




















































































































































































































































































































































































































































































































indicate the primary and alternate exits and the evacuation area to which students should proceed 
upon leaving the building. 

The Building Principal shall conduct evacuation drills according to School Board policy 4: 170, 
Safety, and administrative procedure 4:170-APl, Comprehensive Safety and Crisis Program. 

LEGAL REF: 

4:160-AP 

29 C.F.R. Part 1910.1030, adopted by the lll. Department of Labor, 56 
lll.Admin.Code §350.300. 

105 ILCS 5/10-20.17a, Hazardous Materials Training; 5/10-20.46, Compliance 
with Chemical Safety Acts; 135/, Toxic Art Supplies in School Act; and 140/, 
Green Cleaning School Act. 

225 ILCS 235/, Structural Pest Control Act. 
415 ILCS 65/, Lawn Care Products Application and Notice Act. 
820 ILCS 255/, Toxic Substances Disclosure to Employees Act. 
23 lll.Admin.Code § 1.330, Hazardous Materials Training. 
56 lll.Admin.Code Part 205, Toxic Substances Disclosure to Employees. 
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December 2010 

Safety 1 

Safety Program 

4:170 

Operational Services 

All District operations, including the education program, shall be conducted in a manner that will 
promote the safety of everyone on District property or at a District event. 2 

The Superintendent or designee shall develop and implement a comprehensive safety and crisis plan 
incorporating both avoidance and management guidelines. 3 The comprehensive safety and crisis plan 
shall specifically include provisions for: injury prevention; bomb threats, weapons, and explosives on 
campus; school safety drill program; 4 tornado protection; instruction in safe bus riding practices;s 
emergency aid; post-crisis management; and, responding to medical emergencies at an indoor and 
outdoor physical fitness facility. 6 During each academic year, each school building that houses 
school children must conduct a minimum of: 7 

1. Three school evacuation drills, 
2. One bus evacuation drill, and 
3. One severe weather and shelter-in-place drill. 

The Superintendent or appropriate designee must conduct a law enforcement drill in one of the 
District's school buildings during the academic year. Any appropriate local law enforcement agency 

1 State or federal law requires a policy on some aspects of this policy and controls this policy's content. This policy 
contains an item on which collective bargaining may be required. Any policy that impacts upon wages, hours, and terms and 
conditions of employment, is subject to collective bargaining upon request by the employee representative, even if the 
policy involves an inherent managerial right. 

2 This simple end statement should be discussed (what effect or impact will this distdct statement have on the students 
and the community?) and altered accordingly before board adoption. 

3 See administrative procedure 4:170-APl, Comprehensive Safety and Crisis Program. 
4 See the School Safety Drill Act, I 05 ILCS 128/. 
5 Required by 105 ILCS 128/20(b) and 105 ILCS 5/10-20.14 for all students. 
6 The Physical Fitness Facility Medical Emergency Preparedness Act, 210 ILCS 74/, amended by P.A. 95-712, 

broadened the definition of physical fitness facility to include outdoor facilities. Entities operating a "physical fitness facility 
must adopt and implement a written plan for responding to medical emergencies that occur at the facility during the time 
that the facility is open for use by its members or by the public.'' Administrative procedures, consistent with the Ill. Dept. of 
Public Health rules (77 Ill.Admin.Code Part 527), must supp01t this policy in order to comply with the law. 

A school with a physical fitness facility must ensure that there is a trained AED user on staff during staffed business 
hours (210 ILCS 74/15 (b), amended by P.A. 96-748). "During staffed business hours" is not well defined and may change 
based upon the school's various circumstances. "Physical fitness facility" excludes any activity or program organized by a 
private or not-for-profit organization and organized and supervised by a person or persons other than the employees of the 
school (210 ILCS 74/5.25, amended by P.A. 96-873). Schools with an outdoor physical fitness facility must have an AED 
on site and a trained AED user available only during activities or events sponsored and conducted or supervised by a person 
or persons employed by the school (210 ILCS 74/15(b-15), amended by P.A. 96-873), There is no longer a requirement for a 
person supervising an activity at an outdoor physical fitness facility to bring an AED along if there is no building within 300 
feet of the outdoor physical fitness facility@. at (b-10), amended by P.A. 96-1268). However, when there is a building 
within 300 feet of the outdoor facility where an event or activity is being conducted, an AED must still be housed within that 
building and the building must provide unimpeded and open access to the housed AED along with marked directions to it 
(IQ.). Consult the board attorney about AED issues and how to manage compliance with the Act and its implementing rules. 

Insert the following language if a board wants to define "physical fitness facility" in the policy: 
The term "physical fitness facility" excludes any activity or program organized by a private or not-for-profit 
organization and organized and supervised by a person or persons other than the employees of the school. 

7 Required by the School Safety Drill Act, 105 ILCS 128/. 105 ILCS 5/2-3.12 authmizes fire officials to conduct 
routine fire safety checks, provided written notice is given to the principal requesting to schedule a mutually agreed upon 
time. No more than 2 routine inspections may be made in a calendar year. 
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may conduct and participate in this law enforcement drill. 8 The law enforcement drill must be 
conducted according to the District's comprehensive safety and crisis plan and it may be conducted 
on days and times that students are not present in the building. 9 

In the event of an emergency that threatens the safety of any person or property, students and staff are 
encouraged to use any available cellular telephone. 10 

Convicted Child Sex Offender and Notification Laws U 

State law prohibits a child sex offender from being present on school property or loitering within 500 
feet of school property when persons under the age of 18 are present, unless the offender meets either 
of the following two exceptions: 

1. The offender is a parent/guardian of a student attending the school and has notified the 
Building Principal of his or her presence at the school for the purpose of: (i) attending a 
conference with school personnel to discuss the progress of his or her child academically or 
socially, (ii) participating in child review conferences in which evaluation and placement 
decisions may be made with respect to his or her child regarding special education services, 
or (iii) attending conferences to discuss other student issues concerning his or her child such 
as retention and promotion; or 

2. The offender received permission to be present from the School Board, Superintendent, or 
Superintendent's designee. If permission is granted, the Superintendent or Board President 
shall provide the details of the offender's upcoming visit to the Building Principal. 

In all cases, the Superintendent, or designee who is a certified employee, shall supervise a child sex 
offender whenever the offender is in a child's vicinity. 12 

8 A law enforcement drill is not mandatory for every school building that houses school children; 105 ILCS l28/20(c), 
amended by P.A. 95-1015, does not contain the same language in 105 ILCS 128/20 (a), (b), and (d) that requires during each 
academic year, school evacuation, bus evacuation, and severe weather and shelter-in-place drills shall be conducted at each 
school building that houses school children. 105 ILCS 128/20(c) requires the appropriate local law enforcement agency to 
contact the appropriate school administrator during each calendar year and the school district must have at least one law 
enforcement drill in one of its buildings during each academic year. 

9 105 ILCS128/20 (c); footnote 3 supra. 
10 Cell phone use is addressed in 105 ILCS 5/10-20.28 (allows boards to regulate student use of cell phones; also see 

7:190, Student Discipline) and 625 ILCS 5/l2-610.l(e), amended by P.A. 96-131 (prohibits wireless telephone use at any 
time while operating a motor vehicle on a roadway in a school speed zone except for emergency purposes). 625 ILCS 5/12-
813.1, amended by P.A. 96-1066, provides four exceptions that allow a driver to use a cell phone while operating a bus: (1) 
in an emergency situation to communicate with an emergency response operator; a hospital; a physician's office or health 
clinic; an ambulance service; a fire department, fire district, or fire company; or a police department; (2) in the event of a 
"mechanical breakdown or other mechanical problem;" (3) to communicate with school authorities about bus operation or 
the safety of a passenger on the bus; and (4) when the bus is parked. However, under no circumstances may the cell phone 
be used for anything else including personal use (625 ILCS 5/12-813.1, amended by P.A. 96-1066). See policy 4:110, 
Transportation, for a more detailed discussion of two-way radios and cellular telephone use. 

11 Four laws are relevant to this section: 
Paragraphs 1-3 contain the requirements in the Criminal Code, 720 ILCS 5/11-9.3, regulating a child sex 

offender's presence on school property; 
Paragraph 4 concerns the Sex Offender Community Notification Law, 730 ILCS 152/101 l<! ~., and Child 

Murderer and Violent Offender Against Youth Community Notification Law, 730 ILCS 154175-105; 
Paragraph 5 contains the requirements in The School Code concerning mandatory criminal history records check 

on those contractors' employees who have a "direct, daily contact with students," (105 ILCS 5/10-21.9(-t). 
Sample policy 5:30, Hiring Process and Criteria, and administrative procedure 5:30-AP2, Investigations, 
address the criminal offenses listed at 105 ILCS 5/21-23a. Being convicted of one will disqualifY an 
individual from school district employment (105 ILCS 5/10-21.9, amended by P.A. 96-431). 

An Illinois federal court denied a father's request to enjoin a school's policy that prohibited him, as a child sex 
offender, from attending his children's school activities in Doe v. Paris Union School Dist., No. 05-2249, 2006 WL 44304 
(C.D.Ill., 2006). 
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If a student is a sex offender, the Superintendent or designee shall develop guidelines for managing 
his or her presence in school. 13 

The Superintendent shall develop procedures for the distribution and use of information from law 
enforcement officials under the Sex Offender Community Notification Law and the Child Murderer 
and Violent Offender Against Youth Community Notification Law. The Superintendent or designee 
shall serve as the District contact person for purposes of these laws. 14 The Superintendent and 
Building Principal shall manage a process for schools to notify the parents/guardians during school 
registration that information about sex offenders is available to the public as provided in the Sex 
Offender Community Notification Law. 15 This notification must occur during school registration and 
at other times as the Superintendent or Building Principal determines advisable. 

All contracts with the School District that may involve an employee or agent of the contractor having 
any contact, direct or indirect, with a student, shall contain the following: 16 

12 720 ILCS 5/11-9.3. The statute assigns the child sex offender the "duty to remain under the direct supervision of a 
school official.'' In order to ensure this happens and to protect students, the sample policy requires the superintendent, or 
designee who is a certified employee, to supervise a child sex offender whenever the offender is in a child's vicinity. See 
also policy 8:30, Visitors to and Conduct on School Property. 

13 Aside from rumor and notoriety, there are 3 ways that school officials may learn that an enrolled student is a sex 
offender or a violent offender against youth, that is: 

1. By being infmmed by the student or the student's parent/guardian. 
2. Through the Illinois State Police Sex Offender Database, www.isp.state.il.us/sor. A juvenile sex offender is listed 

there after the juvenile becomes 17 years old and will be listed for the remaining registration period (730 ILCS 
150/2). The database is updated daily and allows searching by name, city, county, zip code, compliance status, or 
any combination thereof. 

3. By receiving notification from a law enforcement agency that a juvenile sex offender or juvenile violent offender 
against youth is enrolled in a school. The law enforcement agency having jurisdiction to register the juvenile must 
provide a copy of the offender registration form to the building principal and guidance counselor designated by the 
principal; the school must keep the registration form separately from the student's school records (730 ILCS 
1521121). 

If a sex offender is enrolled in a school, guidelines for managing the sex offender's presence in school should be 
prepared. The components will depend on the situation but generally should include asking the parent/guardian of a sex 
offender below the age of 17 years for permission to share the information with certain staff for the protection of both the 
student and other students. In addition, the guidelines should include a supervision plan providing supervision for the 
student during all aspects of his or her school day. Finally, the guidelines must respect the privacy of juvenile records and 
comply with the Ill. School Student Records Act, 105 ILCS 10/. The board attorney should be consulted. 

14 Law enforcement officials must notify school districts of the names, addresses, and offenses of registered offenders 
residing in their respective jurisdictions who have committed sex offenses and violent offenses against youth (see footnote 
9). These laws are silent with regard to what, if anything, districts do with the infonnation. The Sex Offender Community 
Notification Law, however, provides immunity for "any person who provides, or fails to provide, information relevant to the 
procedures set forth in this Law," (730 ILCS 152/130). 

Naming a contact person will facilitate communication and cooperation with local law enforcement agencies. Any 
school official may be used as the contact person and boards may wish to have a contact person from each building. See 
administrative procedure 4: 170-APZ, Criminal Offender Notification Laws, for sample implementing procedures. 

15 State law requires a principal or teacher to notify the parents/guardians during school registration or parent-teacher 
conferences that information about sex offenders is available to the public as provided in the Sex Offender Community 
Notification Law, 730 ILCS 152/101 ~ ~· In an effmt to keep this policy aligned with good governance practices, the 
responsibility is given to the superintendent and building ptincipal to manage. While State law allows the notification to be 
made during registration m: parent-teacher conferences} the sample policy makes a notification mandatory just during 
registration to be sure that all parents/guardians are informed. 

16 105 ILCS 5/10-21.9(£) requires a criminal history background investigation to be performed on those contractors' 
employees who have a "direct, daily contact with students." State law places the same restrictions on contractors' employees 
that it does on district employees. Board policy should address these issues: 

• Who performs the background checks? It is virtually impossible to screen all contractors' employees. Thus, a 
contractor should warrant that none of its employees who may have contact with a student at school has 
committed an offense that would prohibit district employment. 
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The contractor shall not send to any school building or school property any employee or agent 
who would be prohibited from being employed by the District due to a conviction of a crime 
listed in 105 ILCS 5/10-21.9, or who is listed in the Statewide Sex Offender Registry or the 
Statewide Violent Offender Against Youth Database. The contractor shall obtain a fmgerprint­
based criminal history records check before sending any employee or agent to any school 
building or school property. Additionally, at least quarterly, the contractor shall check if an 
employee or agent is listed on the Statewide Sex Offender Registry or the Statewide Violent 
Offender Against Youth Database. 

Unsafe School Choice Option 17 

The unsafe school choice option allows students to transfer to another District school or to a public 
charter school within the District. The unsafe school choice option is available to: 

I. All students attending a persistently dangerous school, as defined by State law and identified 
by the Illinois State Board of Education. 

2. Any student who is a victim of a violent criminal offense, as defined by 725 ILCS 120/3, that 
occurred on school grounds during regular school hours or during a school-sponsored event. 

The Superintendent or designee shall develop procedures to implement the unsafe school choice 
option. 

Student Insurance 18 

The Board shall annually designate a company to offer student accident insurance coverage. The 
Board does not endorse the plan nor recommend that parents/guardians secure the coverage, and any 
contract is between the parents/guardians and the company. Students participating in athletics, 
cheerleading, or pompons must have school accident insurance unless the parents/guardians state in 
writing that the student is covered under a family health insurance plan. 

Emergency Closing 

The Superintendent is authorized to close the schools in the event of hazardous weather or other 
emergencies that threaten the safety of students, staff members, or school property. 19 

• On whom are the checks performed? State law requires the check on those who have a "direct, daily contact with 
students.'" The sample policy is more comprehensive by requiring checks for any contractor's employee who may 
work in any school building or on school property- after all, the burden is on the contractor to do the checking. 

• How is compliance assured? This sample policy requires the inclusion of a clause in district contracts prohibiting 
the use of any sex offender on school propetty. 

See administrative procedure 5:30-AP2, Investigations. 
17 A policy provision is required on this topic (105 ILCS 5/10-21.3a). See also 20 U.S.C. §7912. ISBE maintains a list 

of persistently dangerous schools. Districts having only one school or attendance center may substitute the following 
provision for this paragraph: 

The unsafe school choice option provided in State law petmits students to transfer to another school within the 
district in certain situations. This transfer optioll is unavailable in this District because the District has only one 
school or attendance center. A student who would otherwise have qualified for the choice option, or such a 
student's parent/guardian, may request special accommodations from the Superintendent or designee." 

18 This subhead is optional. 105 ILCS 5/22-15 allows districts to purchase insurance on athletes. A form on which 
parents/guardians check-offwhether they want school accident insurance or already have the student covered by other health 
insurance will suffice for purposes of this policy. Requiring students participating in athletics to have accident insurance is a 
best practice because: (1) waivers of liability do not prevent a student from bringing suit, and (2) waivers of liability are not 
favored by Illinois courts. 
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LEGAL REF.: 105 ILCS 5/10-20.28, 5/10-21.3a, 5/10-21.9, and 128/. 
210 ILCS 74/. 
625 ILCS 5/12-813.1. 
720 ILCS 5/11-9.3. 
730 ILCS 152/101 ~ ~· 

CROSS REF.: 5:30 (Hiring Process and Criteria), 6:190 (Extracurricular and Co-Curricular 
Activities), 6:250 (Community Resource Persons and Volunteers), 7:220 (Bus 
Conduct), 7:300 (Extracurricular Athletics), 8:30 (Visitors to and Conduct on 
School Property), 8:100 (Relations with Other Organizations and Agencies) 

ADMIN. PROC.: 4:170-AP2 (Criminal Offender Notification Laws), 4:170-AP3 (School Bus 
Safety Rules), 4:170-AP6 (Responding to Medical Emergencies Occurring at 
Physical Fitness Facilities), 5:30-AP2 (Investigations) 

19 When adverse weather conditions force a school's closing or a delayed start, the district may count a partial day of 
attendance as a full day for State aid purposes, provided: (1) at least one hour of instruction was provided, and (2) the 
superintendent provides the Regional Superintendent or the Suburban Cook County Intennediate Service Center, whichever 
is appropriate, with a written report in support of the partial day within 30 days (105 ILCS 5/18-12, amended by P.A. 96-
734). P.A. 96-893 abolished the Regional Office of Education for Suburban Cook County and transferred its duties and 
powers to the Intermediate Service Center for the area. 
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May2009 4:170-APl 

Operational Services 

Administrative Procedure • Comprehensive Safety and Crisis Program 

A. Safety Team 
B. Personal Injury Prevention 
C. Site Based Safety Plan 
D. School Safety Drill Program 
E. Bomb Threat Plan 
F. Fire Emergency Procedures 
G. Natural Disasters (Tornadoes, Thunderstorms, Severe Winds, Earthquakes) 
H. Weapons and Explosives on Campus 
I. Emergency Aid 
J. Managing a Crisis After the Earliest Stages Are Over 
K. Managing Communications About a Crisis 
L. Required Notices 

A. Safety Team 

The Superintendent appoints: 

1. An administrator to be the District's Safety Program Coordinator, and 
2. Representatives of all support and professional staff to be on the Superintendent's Safety 

Team. 

The Safety Program Coordinator manages the District's safety and crisis efforts. The Safety 
Team: (1) advises and assists the Superintendent on safety and crisis issues, (2) monitors the 
District's safety control measures, (3) reviews and updates safety efforts based on accident or 
inspection reports, reports of unsafe conditions or practices, and complaints and suggestions, and 
( 4) prepares the staff for a crisis through communication and training. 

The Safety Program Coordinator chairs the Safety Team meetings. The meetings are held as 
determined by the Safety Program Coordinator. The following matters are suggested agenda 
items: 

Previous action items 
Review of accidents since previous meeting 
Prevention recommendations 
Recommendations from anonymous employees 
Staff member suggestions 
Recommended safety program revisions 
Recommendations from accident investigation reports 
Safety training recommendations 
Committee members input 

B. Personal Injury Prevention 

The Safety Program Coordinator and Safety Team shall supervise an on-going program for 
identifying and evaluating unreasonable risks, that includes monitoring whether: 

1. Students are appropriately supervised. 
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2. Facilities and equipment that would pose an unreasonable risk to students (such as laboratory 
and climbing equipment) are kept locked. 

3. Staff members are trained to recognize dangerous conditions. 

4. Proper student behavior is maintained. 

5. Substitute instructors are competent to teach an activity. 

6. Teachers and coaches evaluate each student's capacity to do a specific activity without 
exposing the student to an unreasonable risk of injury. 

7. Activities are appropriately demonstrated. Instructions are appropriate and clear and safety 
rules are emphasized. Proper teaching progressions are followed. Teachers and coaches 
reasonably match student competitors. 

8. Students are warned of the specific dangers of incorrectly perfonning an activity and the 
warning is documented. 

9. Appropriate behavior toward strangers is explained. 

10. Facilities and equipment are properly maintained, well lit, and periodically inspected. 
Aisles, walkways, and stairs are kept clear and free of obstacles. Floors are kept dry. 
Unused or outdated equipment is removed. Repairs, routine maintenance, and inspections 
are documented. 

11. Staff members are encouraged to report equipment or facilities that are inappropriate, in need 
of repair, or defective. As an example, equipment that fits improperly or fails to properly 
protect students is inappropriate. 

12. Notices from staff members that equipment or facilities are inappropriate, in need of repair, 
or defective are properly investigated. 

13. Warning signs or labels are properly displayed and safety rules are posted. 

14. Protective eye devices are provided and worn by all students, teachers, and visitors when 
participating in or observing any activity that may be hazardous to unprotected eyes (105 
ILCS 115/1,23 Ill.Admin.Code §1.420(s). 

C. Site Based Safety Plan 

Under the direction of the Safety Program Coordinator, each Building Principal or designee shall 
annually gather the following documents for a site based safety plan. If a document cannot be 
found or needs revision in order to comply with the District's Comprehensive Safety Plan, the 
Building Principal or designee shall confer with the Safety Program Coordinator to create or 
revise the document. The Principal or designee shall make the plan available in the building's 
main office. 

Each plan shall include the following: 

1. Building evacuation plans. The Principal or designee shall: (I) keep a comprehensive 
evacuation map - describing main and alternate routes - in the main office, (2) post signs 
containing main and alternative evacuation routes for each occupied area in a conspicuous 
place, preferably near the exit, (3) prepare evacuation plans for outdoor areas (playgrounds 
and stadiums), and ( 4) keep all staff informed of the evacuation plans. 
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2. Safety drills. The Principal shall schedule and execute evacuation drills as per the School 
Safety Drill Act, I 05 ILCS 128/, School Board policy 4:170, Safety, and this procedure. 

3. Building information packet. This packet will include facts on the number and names of 
staff and students, as well as a building map. The Principal or designee shall give a copy of 
the map to local law enforcement, the fire department, and emergency medical services. 

4. Tornado response plan, including a map showing tornado wall locations (I 05 ILCS 128/25). 

5. A map giving the location of first aid kits, AEDs, and fire extinguishers. 

6. The safety equipment's maintenance schedule and persons responsible for perfonning. 

7. An emergency early dismissal plan. 

8. A map or plan describing the areas to be used in the event of a crisis for triage, emergency 
helicopter landing, media center, non-victim students, and parents. 

9. A plan for receiving tips, e.g., a hot line for students to call with anonymous tips. 

I 0. A plan for student supervision. 

II. A safety patrol plan (I 05 ILCS 5/1 0-22.28). 

12. Bicycle use rules. 

13. Roadway and parking rules. 

14. Procedures on student illness and injuries (23lll.Admin.Code §530). 

15. A plan for giving students instructions on safe school bus riding practices, including the 
operation and use of the emergency door and windows (as a means of escape), seat belts, and 
fire extinguisher (105 ILCS 5/10-20.14). 1 

16. Safety-related administrative procedures and forms. 2 

D. School Safety Drill Program 3 

The School Safety Drill Act (I 05 ILCS 128/) and any implementing State administrative rules 
contain the reqnirements for the District's safety drills and shall supersede this procedure in the 
event of a conflict. 

During each academic year, each school building that honses school children must conduct a 
minimum of: 

1 105 ILCS 5/10-20.14 requires each district's parent-teacher advisory committee, in cooperation with school bus 
personnel, to establish and maintain bus safety rules. These sample guidelines are in administrative procedure 4: 170-AP3, 
School Bus Sqfety Rules. 

2 Possibilities include: 4: 11 0-AP, School Bus Post-Accident Checklist; 4: 160-AP, Hazardous and Infectious Materials,· 
4:170-APl, Comprehensive Safety and Crisis Program,· 4:170-AP2, Criminal Offender Notification Laws; 4:170-APJ, 
School Bus Safety Rules; 4: 170-AP6, Plan for Responding to a Medical Emergency at a Physical Fitness Facility; 4:170-
El, Accident Form; 4:170-E?, Annual School Safety Review; 5:30-AP2, Investigations, 5:40-AP, Communicable and 
Chronic Infectious Disease; 6:250-AP, Securing and Screening Resource Persons and Volunteers; 6:250-E, Volunteer 
Infonnation Form and Waiver of Liability; 7:280-AP, Communicable and Infectious Disease; and 7:290-AP, Adolescent 
Suicide and Crisis Intervention. 

3 This section does not ex.ceed the mandates contained in 105 ICLS 128/ and schools and communities may ex.ceed 
these requirements and standards. 
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1. Three school evacuation drills, 
2. One bus evacuation drill, and 
3. One severe weather and shelter-in-place drill. 

When contacted by the appropriate local law enforcement agency with a request to conduct and 
participate in a law enforcement drill, the Superintendent or appropriate designee must conduct a 
law enforcement drill during the academic year. The law enforcement drill must be conducted 
according to the District's comprehensive safety and crisis plan and it may be conducted on days 
and times that students are not present in the building but must occur. 

The Building Principal shall keep the Superintendent or designee informed as to the status of the 
drills. Each of these drills is described below: 

School evacuation drills - These drills prepare students and personnel for situations that 
occur when conditions outside of a school building are safer than inside a school building. 
Evacuation may be necessary, depending on the circumstances, in the event of fire, presence 
of suspicious items, incidents involving hazardous materials, and bomb threats. 

The appropriate local fire department or district participates in one school evacuation drill, 
nnless waived as provided below. A date is selected according to the following timeline: 

• No later than September 1 of each year, each local fire department or fire district 
must contact the Building Principal in order to make arrangements. 

• No later than September 14 of each year, the Building Principal or designee and the 
local fire department or fire district may agree to waive the provisions concerning 
participation by the local fire department or district in a school evacuation drill. 

• No later than September 15 of each year, each Building Principal or designee must 
contact the responding local fire official and propose to the local fire official 4 dates 
within the month of October, during at least 2 different weeks of October, on which 
to hold the drill. The fire official may choose any of the 4 available dates, and if he 
or she does so, the drill occurs on that date. 

• Alternatively, the Building Principal or designee and the local fire official may, by 
mutual agreement, set any other date for the drill, including a date outside of the 
month of October. 

• If the fire official does not select one of the 4 offered dates in October or set another 
date by mutual agreement, the school does not need to include the local fire service 
in one of its mandatory school evacuation drills. 

After a drill in which the local fire service participated, the Building Principal should request 
certification from the local fire service that the school evacuation drill was conducted. 
Additional school evacuation drills for fire incidents may involve the participation of the 
appropriate local fire department or district. In addition, schools may conduct additional 
school evacuation drills to account for other evacuation incidents, including without 
limitation suspicious items or bomb threats. 

Bus evacuation drill - This drill prepares students and school personnel for situations that 
occur when conditions outside of the bus are safer than inside the bus. Evacuation may be 
necessary, depending on the circumstances, in the event of a fire, presence of suspicious 
items, and incidents involving hazardous materials. 

This drill shall be accounted for in the curriculum in all public schools and in all other 
educational institutions in this State that are supported or maintained, in whole or in part, by 
public funds and that provide instruction in any of the grades kindergarten through 12. This 
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curriculum shall also include instruction in safe bus riding practices for all students. Schools 
may conduct additional bus evacuation drills. 

Severe weather and shelter-in-place drill - This drill prepares students for situations 
involving severe weather emergencies or the release of external gas or chemicals. Severe 
weather and shelter-in-place drills must address and prepare students and school personnel 
for possible tornado incidents. Other drills shall be based on the needs and enviromnent of 
particular communities, including severe weather (such as, tornadoes, shear winds, lightning, 
and earthquakes), incidents involving hazardous materials, and incidents involving weapons 
of mass destruction. 

When contacted by the appropriate local law enforcement agency with a request to conduct and 
participate in a law enforcement drill, the Superintendent or appropriate designee must conduct a 
law enforcement drill during the academic year. 

Law enforcement drill - This drill prepares students and school personnel for situations 
calling for the involvement of law enforcement when conditions inside a school building are 
safer than outside of a school building and it is necessary to protect building occupants from 
potential dangers in a school building. Law enforcement drills may involve situations that 
call for the reverse-evacuation or the lock-down of a school building. Incidents requiring a 
lock-down may include shooting incidents, bomb threats, suspicious persons, and incidents 
involving hazardous materials. All such drills must be conducted according to this 
administrative procedure, 4:170-APl, Comprehensive Safety and Crisis Program, with the 
participation of the appropriate law enforcement agency. A law enforcement drill may be 
conducted on days and times when students are not present in the school building. 

After a drill in which the local law enforcement participated, the Building Principal should 
request a certification from the local law enforcement that the law enforcement drill was 
conducted. 

Annual Review. The School Board or its designee will annually review each school building's 
emergency and crisis response plans, protocols, and procedures, as well as each building's 
compliance with the school safety drill program. 

E. Bomb Threat Piau 

Any bomb threat is treated as a danger to all persons in a school building. Staff members shall 
follow these procedures when a bomb threat is made: 

1. The secretary or any person taking the telephone call will attempt to gain as much 
information as possible from the caller, i.e., the bomb's location, type, when it will explode, 
and the caller's name, sex, age, and voice tone. 

2. The main office will immediately call 911. 

3. The main office will immediately advise the Building Principal or designee of the situation. 
The Building Principal or designee shall announce a "Code Yellow" over the public address 
system to notify the staff a bomb threat was received. All two-way radios should be 
immediately shut off. 

4. The Building Principal will sound the fire alarm and evacuate the building(s). 

5. Staff members should note any "strange" boxes or packages. Do not touch anything 
suspicious. Report any such item to law enforcement after you have left the building. 
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6. The Building Principal or designee shall notify the Superintendent's office; the 
Superintendent's office shall notify the Safety Program Coordinator. 

7. The Building Principal shall check to ensure everyone has left the building(s). 

8. Staff members shall account for everyone by making a roll call check. Names of missing 
students or staff members will be relayed to the Building Principal. 

9. Staff members shall escort the students to a predetermined waiting area that is a safe distance 
from the school and wait for further instructions. 

10. The Building Principal shall assist the police, fire, and public safety officials as needed. 

11. After a bomb search is completed, the Building Principal, Safety Program Coordinator, 
Superintendent, and local law enforcement will determine if the building should be re­
entered. 

12. If the school cannot be re-entered, the students will be moved to the closest available facility 
that can safely house them. 

13. When a bomb threat is made before lunch, the Building Principal or designee shall 
coordinate with the food service department to arrange for an alternative lunch plan. 

14. If the decision is made to move students to an alternate school, the Building Principal or 
designee shall so notify the transportation department. Buses will be used if the school is 
beyond walking distance or if there is inclement weather. 

15. The transportation department will make arrangements to have the evacuated students picked 
up at the regular release time, at the alternate site, by the normal route school buses. 

16. When a bomb threat is made during inclement weather, the Building Principal or designee 
shall notify the transportation department to supply buses for temporary shelters. This 
should not delay the school's evacuation. 

17. No one shall re-enter the building unless the "All Clear" is sounded by the Building 
Principal. No electronic devices shall be used to recall students into the building. 

F. Fire Emergency Procedures 

The following emergency actions shall be taken by the appropriate staff member: 

1. Pull the fire alarm inunediately if you have any reason to suspect a fire may be in the 
building. If possible, notify the main office, giving as many details as possible. 

2. The main office will inunediately call 911. 

3. The main office will immediately advise the Building Principal or designee of the situation. 

4. The Building Principal will sound the fire alarm and evacuate the building(s). 

5. The Building Principal or designee shall notify the Superintendent's office; the 
Superintendent's office shall notify the Safety Program Coordinator. 

6. Fire extinguishers should be used only after notifying the Fire Department and only if 
feasible. Fire extinguishers are intended for small fires only. In addition, the user should 
make sure the fire extinguisher is of the proper type for the fire before using it. 
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7. When the fire alarm is heard: 

a. Teachers and supervisors shall be sure that all windows and doors are closed and lights 
are turned off in their rooms. They should pick-up their class register and grade book 
and then lead students out of the building according to the evacuation route. 

b. Teachers and supervisors shall immediately check the class register to be sure all 
students are present. If a student is absent who was present before the evacuation, notify 
the Principal or fire official immediately. 

G. Natural Disasters (Tornadoes, Thunderstorms, Severe Winds, Earthquakes) 

A natural disaster includes severe weather situations, tornadoes, hazardous material accidents, 
floods, and earthquakes. The following emergency procedures should be taken: 

1. The Building Principal or main office staff will alert staff- the signal is "Tornado Tone." 

2. Teachers shall step into the halls to immediately clear them by directing students to the 
classroom. 

3. While in the room, all teachers and students are to maintain sheltered positions. 

4. Call911 if emergency responders are needed. 

5. Render first aid, if necessary. 

6. The Building Principal or designee will direct designated "couriers" to each classroom 
notifying the teacher/staff of the situation. 

7. Unless the situation requires evacuation, all doors will remain locked and personnel and 
students will remain stationary until the "All Clear" is sounded by the Building Principal. 

H. Weapons and Explosives on Campus 

Any report of a person armed with a weapon or explosive on campus is a "Code Red," i.e., all 
doors are locked in offices, classrooms, and halls. The following emergency actions shall be 
taken by the appropriate staff member: 

1. Notify the main office immediately if you have any reason to believe that a weapon or 
explosive is on school grounds. Give the main office as many details as possible (where, 
who is involved, type of weapon, and if anyone is injured or is currently being threatened or 
being held hostage). 

2. The main office will immediately call911. 

3. The main office will immediately advise the Building Principal or designee of the situation. 
The Building Principal or designee shall announce a "Code Red" over the public address 
system to notify staff members to lock all doors. 

4. If possible, move students safely away from the armed person. Remain calm while sending 
people to safety. Do not panic students by telling them that the person is armed. 

5. When a "Code Red" is called: 

a. Lock your classroom door, and, if it is your responsibility to do so, lock the hallway 
doors. Keep your students away from doors. If you hear a weapon fired, tell your 
students to immediately duck and cover. Remain this way until the Principal sounds the 
"All Clear" or until you are evacuated from your room by law enforcement. 
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b. If you are not in a classroom, move your students to the closest securable room and lock 
it down. 

c. If you cannot get to a classroom before shots are fired, have all students duck and cover 
behind any available barrier or drop and cover if there is nothing to hide behind. Direct 
them to move to a protected area as soon as possible. 

6. The Building Principal or designee shall notify the Superintendent's office; the 
Superintendent's office shall notify the Safety Program Coordinator. 

7. School nurses and/or other staff give first aid for victims until emergency medical services 
takes over. If possible, identify injured students by using name tags or markers on their 
wrists or ankles. 

8. Note: If any site becomes involved in a hostage situation, the primary concern is the safety 
of students and staff. Individuals who take hostages are frequently emotionally disturbed or 
in a state of panic and the key to dealing with them is to make every attempt to avoid 
upsetting them any further. Communication must be handled in a non-threatening, non­
joking manner. Always remember that it may take very little to cause such persons to 
become violent. 

9. Note: Drive-by-shootings usually happen very quickly. The perpetrators of drive-by­
shootings usually leave the scene instantly. Staff members who witness such incidents 
should, without putting themselves into danger, attempt to get as precise a description of the 
vehicle as possible. 

I. Emergency Aid 

The Safety Program Coordinator shall supervise an on-going program for the provision of first­
aid and emergency care (see 23 Ill.Admin.Code § 1.530), that includes at a minimum the 
following components: 

1. First-aid and CPR courses are offered to staff members. 

2. Staff members are told how to summon emergency medical care. 

3. Adequate first-aid and emergency care equipment are readily accessible, conspicuously 
marked, and periodically inspected. 

4. The District's administrative procedure 4:170-AP6, Plan for Responding to a Medical 
Emergency at a Physical Fitness Facility, is fully implemented. 

5. Each participant in an extracurricular sport must present a completed Certificate of Physical 
Fitness for Athletics. Parents/guardians are required to report any serious health problem 
their child might have experienced. 

6. Written accident reports are completed by the person having supervision over the student at 
the time of the accident and shall be immediately sent to the Building Principal who will 
forward a copy to the Superintendent. 

7. An injured student will take priority over everything else. The person having supervision 
over an injured student shall immediately notify the parents/guardians. 
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7. School nurses and/or other staff give first aid for victims until emergency medical services 
takes over. If possible, identify injured students by using name tags or markers on their 
wrists or ankles. 

8. Note: If any site becomes involved in a hostage situation, the primary concern is the safety 
of students and staff. Individuals who take hostages are frequently emotionally disturbed or 
in a state of panic and the key to dealing with them is to make every attempt to avoid 
upsetting them any further. Communication must be handled in a non-threatening, non­
joking manner. Always remember that it may take very little to cause such persons to 
become violent. 

9. Note: Drive-by-shootings usually happen very quickly. The perpetrators of drive-by­
shootings usually leave the scene instantly. Staff members who witness such incidents 
should, without putting themselves into danger, attempt to get as precise a description of the 
vehicle as possible. 

I. Emergency Aid 

The Safety Program Coordinator shall supervise an on-going program for the provision of first­
aid and emergency care (see 23 III.Admin.Code § 1.530), that includes at a minimum the 
following components: 

I. First-aid and CPR courses are offered to staff members. 

2. Staff members are told how to summon emergency medical care. 

3. Adequate first-aid and emergency care equipment are readily accessible, conspicuously 
marked, and periodically inspected. 

4. The District's administrative procedure 4:170-AP6, Plan for Responding to a Medical 
Emergency at a Physical Fitness Facility, is fully implemented. 

5. Each participant in an extracurricular sport must present a completed Certificate of Physical 
Fitness for Athletics. Parents/guardians are required to report any serious health problem 
their child might have experienced. 

6. Written accident reports are completed by the person having supervision over the student at 
the time of the accident and shall be immediately sent to the Building Principal who will 
forward a copy to the Superintendent. 

7. An injured student will take priority over everything else. The person having supervision 
over an injured student shall immediately notifY the parents/guardians. 

Emergency Phone Numbers: 

Safety Coordinator 

Poison Control 

Hospital 

Karen Sirgany- 815/291-8219 

Dr. Cleary- 815/745-2644, County 
815/777-0263 

Freeport- 815/599-6000, Monroe 
608/324-1000 

Fire, Police, Ambulance ....::..9"'1"'1 ______________ _ 

J. Managing a Crisis After the Earliest Stages Are Over 

I. The Safety Program Coordinator and Safety Team shall: 
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e. Contact parents of affected students with suggestions for support and further referrals. 
Keep records of affected students and provide follow-up services. 

f. Establish a self-referral procedure. Make referral forms available. 

g. Review and distribute open-ended questions to assist teachers with classroom discussion. 

3. The Building Principal or designee shall: 

a. Support response efforts, be available for consultation, and defer to the Safety Program 
Coordinator and/or Superintendent. Overall, the Building Principal should be visible, 
available, and supportive. 

b. Notify feeder schools so they can prepare siblings and other students regarding the crisis. 

c. Provide direction for teachers. 

d. Contact family of the deceased and inform staff and students about funeral arrangements. 

4. Teachers shall: 

a. Provide available information to students and lead classroom discussions, when 
warranted, that focus on coping. Answer questions without providing unnecessary 
details. Recognize and honor the various religious beliefs that may help students to 
cope. Be understanding and receptive to students' expressions of various emotions. 

b. Be careful of TV broadcasts in the classroom. Live newscasts can be traumatizing, 
especially if the students are still at school. 

c. Identify students who need counseling and refer them to counseling personnel. 

d. Provide activities to reduce trauma, such as artwork, music, and writing. 

e. Alter the curriculum as needed. 

f. Discuss funeral procedures when appropriate. 

g. Know how to get assistance from other professionals should the need arise. 

5. The school nurse shall, after all injured students are stabilized and being provided emergency 
medical services care: 

a. Monitor reactions of traumatized children. 

b. Inform teachers and children about physical manifestations of grief. 

6. Provision for on-going opportunities to deal with the crisis include: 

a. Have additional support staff and outside professionals available. 

b. Make resources available to teachers who will be dealing with students' reactions. 

c. Provide a list of suggested readings to teachers, parents, and students. 

d. Amend crisis response procedures as necessary. 

e. Write thank-you notes to anyone who provided (or is still providing) support. 

f. Be alert on crisis anniversaries and holidays. Often students will experience an 
"anniversary" grief reaction the following month or year on the date of the crisis, or 
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when similar crises occur that remind them of the original crisis. Holidays are often 
difficult for students who have experienced loss. 

g. Support and explain the hospital's visitation policy. 

h. After one week, consider raising the flag back to full mast. Remove the flowers, cards, 
displays, etc. and get the building back to normal. 

K. Managing Communications About a Crisis 

The Safety Program Coordinator, with assistance from the Safety Team, is responsible for 
compiling information and preparing communications concerning a crisis. Staff members having 
information should provide it to the Safety Program Coordinator or a Safety Team member. The 
Safety Program Coordinator or designee serves as the designated spokesperson. All District 
communication should come from this source to ensure accuracy and creditability. 

All staff members are requested to refrain from spreading information about a crisis unless the 
information is from the Safety Program Coordinator or designated spokesperson. 

Office staff members are not to repeat or give any information within or outside the school unless 
specifically instructed to do so. They are to direct inquiries to the designated spokesperson. 

The designated spokesperson shall make every effort to give the maximum amount of verified 
information to staff members, students' family members, and the media as quickly as possible. If 
the media makes reporting errors, the spokesperson should name the specific reporting agency in 
correcting the facts. 

Everyone in the school community can positively affect a crisis situation by: 

1. Staying calm and helping to bring the situation under control. 

2. Avoid speculating as to the incident's cause. 

3. Avoid allocating blame. 

4. Helping school and law enforcement officials gather the facts - who, what, where, when, 
why, how, and what's next. 

5. Being truthful. 

6. Deferring all media requests to the designated spokesperson. 

7. Comforting and supporting each other. 

L. Required Notices 

A school staff member shall immediately notify the office of the Building Principal if he or she: 
(1) observes any person in possession of a firearm on or around school grounds; however, such 
action may be delayed if immediate notice would endanger students under his or her supervision; 
(2) observes or has reason to suspect that any person on school grounds is or was involved in a 
drug-related incident; or (3) observes a battery committed against any staff member. 4 Upon 
receiving such a report, the Building Principal or designee shall immediately notify the local law 

4 105 ILCS 5!10-27.1A, 5/10-27.1B, and 5/10-21.7. To satisfy the reporting requirement, ISBE created tl1e School 
Incident Reporting System (SIRS), a web-based application on IW AS for schools to report incidents electronically. 
Reporting on SIRS does not satisfY the requirement to report incidents to local law enforcement authorities. 
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enforcement agency, State Police, and any involved student's parent/guardian. 5 "School 
grounds" includes modes of transportation to school activities and any public way within 1000 
feet of the school, as well as school property itself. 

Sl<J.. This procedure re~states the notification requirements contained in 7:190, Student Discipline. 
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December 2010 

Operational Services 
Administrative Procedure - Criminal Offender Notification Laws 

4:170-AP2 

The following list describes laws protecting students on school grounds from individuals convicted of 
serious crimes: 

1. A child sex offender is prohibited from being present on school property or loitering within 500 
feet of school property when persons under the age of 18 are present unless specifically permitted 
by statute (720 ILCS 5/11-9.3). See School Board policies 4:170, Safety; 8:30, Visitors to and 
Conduct on School Property; and administrative procedure 8:30-AP, Definition of Child Sex 
Offender. 

2. Law enforcement must notify schools of offenders who reside or are employed in the county. 
See: (a) Sex Offender Community Notification Law, 730 ILCS 152/101 et gm., and (b) Child 
Murderer and Violent Offender Against Youth Community Notification Law, 730 ILCS 154/75-
105. These laws are hereafter referred to as "offender notification laws." See also policy 4:170, 
Safety. 

3. The School Code (105 ILCS 5110-21.9, amended by P.A. 96-431) lists criminal offenses that 
disqualifY an individual from District employment if the individual was convicted of one. It 
requires any person hired by the District to submit to a fingerprint-based criminal history records 
check. The law also requires a school district to check 2 offender databases for each applicant, 
(a) the Statewide Sex Offender Database (a!k/a Sex Offender Registry), www.isp.state.il.us/sor, 
and (b) the Statewide Child Murderer and Violent Offender Against Youth Database, 
www.isolstate.il.us/cmvo/. See School Board policy 5:30, Hiring Process and Criteria; and 
admiuistrative procedure 5:30-AP2, Investigations. 

4. The provisions in The School Code described above also apply to employees of persons or firms 
holding contracts with a school district who have direct, daily contact with students. See School 
Board policy 4: 170, Safety. 

5. Conviction of an offense listed in 105 ILCS 5/10-21.9, amended by P.A. 96-431, results in the 
automatic revocation of a teacher's teaching certificate (105 ILCS 5/21-23a). 

6. The offender notification laws require law enforcement to ascertain whether a juvenile sex 
offender or violent offender against youth is enrolled in a school and, if so, to provide a copy of 
the registration form to the Building Principal and any guidance counselor designated by him or 
her. This registration form must be kept separately from any and all school records maintained 
on behalf of the juvenile sex offender. See School Board policy 4:170, Safety. 

Receipt of the Information from Law Enforcement 1 

The Superintendent or designee shall notifY the local law enforcement official or county sheriff that 
he or she is the District's official contact person for purposes of the offender notification laws. 2 The 
Superintendent and/or Building Principal may at any time request information from law enforcement 
officials regarding sex offenders or violent offenders against youth. 

1 The law is silent with regard to what, if anything, districts do with the information. It does, however, provide that 
"any person who provides, or fails to provide, information relevant to the procedures set forth in this Law shall not be liable 
in any civil or criminal action," (730 ILCS 152/130). 

2 Naming a contact person will facilitate communication and cooperation with local law enforcement agencies. Any 
school official may be used as the contact person and the superintendent may wish to have a contact person from each 
building. 
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The Superintendent will provide Building Principals and other supervisors with a copy of all lists 
received from law enforcement officials containing the names and addresses of sex offenders and 
violent offenders against youth. 
The Building Principal or designee shall provide the lists to staff members in his or her building on a 
need-to-know basis, but in any event: 

• A teacher will be told if one of his or her students, or a student's parent/guardian, is on a list. 
• The school counselor, nurse, social worker, or other school service personnel will be told if a 

student or the parent/guardian of a student for whom he or she provides services is on a list. 

No person receiving a list shall provide it to any other person, except as provided in these procedures, 
State law, 3 or as authorized by the Superintendent. Requests for information should be referred to 
the local law enforcement officials or State Police. 

Screening Individuals Who Are Likely to Have Contact with Students at School or School Events 4 

Upon receiving a list of sex offenders or violent offenders against youth from law enforcement, the 
Superintendent or Building Principal, or designees, shall determine if anyone is listed who is 
currently a District employee, student teacher, or school volunteer. 

In addition, the Superintendent and/or Building Principal(s) shall screen individuals who are likely to 
come in contact with students at school or school events as follows: 

Volunteers 

Each staff member shall submit to the Building Principal the name and address of each 
volunteer the staff member is supervising or whose services are being used as soon as that 
person is identified. The Building Principal or designee shall immediately screen the 
volunteer's name and address against the: (I) National Sex Offender Public Registry, 
www.nsopr.gov, (2) Illinois Sex Offender Registry, www.isp.state.il.us/sor, and (3) the 
violent offenders against youth database maintained by the State Police, 
www.isp/state.il.us/cmvo/. If a match is found, the Building Principal shall notify the 
Superintendent, who shall contact the local law enforcement officials to confirm or disprove 
the match. 

If a match is confirmed, the Superintendent shall inform the individual, by mail and telephone 
call, that he or she may not be used as a volunteer. The Superintendent also shall inform 
relevant staff members and the Building Principal that the individual may not be used as a 
volunteer. 

Student Teachers 

The student teacher's higher education institution will facilitate the required background 
check with the Department of State Police and FBI. The Department of State Police and FBI 
will furnish records of convictions (uuless expunged) pursuant to the fingerprint-based 
criminal history records check, to the higher education institution where the student teacher is 
enrolled and the Superintendent. See 105 ILCS 5/10-21.9(g), amended by P.A. 96-1452. See 
5:30-AP2, Administrative Procedure-Investigations. Each student teacher must provide a 
written authorization for, and payment of the costs of, the fingerprint-based criminal history 
records check and checks of the Statewide Sex Offender Database and Statewide Child 
Murderer and Violent Offender Against Youth Database prior to participating in any field 
experiences in the District. 

Other Students Doing Clinical Experience 

3 The list of child sex offenders may be a public record subject to disclosure under the Illinois Freedom of Infonnation 
Act (5 ILCS 140/1 srt: ~.).Consult the district counsel when a request is made using this Act. 

4 The law is silent with regard to screening volunteers and individuals in the proximity of a school. 
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The Building Principal shall screen the name and address of each student seeking to do 
clinical experience in the school as described above for volunteers. If a match is found, the 
Building Principal and Superintendent shall proceed as above for volunteers. 

Contractors' Employees 

The Superintendent shall include the following in all District contracts that may involve an 
employee of the contractor having any contact, direct or indirect, with a student: 5 

The contractor shall not send to any school building or school property any employee or 
agent who would be prohibited from being employed by the District due to a conviction 
of a crime listed in 105 ILCS 5/10-21.9, amended by P.A. 96-431, or who is listed in the 
Statewide Sex Offender Registry or the Statewide Violent Offender Against Youth 
Database. The contractor shall obtain a fingerprint-based criminal history records check 
before sending any employee or agent to any school building or school property. 
Additionally, at least quarterly, the contractor shall check if an employee or agent is listed 
on the Statewide Sex Offender Registry or the Statewide Violent Offender Against Youth 
Database. 

If a staff member at any time becomes aware or suspicious that a contractor's employee is a 
sex offender or violent offender against youth, the employee shall immediately notifY the 
Superintendent. The Superintendent shall screen the name of the individual as described 
above for volunteers and/or contact the contractor. 

Individuals in the Proximity of a District's School 

Each time a list of sex offenders and/or violent offenders against youth is received from a law 
enforcement official, the Building Principal shall review it to determine if anyone listed lives 
in the proximity of his or her school. The Building Principal shall attempt to alter school bus 
stops and the route students travel to and from school in order to avoid contact with an 
individual on such a list. 

Employees 

All applicants considered for District employment shall submit to a fingerprint-based criminal 
history records check, according to State law and School Board policy 5:30, Hiring Process 
and Criteria, and administrative procedure 5:30-AP2, Investigations. See 105 IL ILCS 5/10-
21.9, amended by P.A. 96-1452, and sample policy 5:30, Hiring Process and Criteria. 

Each time a list of sex offenders or violent offenders against youth is received from a law 
enforcement official, the Superintendent shall review the list to determine if an employee is 
on the list. If a match is found, the Superintendent shall immediately contact the local police 
officials to confirm or disprove the match. The Superintendent shall immediately notify the 
Board if a match is confirmed. The Board President will contact the Board Attorney and the 
Board will take the appropriate action to comply with State law that may include terminating 
the individual's employment. 

5 Districts would find it virtually impossible to screen all contractors' employees. Thus, a contractor should warrant 
that none of its employees who may have contact with a student at school is a child sex offender. The last sentence of this 
contract clause will help districts comply with 105 ILCS 5/10-21.9, amended by P.A. 96-431. That law requires a criminal 
history records check to be performed on only those contractor's employees who have a Hdirect, daily contact with 
students." In order to be comprehensive and to eliminate unce1tainty, this contract clause requires background checks for 
any contractor's employee who may work in any school building or on school property. 
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Informing Staff Members and Parents/Guardians About the Law 6 

Building Principals or their designees shall inform parents/guardians about the availability of 
information concerning sex offenders during school registration and, if feasible, during parent-teacher 
conferences. Information should be distributed about the Statewide Sex Offender Database (a/kla Sex 
Offender Registry), www.isp.state.il.us/sor, and the Statewide Child Murderer and Violent Offender 
Against Youth Database, www.isp/state.il.us/cmvo/. Information may also be included in the Student 
Handbook. See the Sex Offender Community Notification Law, 730 ILCS 152/101 ~ ~., and 
exhibit 4:170-£8, Informing Parents About Offender Community Notification Laws. 
Requests for additional information shall be referred to local law enforcement officials. 

CROSS REF.: 5:30 (Hiring Process and Criteria), 6:250 (Community Resource Persons and 
Volunteers), 8:30 (Visitors to and Conduct on School Property) 

ADMIN. PROC.: 4: 170-E8, (Informing Parents About Offender Community Notification Laws), 
5:30-AP2, (Investigations), 6:250-AP (Securing and Screening Resource Persons 
and Volunteers), 6:250-E (Volunteer Information Form and Waiver of Liability), 
8: 30-AP (Definition of Child Sex Offender), 8:30-E 1 (Letter to Parent Regarding 
Visits to School by Child Sex Offenders), 8:30-E2 (Child Sex Offender's 
Request for Permission to Visit School Property) 

6 State law requires a principal or teacher to notify the parents/guardians during school regish·ation or parent-teacher 
conferences that information about sex offenders is available to the public as provided in the Sex Offender Community 
Notification Law, 730 ILCS 152/101 ~~·While State law allows the notification to be made during registration m: parent­
teacher conferences, the sample procedure makes a notification mandatory just during registration to be sure that all 
parents/guardians are informed. 
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July2006 4:170-AP3 

Operational Services 

The Building Principal shall distribute the followiug rules to all students. Those students not 
qualifying for school bus transportation to and from school should receive a copy because they may 
from time-to-time be transported to school activities by school bus. 

1. Be on time-help keep the bus on schedule. Board and exit at your designated stops only. 
Do not ask to stop at places other than regular bus stops. 

2. Stay off the road and in your designated area at all times while waiting for the bus. 
3. Board the bus when it comes to a complete stop. No pushing or shoving. 
4. If you must cross the street or highway, proceed at least 10 feet in front of the bus on the 

right shoulder where traffic can be seen from both directions. Wait for the bus driver to 
signal that it is safe for you to cross. 

5. Once you are seated, remain in that seat. Do not leave your seat while the bus is moving. 
6. Keep hands and head inside the bus. No feet in the aisles. 
7. Remain in the bus during a road emergency and wait for instructions from the driver. 
8. Be courteous to fellow students and the driver. Talking back to the bus driver will not be 

tolerated. 
9. Remember, loud talking, laughing, or shouting makes unnecessary confusion and diverts 

the driver's attention. This could result in a serious accident. 
10. Be absolutely quiet when approaching a railroad crossing. 
11. Be alert to a danger signal from the driver. 
12. Keep the bus clean. Do not throw anything out of a window. 
13. Treat bus equipment with respect. Never tamper with equipment 
14. No eating is allowed on the bus. Help keep the bus clean, sanitary, and safe. 
15. No animals or pets may be taken on the bus. 

The footnotes should be removed before the material is used. 
1 lOS ILCS 5/10-20.14 requires each district's parent-teacher advisory committee, in cooperation with school bus 

personnel, to establish and maintain bus safety rules. These sample guidelines are from Ryder Corp. material The parent­
teacher advisory committee's guidelines should be appropriate to the district, e.g., they should include instructions on seat 
belt use when buses are so equipped. 
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16. Keep books, bags, coats, etc. out of the aisles. 
17. Do not leave books, lunch boxes, etc. on the bus. 
18. Help look after the comfort and safety of others. Use safety precautions at all times. 

Students who cannot follow these simple rules will be handled as follows: 
1st offense- Driver warning, written notice to parents 
znd offense- Driver warning, written notice to parents 
3'd offense- Removal from the bus until a parent/driver/Principal conference takes place. 
4th offense- Removal from bus service for five (5) days 
5th offense- Removal from bus service for ten (1 0) days 
6th offense- Possible expulsion from bus service 
Students will be permitted to ride a different bus home provided a note has been sent by the 

parents in advance. 
Parents should notify the school BY NOTE if a regular bus student will not be riding the bus 

home after school. 
We strongly discourage parents from calling the school in order to make bus arrangements. 

This is how mistakes are made. A child's safety is worth making arrangements well in advance. 

4:170-AP3 
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December 2008 4:170-AP4 

Operational Services 
Administrative Procedure • Emergency Preparedness Response to Homeland 
Security Codes 

The following threat response actions correlate to each threat code condition. These protective 
measures may have been or may be put in place by the District in cooperation with the local, State, 
and federal authorities. Response actions are flexible to accommodate the differing circumstances of 
various critical events. 

Homeland Security Risk Level Potential Response Measures 

Code Green (Low risk of Response measures: 
terrorist attack.) • Update the school site-based safety plans, specifically the 

emergency and disaster response procedures. 

• Coordinate emergency plans with county, State, and federal 
agencies. 

• Instruct employees and students to report suspicious 
activities or persons to the administrative office. 

• Conduct emergency and disaster response training for 
employees at all levels. 

• Implement visitor control procedures . 

• Inventory emergency supplies and equipment. 

• Maintain current emergency communication lists . 

• Review parent/guardian notification procedures . 

• Disseminate emergency communications methods and 
resources (i.e., where to get information) to employees, 
parents, and community. 

Code Blue (Guarded condition Same response measures as Code Green. 
when there is a general risk of 
terrorist attack.) 

Code Yellow (Elevated In addition to the measures listed above, the following 
condition when there is a responses may be instituted: 
significant risk of terrorist • Assess increased risk with public safety officials . 
attack.) • Review schools' site-based safety plans with all staff . 

• Reassess facility security measures, e.g., lock exterior 
doors. 

• Limit visitor access to school. 

• Update employee and student emergency contact numbers . 

• Test alternative communication capabilities . 

• Test parent/guardian notification procedures . 

Code Orange (High condition In addition to the measures listed above, the following 
when there is a high risk of responses may be instituted: 
terrorist attack.) • Take additional precautions at public events, e.g., hiring 

4:170-AP4 Page I of2 
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Homeland Security Risk Level Potential Response Measures 

additional security staff, restricting public access, or 
canceling the event. 

• Review field and class trip decisions . 

• Designate an alternative communications center located off 
school property. 

• Increase communication with parents/ guardians and 
community via website and email distribution. 

• Inform parents/guardians of procedures to reunite children 
with parents/guardians should schools close mid-day. 

Code Red (Severe condition In addition to the measures listed above, the following 
when there is a severe risk of measures may be instituted: 
terrorist attack.) • Assess threat circumstances to determine status of school 

openings and closings. 

• Address critical emergency needs under the direction of 
public safety officials. 

• Review and communicate parent-child reunification 
process. 

• Increase building security throughout the school system . 

• Continue staff, parent, and community communication . 

• If school is open: 
Cancel outside activities and field trips. 
Curtail regular and/or extracurricular bus service. 
Prohibit visitor access. 
Request police department to increase patrols around 

school. 
Prohibit parking near buildings. 
In case of a building lockdown, ensure each school 

building has a reasonable supply of food, drinking 
water, medical supplies, back-up communication 
equipment, generator, batteries, etc. 
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September 2009 4:170-AP5 

Operational Services 
Administrative Procedure - Unsafe School Choice Option 

Beginning in 2002, NCLB required states to implement an unsafe school choice option (20 U.S.C. 
§7912). Illinois complied by adopting two statutes: (1) 105 lLCS 5/2-3.134 requires ISBE to maintain 
data and publish a list of persistently dangerous schools, and (2) 105 lLCS 5/10-21.3a requires each 
school board to adopt a policy governing the transfer of students within the district from a persistently 
dangerous school to another public school in the district. Board policy 4:170, Safety, fulfills this 
requirement with its section on Unsafe School Choice Option. This administrative procedure 
implements the policy. It incorporates the guidance given by the U.S. Department of Education, Unsafe 
School Choice Option, Non-Regulatory Guidance, 7-23-02, 
www.ed.gov/policvlelsec/guid/unsafeschoolchoice.doc. 

Unsafe School Choice Option for Students in Persistently Dangerous Schools 

Actor 

ISBE 

Building Principal or 
designee 

Superintendent 

Building Principal or 
designee 

Parents/ guardians 

4:170-AP5 

Action 

Identifies each Illinois school that is a persistently dangerous school as 
defined in 105 ILCS 5/10-21.3a (attached). 

As of June 2009, ISBE has not identified a persistently danzerous school. 

Within 10 calendar days of identification, or longer time if necessary, 
notifies by U.S. mail, the parents/guardians of students attending a 
persistently dangerous school, of that school's status as persistently 
dangerous. 

Keeps the Board informed as appropriate. 

Determines which, if any, schools will receive students assigned to a 
persistently dangerous school. 

To the extent possible, the recipient school should be making 
adequate yearly progress and not identified as being in school 
improvement, corrective action, or restructuring. The recipient 
school may be a public charter school. 

If a recipient school is not available in the District, the Superintendent 
will explore other appropriate options, e.g., intergovernmental 
agreements with another district to accept transfer students. 

The needs and preferences of affected students and parents/guardians 
will be considered. 

Develops and implements a corrective action plan. 

Within 20 calendar days of identification, or longer time if necessary, 
informs parents/guardians of the following: 
1. The status of the corrective action plan; and 
2. The identities of any available school or public charter school into 

which students may transfer. 

As soon as possible after being informed of the unsafe school choice 
option, confers with the Building Principal concerning whether to 
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Actor Action 

exercise the transfer option. 

Building Principal or Executes any requested transfers as soon as possible. Transfers will be in 
designee effect at least while the original school is identified as persistently 

dangerous. When determining the transfer length, the Principal considers 
the student's educational needs as well as other factors affecting the 
student's ability to succeed if returned to the transferring school. 

Superintendent or Upon corrective action plan's completion, requests that ISBE remove the 
designee school from the list of persistently dangerous schools. 

Unsafe School Choice Option for Any Student Who Is a Victim of a Violent Criminal Offense 
Occurring on School Grounds During Regular School Hours or During a School-Sponsored Event 

Actor 

Building Principal or 
designee 

Superintendent 

Building Principal or 
designee 

Parents/ guardians 

Building Principal or 
designee 

4:170-APS 

Action 

Notifies the Superintendent that a student was a victim of a violent crime, 
as defined by 725 ILCS 120/3 (attached), occurring on school grounds 
during regular school hours or during a school-sponsored event. 

As soon as possible, determines which, if any, schools are available 
recipients for a student who was a victim of a violent crime while in 
school or on school grounds. 

To the extent possible, the recipient school should be making 
adequate yearly progress and has not been identified as being in 
school improvement, corrective action, or restructuring. The 
recipient school may be a public charter school. 

If a recipient school is not available in the District, the Superintendent 
will explore other appropriate options, e.g., an agreement with a 
neighboring district to accept the student. 

The needs and preferences of the affected student and his or her 
parents/ guardians shall be considered. 

Keeps the Board informed as appropriate. 

As soon as possible, notifies the student's parents/guardians that the 
student may transfer to another school, provided another school is 
available. 

As soon as possible after being informed of the unsafe school choice 
option, confers with the Building Principal concerning whether to 
exercise the transfer option. 

Executes any requested transfer as soon as possible. When determining 
the transfer length, considers the student's educational needs as well as 
other factors affecting the student's ability to succeed if returned to the 
transferring school. 
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*********************************************************************************** 
Definitions for "Persistently Dangerous School" 

105 ILCS 5/10-21.3a 

§10-21.3a(b). In order to be considered a persistently dangerous school, the school must meet all of 
the following criteria for 2 consecutive years: 

1. Have greater than 3% of the students enrolled in the school expelled for violence­
related conduct; 

2. Have one or more students expelled for bringing a firearm to school as defined in 18 
u.s.c. 921; 

3. Have at least 3% of students enrolled in the school exercise the individual option to 
transfer schools pursuant to subsection (c) of this section. [105 ILCS 5/10-21.3a(c), see 
the second section of this procedure] 

Definitions for "Crime Victim" and "Violent Crime" 
725 ILCS 120/3 (current as of September 1, 2003) 

§ 3. The terms used in this Act, unless the context clearly requires otherwise, shall have the 
following meanings: 

(a) "Crime victim" means (1) a person physically injured in this State as a result of a 
violent crime perpetrated or attempted against that person or (2) a person who suffers injury 
to or loss of property as a result of a violent crime perpetrated or attempted against that 
person or (3) a single representative who may be the spouse, parent, child or sibling of a 
person killed as a result of a violent crime perpetrated against the person killed or the 
spouse, parent, child or sibling of any person granted rights under this Act who is 
physically or mentally incapable of exercising such rights, except where the spouse, parent, 
child or sibling is also the defendant or prisoner or ( 4) any person against whom a violent 
crime has been committed or (5) any person who has suffered personal injury as a result of 
a violation of Section 11-501 of the Illinois Vehicle Code, or of a similar provision of a 
local ordinance, or of Section 9-3 of the Criminal Code of 1961, as amended;[.] 

(c) "Violent Crime" means any felony in which force or threat of force was used against 
the victim, or any offense involving sexual exploitation, sexual conduct or sexual 
penetration, domestic battery, violation of an order of protection, stalking, or any 
misdemeanor which results in death or great bodily harm to the victim or any violation of 
Section 9-3 of the Criminal Code of 1961, or Section 11-501 of the Illinois Vehicle Code, 
or a similar provision of a local ordinance, if the violation resulted in personal injury or 
death, and includes any action committed by a juvenile that would be a violent crime if 
committed by an adult. For the purposes of this paragraph, "personal injury" shall include 
any Type A injury as indicated on the traffic accident report completed by a law 
enforcement officer that requires immediate professional attention in either a doctor's office 
or medical facility. A Type A injury shall include severely bleeding wounds, distorted 
extremities, and injuries that require the injured party to be carried from the scene; [.] 
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December 2010 4:170-AP6 

Operational Services 
Administrative Procedure - Plan for Responding to a Medical Emergency at a Physical 
Fitness Facility 

The following operations implement School Board policy 4:170, Safety, requiring a plan for 
responding to medical emergencies at a physical fitness facility. These operations shall be completed 
consistent with the Physical Fitness Facility Medical Emergency Procedures Act, 210 ILCS 74/, and 
the Illinois Department of Public Health Rules, Part 527, "Physical Fitness Medical Emergency 
Preparedness Code." Any defmitions of terms found in this Act and IDPH implementing Rules are 
used as the definitions of those terms in this Procedure. 1 

Actor Action 

Superintendent or Appoints a staff member to coordinate the operations in this Procedure who 
designee will be known as the "Plan Coordinator." 2 

Plan Coordinator: 

Name Position 

Files this plan with the Dept. of Public Health, Division of EMS & Highway 
Safety, 500 E. Monroe - 8" Floor, Springfield, IL 6270 I. 77 Ill.Admin.Code 
§527.400(a). Files an updated plan with the IDPH after a change in the 
facility that affects the ability to comply with a medical emergency, such as 
the facility was closed for more than 45 days. 77 TI!.Admin.Code 
§527.400(c). 

Dates plan submitted: 

Decides, with input from the Plan Coordinator, the schedule for purchasing 
AEDs. 210 ILCS 74/50. 

Indoor Facility - Every district must have all applicable facilities 
equipped with an AED. 

Outdoor Facility - A district with 4 or fewer physical fitness 
facilities must have at least two such facilities in compliance; its 
third facility by July 1, 2011; and its fourth facility by July I, 2012. 
A district with more than 4 physical fitness facilities must have 50% 
of those facilities in compliance; 75% by July I, 2011; and 100% by 
July I, 2012. 

If the AED becomes inoperable, the district must replace or repair it 
within 30 days. 77 Ill.Admin.Code §527.600. 

Designates each Building Principal as the individual who must be notified in 

1 77 Ill.Admin.Code Part 527, amended by 33 Ill.Reg. 10947. The amendments provide direction regarding outdoor 
physical fitness facilities in response to P.A. 95-712. 

2 According to sample procedure 4: 170-AP 1, Comprehensive Safety and Crisis Program, the Supetintendent appoints a 
district "Safety Program Coordinator." If a district uses 4: 170-APl, consider giving that person the responsibilities of the 
"Plan Coordinator'' and substituting "Safety Program Coordinator" for ~~Plan Coordinator" throughout this procedure. 
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Actor Action 

the event of a medical emergency. 3 77 Ill.Admin.Code §527.400(a). 

Building Office Contact 

Follows the requirements of 77 Ill. Admin. Code §525.500 upon receiving a 
completed report that an AED was used ( 4: 170-AP6, E2, Automated 
External Defibrillator Incident Report). 

Plan Coordinator Responsibilities Concerning Emergency Responders 
With the Building Principal, identifies all staff members who, through their 
education or training, are appropriate emergency responders for specific 
facilities. If possible, train all emergency responders in CPR and AED use. 

Facility Emergency Response Providers 

Responsibilities Concerning AED Users 

Determines the appropriate number of trained AED users and anticipated 
rescuers or users needed for each facility equipped with an AED. Each 
facility with an AED must have at least one trained AED user on staff during 
staffed business hours (210 ILCS 74/15, amended byP.A. 96-748) and take 
reasonable measures to ensure that anticipated rescuers or users are trained 
pursuant to 410 ILCS 4/15 and 77 Ill.Admin.Code §527.800. 

Working with the Building Principal, identifies trained AED users and 
requests that other appropriate staff members and anticipated rescuers or 
users become trained. 

Facility Trained AED Users 

Responsibilities Concerning AED Registration 

Coordinates with local emergency medical services systems. 77 Ill.Admin.Code 
§527.500. 

Notifies an agent of the local emergency communications or vehicle dispatch 
center of the existence, location, and type of the automated external 
defibrillator (410 ILCS 4/20(b); 77 Ill.Admin.Code §527.500). 

Makes any other required notifications in accordance with 77 Ill.Admin.Code 
§527.500. 

Responsibilities Concernin!! Location of AED and Other First Aid 

3 The IDPH Rules only require that an "office contacf' for a specific facility be designated to receive notification of a 
medical emergency; the Rules do not assign any responsibilities to this individual. Someone other than the Building 
Principal could be named. 
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Actor Action 

Equipment 
Indoor Facility- Decides, with input from the Building Principal or 
designee, where to place the AED and other first aid equipment so that 
their location will be conspicuous, easily accessible, and convenient; the 
AED must be mobile and accessible at all times. 77 Ill.Adrnin.Code 
§527.600. 

Outdoor Facility- Ensures that the AED is placed within 300 feet of 
the outdoor facility in an open building with unimpeded access that has 
marked directions to the location of the AED at its entrances. 77 
Ill.Admin.Code §527.600 (c). 4 

Facility First Aid & AED Location 

Keeps a copy of the ABO's manual with the AED. 77 Ill.Admin.Code 
§527.700(b). 

Responsibilities Concerning Notification and Posting 

Along with the Building Principal, notifies all staff members of the location 
of any AEDs as well as the instructions for responding to medical 
emergencies. 77 Ill.Adrnin.Code §527.800(b). 

Responsibilities Concerning Training 
Coordinates, with input from the Building Principal, the training of: (1) all 
staff members who regularly supervise students in physical fitness facilities 
in the use of CPR and, if appropriate, AEDs, and (2) any non-employee 
coaches, instructors or other similarly situated anticipated rescuers or users. 
77 Ill.Admin.Code §527.800 and 210 ILCS 74/15(b-5) and (b-10). 

Responsibilities Concerning Instructions for Responding to Medical 
Emergencies 
Along with the Building Principal, notifies all facility staff of the location of 
any AEDs and the Step-by-Step Emergency Response Plan described below. 
77 Ill.Admin.Code §527.800(b). 

Coordinates, along with the Building Principal, the posting of the Step-by­
Step Emergency Response Plan described below. 77 Ill.Admin.Code 
§527.800(b). 

Responsibilities Concerning Maintenance and Testing of AEDs 
Ensures that all AEDs are maintained and tested according to manufacturer's 
guidelines. 77 Ill.Admin.Code §527.700(a). 

Keeps a copy of the maintenance and testing manual at the facility and keeps 
a copy of the manual with each AED. 77 Ill.Admin.Code §527.700(b). 

4 210 ILCS 74/15, amended by P.A. 96-1268. AED legislation and rules have been amended several times in as many 
years. Rule-making by administrative agencies always lags behind legislation. P.A. 96R1268 supersedes the requirement in 
77 III.Admin.Code §527.600(c) that requires the person responsible for supervising the activity at the outdoor physical 
fitness facility to ensure that an AED was available. 
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Actor 

Building Principal 

School Nurse( s) 

TrainedAED 
User(s) and/or 
Other Emergency 
Responder(s) 

All Facility Staff 
Members and Users 

4:170-AP6 

Action 

In a conspicuous place in the physical fitness facility, posts: (I) the list of all 
staff members who are emergency responders, and (2) the Step-by-Step 
Emergency Response Plan described below. 77 Ill.Admin.Code 
§527.400(a). 

Posts a notice at the facility's main entrance stating that an AED is located 
on the premises. 

Receives notice in the event of a medical emergency. 77 Ill.Admin.Code 
§527.400(a). 

Along with the Plan Coordinator, helps staff members understand the 
instructions for responding to medical emergencies. 

These instructions must provide that the AED should be operated only by 
trained AED users, unless the circumstances do not allow time to be spent 
waiting for a trained AED user to arrive. 77 Ill.Admin.Code §527 .800( c). 

According to their training, uses appropriate emergency responses upon the 
occurrence of any sudden, serious, and unexpected sickness or injury that 
would lead a reasonable person, possessing an average knowledge of 
medicine and health, to believe that the sick or injured person required 
urgent or unscheduled medical care. 77 lll.Admin.Code §527.400(a). 

According to their training, uses the AED to help restore a normal heart 
rhythm when a person's heart is not beating properly. 77 Ill.Admin.Code 
§527.400(a). 

Calls 9-1-1 for medical emergencies and whenever an AED is used. 77 
Ill.Admin.Code §527.400(b). 

Informs the Building Principal whenever the AED or other emergency 
response is used. 77 Ill.Admin.Code §527.400(b). 

Whenever an AED is used, completes 4:170-AP6, E2, Automated External 
Defibrillator Incident Report, and forwards it to the Superintendent for 
compliance with the requirements of 77 lll.Admin.Code §525.500(a). 

Follow the Step-by-Step Emergency Response Plan described below: 

1. 

2. 

3. 

4. 

5. 

Immediately notify the building's emergency responder(s) whose 
contact information is posted in the facility. Under life and death 
circumstances call9-l-1 without delay. 
Bring the first aid equipment and AED to the emergency scene. The 
AED should be operated only by trained AED users for the intended 
purpose of the AED, unless the circumstances do not allow time for a 
trained AED user to arrive. 
Innnediately inform the Building Principal or designee of the 
emergency. 
The emergency responder will take charge of the emergency. This 
person will apply first aid, CPR, and/or the AED, as appropriate. 
If necessary, the emergency responder instructs someone to call 9-1-1, 
providing the location in the building and which entrance to use. This 
person should make sure someone is sent to open the door for 
paramedics and guide them to the scene. 
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Actor 

4:170-AP6 

6. 

7. 

8. 

Action 

When paramedics arrive and assume care of the victim, the emergency 
responder or other staff person notifies the victim's parent/guardian or 
relative. 
If an AED was used, the person using it completes the Automated 
External Defibrillator Incident Report, 4: 170-AP6, E2. If appropriate, a 
supervising staff member completes an accident report. 
If an adult refuses treatment, the emergency responder documents the 
refusal and, if possible, asks the adult to sign a statement stating that he 
or she refused treatment. 
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April2010 

Operational Services 
Exhibit· School Staff AED Notification Letter 

On District letterhead 
Date: 

To: Staffmembers 

4:170-AP6, El 

Re: Notification to School Staff of the Physical Fitness Facility Medical Emergency Response 
Instructions and AED Availability 

We would like to notify you about our plan for responding to medical emergencies that might occur 
in our physical fitness facilities. This plan includes access to an Automated External Defibrillator 
(AED) in the following locations in these facilities: 

Facility Location 

The AEDs are strategically placed and readily accessible to predetermined AED users to maximize 
rapid use. The AED is available during school hours and after school during any activity or program 
organized by the school and supervised by a school employee. The predetermined AED users are 
school nurses and any other person who has received AED training (American Heart Association, 
American Red Cross, or equivalent training) and has a completion card on file with the 
Superintendent. Any anticipated rescuers or users should now also be trained and certified. 

The following information is posted with each AED: 

1. Instructions to immediately call 9-1-1 and instructions for emergency care. 

2. Instructions for using an AED. 

Please contact me if you would like information on becoming a trained AED user. If you anticipate 
that your duties make you more likely to use an AED, you should become trained and certified. It is 
important to note that the Physical Fitness Facility Medical Emergency Preparedness Act and the 
Local Governmental and Governmental Employees Tort Immunity Act protect staff members from 
liability. We appreciate your support. 

Sincerely, 

Superintendent 

Attachments: Step-by-Step Emergency Response Plan (bottom of page 4 of 4: 170-AP6, Plan for 
Responding to a Medical Emergency at a Physical Fitness Facility) 

4: 170-AP6, El 
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Apri12010 

Operational Services 
Exhibit- Automated External Defibrillator Incident Report 

To be completed by the person who used the AED 

4: 170-AP6, E2 

Patient name: _____________________ _ Age: ___ _ 

Patient identification: 0 Student 0 Parent 0 Other: ________ _ 

Date of incident: ______ Description of incident: ______________ _ 

Name of person who determined victim's unresponsiveness: _____________ _ 

Name of person applying AED;, ______________________ _ 

Number of times patient was defibrillated: ___________________ _ 

Time 9-1-1 was called: _____ _ 

Patient vitals prior to arrival of EMS: Breathing 

Pulse 

0 Yes 

0 Yes 

0 No 

D No 
Heart rhythm: _______ _ 

Time EMS arrived: ______ _ 

Patient vitals after arrival of EMS: Breathing 

Pulse 

DYes 

DYes 

D No 

D No 
Heart rhythm: _______ _ 

Patient transported to: ___________________________ _ 

List series of events from start of emergency until conclusion: 

Forward completed incident report to the Superintendent. Upon receipt, the Superintendent or 
designee shall follow the requirements at 77 Ill.Admin.Code §527.500. 

Signature of person who administered the AED Date 

Address 

4: 170-AP6, E2 
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December 2008 4:170-AP7 

Operational Services 

Administrative Procedure - Targeted School Violence Prevention Program 

Threat assessment procedures work best when incorporated into an overall Targeted School Violence 
Prevention Program strategically developed and collectively implemented by local school officials, 
District staff, student body members, and the community. 1 This administrative procedure contains 
four sections as follows: 

1. Glossary ofT erms 

2. Targeted School Violence Plan 

3. Preparedness for a Targeted School Violence Crisis, Response, and Recovery 

4. Threat Assessment (Three Phases) 

Phase One: Identification 
Phase Two: Inquiry 
Phase Three: Investigation 

Glossary ofTerms 

Threat - An expression of intent to harm someone that may be spoken, written, or expressed in some 
other way, such as through gestures. 

Targeted School Violence - Includes school shootings and other school-based attacks where the 
school was deliberately selected as the location for the attack and was not simply a random site of 
opportunity. 

Targeted School Violence Prevention Program - The overall process used to create a District and 
school environment that is conducive to learning by identifying, managing, and preventing threats and 
acts of Targeted School Violence. 

Targeted School Violence Prevention Plan (TSVP Plan) - The strategic procedures used to 
integrate a Targeted School Violence Prevention Program into a District's existing policies and 
procedures. 

Targeted School Violence Prevention Team (TSVP Team) - A District level team that the 
Superintendent creates to develop a Targeted School Violence Prevention Plan and oversee the 
District's Targeted School Violence Prevention Program. 

Threat Assessment- A rational approach to prevent school violence through evaluating students that 
demonstrate potentially dangerous behavior. Developed by the U.S. Secret Service and adapted for 
use in school settings, it aims to first assess the seriousness of the threat and then the appropriate 
response to resolve it and ultimately prevent an act of Targeted School Violence. 

Threat Assessment Team - A building-level team that performs a threat assessment when activated 
by the Building Principal. 

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted. 
1 Hanks, J. (2004). School Violence: From Discipline to Due Process. Section of State and Local Government Law, 

American Bar Association, p. 145, citing U.S. Secret Service & U.S. Department of Education, Threat Assessment In 
School: A Guide to Managing Threatening Situations and To Creating Safe School Climates (Washington, D.C., May 2002), 
p. 5-6. 
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It may include the Building Principal, Assistant Building Principal, School Resource Officer, School 
Psychologist, and School Counselor or Social Worker. 

Targeted School Violence Prevention Plan 

Following are the strategic procedures to integrate a Targeted School Violence Prevention Program 
into the District's existing policies and procedures. 

Actor Action 

Superintendent Select a Targeted School Violence Prevention Team (TSVP Team) 
from throughout the community to include: 

Building Principals (Building Principals are mandatory for 
successful implementation of a TSVP Plan). 

District Safety Team Program Coordinator (see 4: 170-AP 1 , 
Comprehensive Safety and Crisis Program, Part A, Safety 
Team) 

Law enforcement representatives 
Board attorney 2 
District psychologist(s) 
Mental health workers and/or social service agencies 
Faith leaders 
Community members 
Students 

Chair and convene TSVP Team meetings for purpose of completing 
District-level TSVP Plan. 

Inform School Board of the TSVP Team's progress and needs by 
adding information item to Board's agendas as needed. 

Targeted School Violence Develop processes to identify, assess, and manage threatening 
Prevention Team communications and situations. 

Identify policies and procedures which possibly affect a TSVP Plan, 
including but not limited to: 

1:20, District Organization, Operations, and Cooperative 
Agreements 

2:150, Committees 
2:240, Board Policy Development 
3:40, Superintendent 
3:60, Administrative Responsibility of the Building Principal 
4:170, Safety 
5:230, Maintaining Student Discipline 
6:65, Student Social and Emotional Development 
6:120, Education of Children with Disabilities 
6:235, Access to Electronic Networks 
7:20, Harassment of Students Prohibited 
7:130, Student Rights and Responsibilities 

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted. 
2 Consult the Board attorney about creating methods for exchange of infmmation in a manner that complies with 

applicable State and federal laws. See footnote 3 infra. 
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Actor Action 

7: 140, Search and Seizure 
7:150, Agency and Police Interviews 
7:170, Vandalism 
7:180, Preventing Bullying, Intimidation, and Harassment 
7: 190, Student Discipline 
7:200, Suspension Procedures 
7:210, Expulsion Procedures 
7:230, Misconduct by Students with Disabilities 
7:250, Student Support Services 
7:340, Student Records 3 

8:10, Connection with the Community 
8:95, Parental Involvement 

Recommend, through the Superintendent, all policy changes to the 
School Board for consideration. See policy 2:240, Board Policy 
Development. 

Appoint Building Principals as a "point of contact" to accept reports 
of threats. 

Building Principal Establishes and leads building level Threat Assessment Teams 
consisting of available personnel such as the Assistant Principal, 
School Counselor/School Psychologist, and School Law 
Enforcement/Resource Officer. (The building level team composition 
can be adapted to meet the staffing patterns for different schools and 
may include other disciplines.) 4 

Ensures 4:170 AP-1, Administrative Procedure- Comprehensive 
Safety and Crisis Program, Part C, Site Based Safety Plan, is 
available throughout schools (do not limit to office); distributes to 
and discusses with local law enforcement; regularly reviews plan with 
the building staff. 

Publicizes and educates staff, parents/guardians, students, and 
community members: (1) to report students and situations of concern 

3 Guidance about the application of State (Illinois School Student Records Act, 105 ILCS 10/1 tl ~.)and federal 
(Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. §1232g) laws concerning student privacy issues in the 
context of preventing targeted school violence is a crucial element to implementing a successful TSVP Plan because school 
officials may need to share confidential information. Note that information kept by law enforcement professionals working 
in a school is not considered a "school student record." (105 ILCS 10/2). School officials will also need guidance regarding 
the release of confidential information given by a student to a therapist ( e.g., school counselor or psychologist) as those 
issues are governed by the Mental Health and Developmental Disabilities Confidentiality Act, 740 ILCS 110/1 s1 ~· 

A good resource for use during FERP A discussions comes from the State of Illinois Campus Security Task Force 
Report to the Governor, Appendix C, Pmt II, pp. 227-233. (2008); the document is online at: 
http://www.ibhe.org/campusesafety/materials/CSTFReport.pdf. A multi-disciplinary task force comprised of 111inois' top 
leaders in education, mental health, public safety, and law enforcement created the repmt in response to the Northern Ill. 
University tragedy in February 2008. While the document addresses many issues pettaining to higher education campus 
security, it contains helpful infonnation for school officials regarding student privacy and other prevention of targeted 
school violence management issues. 

4 Threat assessment requires careful consideration of the threat's environmental context. Building level teams make it 
easier to assess threats as part of the regular school routine and also increase the likelihood that threats are repmted. Com ell, 
D., Sheras, P. (2006). Guidelines for Responding to Student Threats of Violence, p. 13. 
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Actor Action 

to any school administrators or other authorities (i.e., local law 
enforcement), and (2) how school officials will address these 
concerns. This can be accomplished by distributing 4:170-E3, 
Targeted School Violence Prevention and Threat Assessment 
Education, and discussing what Threat Assessment Teams are and 
what they do when they learn of a threat. 

Assess the feasibility of forming an anonymous tip line and 
organizing its management. 

When a tip or concern is raised, proceed with Threat Assessment 
section, Phase One: Identification of Threat procedures. 

Provide follow-up acknowledgements to those who provide 
information, e.g., "we appreciate your bringing this situation to our 
attention" or "we have carefully considered the information you 
shared with us." 

School Board Monitor 4:170, Safety, and make changes recommended by the TSVP 
Team. See policy 2:240, Board Policy Development. 

Provide both the TSVP and Threat Assessment Teams with 
appropriate resources. 

Superintendent/Building Ensures the student disciplinary policies referred to in student 
Principal handbooks notify students that threatening behavior could subject a 

student to disciplinary consequences. See 7:180, Preventing Bullying, 
Intimidation, and Harassment and 7:190, Student Discipline. 

Preparedness for a Targeted School Violence Crisis, Response, and Recoverv 

This portion follows 4:170-APl, Comprehensive Safety and Crisis Program and suggests additional 
steps specific to managing a Targeted School Violence crisis that school officials may want to 
incorporate in the District's existing Safety and Crisis Program. 

Actor 

Superintendent, Building 
Principal, and Targeted 
School Violence Prevention 
Team 

Safety Team Program 
Coordinator 

4:170-AP7 

Action 

Examines 4: 170-APl, Comprehensive Safety and Crisis Program 
procedures and recommend any changes to existing procedures to 
Superintendent or Safety Team Program Coordinator. 

Meet with TSVP Team to foster an understanding of what additional 
items the District's Safety Team might add to its procedures to 
accomplish a response and recovery. 

Add an agenda item to the 4:170-APl, Comprehensive Safety and 
Crisis Program, Part A. Safety Team meetings specific to Targeted 
School Violence; consider inviting the Board attorney and local law 
enforcement and emergency responders to this meeting. 

During a crisis, legal counsel should be a crucial element to crisis 
response and management because school officials must make 
split second decisions, often with legal consequences to the 
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Actor Action 

District; local law enforcement's familiarity with who the 
District's legal counsel is before a crisis occurs will assist with a 
faster connection between legal counsel and the school officials 
involved in the early stages of a Targeted School Violence Crisis 
the immediate response to it. 

Superintendent and For Crisis Preparedness and Response, ensure: 
Building Principal( s) 4:170-APl, Comprehensive Safety and Crisis Program, Part I Site 

Based Safety Plan, reflects each individual building's needs. 
4:170-APl, Comprehensive Safety and Crisis Program, Part D 

School Safety Drill Program, supports a TSVP Plan, specifically 
consider whether to add a law enforcement drill if the school does 
not already participate. 

4: 170-APl, Comprehensive Safety and Crisis Program, Part H 
reflects the District's and each building's needs, especially the 
section on "Weapons and Explosives on Campus" and also 
ensures that multiple copies of these plans exist and appropriate 
persons have access to them (one copy in Building Principal's 
office is insufficient). 

For crisis recovery, ensures: 

4: 170-APl, Comprehensive Safety and Crisis Program, Parts J and K, 
reflects District needs and that the Board attorney is aware of the 
plans. 

Recommend to the Safety Team Program Coordinator any other 
additional crisis recovery items that the safety team deems necessary. 

Threat Assessment 5 

The procedures of this section rely heavily upon Building Principals to lead Threat Assessment 
Teams through the use of 4:170-AP7, El, E2, and E3 to identify, assess, and manage threatening 
behavior. 

Phase One: Identification of Threat 

Actor Action 

Anyone Identifies student or situation to applicable Building Principal. 

The footnotes are not intended to be pmt of the adopted policy; they should be removed before the policy is adopted. 
5 The Threat Assessment procedures, modeled after a research-based manual, Guidelines for ReSponding to Student 

Threats of Violence, explain how to fonn individual school teams to assess and resolve student threats of violence. The 
manual, based upon a joint U.S. Secret Service and Department of Education report in 2002 (Fein~ .ill., 2002), provides 
detailed instruction for school administrators, psychologists, counselors, and law enforcement officers in a seven-step threat 
assessment and intervention process. The approach helps school personnel understand why a student made a threat and how 
to address the underlying cause of the threat. Cornell, D., Sheras, P. (2006). Guidelines for Responding to Student Threats of 
Violence. MOI'e information available online at: htto://youthviolence.edschool.virginia.edu/guidelinesmanual80305.html. 

The First Amendment does not protect threats when the speech: (1) is a Htrue threat" (see Watts v. United States, 394 
U.S. 705,708 (1969) that held expressions such as obscenity, defamation, and fighting words have slight social value and do 
not justify First Amendment protection); or (2) justifies a reasonable suspicion by school officials that it may disrupt the 
school environment (see Tinker v. Des Moines lndp. Cmty. Sch. Dist., 393 U.S. 503,512-13 (1969). 

Off-campus threats, including cyber threats, also require a close and thorough examination of the circumstances. See, 
6:235-AP2, Web Publishing Guidelines footnote 10 and 7:190, Student Discipline footnotes 18 and 19. 
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Actor 

Building Principal (alone or 
with Threat Assessment 
Team) 

4:170-AP7 

Action 

Assesses the question: "How much time do we have?" If time is 
critical, refer matter to local law enforcement immediately. 

Notifies the Superintendent. 

If not immediately referred to local law enforcement, uses 4:170-E1, 
Threat Assessment Decision Tree, and follows steps to evaluate the 
threat (generally, a Building Principal can quickly resolve the first 
three steps without engaging the full Threat Assessment Team in a 
comprehensive threat assessment). 

Step 1: Evaluate threat. 

Using 4: 170-E2, Threat Assessment Documentation, thoroughly and 
promptly collects information and evaluates threat by: 

1. Interviewing student with a standard set of questions and 
documenting the facts; 

2. Notifying the student's parent(s)/guardian(s) (use 7:190-E, 
Aggressive Behavior Reporting Letter and Form, when 
appropriate); 

3. Notifying the parent(s)/guardian(s) of the recipient(s)/victim(s); 
and 

4. Assessing the need for confidentiality of the information gathered 
from students and other witnesses during the threat assessment 
inquiry or investigation phases. 

Step 2: Decide whether threat is clearly transient or substantive. 

Considers the context of how the threat was made and categorize the 
level of risk as transient or substantive. The most important 
distinction between transient and substantive threats is that 
substantive threats require protective action to prevent the threat from 
being carried out. Serious discipline violations do not always 
constitute substantive threats. 

Transient threats proceed to Step 3: Respond to transient threat. 

Substantive threats skip Step 3 and proceeding directly to Step 4: 
Assess whether the substantive threat is serious or very 
serious, below in Phase Two: Threat Assessment Inquirv -
Building Level. 

Step 3: Respond to transient threat. 

When the threat is transient, the full threat assessment team does not 
need to perform a comprehensive threat assessment, deterruines 
appropriate management and discipline considerations and responds 
accordingly. When a transient threat is sparked by an argument or 
conflict, may involve other Threat Assessment Team members to 
deterruine the appropriate management and discipline considerations 
to resolve the problem. 

See policies 7:190, Student Discipline and 6:120, Education of 

©2008 Policy Reference Education Subscription SeiVice 
Illinois Association of School Boards 

Page 6 of8 

Please review this matetial with your school board attorney before use. 



Actor Action 

Children with Disabilities. 

Phase Two: Inquiry 

Actor Action 

Building Principal and Step 4: Assess substantive threat as serious or very serious. 
Threat Assessment Team 

Keep Superintendent informed. 

Assess whether the threat is serious or very serious by examining the 
intended severity of the threatened injury/action. Consult with notes 
on E2, Threat Assessment Documentation. 

Serious threats (generally threats to assault and batter) proceed to 
Step 5. 

Very serious threats (generally threats involving the use of a 
weapon, murder, sexually assault, or severely injure others) skip 
Step 5, proceeding directly to Step 6 below in Phase Three: 
Threat Assessment Investigation - Local Law Enforcement. 

Manage the student of concern; consider contacting Board attorney; 
and ensure discreteness of situation. See, 7:130, Student Rights and 
Responsibilities, 7:140, Student Search and Seizure, 7:180, 
Preventing Bullying Intimidation and Harassment, 7:250 Student 
Support Services and 7:250-AP2, Protocol for Responding to Students 
with Social Emotional, or Mental Health Problems. 

Step 5: Respond to serious substantive threat. 

Notify and protect all potential recipients/victims and notify their 
parents/guardians. Use 4:170-E2, Threat Assessment Documentation, 
to ensure that protective action reflects the circumstances of the 
threat. 

Caution the student about the consequences of carrying out the threat 
and keep student's parent( s )I guardian( s) informed. 

Determine the appropriate management and discipline considerations 
to resolve the problem See 7:190, Student Discipline and policy 
6:120, Education of Children with Disabilities, 7:200, Suspension 
Procedures and 7:210, Expulsion Procedures. 

Phase Three: Investigation - School Resource Officer and/or Local law enforcement 

Actor 

Building Principal and 
Threat Assessment Team in 
conjunction with Local 
Law Enforcement 
Investigators 

4:170-AP7 

Action 

Step 6: Respond to Very Serious Threat 

Conduct safety evaluation, psychological assessment, or law 
enforcement investigation. 

Consider suspension to ensure immediate protection of all potential 
recipients/victims and notify their parents/guardians. Use 4:170-E2, 
Threat Assessment Documentation, to ensure that protective action 
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Actor 

School Resource Officer 
and/or Local Law 
Enforcement 

Building Threat 
Assessment Team 

4:170-AP7 

Action 

reflects the circumstances of the threat. 

Refer student for mental health evaluation; manage the student of 
concern; contact Board attorney; and ensure discreteness of situation. 
See, 7:200, Suspension Procedures, 7:250, Student Support Services 
and 7:250-AP2, Protocol for Responding to Students with Social, 
Emotional, or Mental Health Problems. 

Refer matter to the School Resource Officer and/or local law 
enforcement to investigate and engage other resources within the 
community. 

Issue findings and recommendations of investigation to Threat 
Assessment Team. 

Determines appropriate management and discipline; recommend 
suspension or expulsion based upon the findings and 
recommendations oflocallaw enforcement. See, 7:200, Suspension 
Procedures, 7:210, Expulsion Procedures, 7:250, Student Support 
Services and 7:250-AP2, Protocol for Responding to Students with 
Social, Emotional, or Mental Health Problems. 

Step 7: Implement a written safety plan. 

If student returns to school, integrate fmdings and recommendations 
of investigation to create a written safety plan that manages protection 
of potential recipients/victims while addressing student(s)' 
educational needs. The plan should, among other things: 

• Describe conditions the student must meet to return and stay 
in school; 

• Implement procedures to monitor the student if he or she 
returns to the school; 

• Include feedback from the student(s)' parent(s)/guardian(s) 
(when appropriate); and 

• Include other items as deemed appropriate by the Threat 
Assessment Team. 

See 6:120, Education of Children with Disabilities, 7:250, Student 
Support Services and 7:250-AP2, Protocol for Responding to Students 
with Social, Emotional or Mental Health Problems. 
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December 2008 4:170-AP7, El 

Operational Services 

Exhibit • Threat Assessment Decision Tree 1 
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Step 1. Evaluate threat. 
• lnterview student recipient of threat, and other witnesses; notify all parents/guardians involved. 
• Document all interviews. 
• Consider the circumstances of the threat and the student's intentions. 

• 
Step 2. Decide whether threat is clearly transient or substantive. 
Consider collected infonnation, student's age, credibility, and previous discipline history. 

Transient -low level, dissipates quickly, anger or frustration, inappropriate humor. 
Substantive- medium/high level, sustained intent to hann beyond immediate incident, meaning unclear. 

//( 

i\ Step 3. Respond to transient threat. 
Typical responses are parental notification, 
mandated mediation and/or counseling, and 

Step 4. Assess substantive threat as serious or low-level discipline (e.g., reprimand, apology, 
or other disciplinaty action). very serious. 

Serious threat- assault, strike, or beat-up someone 
Very serious threat - weapons, kill, sexual assault, 
or inflict severe injury . 

• 
Manage the student. 

Consider contacting Board attorney. 

l\ Step 5. Respond to serious threat. 
• Protect potential recipients/victims, and 

notify parents. 
Step 6. Respond to very serious threat. 

• Consider contacting law enforcement. 
• Refer to School Resource Officer or law 

• Refer student for counseling, dispute enforcement for investigation. 
mediation, or other appropriate intervention. 

• Ensure immediate protection of potential victims, 
• Discipline student as appropriate to severity notify the victim and victim/recipient's parents. 

and chronicity of situation. 
• Refer to School Resource Officer or law 

enforcement for investigation. 
• Begin a mental health evaluation of the student. 
• Conduct safety evaluation, psychological 

assessment, law enforcement investigation. 

• 
Step 7. Implement a written safety plan. 
• Discipline student as appropriate to findings. 
• Maintain contact with the student. 
• Revise plan as needed. 

1 Adapted from Comell, D., Sheras, P., (Sopris West 2006). Guidelines for Responding to Student Threats of Violence, p. 16. 
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December 2008 4: 170-AP7, E2 

Operational Services 

Exhibit- Threat Assessment Documentation 

Below is a sample threat assessment documentation form. Each section contains foundational 
questions designed to help threat assessment teams gather information to evaluate, manage and 
prevent threats. School threat assessment teams should modify the questions and spacing of the form 
to fit their needs. Consult Board policy, 7:340, Student Records, for appropriate recordkeeping 
procedures for this information. Adapted from Cornell, D., Sheras, P., (Sopris West 2006). 
Guidelines for Responding to Student Threats of Violence, p. 110. 

Your name Title 

Student School 

Date learned of threat Date threat occurred 

Threat reported by Location of threat 

Threat type: 0Transient 0Serious Substantive OVery Serious Substantive 

What student said or did to express a threat (quotestudentifpossible, writeexactcontentofthreat): 

Student Interview (Use as the interview foundation; modifY and use additional pages as needed) 

1. Do you know why I wanted to talk with you? Tell me. 

2. What happened today when you were .. . (refer to place of incident)? 

3. What exactly did you say? And what exactly did you do? (write down student's exact words) 
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4. What did you mean when you said/did that? (student's motives/goals) 

5. How do you think (recipient/victim) feels about what you said/did? (See if student believes it 
frightened or intimidated the recipient/victim of threat.) 

6. What was the reason you said/did this threat? (Find out if there is prior coriflict or history to 
this threat.) 

7. What are you going to do now that you have made this threat? (Does student intend to carry 
out threat?) 

8. Can you think of a different, more desirable and acceptable, effective way to address this 
conflict? 

Witness Interview 0Recipient/victim of threat or 0Witness to threat, but not recipient/victim 
(Duplicate this portion to accommodate the number of witness interviews needed.) 

Witness name and grade/title: ________________________ _ 

1. What exactly happened today when you were ... (refer to place of incident)? 

2. What exactly did (recipient/victim) say/do? (Write down student's exact words.) 

3. What do you think he/she meant when he/she said/did that? 

4. How did you feel about what he/she said/did? Are you concerned he/she might really do it? 

5. What was the reason he/she said/did that? 
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Risk Factors for Violence (Use these questions when threat is substantive.) 

Family Dvnamics 

1. Does student have access to guns at home? 

2. Is there evidence at home of preparations for an attack at school? 

3. What is the home life of the student like? 

School Dynamics 

1. What do we know about the student at school? 

2. Does his or her locker harbor a weapon? 

3. Was the student angry or brooding when he or she made a threat? 

4. What else can be learned? 

Social Dynamics 

1. What do we know about the student's life in the community? 

2. Does he or she have a juvenile record? Criminal record? Prior station adjustments? For what? 

Personal Dynamics 

1. What do the student's closest acquaintances know about him or her? 

2. Does the student have a fascination with violent electronic media or weapons? 

3. Is the student showing outward signs of mental turmoil? 

Student Who Made Threat 
Grade:. ___ _ Gender: OM OF 
Race:·--,.,----.,.---,­
SPED (if applicable): OLD OoHI OMR 

y 
y 
y 

OED Oother: __ _ 
N Had or sought accomplices 
N Reported threat as a specific plan 
N Written plans/list, engaged in attack related 

behaviors 
Y N Repeated threat over time 
Y N Weapon mentioned or used in threat 
Y N Inappropriate interest in school attacks, 

attackers, mass violence, terrorism 
Y N Stndent's "story'' consistent with actions 
Y N Stndent & recipient had prior conflict (>I day) 
Y N Stndent previously bullied the recipient 
Y N Reported threat as a specific plan 

4:170-AP7, E2 

Recipient/Victim of Threat 
#of Victims:. ____ _ 
Primary recipient: 0Stndent 0Teacher 

0Administrator 0Parent 0 Other 
Grade: ___ _ Gender: OM OF 
Race:__,.,--__ -,­
SPED (if applicable): OLD OmnOMR 

y 
y 

y 

y 

y 

OED Oother:. __ _ 
N Recipient/victim witnessed threat 
N Recipient/victim previously bullied the 

student 
N Stndent previously bullied by 

recipient/victim 
N Concerns about stndent's potential to 

carryout act or potential for violence 
N Recipient(s)/victim(s) previously bullied 

the stndent 
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Threat Responses (Management and prevention) 

Disciplinary Action 
Y N Parent conference 
Y N In school time-out 
Y N Detention(# of days}: ____ _ 
Y N Suspension(# of days}: ___ _ 
Y N Expulsion recommended 
Y N Other response 

Interventions and Safety Precautions 
Y N Law enforcement consulted 
Y N Law enforcement contact with student who made threat 

Consequence of legal action (Station adjustment, supervision, conditional discharge, adjudication of 
delinquent minor, release into parents custody) 

Y N Student might be eligible for special education services, referred for evaluation 
Y N Student already receiving special education services, referred to IEP team for review 
Y N Student referred for 504 plan 
Y N Mental health assessment conducted by school-based staff 
Y N Mental health assessment conducted by outside agency (court, Dept. of Probation, DCFS, other 

psychologist) 
Y N Parents of threat recipient notified of threat 
Y N Conflict mediation 
Y N School based counseling 
Y N Alter student's schedule to increase supervision or minimize contact with recipient 
Y N Alternative educational placement (alternative school, day treatment program) 
Y N Change in transportation (bus suspension, special transportation, etc.) 
Y N Inpatient mental health services 
Y N Outpatient mental health services (counseling/therapy with outside mental health provider) 
Y N Other mental health services (counseling/therapy with outside mental health provider) 
Y N Other safety precautions (please list): 
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December 2008 4: 170-AP?, E3 

Operational Services 

Exhibit- Targeted School Violence Prevention and Threat Assessment Education 

On District letterhead 

Date: 

To: District Staff and Parents 

From: Building Principal 

Re: Targeted School Violence Prevention Program 

Our District has a standard procedure for responding to student threats of violence. Below is a brief 
synopsis of situations where school officials want individuals to bring forth information identifying a 
threat or situation of concern to the Building Principal. Once identified, the Building Principal will 
determine whether a threat exists and whether to engage in further investigation. 

Any situation or student of concern should be brought forward. Threat assessment is a valuable 
component of a comprehensive approach to preventing targeted school violence. The identification 
of threats is everyone's responsibility: our students, parents, staff, and community members. 

What Is a Threat? 

A threat is an expression of intent to harm someone that may be spoken, written, or expressed in some 
other way, such as through gestures. Threats may be direct (I'm going to beat you up or I'm going to 
blow this place up!) or indirect (Come and watch what I am going to do to him/her.). A tlueat can be 
vague (I'm going to hurt him.) or implied (You better watch out.). Any possession of a weapon or 
mention of one is a possible threat. Sometimes students make threats that are in fun or may be "just 
kidding" but sometimes a threat is very serious and/or criminal. When you are in doubt as to whether 
the statement is kidding or serious, the responsible thing to do is to report it. 

What Can Staff and Parents Do? 

Educate students about what a threat is, encourage students not to make threats in the first place, and 
reiterate that seeking help to prevent someone from getting hurt or hurting another is appropriate. 
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December 2008 

Operational Services 
Exhibit- Letter to Parents Regarding Student Safety 1 

On District letterhead 
Date 

Re: Student Safety 

Dear Parents/Guardians: 

4:170-E4 

Student safety is our District's top priority. In addition to physical safety, the District is concerned 
with students' emotional well-being and will help students cope with an emergency or disaster and its 
aftermath. The following outlines our emergency and disaster response plans. 

Safety Plans 

The District has plans for all four phases of emergency and disaster management: 

1. Preparedness - planning for an emergency or disaster event; 
2. Response - planned response to an emergency or disaster event; 
3. Recovery- the process of returning to normal operations; and 
4. Mitigation- steps taken to minimize the effects of an emergency or disaster. 

These phases are covered in each school's site-based safety plan. In addition, the District has a 
Safety Program Coordinator and each school has a Crisis Management Team. 

Communications 

The District will disseminate emergency information via its website, information hotline, through 
the media, and by telephone contact. 
Emergency Responses 

Emergency responses will depend on the circumstances and may include lockdown or evacuation. 
During a lockdown, no one may enter or leave the building until it is safe to do so. For 
evacuation purposes, each school has at least one off-campus site where students and staff 
assemble to be accounted for and temporarily housed. 

In the unlikely event an emergency response is needed at your child's school, staff members will 
be totally engaged supervising students. We will attempt to provide information through the 
District's information hotline, , and/or website ___________ . 

If students are evacuated, students at School will go to __ 
-------------------------·You may pick-up your 
child at this location after notifying the school official in charge. Additional instructions will be 
given in the event of an evacuation, including alternative methods to return your child home. 

Cooperation and Assistance Request 

During any emergency or potential disaster and for the safety of all students and staff, please 
follow the instructions of the District's Safety Program Coordinator as well as the Building 
Principal. These instructions will be widely disseminated. 

Defamatory or disruptive behavior will only lessen our response effectiveness. 

If you have any questions, please feel free to contact the District office or your child's Principal. In 
the meantime, thank you for your cooperation and support. 

1 This sample letter contains some issues on which parents/guardians are deeply concerned. The purpose of this sample 
letter is to trigger ideas for a similar letter designed to meet a specific district's circumstances. 
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Website Address: ______________ _ 

Information Hotline Number: ___________ _ 

Sincerely, 

Superintendent 
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September 20 lO 

Operational Services 
Exhibit- Annual School Safety Review and Report 

Pursuant to the School 
the annual review of 
procedures and each 
follow: 

District 

District Schools 

4:170-ES 

designee conducted 
plans, protocols, and 
, the details of which 

Review Meeting Date Review Meeting Time Review Meeting Location 

Indicate who was invited (having been given a minimum of 30 days' notice before the review's date) 
to participate and who attended: 

Notified 

School Board's designce(s): 

Building Principal from each school: 

Check box if attended 
the review meeting. 

D 
D 

D 
D 
D 
D 

Representatives from other appropriate educational organizations or associations: 

Representatives from all local first responder organizations: 

Fire department(s): 

Law enforcement department(s): 

4:170-ES 
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December 2008 

Operational Services 

Exhibit- Informing Parents About Offender Community Notification Laws 

On District letterhead, website, and/or in student handbook 

Date: 

To: Parents/Guardians 

Re: Offender Community Notification Laws 

4:170-E6 

State law requires a Building Principal or teacher to notify parents/guardians during school 
registration or parent-teacher conferences that information about sex offenders and violent offenders 
against youth is available to the public. 

You may find the Illinois Sex Offender Registry on the Illinois State Police's website at: 

http://www .isp. state.il. us/ sor/. 

You may find the Illinois Statewide Child Murderer and Violent Offender Against Youth 
Registry on the Illinois State Police's website at: 

4:170-E6 

http://www .isp .state.il.us/ cmvo/. 
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December 2010 4:180 

Operational Services 
Pandemic Preparedness 1 

The School Board recognizes that the District will play an essential role along with the local health 
department and emergency management agencies in protecting the public's health and safety if an 
influenza pandemic occurs, 2 A pandemic influenza is a worldwide outbreak of a virus for which 
there is little or no natural immunity and no vaccine; it spreads quickly to people who have not been 
previously exposed to the new virus. 3 

To prepare the School District community for a pandemic, the Superintendent or designee shall: 4 (1) 
learn and understand the roles that the federal, State, and local govermnent would play in an 
epidemic; (2) form a pandemic planning team consisting of appropriate District personnel and 
community members to identify priorities and oversee the development and implementation of a 
comprehensive pandemic influenza school action plan; and (3) build awareness of the final plan 
among staff, students, and community. 

Emergency School Closing 
In the case of a pandemic, any decision for an emergency school closing will be made by the 
Superintendent in consultation with and, if necessary, at the direction of the District's local health 
department, emergency management agencies, and Regional Office of Education. 5 

1 This policy is optional. A pandemic is a worldwide outbreak of a disease for which there is little or no natural 
immunity. During an influenza pandemic, a new influenza virus will cause thousands or even millions of people to contract 
the disease and, in tum, spread the illness to others because people have not been previously exposed to the new virus. 
Seasonal influenza viruses are similar to those already circulating among people. See, School Guidance During an Influenza 
Pandemic, December 2006; Illinois State Board of Education opening letter to School Officials dated November 2006 from 
Dr. Randy J. Dunn and Dr. Eric Whitaker. This letter may be found online at: 

www.isbe.net/rcgionalofficcs/pdf/sppg lctter.pdf or www.idph.state.it.us/pandemic _flu/school _guide/sppg _letter.pdf. 
According to the Centers for Disease Control guidance, schools serve as an "amplification point" of flu epidemics. 

School Superintendent's Insider, April 2007. School officials should be preparing for a flu pandemic as a U.S. Health and 
Human Services Pandemic Influenza Plan estimates that about 30 percent of the general population would become ill in a 
pandemic. The agency estimates among school aged children the figure would be higher, about 40 percent. Sources: NSBA 
and School Board News 3/1412006. 

Boards are authorized to adopt a policy on pandemic preparedness even though State and federal law provide little 
guidance. State law grants boards broad authority to formulate, adopt, and modify school board policies, at the board's sole 
discretion, subject only to mandatory collective bargaining agreements and State and federal law. 105 ILCS 5/1 Ow20.5 and 
115 ILCS 5/lll\_§gj. See 2:20, Powers and Duties of the School Board and also 2:240, Board Policy Development. 

2 Multiple stakeholders have important roles in pandemic influenza preparedness and response. Stakeholders include 
federal departments and agencies, public health organizations, State and local health departments and laboratories, private 
health care organizations, influenza vaccine and antiviral manufacturers, and vaccine distributors and vaccinators. Effective 
response to an influenza pandemic requires planning, infrastructure, and action at many levels and by many groups. Illinois 
Pandemic Irifluenza Preparedness and Response Plan, Version 2.05, October 10, 2006, page 38, which is located at: 
http://www.idph.state.il.us/pandemic flu/planning.htm. 

3 See http://pandemictlu.gov/plan/individual/familyguide.htm1. 
4 105 ILCS 5/10~ 16.7. The school board directs, through policy, the superintendent in his or her charge of the district's 

administration. 
5 Local health departments, emergency medical agencies and the Regional Office of Education may direct a school to 

close during a pandemic. See, School Guidance During an Influenza Pandemic, December 2006; Illinois State Board of 
Education opening letter to school officials dated November 2006 from Dr. Randy J. Dunn and Dr. Eric Whitaker. This 
letter is online at: 

www.isbe.net/regionaloffices/pdfJsppg letter.pdf or www.idph.state.il.us/nandemic flu/school guidelsppg lctter.pdf. 
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LEGAL REF.: 

CROSS REF.: 

105 ILCS 5/10-16.7 and 5110-20.5. 
115 ILCS 5/1 ~ ~· 

1 :20 (District Organization, Operations, and Cooperative Agreements), 2:20 
(Powers and Duties of the School Board), 4:170 (Safety), 7:90 (Release During 
School Hours), 8:100 (Relations with Other Organizations and Agencies) 

Use this alternative for districts in suburban Cook County: replace "Regional Office of Education" with "appropriate 
Intermediate Service Center." Use this alternative for districts in suburban Cook County: replace "Regional Superintendenf' 
with "appropriate Intermediate Service Center." P.A. 96-893 abolished the Regional Office of Education for Suburban Cook 
County and transferred its duties and powers to Intennediate Service Centers. 
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October 2007 4:180-APl 

Operational Services 

Administrative Procedure - School Action Steps for Pandemic Influenza 

Building a strong relationship with the local health department and emergency medical agencies is 
critical for developing a meaningful school action plan to address pandemic influenza. The key 
planning activities in this checklist should build upon the District's existing contingency plans. 

The following is a list of important step-by-step actions school officials should take before a 
pandemic influenza outbreak. This list needs to be repeated when an outbreak has several cycles or 
waves. 

Prior to Outbreak!Preoaredness and Planning: Phase 

Actor Action 

Superintendent or designee Identify Pandemic Planning Team to operate as a Superintendent 
Committee and includes one or two School Board members, 
administrators, and staff members. 

Superintendent and School Identify, modify, and monitor relevant policies which a pandemic 
Board may possibly affect, including but not limited to: 

1:20, District Organization, Operations, and Cooperative Agreements 
2:20, Powers and Duties of the School Board 
2:200, Types of School Board Meetings 
3:70, Succession Plan 
4:130, Free and Reduced-Price Food Services 
5:35, Compliance with the Fair Labor Standards Act 
5:40, Communicable and Chronic Infectious Disease 
5: 180, Temporary Illness or Incapacity 
5:185, Family and Medical Leave 
5:200, Terms and Conditions of Employment and Dismissal 
5:270, Employment At-will, Compensation, and Assignment 
5:300, Schedule and Employment Year 
5:330, Sick Days, Vacation, Holidays and Leaves 
6:20, School Year Calendar and Day 
6:120, Education of Children with Disabilities 
6:150, Home and Hospital Instruction 
7:70, Truancy 
7:280, Communicable and Chronic Infectious Disease 
8:100, Relations with Other Organizations and AJ<encies. 

Superintendent or designee Begin use of the School District (K-12) Pandemic Influenza Planning 
and Pandemic Planning Checklist, 1 online at: 
Team www.isbe.net/regionaloffices/gdf/sgQg checklist.Qdf, or 

1 This comprehensive checklist was prepared by the U. S. Department of Health and Human Services (HHS) and the 
Centers for Disease Control and Prevention (CDC), a major operating component of HHS. School districts play an integral 
role in protecting the health and safety of their staff, students and families. The HHS and CDC developed this checklist to 
assist school districts in developing and/or improving plans to pt'epare for and respond to an influenza pandemic. 
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Actor Action 

www.Qandemicflu.gov/!)lan/schoolchecklist.htrnl. 

Ensure a succession plan exists in case Board members, 
administrators, and/or others are unable to fulfill duties during the 
pandemic. 

Work with local health and emergency preparedness officials. They 
may want to use the schools to disseminate information to families. 

Train employees about FLSA, overtime, and recordkeeping 
requirements necessary to work during a pandemic while the School 
District is closed. 

Open communications with employee unions regarding "wages, 
hours and terms and conditions of employment" during a pandemic. 

Address policies for employee absenteeism, identifying critical job 
functions, plans for alternate coverage, and return-to-work policies as 
well as flu symptom recognition. 2 

Train nurses and staff in flu symptom recognition. See 4: 180-AP2, 
Pandemic Influenza Surveillance and Reporting. Remember that a 
person who is infected does not show symptoms right away, but 
children becoming ill may show different behavior than usual, such 
as eating less or being irritable. Knowing the differences between 
seasonal and pandemic flu is also critical to pandemic preparedne.s. 
A fact sheet is available on line at: 

www.isbe.net/regionaloffices/!)df/s!mg fact sheet differ.!)df. 

Train staff to protect themselves from occupational exposure to 
influenza through workplace "social distancing" based upon the 
Occupational Safety and Health Administration's (OSHA), Guidance 
on Preparing Workplaces for an Irifluenza Pandemic, 3 which may be 
found online at: 

www.osha.gov/Publications/influenza !)andemic.htrnl._ 

Ensure that Standard Surveillance/disease recognition procedures 
are in place and implemented. See 4: 180-AP2, Pandemic Influenza 
Surveillance and Reporting. 

Encourage the use of simple non-medical ways to reduce the spread 
of flu bv "cough and sneeze etiquette" and cleansing of hands and 

2 This is an item on which collective bargaining may be required. Any matter that impacts upon wages, hours, and 
terms and conditions of employment is subject to collective bargaining upon request by the employee representative, even if 
the matter involves an inherent managerial right. 

3 U.S. Department of Labor, Occupational Safety and Health Administration, OSHA 3327-02N, 2007. The handbook 
provides a general overview of pandemic preparedness related to OSHA standards. It does not alter or determine compliance 
responsibilities in OSHA standards or the Occupational Safety and Health Act of 1970. Because interpretations and 
enforcement policy may change over time, consult cmTent OSHA administrative interpretations and decisions by the 
Occupational Safety and Health Review Commission for additional guidance on OSHA compliance requirements. 
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Actor 

Outbreak of Flu Disease 

Actor 

Superintendent or designee 

Pandemic Planning Team 

Building Principal 

4:180-APl 

Action 

work areas. 

Decide to what extent the District will encourage or require students 
and staff to stay home when they are mildly ill. Some 
parents/guardians may need to be more cautious in keeping their 
students out of school. 

Identify students who have a greater risk of infection and are most 
vulnerable to serious illness. Review their health needs and 
encourage those families to talk with their health care provider. 

Assess nutritional assistance needs for students who receive free and 
reduced-price food programs. 

Through consultation with the Regional Office of Education and 
local authorities, develop strategies for remote learning through 
collaborative agreements (television or other local cable stations, 
teleconferencing, electronic instructional resources, etc.). 

Educate staff, students, and parents/guardians about the differences 
between the various types of flu, best hygienic practices to prevent 
any sort of flu, and what could occur in a pandemic. Consider 
issuing Sample Parent Letter #1, Preparation and Planning, online 
at: www.isbe.net/regionaloffices/pdf/sppg ltr preparation.pdf. 

Review Sections IV and V of School Guidance During an Influenza 
Pandemic, online at: 

http://www.isbe.net/regionaloffices/pandernic guidance.htm. 

Action 

Consider issuing Sample Parent Letter # 2, First Bird Case, online 
at: 

www.isbe.net/region!l!offices/pdf/sppg ltr bird.pdf. 

Begin Heightened Surveillance responses. See 4: 180-AP2, 
Pandemic Influenza Surveillance and Reporting. 

Issue Sample Parent/Guardian Letter #3, Illinois/Regional Cases, 
informing parents/guardians that some students are sick but schools 
remain open, include tip sheets and information resource list. A 
sample is online at: 

http://www .isbe.net/regionaloffices/pdf/sppg il cases .pdf. 

Work with local health department regarding a press release 
announcing that schools will remain open and advising 
parents/guardians of their need to prepare. A sample, titled "Schools 
Open," is online at: 

www.isbe.net/regionaloffices/pdffsppg media open.pdf. 

Post flu prevention signs on campuses. See Section V of School 
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Exoansion ofthe Outbreak 

Actor 

Local Health Department 

Superintendent or designee 

Guidance During an Irifluenza Pandemic, online at: 
www.isbe.net/regionaloffices/pandemic guidance.htm. 

Action 

Issue epidemic statement to general public. 

Begin Intensive Surveillance responses. See 4: 180-AP2, Pandemic 
Influenza Surveillance and Reporting. 

Continued Exoansion of the Outbreak 

Actor Action 

Local Health Department Evaluate the need for school closure with local school officials. 

Superintendent or designee In consultation with local health department, emergency management 
agencies, and Regional Office of Education, close school(s). 

Issue press release. A sample, titled "Schools Closed," is at: 

http://www.isbe.net/regionaloffices/pdf/sl!Pg media closed.gdf. 

Issue Sample Parent Letter #4, School Closure. A sample is online at: 

www.isbe.net/regionaloffices/pdf/sppg closures.pdf. 

School Board and/or Cancel any non-academic events. 
Superintendent 

Following the Outbreak 

Actor Action 

Local Health Depmtment Evaluate the advisability of opening school(s) with school officials. 

Superintendent or designee Issue press release that schools are open. 

Issue Sample Parent Letter #5, Schools Reopen. A sample is online 
at: 

www.isbe.net/regionaloffices/gdf/spQg reo12ening.gdf. 

Pandemic Planning Team Continue communicating with local health department. 

Superintendent or designee Return to Heightened Surveillance response. See 4: 180-AP2, 
Pandemic Influenza Surveillance and Reporting. 

Begin checklist again if an outbreak recurs. 

Local Health Department: Regional Office of Education: 

Jo Daviess County Health Department ROE#8 
Name 
Mrs. Peg Murphy 
Address 
9483 Route 20 West 

4:180-APl 

Name 
Mrs. Marie Stiefel 
Address 
5 00 N. Rush Street 
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Galena, IL 61036 
Telephone 815/777-0263 

Emergency Management Agencies: 

Warren Fire Department 
Name 
Mr. Jeff Frye 
Address 

Warren, lL 61087 
Telephone 815/745-2121 

Impo1tant Resources 

Stockton, lL 61085 
Telephone 815/947-3810 

Warren Police Department 
Name 
Mr. Bryan Bohnsack 
Address 

Warren, IL 61087 
Telephone 8151745-2418 

The Illinois State Board of Education and Department of Public Health released a publication titled 
School Guidance During an Influenza Pandemic, December 2006, online at: 

www.isbe.net/regionaloffices/pandemic guidance.htm; or 
www.idph.state.il.us/pandemic flu/schoolguide.htm. 

The resource is meant to guide and supplement, not replace school districts' existing plans. 

Fmther information on pandemic influenza can be found by calling 1-800-CDC-INFO or at the 
following websites: 

www.pandemicflu.gov 
www.cdc.gov/flu 
www.redcross.org 
www.cchealth.org 
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October 2007 4:180-AP2 

Operational Services 

Administrative Procedure- Pandemic Influenza Surveillance and Reporting 

During all levels of a pandemic flu outbreak, monitoring and documenting the number of students 
and faculty who are absent and report having influenza is critical. Keeping track of these numbers 
helps health officials determine whether: (1) the outbreak is increasing in scope, (2) to declare an 
epidemic and (3) to close schools. 

The following information assists officials to monitor illness rates and the potential for an epidemic: 
• Basic surveillance level definitions and response actions with instructions as outlined below. 
• Website links to reporting form(s) to submit to the local public health department. 
• Sample attendance log to document flu-related absences. 

Surveillance Levels Response Actions 

Standard Surveillance - Monitor attendance for increased reports of absence due to flu-
Reported illnesses are within like illness. 
expected range. Do not report absences to the local health department. 

Heightened Surveillance - Monitor weekly attendance for flu-like illness/absences on 
Reported illnesses exceed Weekly Influenza Census, online at: 
expected range. www.isbe.net/regionaloffices/Qdf/sm2g weekly census.ndf. 

Begin morning flu check first hour of school; screen those who 
report positive for symptoms. 

Log absences due to flu-like illness on Daily Pandemic 
Influenza Census Log, a sample is available online at: 

www.cccoe.kl2.ea.us/about!flu/school action kit/Daily Pa 
ndemic Flu Census Log.Qdf. 

Send weekly absence report to local health department upon 
request. 

Intensive Surveillance - Monitor daily attendance and log absences on Daily Influenza 
Reported illnesses significantly Census or Daily Pandemic Influenza Log, online at: 
exceed expected range. www .isbe.net/regionaloffices/ndf/sQ];)g daily census.illlf. 

Continue morningflu check. 

Send daily absence report to local health department upon 
request. 

Begin preparation for potential school closure. 

Imnortant Resources 

Surveillance and Reporting at: www.isbe.net/regionaloffices/ndfisll!lg surveillance.ndf. 
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