Morton Unit School District 709

SECTION 5 - PERSONNEL

WORKPLACE ACCOMODATION

5:10-AP Administrative Procedure — Workplace Accommodations for Nursing Mothers

SEXUAL HARASSMENT

5:20-AP Administrative Procedure — Sample Questions for Conducting the Internal Sexual
Harassment in the Workplace Investigation

HIRING PROCESS AND CRITERIA

5:30-AP1 Administrative Procedure — General Personnel — Job Interviews

5:30-AP2 Administrative Procedure — Investigations

5:35-AP1 Administrative Procedure — Fair Labor Standards Act Exemptions

5:35-AP3 Administrative Procedure — General Personnel — Compensable Work Time for Non-

Exempt Employees Under the FSLA

COMMUNICABLE AND CHRONIC INFECTIOUS DISEASE

5:40-AP Administrative Procedure — General Personnel — Communicable and Chronic
Infectious Disease

EXPENSES
5:60-AP Administrative Procedure — General Personnel - Expenses

ABUSED AND NEGLECTED CHILD REPORTING

5:90-AP Administrative Procedure — Notification of Principal About Referral to D.C.F.S.
5:90-AP1 Administrative Procedure — Child Sex Offender List

STAFF DEVELOPMENT PROGRAM

5:100-AP Administrative Procedure — Staff Development Program



ETHICS

5:120-AP1 Administrative Procedure — Personnel
State of Economic Interests for Employees

5:120-AP2 Administrative Procedure — General Personnel — Employee Conduct Standards
5:130-AP Administrative Procedure — General Personnel — Email Retention

PERSONNEL RECORDS, MAINTENANCE, AND ACCESS

5:150-AP Administrative Procedure — General Personnel — Personnel Records
e Application Records
Personnel Records
Restrictions on Information That May Be Kept
Access to Employee Records and Correction Requests
Requests by Third Parties
Restriction on Employee Access
Complying With Requirements in the Abused and Neglected Child
Reporting Act

COPYRIGHT FOR PUBLICATION OR SALE OF INSTRUCTIONAL MATERIALS
AND COMPUTER PROGRAMS DEVELOPED BY EMPLOYEES

5:170-AP1 Administrative Procedure — Copyright Compliance

5:170-AP2 Administrative Procedure — Seeking Permission to Copy or Use Copyrighted
Works

5:170-AP3 Administrative Procedure — Instructional Materials and Computer Programs
Developed Within the Scope of Employment

TEMPORARY ILLNESS OR TEMPORARY INCAPACITY

5:180-AP Administrative Procedure — General Personnel
Job-Related Physical Assault
Work-Related Injuries

FAMILY AND MEDICAL LEAVE ACT

5:185-AP Administrative Procedure — Definitions

HIGHLY QUALIFIED TEACHERS

5:190-AP Administrative Procedure — Professional Personnel — Plan to Ensure That All
Teachers Who Teach Core Academic Subjects Are Highly Qualified



5:190-E1 Exhibit — Notice to Parents of Their Right to Request Their Child’s Classroom
Teachers’ Qualifications

5:190-E2 Exhibit — Notice to Parents When Their Child is Assigned To or Has Been Taught for
at Least Four Straight Weeks By a Teacher Who is Not Highly Qualified

5:190-E3 Exhibit — Letter to Teacher Who is Not Highly Qualified

SUBSTITUTE TEACHERS

5:220-AP Administrative Procedure — Substitute Teachers

SUSPENSION

5:240-AP Administrative Procedure — Professional Personnel - Suspensions

LEAVE OF ABSENCE

5:250-AP Administrative Procedure — School Visitation Leave

SICK LEAVE TRANSFERS — PROFESSIONAL PERSONNEL

5:250-AP1 Administrative Procedure — Voluntary Sick Leave Transfers — Professional Staff

DRUG AND ALCOHOL TESTING FOR SCHOOL BUS AND COMMERCIAL VEHICLE
DRIVER

5:285-AP Administrative Procedure — Educational Support Personnel — Drug and Alcohol
Testing for School Bus and Commercial Vehicle Drivers

SCHEDULES AND EMPLOYMENT YEAR

5:300-AP Administrative Procedure — Educational Support Personnel — Schedules and
Employment Year

COMPENSATORY TIME OFF

5:310-AP Administrative Procedure — Educational Support Personnel — Compensatory Time
Use

SICK DAYS, VACATION, HOLIDAYS, LEAVES AND OVERTIME USE

5:330-AP Administrative Procedure — Educational Support Personnel — Sick Days, Vacation,
Holidays, Leaves and Overtime Use



SICK LEAVE TRANSFERS — Support Staff

5:335-AP Administrative Procedure — Educational Support Personnel — Voluntary Sick Leave
Transfers



