 6 and 12 months
prior to the date of retirement 01/01/06 (prior to 07/01/05)
* Employee meets all the criteria for retirement incentive of 3% increase over the
salary in effect the year prior to retirement (07/01/04 - 06/30/05)
*SAMPLE CALCULATION = 2% increase + 1% retirement incentive = 3% total
above salary in effect the prior year.
*SALARY INCREASE takes effect 07/01/05 through retirement date of 01/01/06
The goal of using the fiscal year to begin a new salary is to not incentivize employees to leave
before the school year ends.
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3.19
TAX SHELTERED ANNUITY 403b
All employees have the opportunity to enroll in an approved annuity program at any
time throughout the year.
Review the information and
http://www.sd25.org/Page/881.

forms

available

on

the

staff

website

–

Submit a Salary Reduction Agreement to the Assistant Superintendent for Business
Services/CSBO.

CREDIT UNION
NON-CERTIFIED STAFF
MEMBERSHIP REQUIREMENTS
If you are a non-certified employee of District 25, you may join either the METRO Federal
Credit Union or AAEC Credit Union. Retirees and family members of current employees are
also eligible.

LOCATION
The METRO Federal Credit Union is located at:
2440 E. Rand
Arlington Heights, IL 60004
(847) 670-0456

The AAEC Credit Union is located at:
1104 S Arlington Heights Rd.
Arlington Heights, IL 60004
(847) 392-1922

SERVICES
The following are some of the services offered by the Credit Unions:
METRO

AAEC

Loans
Traveler’s Checks
Savings
Certificates of Deposit
Payroll Deduction
Visa Cards
Cash Cards
Discount Services
Checking Accounts

Loans
Traveler’s Checks
Savings
Special Promotions
Payroll Deduction
Visa Cards
Checking Account
Registered Checks/Notary Service

PAYROLL DEDUCTION
If you wish to have your METRO or AAEC deposit made through a payroll deduction, please
contact the Payroll Department at (847) 758-4885.

EVALUATION

4.00
EVALUATION
Each employee shall be notified in writing if he/she is not performing at an
acceptable level. Should the level of performance warrant, the administrator, with
consultation from the Assistant Superintendent for Personnel and Planning, may
develop a plan of assistance designed to specify in writing the nature of the
concern(s), the resources the district will bring to bear to assist the employee to
address the concern(s), and the timeline allowable to complete the plan of
assistance. The administration may, in its discretion, recommend an employee for
dismissal based on unacceptable performance without offering a plan of assistance.
During the correction action phase where the employee is engaged in a plan of
assistance it is the discretion of the Assistant Superintendent for Personnel &
Planning whether the employee will get the annual raise until the plan of assistance
is completed.
At the end of any plan of assistance, there are three possible outcomes. They are:
1. a return to acceptable performance and a recommendation of a salary increase
for the next fiscal year;
2. a return to acceptable performance and a recommendation of no salary increase
for the next fiscal year; or
3. dismissal.
1200 South Dunton Avenue Arlington
Heights, Illinois 60005

ADMINISTRATIVE ASSISTANT EVALUATION
Employee Name:
Assignment:
Evaluation Made By:
Date:
Directions: For new employees, this review should be completed within the first three
months of employment. A second review during the first year of employment may be made
at the discretion of the administrator. The ESP employee will be formally evaluated on a

yearly
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basis. It is recommended that the administrator and the administrative assistant complete
this form individually prior to their meeting to jointly discuss their individual perspectives. This
form should also be used as a means of developing goals in an effort to focus professional
growth activities.
When the Annual Summary Report is completed, three copies should be made. Both parties
should sign each copy. The original copy should be forwarded to the Personnel Office, the
second copy should be kept in the administrator’s file, and the third copy should be given to the
administrative assistant.
******************************************************************************
Communication/Interpersonal Skills: Appraise ability to convey information and present
ideas clearly and concisely both verbally and in writing; appraise quality of interactions with
others.
Routine: communicates at appropriate times; relates to others in positive ways; uses good
communication skills in both verbal and written formats; chooses listening and response
strategies that enhance the personal interactions required by the position.
q Undeveloped

q Developing

q Operational

Complex: seeks additional information in order to clarify data; demonstrates a knowledge and
understanding of communication skills which convey patience and respect; incorporates ideas
gained from professional growth experiences to enhance communication; fosters effective
relationships.
q Undeveloped

q Developing

q Operational

Comments:
Decision Making/Problem Solving: Appraise ability to think through situations, weigh all
factors involved and make sound decisions.

Routine: recognizes and defines problems within areas of responsibility; makes sound
decisions on routine matters with support of others; uses other sources to seek information;
identifies areas of improvement in office routines.
q Undeveloped

q Developing

q Operational

Complex: can predict outcomes of proposed decisions; outlines solutions to problems;
choose a course of action to find solutions; makes decisions to change practices to improve
clerical, technical, and management systems.
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q Undeveloped

q Developing

q Operational

Comments:

Initiative/ Responsibility: Appraise ability to act on own responsibility in the absence of
instructions; going ahead on own to start needed work.

Routine: identifies and lists routine tasks; initiates and completes routine work with some
supervision; is functional in handling the responsibilities of the job or task at hand; utilizes time
management skills; initiates and completes routine work without supervision.
q Undeveloped

q Developing

q Operational

Complex: accepts responsibility when mistakes are made; seeks additional information
needed to complete an assignment; takes the initiative to develop solutions to problems; is
decisive in difficult areas; demonstrates a willingness to improve in all skill areas; seeks out
additional responsibilities.
q Undeveloped

q Developing

q Operational

Comments:
Organization: Appraise ability to arrange components for maximum efficiency and optimum
results.

Routine: rearranges work schedule to complete routine projects in a timely manner;
recognizes the limitations of current system(s); implements strategies to improve organization
of office systems; prioritizes routine and additionally assigned tasks to be completed within
defined time periods.
q Undeveloped

q Developing

q Operational

Complex: selects strategies to improve organization and work production; applies technology
to organize data bases; find and implements solutions to problems which compromise
efficient office procedures; modifies procedures for collection, sorting, filing, and recovering
information.

q Undeveloped

q Developing

q Operational

Comments:

4.03
Professionalism: Appraise attitude, cooperativeness, and ethical behavior.

Routine: expresses support for colleagues; demonstrates an openness to new ideas and
change; shows a basic understanding of, and demonstrates, ethical behavior; demonstrates a
positive attitude and is cheerful; applies new ideas and changes behaviors.
q Undeveloped

q Developing

q Operational

Complex: recognizes that cooperation is essential for effective team work; selects behaviors
that demonstrate loyalty; understands the role of ethics in the workplace and its impact on the
organization; chooses behaviors that promote harmony within the work group; applies
principles of cooperation within the work group; displays ethical behavior under complex
circumstances; develops new ideas and promotes change designed to meet the needs of the
organization.
q Undeveloped

q Developing

q Operational

Comments:
Quality and Quantity of Work: Appraise thoroughness, accuracy, neatness, and ability to
meet deadlines and produce results.

Routine: recognizes the importance of deadlines and locating errors in finished products;
demonstrates the ability to complete routine work and all assigned reports accurately and on
time; displays the skills for accurately completing assigned reports and daily office routines;
prepares written documents which convey accurate data in a neat and error free format.
q Undeveloped

q Developing

q Operational

Complex: refines and corrects mistakes in work; rearranges schedule to perform additional
assigned tasks; seeks out additional work; recognizes when additional work is needed to meet
requirements; solves problems which interfere with task completion; modifies schedule to
allow time for reviewing reports and completed projects; completes complex tasks efficiently
and effectively; applies standards to improve productivity and quality of work.
q Undeveloped

q Developing

q Operational

Comments:

4.04
Technical: Appraise overall knowledge, skills, and understanding of every aspect pertinent
to the job.
Routine: can demonstrate basic functions; selects appropriate technology to store data,
publish basic information; sends simple messages inter- and intra-system; incorporates new
skills to improve office systems; transfers skills to new programs and technologies; maintains
existing equipment so that it performs to optimum efficiency.
q Undeveloped

q Developing

q Operational

Complex: uses information gained from professional growth activities to develop new skills;
chooses software to solve problems, manipulate data and improve communications; seeks out
professional growth activities to develop advanced skills; seeks to solve maintenance or
performance problems associated with equipment.
q Undeveloped

q Developing

q Operational

Comments:

*********************************************************************************************

Supervisor’s Signature:

Date:

Employee’s Signature:

Date:

My signature confirms that I have read and received all pages of this written evaluation.

4.05
EDUCATIONAL SUPPORT PERSONNEL EVALUATION
A.
It is recognized that a primary objective of the ESP evaluation process is to
improve the quality and efficiency of support to the district. A standardized, consistently
implemented evaluation process is essential to the effective operation of the school
district.
B.
In order for any evaluation process to be effective, it should be understood by all
parties concerned. It is recognized that supervisors and ESP employees have a mutual
responsibility for understanding the entire evaluation process. Supervisors are
responsible for taking a leadership role in acquainting the ESP employee under their
supervision with the procedures and instruments used in the evaluation process. ESP
employees are also responsible for becoming familiar with and maintaining an
understanding of the evaluation procedure.
C.
For new ESP employees, or ESP employees new to a position, an evaluation
should take place within the first three months of employment. A second review during
the first year of employment may be made at the discretion of the administrator. The
ESP employee will be formally evaluated during the second year of employment and
every other year thereafter dependent upon satisfactory performance. An annual
evaluation cycle may be reinstated by the administrator at any time based on job
performance. In all instances, completed evaluations should be turned in to the
Personnel Office prior to the end of the fiscal year.
D.
It is recommended that the supervisor and the ESP employee complete the
Summary Evaluation Report (see following page) individually prior to their meeting to
jointly discuss their individual perspectives. The Summary Evaluation Report should
also be used as a means of developing goals in an effort to focus on professional
growth activities.
E.
When the Summary Evaluation Report Form is completed, three copies
should be made. Both the supervisor and the ESP employee should keep a signed
copy. The third and original copy should be forwarded to the Personnel and Planning
Office to be placed in the employee‘s personnel file.
F.
Should the ESP employee believe the Summary Evaluation Report Form to be
incomplete, inaccurate, or unjust, the ESP employee may submit objections in writing
to the Assistant Superintendent for Personnel and Planning. The objections will be
attached to the Summary Evaluation Report Form in the individual’s personnel file.

4.06
G.
ESP employees may review their personnel file by making an appointment with
the Personnel and Planning Department. Materials placed in an individual employee’s
personnel file may be removed only with the consent of the Assistant Superintendent
for Personnel and Planning or the Superintendent of Schools.
H.
When a favorable comment or document is placed in an ESP employee’s file,
said employee will receive a copy of the document. Should an adverse comment,
document, or reprimand be placed in the permanent file, the ESP employee will be
notified and will be allowed to respond in writing. The employee’s response will be
attached to the document and maintained in the employee’s personnel file.

JOB VACANCIES
AND
REDUCTION IN
FORCE

5.00
JOB VACANCIES
A. It is incumbent upon staff members interested in seeking new positions or

transfers to check the vacancy notices posted on the district’s website:
https://www.sd25.org/Page/1002
B. Should there be any change in the salary level or calendar year for the vacancy

once it is posted, that vacancy shall be re-posted.
C. The job posting shall consist of the following:

Name of the position
Calendar work year; and
Minimum qualifications
D. Individuals interested in being considered for such openings shall complete an

online application and give written notification to the Assistant Superintendent
for Personnel and Planning.

5.01
REDUCTION IN FORCE
Should a reduction in the ESP staff be decided upon by the Board of Education, an
orderly and well-communicated procedure will be utilized to implement such a decision.
Reduction in force of ESP staff will be based upon seniority as defined on page 2.04 of
this manual.
Should a reduction in force be determined necessary, ESP employees will be honorably
dismissed based upon seniority according to the quarter and year in which their
employment began. Should the number of ESP employees beginning employment in a
given quarter and year exceed the number of positions to be reduced, all individuals
employed during the quarter in question will be reduced in force. The district will then
recall individuals from the reduction in force list to fill any vacant positions for which the
recalled employee is qualified. The recall will be based upon seniority and by hire date.
If a reduction in force becomes necessary, the Assistant Superintendent for Personnel
and Planning will meet with the individual(s) to be released before the Board of
Education formally takes action. ESP employees are encouraged to seek further
clarification or direction from their immediate administrator or the Assistant
Superintendent for Personnel and Planning. The Board of Education will receive for
action recommendations of names of ESP employees to be honorably dismissed and
these ESP employees will receive a letter of notification at least thirty (30) days before
the effective date of the RIF by regular mail and either certified mail, return receipt
requested, or personal delivery. The final decision to honorably dismiss any ESP
employee will rest solely with the Board of Education. (For additional information,
reference Board of Education Policy 5:290)
If vacancies occur within the period provided by law, individuals honorably dismissed
will be selected for appropriate positions for which they are eligible and qualified.

MISCELLANEOUS

6.00
ABUSED AND NEGLECTED CHILD
REPORTING
Any District employee who suspects or receives knowledge that a student may be an abused
or neglected child shall immediately report such a case to the Illinois Department of Children
and Family Services. The employee shall also promptly notify the Superintendent or Building
Principal that a report has been made. All District employees shall sign the “Acknowledgement
of Mandated Reporter Status” form provided by the Illinois Department of Children and Family
Services and the Superintendent or designee shall ensure that the signed forms are retained.
Any District employee who discovers child pornography on electronic and information
technology equipment shall immediately report it to local law enforcement, the National Center
for Missing and Exploited Children’s CyberTipline 800/843-5678, or online at
www.cybertipline.com. The employee shall also promptly notify the Superintendent or Building
Principal of the discovery and that a report has been made.
All District employees working with students shall participate in training that specifically
addresses and reviews the detection, reporting, and prevention of child abuse and neglect
according to the requirements of The Abused and Neglected Child Reporting Act. (Board Policy
5:90)

ASSIGNMENT
The Superintendent is authorized to make assignments and transfers of educational support
personnel.

6.01
ATTENDANCE
Regular attendance and punctuality are essential components in the satisfactory performance
of one’s job responsibilities. As an AHSD 25 employee, you are expected to observe working
hours and days. Excessive, unexcused absences are not acceptable. In case of illness or
absence for any reason, an employee must report the absence in the electronic AESOP
attendance system. Detailed instructions can be found under the help tab once logged into your
AESOP page.
Emergency Days
All district ESP employees are expected to report to work on emergency days to assist with
public communication and information sharing. Building level ESP employees should report to
work when it is safe to do so and should coordinate any “make up” time with their building
administrators.

CHANGE OF ADDRESS OR PHONE NUMBER
It is important that the District always maintains accurate information with respect to an
employee’s home address and phone number. This information is necessary for emergency
contacts as well as for mailing of paychecks, insurance information, and other items. It is the
responsibility of the employee to keep his/her supervisor and the Personnel Department up to
date of any changes of address or phone number. Phone numbers that are “unlisted” will be
considered confidential and distributed only to appropriate administrators. Employees are
responsible for updating their own personal information in the BSwift online benefits system.

CONFIDENTIALITY
In the course of your employment you may have access to information about students, other
employees, school district business and/or other school districts. Often this information is to be
kept confidential. If you are uncertain about whether information is confidential, check with your
supervisor BEFORE discussing it with anyone. Breach of confidentiality could result in
disciplinary action up to and including dismissal. (Board Policy 5:130)

6.02
CRISIS RESPONSE PLAN
Each building site has an established Crisis Response Plan. In addition, Crisis Response
Teams have been established to assist in managing tragedies that have significant impact on
the workplace/schools (i.e. student or staff deaths, natural disasters, etc…). All crises are
reported to the Superintendent. During a crisis staff are not to talk to the media. The
Superintendent or administrative designee will distribute all information.

DRUG-AND ALCOHOL-FREE WORKPLACE
All District workplaces are drug- and alcohol-free workplaces. All employees shall be
prohibited from:
1. Unlawful manufacture, dispensing, distribution, possession, use, or being under
the influence of a controlled substance while on District premises or while
performing work for the District;
2. Distribution, consumption, use, possession, or being under the influence of
alcohol while on District premises or while performing work for the District; and
3. Possession or use of medical cannabis.
For purposes of this policy a controlled substance means a substance that is:
1. Not legally obtainable,
2. Being used in a manner different than prescribed,
3. Legally obtainable, but has not been legally obtained, or;
4. Referenced in federal or State controlled substance acts.
As a condition of employment, each employee shall:
1. Abide by the terms of the District policy respecting a drug- and
alcohol-free workplace; and;
2. Notify his or her supervisor of his or her conviction under any criminal drug
statute for a violation occurring on the District premises or while performing work
for the District, no later than 5 calendar days after such a conviction.
District Action Upon Violation of Policy
An employee who violates this policy may be subject to disciplinary action, including
termination. Alternatively, the Board may require an employee to successfully complete an
appropriate drug- or alcohol-abuse, employee-assistance rehabilitation program.
The Board of Education shall take disciplinary action with respect to an employee convicted of a
drug offense in the workplace within 30 days after receiving notice of the conviction.

6.03
Should District employees be engaged in the performance of work under a federal contract or
grant, or under a state contract or grant of $5,000 or more, the Superintendent shall notify the
appropriate state or federal agency from which the District receives contract or grant monies of
the employee’s conviction within 10 days after receiving notice of the conviction. (Board Policy
5:50)

Smoke-Free Facilities
All District facilities and grounds are designated as smoke-free.

EMPLOYMENT AT-WILL
Unless otherwise specifically provided, District employment is at-will, meaning that
employment may be terminated by the District or employee at any time for any reason (other
than a reason prohibited by law) or for no reason at all. Nothing in Board of Education policy or
this Handbook is intended or should be construed as altering the employment at-will
relationship.
Exceptions to employment at-will may include employees who are employed annually, have an
employment contract, or are otherwise granted a legitimate interest in continued employment.
The Superintendent is authorized to make exceptions to employing non-certificated employees
at-will but shall maintain a record of positions or employees who are not at-will and the reason
for the exception. (Board Policy 5:270)

EQUAL EMPLOYMENT
OPPORTUNITIES
Arlington Heights School District 25 provides equal employment opportunities to all persons
regardless of their race, color, creed, religion, national origin, sex, sexual orientation, age,
ancestry, marital status, order of protection status, arrest record, military status or unfavorable
military discharge, citizenship status provided the individual is authorized to work in the United
States, use of lawful products while not at work, being a victim of domestic or sexual violence,
genetic information, physical or mental handicap or disability, if otherwise able to perform the
essential functions of the job with reasonable accommodation, and other legally protected
categories.

6.04
Persons who believe they have not received equal employment opportunities should report
their claims to the Nondiscrimination Coordinator and/or a Complaint Manager for the Uniform
Grievance Procedure. These individuals are listed below. No employee or applicant will be
discriminated against because he or she initiated a complaint, was a witness, supplied
information, or otherwise participated in an investigation or proceeding involving an alleged
violation of this policy or State or federal laws, provided the employee or applicant did not make
a knowingly false accusation nor provide knowingly false information. (Board Policy 5:10)

WORKPLACE HARASSMENT
The school district expects the workplace environment to be productive, respectful,
and free of unlawful 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.
Arlington Heights School District 25 provides employees an employment environment
free of unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct, or communications constituting sexual harassment as defined and
otherwise prohibited by state and federal law.
District employees shall not make unwelcome sexual advances or request sexual
favors or engage in any unwelcome conduct of a sexual nature when: (1) submission
to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; (2) submission to or rejection of such conduct by an
individual is used as the basis for employment decisions affecting such individual; or
(3) such conduct has the purpose or effect of substantially interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive working
environment. Sexual harassment prohibited by this policy includes verbal or physical
conduct. The terms intimidating, hostile, or offensive include, but are not limited to,
conduct that has the effect of humiliation, embarrassment, or discomfort. Sexual
harassment will be evaluated in light of all the circumstances.
A violation of this policy may result in discipline, up to and including discharge. Any
person making a knowingly false accusation regarding sexual harassment will likewise
be subject to disciplinary action, up to and including discharge.
Aggrieved persons, who feel comfortable doing so, should directly inform the person
engaging in sexually harassing conduct or communication that such conduct or
communication is offensive and must stop.
Employees should report claims of sexual harassment to the Nondiscrimination
Coordinator and/or use the Board policy 2:260, Uniform Grievance Procedure.
Employees may choose to report to a person of the employee’s same sex. There are

6.05
no express time limits for initiating complaints and grievances under this policy;
however, every effort should be made to file such complaints as soon as possible,
while facts are known and potential witnesses are available. (Board Policy 5:20)
There are no express time limits for initiating complaints and grievances under this
policy; however, every effort should be made to file such complaints as soon as
possible, while facts are known and potential witnesses are available.

Nondiscrimination Coordinator:
Dr. Brian Kaye
(847) 758 – 4900

Complaint Managers:
Dr. Brian Kaye
(847) 758 – 4900

Diane Kaffka
(847) 758 – 4875

6.06
FINAL PAYCHECK
A terminating employee’s final paycheck will be adjusted for any unused, earned vacation
credit. Employees are paid for all earned vacation. Terminating employees will receive
their final pay on the next regular payday following the date of termination, except that an
employee dismissed due to a reduction in force that completes the school year and will
not return the following year shall receive his or her final paycheck on or before the next
regular pay date following their last day of employment.

RESIGNATION
An employee is required to provide 2 weeks’ notice of a resignation. A resignation notice
cannot be revoked once given.

WORKPLACE HARASSMENT
The School District expects the workplace environment to be productive, respectful, and
free of unlawful 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.
Arlington Heights School District 25 provides employees an employment environment
free of unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct, or communications constituting harassment as defined and otherwise
prohibited by State and federal law.
District employees shall not make unwelcome sexual advances or request sexual favors
or engage in any unwelcome conduct of a sexual nature when: (1) submission to such
conduct is made either explicitly or implicitly a term or condition of an individual’s
employment; (2) submission to or rejection of such conduct by an individual is used as
the basis for employment decisions affecting such individual; or (3) such conduct has the
purpose or effect of substantially interfering with an individual’s work performance or
creating an intimidating, hostile, or offensive working environment. Sexual harassment
prohibited by this policy includes verbal, written, or physical conduct. The terms
intimidating, hostile, or offensive include, but are not limited to, conduct that has the effect
of humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in light
of all the circumstances.

6.07
A violation of this policy may result in discipline, up to and including discharge. Any
person making a knowingly false accusation regarding harassment will likewise be
subject to disciplinary action, up to and including discharge.
Aggrieved persons, who feel comfortable doing so, should directly inform the person
engaging in harassing conduct or communication that such conduct or communication is
offensive and must stop.
Employees should report claims of harassment to the Nondiscrimination Coordinator
and/or use the Board policy 2:260, Uniform Grievance Procedure. Employees may
choose to report to a person of the employee’s same sex. There are no express time
limits for initiating complaints and grievances under this policy; however, every effort
should be made to file such complaints as soon as possible, while facts are known and
potential witnesses are available (Board Policy 5:20).
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