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Township High School District 211
1750 South Roselle Road
Palatine, Illinois 60067-7336
Telephone: (847) 755-6600
Website: adc.d211.org

Exceptional Opportunities.  Innovative Teaching. Exceptional Learning.

DEAR STAFF MEMBER, 

This Policy and Procedure Handbook summarizes Township High School District 211 procedures and 
Board of Education policies for staff members. It was designed to make information about the District’s 
policies and procedures accessible to all staff members and, in some cases, the complete policy 
statements have been abridged.  All policies cited include a letter reference to the complete Board 
policy. The District’s policies are easily accessible online at the following link: https://go.boarddocs.
com/il/thsd211/Board.nsf/Public.

If you would like additional information about the District’s policies and procedures or their application, 
please contact your principal.  

Sincerely,

Lisa Small
Superintendent
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Township High School District 211 serves the needs of our 
diverse community by providing relevant and rigorous learning 
experiences, opportunities for involvement and strong support 
systems that empower all students to reach their full potential.

Approved by the Board of Education: May 26, 2022

Communication and Accountability
We value providing thorough and accurate information for all stakeholders through a transparent, open 
exchange of information and perspectives.

Equity and Inclusion
We value the individuality of each person and create a sense of belonging by ensuring access, opportunity 
and support. 

Financial Integrity
We value strong fiscal management and operational efficiency to optimize resources throughout the 
organization. 

Innovation and Learning 
We value engaging, high-quality experiences in and outside of the classroom to support all aspects of 
student and staff development.

Safety, Wellness and Respect
We value safeguarding the welfare of our students and staff by providing a positive and respectful 
environment and cultivating the physical, social and emotional well-being of all.

TOWNSHIP HIGH SCHOOL DISTRICT 211 
MISSION STATEMENT

TOWNSHIP HIGH SCHOOL DISTRICT 211 
VALUE STATEMENTS
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Board of Education
Anna Klimkowicz, President

Steven Rosenblum, Vice President

Kimberly Cavill, Secretary

Michelle Barron

Curtis Bradley

Peter Dombrowski

Tim Mc Gowan

Board of Education Responsibilities

The Board of Education has complete and final 
control over local school matters subject only to 
limitations imposed by State and Federal law.  No 
one member or group of members may act in the 
name of the Board.

Major responsibilities of the Board of Education 
are to express and represent the view of the 
community in matters affecting education, 
determine education standards and goals, adopt 
policies for the administration of the school system, 
employ a Superintendent of Schools, authorize the 
appointment of teachers and other staff members, 
approve curriculum, secure money for school 
operational needs and building programs, and 
authorize expenditures.

Board of Education Membership

The Board of Education is composed of seven 
members elected by citizens of the school district.  
A Board member receives no salary and may seek 
reelection to any number of terms.

School board elections are held and regulated by 
State mandates.  To be a qualified candidate, a 
person must be a registered voter, 18 years old or 
older, and a resident of the State and the district 
for at least one year immediately preceding the 
election.

Board officers are chosen by the members.
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James Britton
Director of Human Resources

Renée Erickson
Director of Special Education

Jacquese Gilbert
Director of Summer School & Community 
Outreach

David Grelyak
Facilities & Energy Manager

Danielle Hauser
Director of Student Services

Matthew Hildebrand
Director of Administrative Services

Erin Holmes
Director of Communications

Mary Pat Krones
Assistant Director of Special Education

Helen MIller
Director of Business Services

Diana Mikelski
Director of Transportation

Sandra Mir Imes
Accounting Supervisor

Michele Napier
Director of College and Career Readiness

District Administration

Barbara Peterson
Controller & Treasurer

LaShaunda Sandifer
Director of Diversity, Equity and Inclusion

Anita Seaholm
Human Resources Assistant

Rickey Sparks
Director of Facilities & Purchasing

Lindsay Celaya
Assistant Director of Special Education

Katie Weir
Director of Food and Nutrition Services

Eric Wenckowski
Director of Athletics & Activities

Francesca Anderson
District 211 North Campus Program Administrator

Jessica Orstead
Higgins Education Center Program Administrator

Patrick Abraham
Transition Services Coordinator

Teresa Brandt
North Campus Administrator

Lisa Small
Superintendent

Gary Gorson
Chief Technology Director

Lauren Hummel
Chief Operating Officer

Joshua Schumacher
Assistant Superintendent for Curriculum & Instruction
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Palatine 
High School

William Fremd 
High School

James B. Conant 
High School

Schaumburg 
High School

Hoffman Estates 
High School

Principal Tony Medina Mark Langer Julie Nowak Brian Harlan Michael Alther

Assistant Principal
Activities Kim Glaser Michael Smith Jeannette Ardell Kendra Letzal Thomas Mocon

Assistant Principal
12-Month Lead Michelle Bremehr Aaron Pollack Dane Henning Anthony Ganas Thomas Barlow

Assistant Principal
10-Month

Travis Hastings
Alex Miramontes

Zia Nathan

Kevin Farrell
Scott Newmark

Monte Holt
Kim Davis

Whitney Gbur
Jake Hughes

Brittany Berleman
Charles Nichols

Dean of Students Robert Heitz
Liza Sullivan Jennifer Wrzala Katie Sall Chris Rafaj Delaina Heracklis

Thomas Moore

Student Services 
Director Fred Rasmussen Tracy Bafia Brigit Cain Yassila Delgado Jennifer Beers

Athletic Director Luis Arroyo
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Emergency days – May 27 through May 30 will serve as emergency days in the event district schools are 
closed for five or more student attendance days.

Approved by the Board of Education: November 10, 2022
Revised: October 19, 2023: PA103-0467 declared November 5, 2024 a state holiday.

School Calendar 2024-2025
Township High School District 211

First Semester
2024
Wednesday, August 7 Teacher Institute – No Classes

Thursday, August 8 Teacher Institute – No Classes

Friday, August 9 Opening Day of School

Monday, August 12 Opening Day of School

Monday, September 2 Labor Day – No School

Monday, October 14 Columbus Day – No School

Tuesday, November 5 Election Day State Holiday – No School

Wednesday, November 27 Non-Attendance Day – No School
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ABUSED AND NEGLECTED CHILD REPORTING ACT

All employees of Township High School District 211 are designated as mandated reporters under the Abused and 
Neglected Child Reporting Act (Ill. Rev. Stat. 1985, ch. 23, pars. 2051 et seq.) Mandated reporters are required to 
report or cause a report to be made to the child abuse Hotline number (1-800-25A-BUSE) whenever an employee 
has reasonable cause to believe that a child, known to the employee in professional or official capacity, may be 
abused or neglected.  The toll-free Hotline number operates 24-hours per day, 7 days per week, 365 days per 
year.  This number is posted in all schools and buildings in the District.  
The primary concern of the District is the child’s safety and well-being.  Since child abuse and neglect is a serious 
and confusing issue, the District realizes that there is great difficulty in sorting out what can be constituted as child 
abuse or neglect.  We do not expect one person to have to make this determination.  This is a role is reserved for 
the Department of Children and Family Services.  Any school employee who believes that a case of child abuse or 
neglect exists should communicate this concern immediately to the number listed above and the administration 
at their school or facility.
The privileged quality of communication between me and my student, patient or client is not grounds for failure to 
report suspected child abuse or neglect.  If a mandated reporter willfully fails to report suspected child abuse or 
neglect, the person may be found guilty of a Class A misdemeanor on the first offense. 
If a report is made of a suspected case of child abuse or neglect, employees will have complete legal immunity if 
the report was made in good faith.  Employees’ names will be kept confidential.  

EMPLOYMENT
DEFINITIONS (GCA)
Full-Time Teacher —	 An instructor whose primary assignment is teaching and supervision of
				    students on a full-time basis for a school year.
Substitute Teacher —	 	 A teacher assigned daily to replace a regular teacher who is absent (usually a
				    full day assignment).
Homebound Teacher —	 A teacher whose assignment is teaching a child at home or in a hospital
			   because the child is physically disabled or otherwise unable to attend school.
Part-time Teacher —	 	 A teacher who is assigned less than the full daily teaching assignment, or who
				    is employed after November 1, regardless of teaching load.

PERSONNEL FILE (GBL)

All teaching credentials must be renewed and registered, as required, by the individual teacher.
Each teacher’s personnel file is maintained at the District administration center.  Access to this file is granted to 
the individual concerned and to those who have a direct responsibility for the evaluation and supervision of the 
individual.  However, all confidential references (i.e. credentials) in the file will be treated as entrusted communication 
and will be withdrawn prior to examination by the teacher.  A teacher who wishes access to his/her file should call 
the district human resources office for an appointment.
Each teacher is individually responsible for maintaining current data (transcripts, records of credit, and personal 
information) and for reporting changes as they occur.

EMPLOYMENT OF RELATIVES (GBCA)

The spouse, domestic partner, children, and near relatives of any employee may also be employed in the same 
building provided joint recommendation of the principal and Superintendent is given.

TEaCHER & EMPLOYMENT & RESPONSIbILITIES
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experience and the number of years completed in District 211. Preference is given to those who hold a master’s 
degree and those willing to teach the entire summer.

SOPPA (JOA)

The Student Online Personal Protection Act (SOPPA) is a state law governing and protecting the privacy and security 
of student data when it is shared with and collected by educational technology companies. SOPPA regulates these 
companies that provide web-based sites, services and online and mobile applications that are used primarily for 
K to 12 educational purposes in our schools. 

Currently, SOPPA provides various prohibitions and responsibilities to these companies. The law has important 
provisions that prevent companies from engaging in targeted advertising to students, amassing a profile on students, 
selling or renting student information, or using student information except in limited ways. Additionally, companies 
must meet certain security requirements when storing student data, delete student data when requested by the 
district, and maintain a public privacy policy. 

SOPPA also places responsibilities on schools, including requiring data-sharing agreements with many of these 
companies, and gives parents certain rights when it comes to their children’s data.   

District 211 always uses robust security measures to protect student data. The District has adopted a SOPPA policy 
governing our implementation of SOPPA and identifying who at the District can enter into data-sharing agreements 
with vendors. Individuals also can view all outside agreements with District vendors and the data elements subject 
to being shared with each vendor. For more information and direct links to these details, visit the SOPPA page 
under the “Parents” tab on the District 211 website, adc.d211.org. It will detail the law and the District’s role fully. 

That page also includes information on how parents can request to inspect and review their student’s covered 
information, and the protocol for the unlikely situation in which data is breached. 

For more details about SOPPA, please contact privacyofficer@d211.org.

RESPONSIBILITIES

RESPONSIBILITY OF SCHOOL PERSONNEL (KA)

An effective educational program requires the services of men and women of integrity, high ideals and human 
understanding. To maintain and promote these essentials, all employees of District 211 are expected to maintain 
high standards in their school relationships. These standards include the following:

A.	 The maintenance of just and courteous professional relationships with pupils, parents, staff members and 
others.

B.	 The maintenance of their own efficiency and keeping abreast of the developments in their fields of work.

C.	 The transaction of all official business with the properly designated authorities of the school system.

D.	 The establishment of friendly and intelligent cooperation between the community and the school system.

E.	 The representation of the school system on all occasions so that the contributions of the school system to the 
community are recognized.

F.	 The placement of the welfare of children is the first concern of the school system. Appointments to positions 
and promotion must be based solely on merit.

G.	 Restraint from using school contracts and privileges to promote partisan politics, sectarian religious views, or 
selfish propaganda of any kind.

H.	 Directing any criticism of other staff members or any department of the school system. Such constructive 
criticism is to be made directly to the particular school administrator who has the administrative responsibility 
for improving the situation and then to the Superintendent if necessary.

http://adc.d211.org
mailto:?subject=
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I.	 The proper use and protection of all school properties, equipment material.

TEACHER RESPONSIBILITIES (GCA)

A teacher has a variety of responsibilities to various individuals involved in the school process. Specific duties are 
centralized around students, parents, and other staff members and include:
1.	 To direct and evaluate the learning experiences of students in both curricular and extracurricular activities and 

to encourage and motivate students in learning.
2.	 To provide guidance to students which will promote the student’s welfare and proper educational development.
3.	 To be responsible for absence reporting.
4.	 To be in attendance on a daily basis.
5.	 To maintain timely communications and liaison with the parent.
6.	 To cooperate with and participate in the planning and evaluation of the school program.
7.	 To take part in the in-service education program of the school system.
8.	 To provide for the care and protection of school property.
9.	 To maintain professional working relationships with colleagues.
10.	 To stay current in subject area and methodology.
11.	 To perform other duties as assigned.

CORPORAL PUNISHMENT AND USE OF PHYSICAL FORCE (JGA)

The use of corporal punishment shall not be permitted, consistent with Section 24-24 of the Illinois School Code.  
The Board of Education recognizes that certain circumstances may arise which make it necessary and prudent for 
a staff member to exercise reasonable physical force in order to maintain safety for students, school personnel or 
other persons, as permitted by the Illinois School Code.  The Board of Education will expect a staff member to use 
the minimum necessary force to restrain a student for the following purposes:
1.	 To quell a disturbance threatening physical injury to others.
2.	 To obtain possession of weapons or other dangerous materials upon a pupil or within the control of a pupil.
3.	 For the purpose of self-defense.
4.	 For the protection of persons or property.
5.	 To maintain order among students.
Any such acts shall not be construed to constitute corporal punishment within the meaning and intention of this 
policy.
In the incident of a physical altercation between students, staff is expected to:
•	 Announce yourself as a school staff member and instruct the parteTm
4P <<0(INB)729 Tm
[(policy)57 (.)]TJ
ET
EMC 
/P 93restrain a st
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The teacher must develop a classroom climate conducive to the freedom of expression and must see that all sides 
of the issue under discussion are fairly represented. (For example: the study of social issues will often necessitate 
the use of materials written from extreme as well as moderate viewpoints.) It is the responsibility of the teacher to 
allow for free exchange of ideas and views and to avoid indoctrination of his/her own philosophy in the classroom.
Guidelines for determining whether a controversial issue or material should be presented in the context of an 
educational experience for a class or an individual student are as follows: 
1.	 Is the issue or material within the maturity level of the students and within their area of interest?
2.	 Can the concepts of the lesson being taught be presented differently or with different materials of equal 

quality, but with less controversy?
3.	 Is the issue being presented of social significance, is it timely for this course and grade level, and will the 

information acquired about it be of continuing usefulness?
4.	 Is the issue one for which adequate study materials can be readily obtained in order to present the subject 

from all its aspects?
5.	 Can adequate time be allocated to the study to justify its presentation and assure its effectiveness?
6.	 Have community customs and attitudes been considered?
7.	 Is the issue one which the teacher feels capable of handling successfully from a personal standpoint?
Weighing the answers to these questions will enable a teacher to make a rational judgment as to the propriety 
of presenting controversial materials or issues to a class of students. Obviously, the decision is subjective, 
and the teacher must decide whether the concepts to be presented are important enough to the educational 
experiences of the students to outweigh the expense of possible criticism and attack from some segments of 
the public.
Careful consideration of these guidelines and consultation with the department chair and principalship will give 
foundation to a teacher’s decision to teach the issue and will provide a solid rebuttal to any complaints that may 
be filed.
The procedure for addressing complaints is as follows:
Instructional materials are available for review.  Should the parents of a student feel that instructional material to 
be used in a classroom is not appropriate for their child, they may arrange a meeting with the classroom teacher 
to review possible alternative materials or lessons for their child. 
A.  Should a parent of a student wish to challenge the appropriateness of instructional materials for students in 

general under the Guidelines for the Evaluation of Instructional Materials, they shall file with the Principal a 
completed signed form giving the exact nature of the concern. Forms for this purpose are available from the 
Principal’s office. If a concern is raised directly to a teacher, administrator, the Board of Education as a whole, 
or to a Board member as an individual, it shall be referred back to the Principal.

B.  Upon receipt of a written signed concern, the Principal shall conduct an investigation to evaluate the concern.  
During the investigation, the Principal  may include a teacher and department chair in the review process.  The 
Principal will make an effort to explain the situation and settle the concern in this first level of contact.
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to nor connected with the same school building to which the complaint is made. If a hearing officer is used, 
the hearing officer will prepare a report for the Board of Education. The Board of Education may, at its option, 
conduct the hearing. At its next regularly scheduled meeting, the Board of Education, on the basis of the hearing, 
may take any action it deems appropriate.

RESPONSIBILITIES RELATED TO POLITICAL ACTIVITIES 
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HEALTH POLICY

HEALTH INSURANCE
The District offers comprehensive health insurance plans for employees that work at least four hours a day, five 
days a week or for licensed employees who work at least half time (0.5).  For licensed employees less than half-
time insurance may be purchased at the COBRA equivalent rate.

DENTAL INSURANCE
The District offers dental insurance for employees that work at least four hours a day, five days a week or for 
licensed employees who work at least half time (0.5).  For licensed employees less than half-time and non-licensed 
employees less than full time, dental insurance may be purchased at the COBRA equivalent rate.

WELLNESS AND PREVENTATIVE SCREENINGS
Employees eligible for District health insurance are eligible to participate in the District’s wellness program.  Employees 
that participate in the annual wellness screenings are eligible for a wellness credit that is applied directly to their 
annual insurance premium rate. 

FLU SHOTS
Flu shots are provided for District 211 employees.  The shots are given prior to the flu season by the nurse in each 
building.  The inoculation date will be announced by the principal and/or nurse.

LIABILITY INSURANCE (GCBC)
Liability insurance in the amount of $30,000,000 is provided for all District employees for negligent acts that they 
may commit in connection with the operation of the schools and that result in injury to a person or property.
Employees who operate school owned vehicles for school business are provided public liability and property 
damage insurance for negligent acts in the amount of $30,000,000.

LIFE INSURANCE
The District provides basic life insurance coverage to all licensed employees and all full time non-licensed 
employees in the amount of one time the individual’s annual base salary rounded up to the next $1,000, with a 
minimum benefit amount of $50,000.   Basic life insurance coverage amounts reduce by 50% at the age of 70.   If 
you are eligible for basic life insurance, you have the opportunity to purchase additional life coverage for yourself 
and your dependents at group rates.

LONG-TERM DISABILITY
The District provides long-term disability insurance to all licensed employees who work at least half time (0.5) and 
all full time non-licensed employees.  The benefit provides up to 60% of his/her annual base salary with a benefit 
waiting period of 180 days.  If approved, this benefit would begin on the 181st day of the disability and will be 
coordinated with the TRS or IMRF disability plan.

DEATH BENEFIT
Faculty members who die at anytime in a school year between the first day the employee is to report to work 
and the final day of work for that school year for that employee, the remaining base salary for the regular school 
year that has not been paid to the employee shall be paid to the spouse and/or estate in a manner that grants the 
spouse and/or estate payment on a desired timeline.  In addition, if the faculty member was enrolled in a District 
health insurance plan and qualified beneficiaries elect to continue that insurance coverage pursuant to COBRA, 
the District shall not charge the qualified beneficiary the COBRA premium for that plan for one calendar year from 
the date of the employee’s death.
Please refer to the Master Contract for additional benefit information.

GRADUATE WORK REQUIRED
Teachers and counselors who were hired into that role prior to the 2024-2025 school year must secure at least six 
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TUITION REIMBURSEMENT (GCBC)
Teachers who earn graduate credits in college and university courses recommended by the principal and approved 
by the Superintendent shall be reimbursed at the annual approved rate to the extent of tuition paid for the courses 
in cases where: a.) individual participation in the course has been recommended by the principal; b.) the course 
was approved by the Superintendent prior to the first day of class; and c.) a grade of “B” or higher was earned.  A 
paid receipt for tuition and an official transcript of credits earned will be required in connection with each claim 
for reimbursement.  All courses must be approved in advance.  Application forms are provided for this purpose.
The following guidelines apply to courses approved for tuition reimbursement.
1.	 Tuition reimbursement is only available for courses taken beginning the summer preceding their first year of 

tenure for teachers hired as of the 2024-2025 school year.
2.	 No course will be approved for tuition reimbursement if it involves release time.
3.	 Generally, courses qualifying for tuition reimbursement will be those which coincide with the normal 

university’s calendar.
4.	 Teachers will be limited to a maximum of six (6) graduate hours each semester during the school year and 15 

graduate hours during the summer.
5.	 Graduate courses which do not coincide with the normal university’s calendar will be considered as clinics.  

The following exceptions will be made to this guideline:
a.	 Courses sponsored by District 211.
b.	 Courses endorsed by the Administrative Council which are sponsored through a local education 

cooperative or a university.
c.	 Courses approved as exceptions will be expected to meet a minimum of 10 classroom hours per 

semester credit.
d.	 During university summer sessions, courses offered in condensed time periods will not be considered 

clinics, with the exception of one-day courses, which will be considered as clinics.
6.	 Teachers will be limited to six (6) semester hours of clinics.
7.	 Teachers will be limited to a maximum of six (6) hours of courses oriented toward extracurricular activities or 

coaching, except for physical education teachers.
8.	 Teachers will be limited to a maximum of twenty-one (21) semester hours of on-line (Internet) graduate courses.
9.	 Master’s degrees must be earned in the teacher’s major subject field or in the teaching of that subject.  However, 

the Superintendent may approve work outside of the teacher’s subject for tenured teachers.  These credits 
must be recommended by the department chair and principal before being submitted to the Superintendent 
for final approval.

The procedure for obtaining tuition reimbursement is:
1.	 Secure the pre-approval form from the office of your principal.
2.	 Read, complete in full, and sign the form.
3.	 Submit the form prior to the start of the graduate coursework to the following: department chair, principal, 

Superintendent.
4.	 The Superintendent’s office will notify you if the request has been approved or disapproved and, if disapproved, 

for what reason.  The request will be filed in the Human Resources Office.
5.	 Upon enrollment in the course(s), the teacher must send the original receipt of tuition paid for the specific 

course(s) to the Human Resources Office. Failure to do so before completion of the course(s)will cancel the 
reimbursement process.

6.	 After successful completion of the course(s), the teacher must send an official transcript to the Human Resources 
Office. Transcripts must be received no later than three months after the completion of the course. Failure to 
do so will cancel the reimbursement process.

7.	 Reimbursement shall be made for any approved course within 30 days of submission to the Human Resources 
Office of a paid tuition receipt and an official transcript showing a course grade of “B” or higher.

PROFESSIONaL GROWTH & TENURE
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8.	 Teachers who reach the MS, MS + 30, or MS +30/+12 level should notify the Human Resources Office in writing.  
The Human Resources Office will verify the degree and initiate the proper forms in order to adjust the teacher’s 
salary.

In the case of leave of absence for one year to secure a degree, the District will make payment, if course work is 
pre-approved, for one-half the tuition reimbursement rate on October 15 of the year returning and the balance on 
October 15 of the following year, should the teacher elect to return to the District.  For information on professional 
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RED ROVER
District 211 uses an automated service called Red Rover to record leaves and manage substitute assignments within 
the district. This service utilizes both the telephone and the Internet through which staff can report absences 24 
hours a day, 7 days a week. If an emergency arises after 10 p.m. or before 5:30 a.m., notify your immediate supervisor. 

Staff members should submit all requests for leaves through Red Rover by reporting their absence using the online 
system http://app.redroverk12.com or the Red Rover mobile app.

Through the website, staff are able to enter absences, review absences, update personal information, and exercise 
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Superintendent will provide a written rationale to the unit member and copied to the Union President.

All employees who have worked at least 1,000 hours with the District during the prior 12-month period may receive 
an additional 5 days of unpaid leave for the death of an immediate family member or for reasons as specified by 
the Family Bereavement Leave Act. If an employee has paid sick leave or personal days available, the paid sick or 
personal leave may be substituted for the unpaid leave. The leave shall be administered consistent with the Family 
Bereavement Leave Act and may not exceed unpaid leave time allowed under the FMLA.

PERSONAL LEAVE
According to the collective bargaining agreement, each full-time teacher shall be entitled to four (4) days of personal 
leave during each school year to deal with matters that cannot be completed during non-school days or hours.  No 
more than two (2) personal days may be taken during any three (3) consecutive work days.  Staff members shall 
notify their supervisor/principal in sufficient time to permit coverage of staff member’s responsibilities.  Such leave 
shall not be available on days immediately prior to or after school holidays, and shall not be available during the 
first or last week that school is in attendance, provided that personal leave may be used during the first week of 
school to transport children to an institute of higher learning.  Unused personal leave shall be accumulated as sick 
leave.  Application for leave must be made and submitted through absence management for approval.  

LEAVE FOR OUT-OF-DISTRICT PROGRAMS (GCBD) 
Release time to participate in out-of-district programs may be granted by the superintendent. If approved, the staff 
member may be given a choice of being paid for the time missed and turning over to the district any honorarium 
payment less travel, or taking a pay dock for the time missed and keeping the honorarium received.

JURY DUTY (GCBD)
After due notice, the superintendent may grant leave at full pay for a staff member to be absent from assigned 
responsibilities for the purpose of fulfilling jury duty.

LEAVING SCHOOL GROUNDS (GCBD)
Teachers who must leave the building during the day should check out at the school office.  The use of a preparation 
period for business outside the school should be limited.  During preparation periods, teachers are expected to 
be in the department office or the teacher’s lounge.

SEPARATION POLICY
RESIGNATION (GCPB)
Employees who for any reason intend to resign or who intend to retire are encouraged to indicate their plans to 
the Superintendent as soon as plans become firm and the decision to leave the district is made.  Resignations 
become effective at the end of the school year in which they are submitted.  Resignations to become effective 
earlier than at the end of the school year require a release by the Board of Education and must be considered on 
an individual basis.  A resignation which is intended to become effective before the end of the school year shall 
become irrevocable upon tender to the Superintendent until acted upon by the Board of Education.  Resignations 
are to be directed to the Superintendent.

DISMISSAL (GCPD)
Licensed personnel are dismissed only after reasonable efforts to assist the employee to achieve standards of 
professional competence have been undertaken. *
Procedures for the dismissal of licensed employees are governed by state law and all actions of the school district 
and the Board of Education, as well as the rights and privileges of employees, are identified in the Illinois School 
Code.
*Refer to TEACHER EVALUATION DOCUMENT
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The District recognizes that social media and electronic communication may be useful tools for employee /student/
parent/community communication about educational matters.  Although the rise of media and communication tools 
creates opportunities for communication and collaboration, it also creates responsibilities for District employees.
Forms of electronic communication covered include, but are not limited to, communication via:  telephone, text 
messaging, electronic mail, facsimile, instant messaging, digital communication, and social media.  Communication 
types may also include text, audio, video, images or other multimedia formats.  Personal technology devices refer 
to any electronic or application that is not owned, leased or provided by the District.
Employees using any form of social media or electronic communication must abide by all District policies and legal 
requirements.  Employees may not:
1.	 Disclose student record information;
2.	 Engage in any communication or activity which violates any District policy;
3.	 Create, post or transfer any discriminatory, confidential, threatening, libelous, obscene or slanderous
	 comments about the District, its employees, students, parents, or community members;
4.	 Publicize, disclose, distribute or post any material or communications which cause, or can be reasonably
	 expected to cause, substantial disruption of the school environment, including communications which:

a.	Contain sexual content, or which are sexually explicit or sexually provocative;
b.	Exhibit or advocate the use of illicit drugs or illegal use of alcohol;
c.	Are harassing, threatening or discriminatory, in violation of the District’s anti-harassment and anti-bullying 

policies.
Employees assume all risks associated with the use of personal technology, social media, and electronic 
communication.  Improper use of personal technology, social media or electronic communication for District – or 
school – related purposes or in a manner that is considered to have nexus to the District or school is subject to 
disciplinary action in accordance with existing board policies.
All employees will be subject to disciplinary consequences for violations of this policy.  Employees who violate this 
policy may be responsible for any losses, costs or damages, including reasonable attorney fees incurred by the 
District relating to or arising out of any violation of this policy.

GUIDELINES FOR AUTHORIZED USE OF SOCIAL MEDIA AND ELECTRONIC COMMUNICATION

DEFINITIONS
These guidelines apply to the use of social media and electronic communication.  Social media involves the use 
of technology to communicate and collaborate with others.  Forms of electronic communication covered under 
these guidelines include, but are not limited to, communication via: telephone, text messaging, electronic mail, 
instant messaging, and social media.  This document will provide guidelines that will help you use social media 
effectively and appropriately.  
BASIC PRINCIPLES
There are four basic principles to guide the use of social media and electronic communications.
1.	 Communication should be transparent and readily available to others.  
2.	 Communication should be professional and for legitimate educational or extracurricular reasons.
3.	 Communication must not include private or confidential information about other students or staff.
4.	 Communication must follow all local, state, and national guidelines including the Child Internet Protection Act 

(CIPA) and all copyright laws.

SOCIaL MEDIa aND ELECTRONIC COMMUNICaTION (GBAD)
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PRIVACY
Any information that is accessible to the public must meet the terms of the District’s student records policies and 
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V. UNACCEPTABLE USES OF ELECTRONIC TECHNOLOGIES AND DISTRICT NETWORK
The following uses of the electronic technologies and District network (“electronic technologies”) are considered 
unacceptable:
A.	 Users will not use the District’s electronic technologies to access, review, upload, download, complete, store, 

print, post, receive, transmit or distribute:
1.	 Pornographic, obscene or sexually explicit material or other visual depictions;
2.	 Obscene, abusive, profane, lewd, vulgar, rude, inflammatory, threatening, disrespectful or sexually explicit 

language;
3.	 Materials that use language or images that are inappropriate in the education setting or disruptive to the 

educational process;
4.	
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K.	 Users will not attempt to gain unauthorized access to the District’s electronic technologies or any other system 
through the District’s electronic technologies, attempt to log in through another person’s account or use computer 
accounts, access codes or network identification other than those assigned to the user.  Users must keep all 
account information and passwords private.

L.   Messages and records on the District’s electronic technologies may not be encrypted without the permission 
of the District’s chief technology officer.

M.	 Users will not use the District’s electronic technologies to violate copyright laws or usage licensing agreements:
1.	 Users will not use another person’s property without the person’s prior approval or proper citation;
2.	 Users will not download, copy or exchange pirated software, including freeware and shareware; and
3.	 Users will not plagiarize works found on the Internet or other information resources.

N.	 Users will not use the District’s electronic technologies for unauthorized commercial purposes or financial gain 
unrelated to the District’s mission. Users will not use the District’s electronic technologies to offer or provide 
goods or services, or for product placement.

VI. SOCIAL MEDIA
A.	 The use of social media to communicate with students provides employees with unique advantages not available 

in the past. Social media can also lead to miscommunication between students and staff if used incorrectly. The 
District has an approved school board policy surrounding the use of social media and other forms of electronic 
communication.  The Board of Education policy and the accompanying  social media guidelines provide a means 
to help protect teachers and students in the responsible use of social media.

B.	 The general rules for communication with social media are:
1.	 Be transparent and make certain information and access readily available;
2.	Be professional and for legitimate educational or extracurricular reasons; 
3.	Follow all local, state and national guidelines, including the Child Internet Protection Act (CIPA), the Student 

Online Personal Protection Act (SOPPA), and all copyright laws and applicable data privacy regulations;
4.	It should NOT include private or confidential information about other students.

C.	



29Township High School District 211

5.	All information contained in an email must be treated in accordance with state and federal laws.
6.	Employees will not provide access to their email accounts to non-employees.
7.	 It is recommended that electronic mail contain a confidentiality notice, similar to the following: “If the information 

in this email relates to an individual or student, it may be private data under state or federal privacy laws. 
This individual private data should not be reviewed, distributed or copied by any person other than the 
intended recipient(s), unless otherwise permitted under law. If you are not the intended recipient, any further 
review, dissemination, distribution or copying of this electronic communication or any attachment is strictly 
prohibited. If you have received an electronic communication in error, you should immediately return it to 
the sender and delete it from your system. Thank you for your compliance”

B.	 District Electronic Technologies
1.	 The District’s electronic technologies are provided primarily for work-related, educational purposes.  
2.	 Incidental use of the District’s electronic network and technologies for personal use, such as checking  

personal email correspondence or web pages is permitted, but only to the extent that such use does not 
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I.	 Employee Responsibilities
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1.	 Departments and non-instructional programs may also leverage a District-sanctioned LMS or a building-
created web page to support their departments or programs.

2.	The establishment of web pages must be approved by the District webteam.
3.	Once established, the individual departments or programs must appoint a person who will maintain the web 

page.
F.	 Extracurricular Web Pages

1.	 With the approval of the building principal, a School-Board-sanctioned extracurricular organization may 
leverage a District-sanctioned LMS or a building-created web page.

2.	The establishment of web pages must be approved by the District webteam.
3.	All content will support the extracurricular organization and the District’s mission, goals and strategic direction.
4.	The building principal, athletics, and/or activities directors will oversee the content of these web pages.
5.	School-Board-sanctioned extracurricular organizations’ web pages must include the following notice: “This is 

an organization-produced web page. Opinions expressed on this page are not attributable to the District.”

X. 	CYBER-BULLYING
A.	 3. 
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All District employees are expected to maintain high standards in their school relationships, to demonstrate integrity and 
honesty, to be considerate and cooperative, and to maintain professional and appropriate relationships with students, 
parents, staff members and others. In addition, the Code of Ethics for Illinois Educators, adopted by the Illinois State Board 
of Education, is incorporated by reference into these procedures as adopted by Board Policy GBAC. Any employee who 
sexually harasses a student, willfully or negligently fails to report an instance of suspected child abuse or neglect as 
required by the Abused and Neglected Child Reporting Act (325 ILCS 5/), engages in grooming as defined in 720 ILCS 5/11-
25, engages in grooming behaviors, violates boundaries for appropriate school employee-student conduct, or otherwise 
violates an employee conduct standard will be subject to discipline up to and including dismissal.
District employees are mandated reporters and required to comply with all reporting requirements of the Abused and 
Neglected Child Reporting Act (325 ILCS 5/), Title IX of the Education Amendments of 1972 (20 U.S.C. §1681 et seq.), and 
the Elementary and Secondary Education Act.
Employees, students, parents, and any third party can report prohibited behaviors and/or boundary violations to a District 
Complaint Manager, Nondiscrimination Coordinator, Title IX Coordinator, or any other District administrator or staff member 
the person feels comfortable reporting to.
Employees are required to participate in mandated training related to educator ethics, child abuse, grooming behaviors 
and boundary violations as required by law and policies. Employees will be notified of these mandated trainings yearly 
via memo.

Prohibited Grooming Behaviors
Grooming behaviors include, at a minimum, sexual misconduct. Sexual misconduct is (i) any act, including but not limited 
to, any verbal, nonverbal, written, or electronic communication or physical activity, (ii) by an employee with direct contact 
with a student, (iii) that is directed toward or with a student to establish a romantic or sexual relationship with the student. 
Examples include, but are not limited to:
•	 A sexual or romantic invitation.
•	 Dating or soliciting a date.
•	 Engaging in sexualized or romantic dialog.
•	 Making sexually suggestive comments that are directed toward or with a student.
•	 Self-disclosure or physical exposure of a sexual, romantic, or erotic nature.
•	 A sexual, indecent, romantic, or erotic contact with a student.

Transporting Students
Employees with a valid driver’s license are permitted to transport students in District 211 cars or vans if there is an 
educational or extracurricular purpose that has been pre-authorized by District 211. Examples include, but are not limited 
to, driving athletes/participants to a school-sponsored event such as a contest, taking students on a career trek or field 
trip, or traveling to an off-campus curricular experience such as Building Construction or Driver Education. There must be 
a minimum of three people in the vehicle (employee and two students, or two employees and one student).
Should unplanned or emergency circumstances arise requiring students to be transported outside of pre-authorized trips, 
an employee must obtain the permission of an administrator.

Taking or Possessing Photos/Videos of Students
All photos and videos taken by an employee must adhere to District policy regarding Social Media and Electronic 
Communication, student records laws, and other related procedures contained in the Policy and Procedure Handbook. 
Any photos or videos of students should be taken on a District device and/or stored on a District storage drive. Photos or 
videos of students should not be stored on personal devices.

EMPLOYEE CONDUCT (GBAC)
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Meeting with Students
Employees may meet with students within school facilities when there is a school-related reason to do so. An individual 
employee should not meet with students outside of school nor should employees meet with students outside of the 
employee’s professional role. When meeting with a student, the classroom door should remain open, and the employee 
should conduct the meeting in a part of the classroom that is visible from the hallway. Employees with their own offices 
may meet with students if there is consistent visual access to a person in the office. Any exception to these procedures 
must be pre-approved by an administrator.

Appropriate Methods of Communication with Students
Employees may send messages with a school-related purpose to students through District-approved accounts. Employees 
are strictly prohibited from using any form of communication with students (emails, letters, notes, text messages, phone 
calls, conversations) that includes any subject matter that would be deemed unprofessional and/or inappropriate between 
an employee and a student. Employees should not exchange messages with students through any means that cannot be 
monitored by the District. Any exception to these procedures must be pre-approved by an administrator.
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different forms, examples include name-calling and other derogatory comments, jokes, gestures, posting or distribution 
of derogatory pictures, notes or graffiti, and pushing or hitting or other forms of physical aggression.
“Sexual harassment” is one type of harassment, involving unwelcome conduct on the basis of sex when (i) submission to 
such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, education, or receipt 
of another benefit or service of the District, or (ii) submission to or rejection of such conduct by an individual is used as 
the basis for employment, education, or other decisions affecting such individual, or (iii) such conduct has the purpose or 
effect of substantially interfering with an individual’s work performance, education, or receipt of another service or benefit 
of the District or creating an intimidating, hostile or offensive environment.  Sexual harassment may include persistent 
unwelcome attempts to interact with someone, spreading of rumors of a sexual nature, and aggressive physical contact 
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11.	 Illinois Equal Pay Act of 2003, P.A. 93-0006; or
12.	 Provision of services to homeless students.

1. MAKING A REPORT OR FILING A COMPLAINT
A person who wishes to make use of this grievance policy is encouraged to make a report or file a complaint with the 
Nondiscrimination Coordinator, Principal, or Assistant Principal.  A person who wishes to make a report may choose to 
report to a person of the same sex or gender and to any employee of the District.
School employees must promptly forward any report of or information about suspected misconduct that would trigger 
the use of this policy to the Nondiscrimination Coordinator.  An employee who fails to promptly make or forward a report 
may be disciplined, up to and including discharge.
The Nondiscrimination Coordinator or designee (hereinafter “Administrator”) will address the complaint promptly and 
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the outcome of the process.

APPOINTING NONDISCRIMINATION COORDINATORS AND COMPLAINT MANAGERS

mailto:jbritton%40d211.org?subject=
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employee at any time, or any other adult present on school grounds whether the contact or involvement involved 
in-person contact, written communication, or occurred via any form of electronic transmission, must report the matter 
to a staff member, teacher, counselor, principal, or the superintendent.  The person to whom such a report is made 
will advise the principal and superintendent immediately of such a report.  When reasonable cause is present, the 
principal shall report the alleged behavior and/or involvement immediately to the Illinois Department of Children and 

http://www.fraudhl.com
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INVESTIGATION PROCEDURE
The District Ethics Officer will investigate the complaint or appoint a qualified person to undertake the investigation 
on his or her behalf.  The complaint or identity of the Complainant will not be disclosed except (1) as required by law, 
or (2) as necessary to fully investigate the complaint, or (3) as authorized by the Complainant.
Any complaints, with the exception of the complaints regarding the Superintendent, will be noticed to the Superintendent, 
with the investigation to follow.  After the investigation is complete, the District Ethics Officer shall file a written report 
of his or her findings with the Superintendent.  The Superintendent will keep the Board informed of all complaints.

Any complaints regarding the Superintendent will be noticed to the Board of Education so the Board is aware an 
investigation is underway.  If a complaint of sexual harassment contains allegations involving the Superintendent, a 
written report shall be filed with the Board of Education which will make a decision in regard to the resolution of the 
complaint.

ETHICS (BBFA/GBH)
The State Officials and Employees Ethics Act prohibits State employees and officials from engaging in certain 
political activities and accepting certain gifts. Chief Operating Officer Lauren Hummel has been appointed as the 
Ethics Advisor for the District. Questions concerning political activities or acceptance of gifts should be directed 
to Mrs. Hummel.

GIFTS TO SCHOOL PERSONNEL (BBG/GBI)
No District employee or Board of Education member shall solicit or accept a gift that is believed to be offered in an 
effort to influence their official position or employment.  This applies to spouses of, and immediate family members 
living with, a Board of Education member or employee.
Students and parents will be discouraged from the routine presentation of gifts to District employees.  Teams, clubs, 
classes, and individual students shall be discouraged from presenting gifts to teachers who sponsor or coach their 
activities.  Letters of appreciation to staff members are always welcome.
The District’s chief financial administrator is the District Ethics Officer.  The Ethics Officer shall serve as a resource 
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FACULTY MEETINGS
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GRADING PHILOSOPHY
A Joint District 211 Grading Committee was created in 2010 to examine the current research and philosophies of the best 
practices in grading. The Joint Grading Committee has created a vision statement that defines the purpose of grades and 
has summarized the essential elements of grading. The mission of the Joint Grading Committee is to guide our faculty in a 
comparison of past practices in grading with best practices, with the intent of aligning the two to better serve the students 
we teach. These best practices were again reviewed in 2016 by the District 211 Grading Committee. The discussion of best 
practices in grading has occurred at many levels and in many different forums. The following list provides an example of 
where those discussions have taken place: the joint committee, focus groups, board of education meetings, department 
meetings, PLT meetings, curriculum committee, and all-school revolving faculty meetings. 

VISION STATEMENT
A grade communicates an accurate measurement of student performance and progress toward mastery of academic 
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DRIVER EDUCATION
1.	 The grading scales for driver education classroom will be “A” through “F” and is posted in the transcript. The 

behind-the-wheel grading scales will be pass/fail and is not posted to the transcript nor a part of the grade 
point average.

2.	 Driver education grades must be appropriately marked in all columns posted in Infinite Campus.
3.	 “EXC” must be marked in any driver education gradebook for the grade column that is not used.
4.	 Appropriate grades may be entered for the “Final Exam” if it is used or applicable.  Otherwise it should be 

marked “EXC.”

DUAL GRADING SYSTEM
The District uses a dual (traditional and weighted) grading system.  Under the weighted system, honors (ending in “8”) 
and advanced placement (ending in “9”) courses provide a weighted boost to the calculated grade point average.
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The process of curriculum development in Township High School District 211 has had a long history of collaboration 
between teachers and administrators.  The Board of Education and administration have encouraged the innovative 
and relevant  development of courses and programs shaped within the framework of educational goals and 
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LEVEL 4 [RECOMMENDING BODY]
The curriculum committee is a meeting with members consisting of the assistant/associate superintendent for 
curriculum, principals, and department chairs.  The proposals from Level 3 are discussed and reviewed.  Based 
on the discussion, preliminary proposals are developed into formal proposals, proposals are voted upon for 
approval, or alternatives may be developed. Minutes of this meeting are developed and available to members of 
the Administrative Council and appropriate department chairs.

LEVEL 5 [DECISION-MAKING]
The assistant/associate superintendent for instruction assures that all necessary facts for decision-making have 
been presented to the Superintendent.  Majority and minority reports or other information may be requested by 
the Superintendent.  The Superintendent, as the leader of the District, may accept or reject either the majority or 
minority position, depending on the Superintendent’s knowledge of the facts as they apply to the entire District.  
Provision also is made at this level to direct the proposal back to any level for further development.

LEVEL 6 [POLICY-MAKING]
The Board of Education, which has the legal responsibility for policy development and approval of curriculum in 
the school district, is kept informed and asked to make approvals, policies and decisions as recommended by the 
Superintendent.

TEACHER LEVEL RESPONSIBILITIES
1.	 Attends department meetings.
2.	 Evaluates current curricular and instructional practices in the department.
3.	 Advises department chairs relative to the need for curriculum and instructional changes.
4.	 Assists in the development of curriculum proposals.
5.	 Receives reports from department chairs as proposals continue through the curricular review process.
6.	 May attend department curriculum committee meetings.

DEPARTMENT CHAIR LEVEL RESPONSIBILITIES
1.	 Chairs department meetings.
2.	 Participates in district department chair meetings.
3.	 Assists in, or develops, preliminary and formal proposals.
4.	 Belongs to assistant/associate superintendent’s committee which develops agenda at Level 3.
5.	 Participates as a voting member of appropriate curriculum committee.
6.	 Reviews curriculum committee minutes.
7.	 Communicates curriculum committee information and summary to department members.

PRINCIPAL LEVEL RESPONSIBILITIES
1.	 Assists in, or develops, curriculum proposals.
2.	 Receives agenda from Level 3 in order to prepare properly for curriculum committee meeting.
3.	 Attends curriculum meetings, makes suggestions, and receives proposals from Levels 1, 2, 3.
4.	 As a voting member of curriculum committee, participates in discussion and review of all proposals.
5.	 Reviews posted curriculum committee minutes.
6.	 Communicates curriculum committee information and summary to faculty and staff.

ASSISTANT/ASSOCIATE SUPERINTENDENT LEVEL
1.	 Attends meetings at any level, as necessary.
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2.	 The assistant/associate superintendent for instruction is designated as chair of Level 3 and is responsible for 
preparation of the agenda and the progression of curricular proposals.

3.	 Schedules and chairs all curriculum committee meetings.
4.	 Votes on curriculum proposals and oversees development of committee minutes and reports.
5.	 Provides the Superintendent with ongoing reports regarding committee activity and recommendations.

SUPERINTENDENT LEVEL (See Level 5) 
1.	 Receives reports and recommendations from assistant/associate superintendent for instruction on work at all 

levels through Level 4.  May attend any meeting at any level.  Receives an agenda from Level 3 and minutes 
from Level 4.

2.	 Takes action to implement decisions made and to present appropriate items to the Board of Education for 
approval.

BOARD OF EDUCATION LEVEL
1.	 Acts on recommendations of Superintendent in policy development.
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The format of the curriculum committee process is a four-phase cycle.  The phases are the challenge round, the 
decision-making round, the implementation phase, and the evaluation phase.

CHALLENGE ROUND [PRELIMINARY PROPOSALS]
During the challenge round, new ideas or suggested curriculum changes are presented.  Ideas or changes are set 
forth in the preliminary proposal.  In the challenge round, the preliminary proposals are discussed.  If the committee 
feels that a proposal has sufficient merit, it will vote to accept the preliminary proposal and to develop a formal 
proposal for presentation at the decision-making round.  The challenge round may include direction for proposal 
development or requests to address specific aspects of the proposal in the decision-making round.

DECISION–MAKING ROUND [FORMAL PROPOSALS]
The decision-making round is that portion of the process dealing with review of all aspects of the proposed change.  
All major areas are reviewed using the formal proposal as a basic document.  As the proposal is clarified, the formal 
proposal may be modified and refined to reflect the direction of the curriculum committee.  The decision-making 
round is over when the curriculum committee votes on the formal proposal.  At that time the formal proposal is 
completed.  The formal proposal acts as the communication to the Superintendent and hence the Board of Education.  
It will serve as a basis for their decision-making.

IMPLEMENTATION PHASE
The implementation phase is entered after the Board of Education has approved the formal proposal.  Implementation 
is a form of project management.  It uses the formal proposal as an implementation guide.

EVALUATION
An extension of the implementation phase is evaluation and feedback.  Both of these processes provide on-going 
monitoring of the program according to the procedures set forth in the formal proposal.

CLASSIFICATION OF CURRICULUM PROPOSALS, MAJOR OR MINOR
There are two classifications of curriculum changes.
A major curriculum change is one which significantly modifies the existing course content.  Major proposals require 
both preliminary and formal proposal reviews.  Included in this category are:
1.	
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Board policy requires that any student athlete who exhibits signs, symptoms or behaviors consistent with a 
concussion in any activity, practice or contest shall be removed from all participation and the parents/guardians 
will be notified. A student athlete removed from any activity, practice, or contest for exhibiting signs, symptoms, or 
behaviors consistent with a concussion cannot continue to participate in that activity, practice, or contest unless 
cleared to do so by a physician licensed to practice medicine in all its branches in Illinois or a certified athletic trainer.
A student athlete who was not initially cleared to participate in any athletic activity, practice, or contest cannot 
participate until the student athlete has provided his or her school with written clearance from a physician licensed 
to practice medicine in all its branches in Illinois or a certified athletic trainer working in conjunction with a physician 
licensed to practice medicine in all its branches in Illinois
Parents and students must be informed about this policy in a written instrument that a student athlete and his or 
her parent/guardian must sign before the student is allowed to participate in any activity, practice or contest.
Consistent with Illinois and IHSA by-laws, all coaches, student-athletes, and parents/guardians are educated on 
the nature and risks of concussions and head injuries, including continuing play after a concussion or head injury.  
District 211 also has formed a Concussion Oversight Team that includes administrators, athletic trainers, nurses, 
and doctors.  The Concussion Oversight Team has developed the Return-to-Play and Return-to-Learn protocols for 
students believed to have experienced a concussion.  The following are District 211’s Return-to-Learn (RTL) protocols:

GENERAL INFORMATION 
A student’s best chance of full recovery from a concussion involves two critical components: cognitive and physical 
rest. Continued research has shown cognitive rest to be essential in the quick resolution of concussion symptoms. 
Cognitive stimulation includes: driving, playing video games, computer use, text messaging, cell phone use, loud 
and/or bright environments, watching television, reading, and studying.  These stimuli must be limited or avoided 
during recovery.  Physical activities that increase symptoms should be avoided.  Physical activity such as physical 
education, athletics and strength or cardiovascular conditioning should be avoided or should be limited and 
monitored by a trainer when symptoms are present.  
Please note that timelines in the Concussion Care protocols are general guidelines.  All individuals will respond 
differently to a head injury and the timelines will be adjusted accordingly by the health care personnel.
It is recommended that this protocol is shared with the student’s primary care physician (licensed to practice 
medicine in all its branches, i.e. pediatrician) during the initial visit.   

STAGES OF CONCUSSION RECOVERY AND ACADEMIC/ATHLETIC PARTICIPATION 
1.	 Rest (as symptoms dictate) 
2.	 Return to School 
3.	 Full Academic and Athletic Participation 

DEFINITION 
Non Athlete student:  A student that is currently not actively participating in a District 211 in-season sport. 
Student Athlete:  A student that is currently participating in a District 211 in-season sport.  

POINTS OF EMPHASIS  
•	 It is important to note that the recovery from a concussion is a very individualized process. Caution must be 

taken not to compare students with concussions as they progress through the recovery process.  
•	 For the concussion protocol to be initiated, the student the non-district 211 athlete must be initially evaluated by 

a health care provider (licensed to practice medicine in all of its branches) OR an athletic trainer.  Documentation 

STUDENT-ATHLETE CONCUSSIONS & HEaD INJURIES (IGDMA)
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STAGE 2: RETURN TO SCHOOL (Options for altered daily class schedule)  
•	 Characteristics  

•	 Mild symptoms at rest, but increasing with cognitive and  physical activity.  
•	 Modified class schedule

•	 Example: alternate afternoon classes and morning classes, repeat as symptoms warrant.  
•	 No PE or athletic participation. 
•	 For the student athlete: student to report to the school nurse and athletic trainer as directed. 
•	 For the non-student athlete: report to the school nurse as directed. 
•	 Accommodations/Considerations: 

•	 Student should avoid noisy, loud areas such as: choir; orchestra; band; gymnasium; cafeteria as symptoms 
dictate.

•	 	Student may rest in nurse’s office to offer breaks between academic classes as symptoms dictate.
•	 Student may request a hall pass from the school nurse to avoid noisy, crowded hallways between class 

periods as symptoms dictate.
•	 Limit computer work, videos/movies in class (as symptoms dictate).
•	 Divide up work into smaller portions (15-20 mins. at a time) as symptoms dictate.
•	 Postpone/limit tests, quizzes or homework if symptoms dictate.
•	 Provide student with copies of class notes (teacher or student generated) upon student request.
•	 Audio books are helpful for students struggling with visual processing if available. 

*PROGRESS TO STAGE 3 WHEN:  
•	 Symptom free with cognitive and physical activity.

•	 	Student should report any return of symptoms with cognitive or school day activity.  
•	 Written clearance by primary care physician (primary physician or neurologist) or athletic trainer for return to 

physical and full academic activities.

STAGE 3: FULL DAY OF SCHOOL ATTENDANCE 
•	 Characteristics  

•	 Asymptomatic with academic/cognitive and physical activities 
•	 For the student-athlete: report daily to the athletic trainer and school nurse.  Student will begin the District 211 

required Return to Play Protocol with the athletic trainer. 
•	 For the non-athlete student: report daily to the school nurse for assessment checklist. 
•	 Accommodations/Considerations:

•	 Resumption of full academic responsibilities once symptoms have resolved completely as determined by 
primary care physician or athletic trainer.  School nurse will notify teachers/counselor/case manager. 

•	 Create plan for possible modification and gradual completion of required make-up work (school counselor, 
teacher, department supervisor).

•	 Consider tutoring services if student has more than 3 weeks of required academic work to make up.  
•	 Teachers have the discretion to identify essential academic work for their course.

For the non-athlete student: written clearance to full participation from primary care physician will be required for 
return to PE participation.  Upon receipt of clearance, school nurse will consult with PE teacher regarding appropriate 
return to full participation within current activity (no formal gradual return to physical activity). 
For the student athlete: required to follow the District 211 Return to Play Protocol under the direction of the athletic 
trainer.  
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*If the student remains in a stage longer than 2 weeks, the school nurse will present the student’s case to 
counselor/ case manager for review and possible need for further assistance.  The school nurse will consult 
with the primary care physician.  

DISTRICT 211 RETURN TO PLAY PROTOCOL (required if student athlete) 
•	 The IHSA Return to Play Protocol includes 5 phases of activity with increasing intensity. Each phase will take 

place 24 hours following the previous step. If symptoms return during any phase, a 24-hour period of rest is 
required before repeating that phase.  

•	 This protocol will be performed under the supervision of the athletic trainer.  
•	  Stage 1: Light aerobic activity 
•	  Stage 2: Increased aerobic activity 
•	  Stage 3: Non-contact activity related to specific sport/skill  
•	  Stage 4: Full contact activity 
•	  Stage 5: Return to competition-requires written statement from physician or athletic trainer     		   
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