COLLINSVILLE COMMUNITY UNIT SCHOOL DISTRICT # 10
GRADES K-4
STUDENT HANDBOOK
COLLINSVILLE BOARD OF EDUCATION PHILOSOPHY
To educate means to “bring out.” To lead students into certain paths, we must first instill the ability to understand
and respect the rights of others, and to fulfill obligations as members of the community, the state, and the nation.
In addition, we believe it is our task to provide each child with tools for meeting life situations, whether favorable
or unfavorable, with calmness and composure. Agreeing that it is impossible to teach all on any subject, we
recognize the great importance of encouraging the development of study habits and skills to promote mastery
required for any vocation. We believe that our principle thrust as educators is to provide the student with the
guidance and counsel to best prepare him/her for future responsibilities to self and to the society in which we live.
Education for our students should ensure that each child will realize his/her full potential and take his/her place
in society as a happy, useful, productive citizen and contribute something of value.

GENERAL SCHOOL INFORMATION
This handbook is a summary of the schools’ rules and expectations and is not a comprehensive statement of
school procedures. The Board’s comprehensive policy manual is available for public inspection through the
District’s website: (www.kahoks.org ) or at the Board office, located at:
201 West Clay Street
Collinsville, IL 62234
618-346-6350
The School Board governs the school district and is elected by the community. Current Board of Education
members are:
Mr. Gary Peccola, President
Mr. Wayne White, Vice President
Mr. Gary Clark, Secretary
Dr. Dennis Craft, Treasurer
Mr. Tim Hasamear
Mr. Gary Kusmierczak
Mrs. Jane Soehlke
The School Board has hired the following administrative staff to operate the District:
Dr. Robert Green, Superintendent of Schools
Dr. Kelly Carpenter, Assistant Superintendent, Director of Human Resources
Ms. LaToya Berry-Coleman, Director of Curriculum & Assessment
Mr. Brad Hyre, Director of Student Services
Mrs. Alison Underwood Director of Special Education
Mr. Mike Hollingshead, Director of Building and Grounds
Mr. Derek Turner, Director of Technology
Mrs. Uta Robison, Chief School Business Official

Schools and Contact Information:
CASEYVILLE ELEMENTARY
SCHOOL
433 South Second Street
Caseyville, IL 62232
Principal: Mr. Kevin Robinson
618-346-6205
JEFFERSON ELEMENTARY
SCHOOL
152 Boskydells Street
Collinsville, IL 62234
Principal: Mr. Kevin Robinson
618-346-6212
KREITNER ELEMENTARY SCHOOL
9000 College
Collinsville, IL 62234
Principal: Dr. Todd Pettit
618-346-6213
MARYVILLE ELEMENTARY
SCHOOL
6900 W. Main street
Maryville, IL 62062
Principal: Mrs. Carmen Loemker
618-346-6261
JOHN A RENFRO ELEMENTARY
SCHOOL
311 Camelot Drive
Collinsville, IL 62234
Principal: Mrs. Laura Bauer
618-346-6266

SUMMIT ELEMENTARY SCHOOL
408 Willoughby
Collinsville, IL 62234
Principal: Dr. Julie Haake
618-346-6221
TWIN ECHO ELEMENTARY SCHOOL
1937 S. Morrison
Collinsville, IL 62234
Principal: Dr. Julie Haake
618-346-6228
WEBSTER ELEMENTARY SCHOOL
108 W Church Street
Collinsville, IL 62234
Principal: Mr. Brad Snow
618-346-6301
HOLLYWOOD HEIGHTS SCHOOL
6 Oakland Caseyville, IL 62232
Director: Mrs. Alison Underwood
Principal: Kari Karidis
618-343-2878
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ANIMALS ON SCHOOL PROPERTY
In order to assure student health and safety, animals are not allowed on school property, except in the case of a service
animal accompanying a student or other individual with a documented disability. This rule may be temporarily waived by
the building principal in the case of an educational opportunity for students, provided that (a) the animal is appropriately
housed, humanely cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an
unhealthy environment.

ASBESTOS MANAGEMENT PLAN
ANNUAL ASBESTOS MANAGEMENT PLAN AVAILABILITY
The U.S. Environmental Protection Agency (U.S. EPA) has regulations regarding asbestos-containing materials in
schools. These regulations require that all schools conduct surveys to identify the presence of asbestos in their buildings
and to implement appropriate response actions as necessary.
Also under these regulations, we are to inform annually all parents, guardians, faculty and staff of the presence of
asbestos-containing building materials (ACBM) at our facility.
An inspection was performed at all schools located within Collinsville CUSD #10 furthermore, a site specific asbestos
management plan was developed, reviewed by the Principal, Building and Grounds Dept. and the District Asbestos
Designated Person, and has been implemented. This plan describes in detail how any asbestos exposures will be
minimized.
All parents, guardians, faculty and staff or others are invited to review this plan, which is available at the School
Administrative Office. Should you have any questions or desire further information, please contact the Superintendent’s
office.

ATTENDANCE
Illinois law requires that whoever has custody or control of any child between six (by September 1st) and seventeen years
of age shall assure that the child attends school in the district in which he or she resides, during the entire time school is in
session. Illinois law also requires that whoever has custody or control of a child who is enrolled in the school, regardless
of the child’s age, shall assure that the child attends school during the entire time school is in session.
There are certain exceptions to the attendance requirement for children who: attend private school, are physically or
mentally unable to attend school (including a pregnant student suffering medical complications as certified by her
physician), are lawfully and necessarily employed, are between the ages of 12 and 14 while in confirmation classes, have
a religious reason requiring absence, or are 16 or older and employed and enrolled in a graduation incentive program.
Cross-reference:
PRESS 7:70, Attendance and Truancy

ABSENCES
There are three types of absences: reported, documented, and unexcused. Reported absences (RA): include: illness,
observance of a religious holiday, death in the immediate family, family emergency, situations beyond the control of the
student, circumstances that cause reasonable concern to the parent/guardian for the student’s safety or health, or other
reason as approved by the principal. All other absences are considered unexcused. Parents should notify the school of
any prearranged student absence. The school may require documentation explaining the reason for the student’s absence.
Documented Absences (DA) are those absences noted by documentation. Documentation includes: 1) for personal illness
– a note from a doctor or dentist; 2) for family illness/death matters – a note from a parent/legal guardian; 3) for court
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appearances – a document from the court system. Documented Absences will not count towards a student’s total number
of absences before receiving a truancy letter. Truancy letters will be issued to parents when students miss 4, 6, and 9
days. It is very important to bring in documentation (i.e. doctor’s note, prescription, ER form) to the school office when
your child has been absent and meets the above qualifications so the absences can be labeled as Documented Absence
(DA) instead of a traditional Reported Absence (RA). Parents are asked to submit Documentation as soon as possible.
In the event of any absence, the student’s parent or guardian is
required to call their school to explain the reason for the absence.
Reported
Unexcused
If a call has not been made to the school on the day of a student’s
absence, a school official will call the home to inquire why the
Absence
Absence
is not at school. If the parent or guardian cannot be
(May be
(Undocumented student
contacted, the student will be required to submit a signed note
from the parent or guardian explaining the reason for the absence.
Failure to do so shall result in an unexcused absence. Upon
Docume Undocu
request of the parent or guardian, the reason for an absence will be
nted
mented
kept confidential.
Dr. note,
parent
court
Cross-reference:
PRESS 7:70, Attendance and Truancy
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The School Code of Illinois defines chronic absenteeism as
missing school for five (5) percent of the previous 180 school
days. That equates to (9) days of absence over a 180-day period.
The school will provide three (3) written notifications (to include
school and community resources available) before legal action
may be taken. The parent and/or student may be subject to legal
citation through the courts. Special circumstances such as
hospitalization, chronic illness, etc., will be considered in this
process. Collinsville Community Unit School District Ten (10)
appreciates the cooperation of parents and students on this matter
of vital importance to your child’s education.

Any student who has accumulated ten (10) consecutive days of unexcused absence with no school contact from a
parent/guardian (“lost child”, whereabouts cannot be determined) shall be withdrawn from Collinsville Community Unit
School District Ten (10). The District shall use his or her best efforts to notify the parent(s), guardian(s), or other person(s)
who has charge of a student if the school system plans to withdraw such student (including, calling all known phone
numbers, including emergency contacts, and visiting the last known address). The date of withdrawal shall be marked
retroactive to the first day of the consecutive absence. If a school has been notified by a parent/guardian that a student will
no longer be attending, such student shall be withdrawn from Collinsville Community Unit School District Ten (10). The
date of withdrawal shall be marked retroactive to the first day of the consecutive absences. If a student with a disability has
been absent without valid cause for ten (10) consecutive days, the District will convene an IEP/504 meeting to ascertain the
reason for the absences, whether the nonattendance is related to the student’s disability, and if appropriate, a plan to stop
the reoccurring nonattendance of the student. If a school has been notified by a parent/guardian that a student will be on an
extended trip taking the student out of school for more than 10 consecutive days, such student may be withdrawn from
Collinsville Community Unit School District Ten (10). The date of withdrawal shall be marked retroactive to the first day
of the consecutive absences.

RELEASE TIME FOR RELIGIOUS INSTRUCTION/OBSERVANCE
A student will be released from school, as an excused absence, to observe a religious holiday or for religious instruction.
The student’s parent/guardian must give written notice to the building principal at least 5 calendar days before the student’s
anticipated absence(s).
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Students with Reported or Documented absences or excused for religious reasons will be given an opportunity to make up
any examination, study, or work requirement within a reasonable time (usually one day for each day of absence).
Cross Reference: PRESS 7:80, Release Time for Religious Instruction/Observation

TARDIES/EARLY DEPARTURES
A tardy may be defined as when a student does not arrive in the classroom on time, and an early departure may be defined
as when a student leaves prior to the end of the school day. Those students arriving late to school should report to the
Main Office and sign in on the Late Arrival Sheet. The district provides transportation to and from school for those
students who qualify for the service. Students/Parents who use/elect to use private transportation may do so; however; any
late arrival resulting from the use of private transportation may be counted as a tardy. Any student arriving late to school
on a school bus shall not be counted as tardy.
Tardiness is cumulative over an entire school year and correspondence will take place after 5, 10 and 15 tardies/early
dismissals. Correspondence may include, but is not limited to, letters of warning, meetings, sharing of available/necessary
resources and/or possible court citations.
Documented Tardies/Early Departures will not count towards a student’s total number of tardies/early departures before
receiving correspondence. A 'documented tardy/early departure' includes those tardies/early departures noted by
documentation. Documentation includes: 1) for personal illness – a note from a doctor or dentist; 2) for family
illness/death matters – a note from a parent/legal guardian; 3) for court appearances – a document from the court system.

ARRIVAL AND DISMISSAL INFORMATION
The school day begins at 8am and ends at 2:45pm (2:30pm at Webster School). School will be dismissed 30 minutes
early every Wednesday- 2:15 dismissal for all elementary schools except Webster which is at 2:00. Students should be
on school grounds no earlier than 7:30am (unless involved in special morning activities) and picked up when the school
day ends. Administrative action may occur if there are chronic problems with early arrivals and/or late pick-ups.

DOCTOR/DENTIST APPOINTMENTS AND EARLY DISMISSALS
Every effort should be made to schedule doctor and dentist appointments outside of school time. When this is not possible,
students will be excused or given an early dismissal. All early dismissals or appointments must be requested in writing the
day before the dismissal. These notes are to be given to the office immediately upon entering the building. It is the student’s
responsibility for making up any work missed. Parents must make sure children are signed out in the office before departing
from the building. A note from a doctor or dentist will document a student’s absence.

SPECIAL DISMISSAL PROCEDURES
Any student that is going home with another student on a special occasion must have a note from both parents granting
permission. The note should include the children’s names, the date, and how they are getting home (by car, bus, walking).
In addition, please send in writing any changes to the student’s normal dismissal procedure. All notes should be directed
to the school office. Any change involving a bus must be approved by the principal prior to dismissal .

TRUANCY
Student attendance is critical to the learning process. Truancy is therefore a serious issue and will be dealt with in a
serious manner by the school and district.
Students who miss 5% or more of the prior 180 regular school days without valid cause (a recognized excuse) are
considered chronic truants. Students who are chronic truants will be offered support services and resources aimed at
correcting the truancy issue.
If chronic truancy persists after support services and other resources are made available, the school and district will take
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further action, including:
●

Referral to the truancy officer

●

Reporting to officials under the Juvenile Court Act

●

Referral to the State's Attorney

●

Appropriate school discipline
A parent or guardian who knowingly and willfully permits a child to be truant is in violation of State law.
Cross-references: PRESS 7:70, Attendance and Truancy

BICYCLES/SKATEBOARDS/SCOOTERS
Students who wish to ride bicycles to school may do so, but the school assumes no responsibility to lost or damaged bicycles.
All bicycles are to be parked and locked in the school bike racks. Students are to walk their bikes at all times when they are
on school grounds. Students are not to ride their bikes in lawns of local residents. Skateboards and scooters are not allowed
and should not be ridden or brought to school.

BREAKFAST & LUNCH PROGRAM
Breakfast and lunch are served every school day, except when there is an 11:25 am or earlier dismissal, then lunch will
not be served. Please check the individual school’s schedule for times and prices. Free or reduced price meals are
available for qualifying students. For an application, contact the building secretary.
Cross Reference:
PRESS 4:130, Free and Reduced-Price Food Services

BULLYING, INTIMIDATION & (SEXUAL) HARASSMENT
Bullying Prevention and Response Plan
1. Definitions
A. Bullying includes cyber-bullying and means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or electronically, directed toward a student or students that has or can be
reasonably predicted to have the effect of one or more of the following:
1. Placing the student or students in reasonable fear of harm to the student’s or students’ person or property;
2. Causing a substantially detrimental effect on the student’s or students’ physical or mental health;
3. Substantially interfering with the student’s or students’ academic performance; or
4. Substantially interfering with the student’s or students’ ability to participate in or benefit from the services,
activities, or privileges provided by a school.
B. Cyber-bullying means bullying through the use of technology or any electronic communication, including without
limitation any transfer of signs, signals, writing, images, sounds, data, or intelligence of any nature transmitted in
whole or in part by a wire, radio, electromagnetic system, photo-electronic system, or photo-optical system,
including without limitation electronic mail, Internet communications, instant messages, or facsimile
communications. Cyber-bullying includes the creation of a webpage or weblog in which the creator assumes the
identity of another person or the knowing impersonation of another person as the author of posted content or
messages if the creation or impersonation creates any of the effects enumerated in the definition of bullying.
Cyber-bullying also includes the distribution by electronic means of a communication to more than one person or
the posting of material on an electronic medium that may be accessed by one or more persons if the distribution or
posting creates any of the effects enumerated in the definition of bullying.
C. Restorative measures means a continuum of school-based alternatives to exclusionary discipline, such as
suspensions and expulsions, that: (i) are adapted to the particular needs of the school and community, (ii)
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contribute to maintaining school safety, (iii) protect the integrity of a positive and productive learning climate,
(iv) teach students the personal and interpersonal skills they will need to be successful in school and society, (v)
serve to build and restore relationships among students, families, schools, and communities, and (vi) reduce the
likelihood of future disruption by balancing accountability with an understanding of students’ behavioral health
needs in order to keep students in school.
D. School personnel means persons employed by, on contract with, or who volunteer in a school district, including
without limitation school and school district administrators, teachers, school guidance counselors, school social
workers, school counselors, school psychologists, school nurses, cafeteria workers, custodians, bus drivers, school
resource officers, and security guards.
2. Bullying is contrary to State law and the policy of this District. However, nothing in the District’s bullying prevention
and response plan is intended to infringe upon any right to exercise free expression or the free exercise of religion or
religiously based views protected under the First Amendment to the U.S. Constitution or under Section 3 of Article I of
the Illinois Constitution.
3. Students are encouraged to immediately report bullying. A report may be made orally or in writing to the District
Complaint Manager or any staff member with whom the student is comfortable speaking. Anyone, including staff
members and parents/guardians, who has information about actual or threatened bullying is encouraged to report it to
any one of the District Complaint Managers or any staff member. Anonymous reports are also accepted, however, this
shall not be construed to permit formal disciplinary action solely on the basis of an anonymous report.
Male Complaint Manager:

Female Complaint Manager:

Mr. Brad Hyre
Name
123 W. Clay Collinsville, IL 62234
Address
bhyre@cusd.kahoks.org
Email
(618) 346-6350
Telephone

Dr. Kelly Carpenter
Name
201 W. Clay Collinsville , IL 62234
Address
kcarpent@cusd.kahoks.org
Email
(618) 346-6350
Telephone

4. Consistent with federal and State laws and rules governing student privacy rights, the Superintendent or designee shall
promptly inform the parent(s)/guardian(s) of every student involved in an alleged incident of bullying and discuss, as
appropriate, the availability of social work services, counseling, school psychological services, other interventions, and
restorative measures.
5. The Superintendent or designee shall promptly investigate and address reports of bullying, by, among other things:
a. Making all reasonable efforts to complete the investigation within 10 school days after the date the report of a
bullying incident was received and taking into consideration additional relevant information received during the
course of the investigation about the reported bullying incident.
b. Involving appropriate school support personnel and other staff persons with knowledge, experience, and training
on bullying prevention, as deemed appropriate, in the investigation process.
c. Notifying the Building Principal or school administrator or designee of the reported incident of bullying as soon as
possible after the report is received.
d. Consistent with federal and State laws and rules governing student privacy rights, providing parents/guardians of
the students who are parties to the investigation information about the investigation and an opportunity to meet with
the Building Principal or school administrator or his or her designee to discuss the investigation, the findings of the
investigation, and the actions taken to address the reported incident of bullying.
The Superintendent or designee shall investigate whether a reported incident of bullying is within the permissible scope
of the District’s jurisdiction and shall require that the District provide the victim with information regarding services
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that are available within the District and community, such as counseling, support services, and other programs.
6. The Superintendent or designee may use interventions to address bullying, that may include, but are not limited to,
school social work services, restorative measures, social-emotional skill building, counseling, school psychological
services, and community-based services.
7. A reprisal or retaliation against any person who reports an act of bullying is prohibited. A student’s act of reprisal or
retaliation may be treated as a serious infraction for purposes of determining any consequences or other appropriate
remedial actions.
8. A student will not be punished for reporting bullying or supplying information, even if the District’s investigation
concludes that no bullying occurred. However, knowingly making a false accusation or providing knowingly false
information may be treated as a serious infraction for purposes of determining any consequences or other appropriate
remedial actions.
9. The District’s bullying prevention and response plan is based on the engagement of a range of school stakeholders,
including students and parents/guardians.
10. The Superintendent or designee shall post this Bullying Prevention and Response Plan on the District’s Internet
website, if any, and include it in the student handbook, and, where applicable, post it where other policies, rules, and
standards of conduct are currently posted. The Bullying Prevention and Response Plan will be distributed annually to
parents/guardians, students, and school personnel, including new employees when hired.
11. The Superintendent or designee shall assist the Board with its evaluation and assessment of this policy’s outcomes and
effectiveness. This process shall include, without limitation:
a. The frequency of victimization;
b. Student, staff, and family observations of safety at a school;
c. Identification of areas of a school where bullying occurs;
d. The types of bullying utilized; and
e. Bystander intervention or participation.
The evaluation process may use relevant data and information that the District already collects for other purposes.
The Superintendent or designee must post the information developed as a result of the policy evaluation on the
District’s website, or if a website is not available, the information must be provided to school administrators,
Board members, school personnel, parents/guardians, and students.
12. This Bullying Prevention and Response Plan is consistent with the policies of the school board.

PREVENTION OF AND RESPONSE TO BULLYING, INTIMIDATION, AND HARASSMENT
Bullying, intimidation, and harassment diminish a student’s ability to learn and a school’s ability to educate. Preventing
students from engaging in these disruptive behaviors and providing all students equal access to a safe, non-hostile learning
environment are important District goals.
Bullying on the basis of actual or perceived race, color, national origin, immigration status, military status, unfavorable
discharge status from the military service, sex, sexual orientation, gender identity, gender-related identity or expression,
ancestry, age, religion, physical or mental disability, order of protection status, status of being homeless, or actual or
potential marital or parental status, including pregnancy, association with a person or group with one or more of the
aforementioned actual or perceived characteristics, or any other distinguishing characteristic is prohibited in each of the
following situations:
1. During any school-sponsored education program or activity.
2. While in school, on school property, on school buses or other school vehicles, at designated school bus stops waiting
for the school bus, or at school-sponsored or school-sanctioned events or activities.
3. Through the transmission of information from a school computer, a school computer network, or other similar
electronic school equipment.
4. Through the transmission of information from a computer that is accessed at a non-school-related location, activity,
function, or program or from the use of technology or an electronic device that is not owned, leased, or used by the
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School District or school if the bullying causes a substantial disruption to the educational process or orderly
operation of a school. This paragraph (item #4) applies only when a school administrator or teacher receives a report
that bullying through this means has occurred; it does not require staff members to monitor any non-school-related
activity, function, or program.
LEGAL REF.:

CROSS REF.:

405 ILCS 49/, Children’s Mental Health Act.
105 ILCS 5/10-20.14, 5/24-24, and 5/27-23.7.
23 Ill.Admin.Code §§1.240 and §1.280.
2:240 (Board Policy Development), 2:260 (Uniform Grievance Procedure), 4:170 (Safety), 5:230
(Maintaining Student Discipline), 6:60 (Curriculum Content), 6:65 (Student Social and Emotional
Development), 6:235 (Access to Electronic Networks), 7:20 (Harassment of Students Prohibited),
7:185 (Teen Dating Violence Prohibited), 7:190 (Student Discipline), 7:220 (Bus Conduct), 7:230
(Misconduct by Students with Disabilities), 7:240 (Conduct Code for Participants in Extracurricular
Activities), 7:285 (Food Allergy Management Program), 7:310 (Restrictions on Publications)

BUS CONDUCT
Students are expected to follow all school rules when riding the
school bus. A student may be suspended from riding the bus for up
to 10 consecutive school days for engaging in gross disobedience or
misconduct, including but not limited to, the following:
1. Violating any school rule or school district policy.
2. Willful injury or threat of injury to a bus driver or to another
rider.
3. Willful and/or repeated defacement of the bus.
4. Repeated use of profanity.
5. Repeated willful disobedience of a directive from a bus driver or
other supervisor.
6. Such other behavior as the building principal deems to threaten
the safe operation of the bus and/or its occupants.
If a student is suspended from riding the bus for gross disobedience
or misconduct on a bus, the School Board may suspend the student from riding the school bus for a period in excess of 10
days for safety reasons.

A student suspended from riding the bus who does not have alternate transportation to school shall have the opportunity to
complete or make up work for equivalent academic credit. It shall be the responsibility of the student’s parent or guardian
to notify the school that the student does not have alternate transportation.
Cross-references:
PRESS 4:110, Transportation

PRESS 7:220, Bus Conduct

BUS TRANSPORTATION
The district provides bus transportation to and from school for all students living 1.5 miles or more from the school. A list
of bus stops will be published at the beginning of the school year before student registration. Parents must, at the
beginning of the school year, select one bus stop at which a student is to be picked up, and one stop at which a student is
to be dropped off. Students are not permitted to ride a bus other than the bus to which they are assigned. Exceptions must
be approved in advance by the building principal. All students in grades K-1 must be met at the bus by an adult in order
to be let off the bus at the end of the school day.
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While students are on the bus, they are under the supervision of the bus driver. In most cases, bus discipline problems
can be handled by the bus driver. In the case of a written disciplinary referral, student bus problems will be investigated
and handled by the building principal.
Students are expected to follow all school rules while on the bus. Students may be suspended from riding the school bus
for up to 10 consecutive school days for violating school rules or for engaging in other gross disobedience or misconduct.
The school board may suspend the student from riding the school bus for a period in excess of 10 days for safety
reasons. The district’s regular suspension procedures shall be used to suspend a student’s privilege to ride a school bus.
A student who is suspended from riding the school bus and who does not have alternative transportation to school shall be
allowed the opportunity to make up all missed work for equivalent academic credit. It is the responsibility of the student's
parent or guardian to notify the school that the student does not have alternative transportation to school.
In the interest of the student’s safety and in compliance with State law, students are also expected to observe the
following:
1. Dress properly for the weather. Make sure all drawstrings, ties, straps, etc. on all clothing, backpacks and
other items, are shortened or removed to lessen the likelihood of them getting caught in bus doors, railings or
aisles.
2. Arrive on time at the bus stop, and stay away from the street while waiting for the bus.
3. Stay away from the bus until it stops completely and the driver signals you to board. Enter in single file
without pushing. Always use the handrail.
4. Take a seat right away and remain seated facing forward. Keep your hands, arms, and head inside the bus.
5. Talk quietly on the bus. No shouting or creating loud noises that may distract the driver. Tablets, iPods®,
iPads®, smart phones, and other electronic devices must be silenced on the bus unless a student uses
headphones.
6. Help keep the bus neat and clean. Keep belongings out of the aisle and away from emergency exits. Eating
and drinking are not allowed on the bus.
7. Always listen to the driver’s instructions. Be courteous to the driver and other students. Sit with your hands
to yourself and avoid making noises that would distract the driver or bother other passengers. Remain seated,
keeping your hands, arms, and head inside the bus at all times.
8. Wait until the bus pulls to a complete stop before standing up. Use the handrail when exiting the bus.
9. Stay out of the danger zone next to the bus where the driver may have difficulty seeing you. Take five giant
steps away from the bus and out of the danger zone, until you can see the driver and the driver sees
you. Never crawl under a bus.
10. If you must cross the street after you get off the bus, wait for the driver’s signal and then cross in front of the
bus. Cross the street only after checking both ways for traffic.
11. Never run back to the bus, even if you dropped or forgot something.
Video and audio cameras may be active on busses to record student conduct and may be used for the purposes of
investigation into misconduct or accidents on the bus.
For questions regarding school transportation issues, contact your building principal.
Cross-references:
PRESS 4:110, Transportation
PRESS 7:220, Bus Conduct
PRESS 4:170-AP3, School Bus Safety Rules
PRESS 7:220, Bus Conduct
PRESS 7:220-AP, Electronic Recordings on School Buses
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CAFETERIA RULES
The same rules for behavior apply in the cafeteria as in the classroom. Students are to remain quiet in line and keep their
hands and feet to themselves. Students are not allowed to save places in line, go to their lockers, save seats, or throw food.
The students are expected to clean their table when they finish eating as well as anything that may have dropped on the
floor. Since there are so many students in the cafeteria at one time, students are expected to talk in a quiet voice.
● Students shall not save seats for other students.
● Students shall walk to lunch and shall be orderly and quiet during lunch.
● No food shall leave the cafeteria.
● Loud talking, yelling, screaming, and other disruptions are prohibited.
● Students shall not throw food, milk cartons or other items.
● Students shall not trade food.
● Students shall follow the instructions of the lunchroom aides and show proper respect toward all cafeteria
personnel.
● Students shall remain seated while in the cafeteria except when given permission to throw away trash.
● Students shall immediately become silent when staff or presenters make announcements in the cafeteria.
● Students shall report spills and broken containers to cafeteria staff immediately.
● Students shall be dismissed from the cafeteria by the lunch room monitor.
● Soda, glass containers and knives of any type are not allowed at school.
● Fast food may not be delivered to students at school.
● Food items from home may not be ones that require refrigeration or heating/cooking.
Misbehavior will result in disciplinary action according to the school’s disciplinary procedures.

CHANGE OF ADDRESS OR OTHER PERSONAL INFORMATION
Please notify the school office immediately if there is a change in your address, telephone number or other personal
information so that we can maintain accurate school records. When changing your address, current proof of residency is
required. Should an emergency arise, it is extremely important that we are able to contact parents/guardians in the
quickest manner possible.

CHARACTER EDUCATION
Character Education is an integral part of education in the Collinsville CUSD #10. Each month students complete
activities at home and school related to the character trait of the month.
August – Be Responsible
September – Be Respectful
October – Be Honest
November – Be Cooperative
December – Be Courteous

January – Have Self Control
February – Be Trustworthy
March – Be Positive
April – Be Caring
May – Have Integrity

CLASSROOM PLACEMENT/STUDENT ASSIGNMENT
Requests for a particular teacher will not be accepted. The educational and administrative staff makes all efforts to create
equitable classes. Several variables are considered when creating class assignments each year. In order to assist each
student in being successful, consideration is given to the learning style of each individual child.
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DISCIPLINE
Discipline is determined on a case-by-case basis and is at the discretion of school administrators and Board of Education.
The level of consequences imposed will be consistent with the Illinois School Code. Out of school suspensions and
expulsions are only used for legitimate educational purposes. The District will make all reasonable efforts to resolve
threats, address disruptions and minimize the length of exclusion to the greatest extent possible before disciplining a
student with a suspension or expulsion. The District does not allow for zero-tolerance discipline except as required by
federal law or in the Illinois School Code.
Copies of all School District policies on student behavior are available in the school administration office.
GENERAL PROCEDURES FOR RESOLVING SCHOOL PROBLEMS
School problems can best be resolved at the campus level, where problems start. In order to resolve problems, parents,
guardians, and students can meet with a teacher at an appropriate time to discuss existing problems. If the parents, guardians,
or students are dissatisfied with the teacher’s decision or explanation, they can meet with the building administrator to
review the area of concern. If the parents, guardians, or students are dissatisfied with the building administrator’s decision
or explanation, they can meet with the Director of Student Services to review the area of concern. If further assistance is
needed, then parents, guardians, or students can meet with the Superintendent of Schools.

PROHIBITED STUDENT CONDUCT
Students may be disciplined for misconduct, including but not limited to the following:
1.
Using, possessing, distributing, purchasing, or selling tobacco or look-alike tobacco products and/or materials which
includes, but is not limited to lighters, matches, electronic cigarettes, etc.
2.
Using, possessing, distributing, purchasing, or selling alcoholic beverages.
3.
Using, possessing, distributing, purchasing, or selling:
a. Any illegal drug, controlled substance, or cannabis (including marijuana and hashish).
b. Any anabolic steroid or performance-enhancing substance not administered under a physician’s care and
supervision.
c. Any prescription drug when not prescribed for the student by a licensed health care provider or when not used
in the manner prescribed.
d. Any inhalant, regardless of whether it contains an illegal drug or controlled substance: (a) that a student
believes is, or represents to be capable of, causing intoxication, hallucination, excitement, or dulling of the
brain or nervous system; or (b) about which the student engaged in behavior that would lead a reasonable
person to believe that the student intended the inhalant to cause intoxication, hallucination, excitement, or
dulling of the brain or nervous system.
e. “Look-alike” or counterfeit drugs, including a substance not containing an illegal drug or controlled substance,
but one: (a) that a student believes to be, or represents to be, an illegal drug or controlled substance; or (b)
about which a student engaged in behavior that would lead a reasonable person to believe that the student
expressly or impliedly represented to be an illegal drug or controlled substance.
f. Drug paraphernalia, including devices that are or can be used to: (a) ingest, inhale, or inject cannabis or
controlled substances into the body; and (b) grow, process, store, or conceal cannabis or controlled substances.
Students who are under the influence of any prohibited substance are not permitted to attend school or school
functions and are treated as though they have the prohibited substance, as applicable, in their possession.
4.
Using, possessing, controlling or transferring a firearm or “look alike,” knife, brass knuckles or other knuckle
weapon regardless of its composition, a billy club, fireworks, firecrackers or any other object if used, or attempted
to be used, to cause bodily harm. A student who is determined to have brought one of the following objects to
school, any school-sponsored activity or event, or any activity or event that bears a reasonable relationship to school
shall be expelled for a period of not less than one year:
a. A firearm. For the purposes of this Section, “firearm” means any gun, rifle, shotgun, weapon as defined by
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5.
6.

7.
8.
9.
10.

11.
12.
13.
14.

Section 921 of Title 18 of the Unites States Code, firearm as defined in Section 1.1 of the Firearm Owners
Identification Card Act, or firearm as defined in Section 24-1 of the Criminal Code of 1961. The expulsion
period may be modified by the superintendent, and the superintendent's determination may be modified by the
board on a case-by-case basis.
b. A knife, brass knuckles or other knuckle weapon regardless of its composition, a billy club, fireworks,
firecrackers or any other object if used, or attempted to be used, to cause bodily harm, including “look-alikes”
of any firearm as defined above. The expulsion requirement may be modified by the superintendent, and the
superintendent's determination may be modified by the board on a case-by-case basis.
Using or possessing an electronic paging device.
Using a cellular telephone, video recording device, personal digital assistant (PDA), or similar electronic device in
any manner that disrupts the educational environment or violates the rights of others. All cell phones and similar
electronic devices must be kept powered-off and out-of-sight during the regular school day unless: (a) the
supervising teacher grants permission; (b) use of the device is provided in a student’s individualized education
program (IEP); or (c) it is needed in an emergency that threatens the safety of students, staff, or other individuals.
Using or possessing a laser pointer unless under a staff member’s direct supervision and in the context of instruction.
Disobeying rules of student conduct or directives from staff members or school officials.
Engaging in academic dishonesty, including cheating, intentionally plagiarizing, wrongfully giving or receiving
help during an academic examination, and wrongfully obtaining test copies or scores.
Bullying, hazing or any kind of aggressive behavior that does physical or psychological harm to a staff person or
another student or encouraging other students to engage in such behavior. Prohibited conduct specifically
includes, without limitation, any use of violence, intimidation, force, noise, coercion, threats, stalking,
harassment, sexual harassment, public humiliation, theft or destruction of property, retaliation, hazing, bullying,
bullying through the transmission of information from a school computer, a school computer network, or other
similar electronic school equipment, or other comparable conduct.
Causing or attempting to cause damage to, stealing, or attempting to steal, school property or another person’s
personal property.
Being absent without a recognized excuse.
Being involved with any public school fraternity, sorority, or secret society.
The Board of Education considers the presence of gangs and gang activities a substantial disruption of, or material
interference with, school and school activities. A “gang” is defined as any group, club or organization of two (2)
or more persons whose purpose includes the commission of illegal acts. By this policy, the Board of Education
acts to prohibit gang activity on or about school grounds, on school buses, or off school grounds at any school
activity.
No student on or about school property or at any school activity or whenever the student’s conduct is reasonably
related to a school activity shall engage in any gang activity, including, but not limited to:
1) Wearing, possessing, using, distributing (delivery or receipt), displaying, selling or arranging/soliciting for the
possession, use, distribution (delivery or receipt), display or sale of any clothing, jewelry, paraphernalia or other
items which reasonably could be regarded as gang symbols; 2) Committing any act or omission, or using any
speech, either verbal or non-verbal (such as gestures or hand-shakes) showing membership or affiliation in a
gang; 3) Writing, drawing or distributing any gang related symbols or literature; and 4) Using any speech or
committing any act or omission in furtherance of the interests of any gang or gang activity, including, but not
limited to: (a) soliciting others for membership in any gangs, (b) requesting any person to pay protection or
otherwise intimidating, harassing or threatening any person, (c) committing any other illegal act disruptive of
school operation, or intimidating staff or students or other violation of school district policies; (d) inciting other
students to act with physical violence or intimidation upon any person, group or classification and/or which
violate District policies or civil or criminal law.

15.

Students engaging in any gang-related activity, as described above, may be subject to the following disciplinary
action: 1) Removal from extra-curricular and athletic activities for a period of 24 months; 2) Conference with
parent(s)/guardian(s); 3) Referral to appropriate law enforcement agency; and/or 4) Suspension for up to 10 days
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16.
17.

18.

with referral to the Board of Education for possible expulsion for up to two years.
Violating any criminal law, including but not limited to, assault, battery, arson, theft, gambling, eavesdropping, and
hazing.
Engaging in any activity, on or off campus, that interferes with, disrupts, or adversely affects the school
environment, school operations, or an educational function, including but not limited to, conduct that may
reasonably be considered to: (a) be a threat or an attempted intimidation of a staff member; or (b) endanger the
health or safety of students, staff, or school property.
Sending, receiving or possessing sexually explicit or otherwise inappropriate pictures or images, commonly known
as “sexting.” Prohibited conduct specifically includes, without limitation, creating, sending, sharing, viewing,
receiving or possessing an indecent visual depiction of oneself or another person through the use of a computer,
electronic communication device, or cellular phone.

19.

Making an explicit threat on an Internet website against a school employee, a student, or any school-related
personnel if the Internet website through which the threat was made is a site that was accessible within the school
at the time the threat was made or was available to third parties who worked or studied within the school grounds
at the time the threat was made, and the threat could be reasonably interpreted as threatening to the safety and
security of the threatened individual because of his or her duties or employment status or status as a student inside
the school.

20.

Engaging in any activity, on or off campus, that interferes with, disrupts, or adversely affects the school
environment, school operations, or an educational function, including but not limited to, conduct that may
reasonably be considered to: (a) be a threat or an attempted intimidation of a staff member; or (b) endanger the
health or safety of students, staff, or school property.
Making an explicit threat on an Internet website against a school employee, a student, or any school-related
personnel if the Internet website through which the threat was made is a site that was accessible within the school
at the time the threat was made or was available to third parties who worked or studied within the school grounds
at the time the threat was made, and the threat could be reasonably interpreted as threatening to the safety and
security of the threatened individual because of his or her duties or employment status or status as a student inside
the school.
Operating an unarmed aircraft system (AUS) or drone for any purpose on school grounds or at any school event
unless granted permission by the building principal.

21.

22.

For purposes of these rules, the term “possession” includes having control, custody, or care, currently or in the past, of an
object or substance, including situations in which the item is: (a) on the student’s person; (b) contained in another item
belonging to, or under the control of, the student, such as in the student’s clothing, backpack, or automobile; (c) in a school’s
student locker, desk, or other school property; (d) at any location on school property or at a school-sponsored event; or (e)
in the case of drugs and alcohol, substances ingested by the person.
School authorities may search a student and/or the student’s personal effects in the student’s possession (such as purses,
wallets, knapsacks, book bags, lunch boxes, etc.) when there is a reasonable ground for suspecting that the search will
produce evidence the particular student has violated or is violating either the law or the District’s student conduct rules.
The search itself must be conducted in a manner that is reasonably related to its objectives and not excessively intrusive in
light of the age and sex of the student and the nature of the infraction.
Efforts, including the use of positive interventions and supports shall be made to deter students, while at school or a schoolrelated event, from engaging in aggressive behavior that may reasonably produce physical or psychological harm to
someone else.
No disciplinary action shall be taken against any student that is based totally or in part on the refusal of the student’s
parent/guardian to administer or consent to the administration of psychotropic or psycho stimulant medication to the student.
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WHERE AND WHEN CONDUCT RULES APPLY
The grounds for disciplinary action also apply whenever the student’s conduct is reasonably related to school or school
activities, including but not limited to:
1. On, or within sight of, school grounds before, during, or after school hours or at any time;
2. Off school grounds at a school-sponsored activity or event, or any activity or event that bears a reasonable
relationship to school;
3. Traveling to or from school or a school activity, function, or event;
4. Assigned bus stop; or
5. Anywhere, if the conduct interferes with, disrupts, or adversely affects the school environment, school operations,
or an educational function, including but not limited to, conduct that may reasonably be considered to: (a) be a
threat or an attempted intimidation of a staff member; or (b) endanger the health or safety of students, staff, or
school property.

DISCIPLINARY MEASURES
School officials shall limit the number and duration of expulsions and out-of-school suspensions to the greatest extent
practicable, and, where practicable and reasonable, shall consider forms of non-exclusionary discipline before using out-ofschool suspensions or expulsions. School personnel shall not advise or encourage students to drop out of school voluntarily
due to behavioral or academic difficulties. Potential disciplinary measures include, without limitation, any of the following
measures:
1. Notifying parents/guardians.
2. Disciplinary conference.
3. Withholding of privileges.
4. Temporary removal from the classroom.
5. Return of property or restitution for lost, stolen or damaged property.
6. In-school suspension.
7. After-school study or Saturday study provided the student’s parent/guardian has been notified. (If
transportation arrangements cannot be made in advance, an alternative disciplinary measure will be assigned to the
student.)
8. Community service.
9. Seizure of contraband; confiscation and temporary retention of the personal property that was used to
violate school rules.
10. Suspension of bus riding privileges.
11. Suspension from school and all school activities for up to 10 days. A suspended student is prohibited from
being on school grounds.
12. Expulsion from school and all school activities for a definite time period not to exceed 2 calendar years.
An expelled student is prohibited from being on school grounds.
13. Transfer to an alternative program if the student is expelled or otherwise qualifies for transfer under State
law.
14. Notifying juvenile authorities or other law enforcement whenever the conduct involves criminal activity,
such as, illegal drugs (controlled substances), “look-alikes,” alcohol or weapons or in other circumstances as
authorized by the reciprocal reporting agreement between the District and local law enforcement agencies.

CORPORAL PUNISHMENT
Corporal punishment is illegal and will not be used. Corporal punishment is defined as slapping, paddling, or prolonged
maintenance of students in physically painful positions, or intentional infliction of bodily harm. Corporal punishment does
not include reasonable force as needed to maintain safety for students, staff, or other persons, or for the purpose of selfdefense or defense of property.
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GANG AND GANG ACTIVITY PROHIBITED
“Gang” is defined as any group, club or organization of two or more persons whose purposes include the commission of
illegal acts. No student on or about school property or at any school activity or whenever the student’s conduct is
reasonably related to a school activity, shall: (1) wear, possess, use, distribute, display, or sell any clothing, jewelry,
paraphernalia or other items which reasonably could be regarded as gang symbols; commit any act or omission, or use
either verbal or non‐verbal gestures, or handshakes showing membership or affiliation in a gang; or (2) use any speech or
commit any act or omission in furtherance of the interest of any gang or gang activity, including, but not limited to,
soliciting others for membership in any gangs; (3) request any person to pay protection or otherwise intimidate, harass or
threaten any person; (4) commit any other illegal act or other violation of district policies, (5) or incite other students to
act with physical violence upon any other person.

SUPPORT SERVICES
A student who has been suspended for more than 4 days may be provided with support services as deemed appropriated
by school officials.

RE-ENGAGEMENT OF RETURNING STUDENTS
The building principal or designee shall meet with a student returning to school from an out-of-school suspension,
expulsion or alternative school setting. The goal of this meeting shall be to support the student’s ability to be successful
in school following a period of exclusion and shall include an opportunity for students who have been suspended to
complete or make-up missed work for equivalent academic credit.
Additional re-engagement services may be provided as deemed appropriate by school officials.
Cross-references:
PRESS 7:190, Student Discipline
PRESS 7:190-AP2, Gang Activity Prohibited

DRESS CODE / STUDENT APPEARANCE
Students are expected to wear clothing in a neat, clean, and well-fitting manner
while on school property and/or in attendance at school sponsored activities.
Students are to use discretion in their dress and are not permitted to wear apparel
that causes a substantial disruption in the school environment.
• Student dress (including accessories) may not advertise, promote, or picture
alcoholic beverages, tobacco products, illegal drugs, drug paraphernalia, violent
behavior, or other inappropriate images.
• Student dress (including accessories) may not display lewd, vulgar, obscene, or
offensive language or symbols, including gang symbols.
• Hats, coats, bandannas, sweatbands, and sunglasses may not be worn in the building during the school day.
• Hair styles, dress, and accessories that pose a safety hazard are not permitted in the classroom or during physical
education.
• Clothing with holes, rips, tears, and clothing that is otherwise poorly fitting, showing skin and/or undergarments may
not be worn at school.
• The length of shorts or skirts must be appropriate for the school environment.
• Appropriate footwear must be worn at all times for the safety of the student.
• If there is any doubt about dress and appearance, the building principal will make the final decision.
• Students whose dress causes a substantial disruption of school functions or endangers the health or safety of the
student, other students, staff or others may be subject discipline.
Cross Reference:
PRESS 7:160, Student Appearance
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EMERGENCY SCHOOL CLOSINGS
In cases of bad weather and other local emergencies, the following options are available to obtain school closing
information:

AUTOMATED SCHOOL MESSENGER SYSTEM
The District uses an automated telephone system (“School Messenger”) to inform parents of important information, such as
school closings and emergencies. To insure you receive these automated telephone messages, please insure that your
telephone number is listed accurately with your child’s school office. Any telephone number changes should be promptly
reported to the school office. Answering machines and voice mailboxes should be set to pick up messages after no more
than 4 rings to insure delivery of automated messages to these devices.
In addition to the automated telephone system, parents and guardians are encouraged to check the District’s website at
http://www.kahoks.org for current information of interest to parents and students, including weather-related cancellations.
The District considers the safety and well-being of its students and staff when considering school cancellation due to weather
conditions. School closing information is posted on the district website, as well as sent via automated telephone message,
as soon as a decision from the District’s central administrative office has been made.

SCHOOL DISTRICT WEB SITE
WWW.KAHOKS.ORG

- The District maintains a website which contains a great deal of valuable information for parents,
students, and community. Each school also has a link from the District website. Other information includes Board policies,
the school calendar, cafeteria menus, helpful educational information, and other school specific information. In accordance
to the state law, the district budget is also posted on this website.

LOCAL TELEVISION AND RADIO STATIONS
Please listen to any of the following local radio or television stations to be advised of school closings or early dismissals.
School closings for any reason will be announced between 5:30 am and 8:30 am. If bad weather or other emergency
occurs during the day, please listen to local media stations for possible early dismissal information.

KMOX, St. Louis, AM-1120
KSDK, St. Louis, TV Channel 5

FOX 2, St. Louis, TV Channel 2
KMOV, St. Louis, TV Channel 4

For your child’s safety, make certain your child knows ahead of time where to go in case of an early dismissal. If we
dismiss early for an emergency, all after-school functions are automatically cancelled.
Cross-Reference:
PRESS 4:170, Safety

WEATHER CLOSURE, DELAYED STARTS AND EARLY RELEASE
Collinsville Unit #10 Schools do not take weather-related decisions lightly. As with any decision, student learning is our
top priority, but student safety is always our first consideration. Here is some information about how the district balances
the factors that come into play when we face a weather-related decision.
How we make the call:
The district will make the call about delaying or closing school based on reports from our bus company, weather reports,
and information gathered from Unit 10 staff and municipal employees who are out driving and assessing road conditions
in all parts of our school district.
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We use the following criteria to make a decision:
● Safety of students.
● Impact on families in the affected areas if they must report for school.
● Areas affected - is the event district-wide, localized, or scattered?
● Ability of buses to get to students.
The district has three options in the event of bad weather. The district could close the schools altogether, delay the
opening of school for two hours, or release/dismiss students early. School release, delay and closure information is
relayed in a variety of ways:
● The district instantly publishes the information through our phone messaging system, television, and district web
site (If you have Internet access, the link to weather-related closure information is www.kahoks.org. The site is
available 24 hours a day.)
● In the rare event Unit 10 calls a 2 hour late opening, school will start 2 hours later than your normal bell time. For
example if your normal bell time is 8:00 AM, your scheduled late start time is 10:00 AM. The morning bus
routes will run 2 hours later than normal. The school day will end at their normal times.
● Once children are in school, approximately two hours are required to get the last child home after a decision is
made to close schools. For this reason, it is unlikely school will be canceled once classes are in
session. However, when conditions dictate an early release, school will be dismissed. The School Messenger
calling system will notify parents of any early school dismissal. It is also a good idea to check updates posted on
the local television stations any time weather conditions are changing or in question. The district website will
carry early school dismissal information as soon as decisions are made.
It is very important that parents have plans for younger children when school is dismissed early. In the event that the
district releases students early due to weather, please communicate with the school if alternate student pick-up plans are
made. Please insure children dress for protection against prolonged exposure to the weather as a safety precaution.

ENGLISH LANGUAGE LEARNERS
The school offers opportunities for resident English Language Learners to achieve at high levels in academic
subjects and to meet the same challenging State standards that all children are expected to meet.
Parents/guardians of English Language Learners will be informed how they can: (1) be involved in the education of their
children, and (2) be active participants in assisting their children to attain English proficiency, achieve at high levels within
a well-rounded education, and meet the challenging State academic standards expected of all students.
For questions related to this program or to express input in the school’s English Language Learners program, contact Carla
Cruise at (618) 346-6320 ex 1222.

EQUAL OPPORTUNITY AND SEX EQUITY
Equal educational and extracurricular opportunities are available to all students without regard to race, color, nationality,
sex, sexual orientation, gender identity, ancestry, age, religious beliefs, physical or mental disability, status as homeless, or
actual or potential marital or parental status, including pregnancy.
No student shall, based on sex or sexual orientation, be denied equal access to programs, activities, services, or benefits or
be limited in the exercise of any right, privilege, advantage, or denied equal access to educational and extracurricular
programs and activities.
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Any student or parent/guardian with a sex equity or equal opportunity concern should contact:

Assistant Superintendent of Human Resources & Information Systems
201 West Clay Street
Collinsville IL 62234
618-346-6350
Cross-Reference:
PRESS 7:10, Equal Educational Opportunities
PRESS 2:260, Uniform Grievance Procedure

FEES, FINES AND CHARGES; WAIVER OF STUDENT FEES
The District establishes fees and charges to fund certain school activities. All students are charged Instructional Materials
and Technology Usage Fees. Fees are subject to change at the beginning of each new school year. Detailed fee
information will be available during the registration process. Some students may be unable to pay these fees. Students
will not be denied educational services or academic credit due to the inability of their parent or guardian to pay fees or
certain charges. Students whose parent or guardian is unable to afford student fees may receive a fee waiver. A fee waiver
does not exempt a student from charges for lost and damaged books, locks, materials, supplies, and/or equipment.
In accordance with Illinois law, it is the policy of the District that no discrimination or punishment of any kind, including
the lowering of grades or exclusion from classes, may be exercised against a student whose parents or guardians are unable
to purchase required textbooks or instructional materials or to pay required fees. Applications for fee waivers may be
submitted by a parent or guardian of a student who has been assessed a fee. A student is eligible for a fee waiver if at least
one of the following prerequisites is met:
1. The student currently lives in a household that meets the free lunch or breakfast eligibility guidelines established
by the federal government pursuant to the National School Lunch Act; or
2. The student or the student’s family is currently receiving aid under Article IV of the Illinois Public Aid Code (Aid
to Families of Dependent Children).
Additional consideration will be given where one or more of the following factors are present:
● An illness in the family;
● Unusual expenses such as fire, flood, storm damage, etc.;
● Seasonal employment;
● Emergency situations; or
● When one or more of the parents/guardians are involved in a work stoppage.
The parent/guardian will be notified promptly as to whether the fee waiver request has been granted or denied. Questions
regarding the fee waiver application process should be addressed to the building principal.
Current lunch prices as well as yearly applications for free or reduced lunch may be found at
http://www.kahoks.org/parents-students/food-service.html.

FAILURE TO PAY FEES; COLLECTION
To maintain the quality of our educational programs, Collinsville School District will make every effort to secure payment
of student fees from each parent/guardian who is able to pay.
Collinsville School District participates in the Illinois Local Debt Recovery Program, established to collect outstanding
debt in coordination with the Illinois Comptroller’s Office.
Cross-references:
PRESS 4:110, Transportation
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PRESS 4:140, Waiver of Student Fees
PRESS 4:140-AP, Fines, Fees, and Charges – Waiver of Student Fees
PRESS 4:140-E1, Application for Fee Waivers
PRESS 4:140-E2, Response to Application for Fee Waiver, Appeal, and Response to Appeal

FIELD TRIPS
Field trips are a privilege for students. Students must abide by all school policies during transportation and during fieldtrip activities, and shall treat all field trip locations as though they are school grounds. Failure to abide by school rules
and/or location rules during a field trip may subject the student to discipline.
All students are required to ride Collinsville CUSD #10 buses to and from the field trip destination and are expected to obey
all of the bus and field trip rules. It is up to the discretion of the teacher to determine who and how many adult chaperones
will accompany the class on the field trip. Adult chaperones are not permitted to have any other children accompany the
field trip. Children are expected to remain at school until dismissal time, not at the end of the field trip.
All students who wish to attend a field trip must receive written permission from a parent or guardian with authority to
give permission. Students may be prohibited from attending field trips for any of the following reasons:
● Failure to receive appropriate permission from parent/guardian or teacher;
● Failure to complete appropriate coursework;
● Behavioral or safety concerns;
● Denial of permission from administration;
● Other reasons as determined by the school.
Cross-references: PRESS 6:240, Field Trips

PRESS 6:240-AP, Field Trip Guidelines

GRADING & PROMOTION
School report cards are issued to students each trimester. For questions regarding grades, please contact the classroom
teacher. Grades may be accessed on-line through Family Access. Parents/Guardians who do not have electronic access to
their child's report card can contact the student's school office to request a hard copy of the report card in their home
language.
The decision to promote a student to the next grade level is based on successful completion of the curriculum, attendance,
performance on standardized tests and other testing. A student will not be promoted based upon age or any other social
reason not related to academic performance.
If the student is “Beginning” in both reading and math, he/she may not be promoted to the next grade level unless a
remedial plan is successfully completed. Summer school is the final option of the remedial plan.
Cross Reference: PRESS 6:280, Grading & Promotion

EXPLANATION OF ACADEMIC MARKS (GRADES K- 4)
Beginning
Developing
Secure

The concept has been introduced. The student begins to understand facts, concepts, and/or principles to
complete tasks but requires teacher assistance.
The student develops an understanding of facts, concepts, and/or principles to complete tasks and often
works independently.
The student demonstrates a thorough knowledge of essential facts, concepts, and/or principles relative to a
topic and is applying knowledge and skills independently.

Not Assessed (NA) - The topic/concept was introduced but not assessed at this time.
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Needs Improvement (NI) - The topic has been introduced. The students’ skill level is not secure.
GRADE PLACEMENT
Collinsville Community Unit School District #10 reserves the right to test or place on probation for thirty (30) days, any
student transferring into the Collinsville School District for purposes of grade placement.

HELP AND RESPONSE TEAM (H.A.R.T.)
H.A.R.T. is an acronym for "Help and Response Team", for the Collinsville Unit 10 School District. This team is
activated during any traumatic event that causes a state of heightened emotions and interrupts the normal daily routine
within a school. The H.A.R.T. members are trained staff from within the Collinsville School District. Members include
administrators, counselors, social workers, psychologists, nurses, speech/language pathologists, classroom teachers and
special education teachers. Each H.A.R.T. member has completed an intensive training from "The National Institute for
Trauma and Loss in Children". Trained members are certified as "TLC School Specialists", and registered with the
national "TLC" program.

HEALTH SERVICES
School Health Services provides emergent/urgent nursing assessment, first aid care, medication administration,
vision/hearing screening/referral, and health record maintenance and IEP related assessments through the health office. The
health and welfare of every student is important. Regardless of the nature and extent of a student’s illness or injury, it
should be reported to the school nurse. Staff members can refer students to the health office and students can refer
themselves by requesting a pass from a staff member. Parent/guardian notification will be based on nursing assessment and
the nurse’s/principal’s discretion.
ABSENCE CODES
MN
Medical Non-Compliance
● This code will be used when a student is excluded from school due to failure to comply with physical examination
and immunization requirements. Students who are not compliant with physical examination and immunization
requirements and have not submitted a waiver to be exempt from immunizations will be excluded from school and
will not be permitted to make-up work for academic credit for their absences. The District will also report the
student as truant. If a student submits a valid waiver to be exempt from immunization and is subsequently excluded
from school due to a disease outbreak or due to his/her exposure to any of the diseases for which immunization is
required, the excluded student will have the opportunity to make up all missed academic work for full credit.
●
DA
●
●

The school nurse will let the school secretary know when this is applicable. This will count in the truancy letters.
Documented Absence
Absences that occur due to personal illness, serious family illness, the death of an immediate family member
and/or court appearances.
This code will also be used in cases where a school nurse has to send a student home for illness. Because the
CDC recommends that students not return until 24 hours following fever (100 or greater)/diarrhea/vomiting,
students will be given the day sent home (if these symptoms are present), and the two days following if they
persist. If students are still ill with F/D/V on day 4, they must have a doctor’s note to get a DA. This gives
students the day sent home, and two days following to recover if necessary. The school nurse will let the school
20

secretary know who these students are when applicable.

ACCIDENT REPORTS
If a student is seriously injured while at school or on the bus, the nurse, the teacher, the bus driver or principal will complete
an accident report. The parents will be notified immediately. In the event a child is seriously injured and the parents cannot
be contacted, the school nurse will be notified and after an examination and consultation with the principal, a decision may
be made to have the child transported to the Emergency Room. Every effort will be made to notify the parents of the
decision.

ANNUAL VISION & HEARING SCREENINGS
The Illinois Department of Public Health requires annual screenings for students in the following grades:
● Vision: Early Childhood, Pre-Kindergarten, Kindergarten, Second, Eighth, and Special Education
● Color Vision: Second
● Hearing: Early Childhood, Pre-Kindergarten, Kindergarten, First, Second, Third, and Special Education
Students may also be screened upon request of the teacher based on observable signs of vision or hearing difficulties in the
classroom or upon parent request. The School Health Staff will conduct these screenings in a professional manner and
results will be kept confidential. A student will not be exempt from the screening unless there is a current (within one year)
doctor- written vision or hearing exam report in the child’s health record. If a student meets “fail” criteria for vision or
hearing screenings, the parent will be notified by phone or mail in a timely manner. If you have any questions or concerns,
please call the nurse at your child’s school.

AUTOMATED EXTERNAL DEFIBRILLATOR (AED)
The State requires all public indoor athletic facilities with participants of 100 or more to have AEDs. This includes schools
with gymnasiums/wrestling rooms/weight training rooms/physical education classes. An AED (Automated External
Defibrillator) is a device that is designed to shock a fibrillating heart back into a normal rhythm. These are safe and effective
life-saving devices. There is no danger to students, staff, or visitors. No accidental shock can be given. The device will
only shock a fibrillating heart. All CUSD #10 school buildings are equipped with AEDs. There are additional AEDs
available for athletic practices and events. Several staff members have completed CPR/AED training. Please make your
child(ren) aware that these units are in the buildings. They are housed in wall hanging cabinets and should not be tampered
with by students.

BUS - EMERGENCY MEDICAL INFORMATION FOR STUDENTS WITH SPECIAL NEEDS/MEDICAL CONCERNS
DURING BUS TRANSPORTATION
This form is available from the school nurse in the Health Office. The purpose of this form is to give school bus
drivers/monitors information about children who may have special needs or medical concerns during bus transportation.
However, the school bus drivers/monitors are not responsible for and will not give/monitor medications on the bus. The
school bus drivers/monitors are not trained health care providers. No medication should be carried or used on the bus
unless specific arrangements have been made with the school nurse (inhaler/EpiPen/diabetic) and in accordance with
Board Policy 7:270. In an emergent situation, a bus driver should pull to a safe stop and notify dispatch to call 911.
Examples of this may include but are not limited to: grand mal seizure, severe asthma attack, allergic reaction with
respiratory difficulty, and/or severe bleeding from a wound. This form will be kept in the school nurse’s office, with a
student’s IEP/504, with a student/s HCP, and/or at the bus company.

COMMUNICABLE DISEASES
The school will observe recommendations of the CDC, Illinois Department of Public Health, and local health departments
regarding communicable diseases.
1. Parents are required to notify the school nurse if they suspect their child has a communicable disease.
2. In certain cases, students with a communicable disease may be excluded from school or sent home from school
following notification of the parent or guardian.
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3. The school will provide written instructions to the parent and guardian regarding appropriate treatment for the
communicable disease.
4. A student excluded because of a communicable disease will be permitted to return to school only when the
parent or guardian brings to the school a letter from the student’s doctor stating that the student is no longer
contagious or at risk of spreading the communicable disease.
5. A Susceptibility List will be kept in each building indicating the students who are at risk due to lack of
immunizations, medical exemptions, or religious exemptions. Parents of susceptible students will be notified
in the event of a communicable disease outbreak.
Cross-references:
PRESS 7:280, Communicable and Chronic Infectious Disease
PRESS 7:280-AP, Managing Students with Communicable or Infectious Disease

COLLINSVILLE UNIT SCHOOL DISTRICT #10
PRACTICE REGARDING EXCLUSION FROM SCHOOL FOR ILLNESS
Practice Regarding Exclusion from School for Illness Form is available in the Elementary School Administration Office.
If your child exhibits SYMPTOMS of the following illness(es), please follow these guidelines before returning to
school.
____ALLERGIC CONJUCTIVITS-(caused frequently from allergies) May return to school immediately with
confirmation from doctor.
____CHICKEN POX/SHINGLES-Exclusion from school for at least 5 days after the eruption of the last vesicles or
until all lesions are dry and scabbed over with absence of fever.
____COMMON COLD-Exclude from school for fever 100 degree F or greater for 24 hours and/or excessive coughing.
____CONTAGIOUS CONJUNCTIVITIS (Pink eye)-Exclusion from school until 24 hours after treatment begins or
written permission from the doctor to return to school.
____FEVER-Fever is considered to be 100 degree F or greater. Exclusion from school until the student is fever-free for
24 hours without fever-reducing medications.
____FIFTH’S DISEASE-Rash will appear lace-like and bright red on arms/chest/abdomen. Facial cheeks may appear
bright red. No exclusion unless fever over 100 degrees is present. May require written verification from physician
____GASTROENTERITIS (PARASITIC/VIRAL)-Exclusion from school until 24 hour absence of diarrhea,
vomiting, and fever 100 degree F or greater.
____HAND FOOT MOUTH DISEASE-May see lesions on hands, feet, and/or face. Return with written verification
from physician and/or lesions are intact and dry or can be covered at all types. Must be fever free and practice good
hygiene (for example-no drooling, no toys in mouth, good hand washing, etc.).
____HEPATITIS A VIRUS-Exclusion from school until written release from doctor is obtained. Must be free of
diarrhea, vomiting, and fever for 24 hours before returning to school.
____IMPETIGO-Exclusion from school until sores are healed over without drainage or with permission from the
physician to return to school 24 hours after treatment begins. Note: Lesions must be covered while in school when
possible.
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____INFLUENZA (FLU)-Exclusion from school until absence of fever (fever is 100 degree F or greater) for 24 hours.
____MENINGITIS-Exclusion from school until absence of fever for 24 hours without fever-reducing medication, at least
24 hours of antibiotics, and with written release from the physician.
____PEDICULOSIS (HEAD LICE)-Exclusion from school for live lice until effective treatment is received and student
shows no evidence of live lice or little to no evidence of nits (eggs) per the school nurse/principal’s discretion. This
should take no longer than 3 days absence. See school health staff or principal upon return to school for head check.
____PINWORMS-Exclusion from school until 24 hours after first treatment confirmed. May require written verification
from doctor to return to school. Practice good/frequent handwashing.
____RINGWORM-Exclusion from school until 24 hours after treatment begins with written verification from the doctor
or evidence of over-the-counter antifungal treatment has been initiated. Lesions should be kept covered at school.
____SCABIES-Exclusion from school until 24 hours after the first scabicide treatment confirmed. Written verification
from the physician to return to school.
____STREP THROAT and SCARLET FEVER-Exclusion from school until 24 hours after treatment (antibiotic)
begins with written permission from the doctor to return to school, provided that fever is absent without fever-reducing
medications for 24 hours.
___STAPH and MRSA-Exclusion from school for minimum of 48 hours after antibiotic treatment has begun and lesions
are closed or completely covered. Exclude if wounds can not be well contained under a dressing. Exclude from high-risk
activities such as contact team sports if wound cannot be completely covered with a secure bandage that will remain intact
throughout sport activity, until completely healed. Exclude from use of pools/whirlpool until wounds are healed. Student
must practice good frequent hand hygiene. Must have doctor written permission to return to school.
____OXYGEN SATURATION-Fingertip pulse oximetry may be used as a tool for asthmatic episodes, coughing
episodes, choking episodes, and/or allergic reaction episodes. Healthy Saturation Levels 95-100%. If fingertip pulse
oximeter indicates an oxygen saturation level below 95% that does not improve after medication/treatment, the student
must be sent home and encouraged to call/visit their physician or ER.
____PERTUSSIS (WHOOPING COUGH)-Must be excluded for 5 days of appropriate antibiotic treatment. Must be
fever free and cough controlled when returning to school. May require written verification form physician to return to
school.
PLEASE NOTE: Upon returning to school following a communicable disease exclusion, student must report to the
school nurse or principal before returning to class.
A doctor’s note explaining absence from school is recommended.
Some illnesses may require mandated reporting to the local health department by Physician/ER/school staff.

CONCUSSIVE INJURIES
A concussion is a traumatic brain injury that interferes with normal brain function. Concussions can range from mild to
severe and can occur in any organized or unorganized sport or recreational activity resulting from a fall or from players
colliding with each other, the ground, or with obstacles. CUSD#10 has Guidelines for Concussive Injuries developed in
accordance with 105 ILCS 5/10-20.53, 5/34-18.45 and based on the recommendations from IHSA and the Centers for
Disease Control. Students with a concussive injury should not return to physical activity (PE/recess/practice/competition)
during the same day of the injury. A physician’s note and suggested activity progression should accompany a student
and/or student athlete to return to school and/or physical activities. More information can be found at:
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www.kahoks.org/CHS/Sports/Sports_Medicine.htm
www.ihsa.org/Resources/SportsMedicine/ConcussionManagement.aspx
www.cdc.gov/ConcussionYouthSports
www.cdc.gov/safechild

DENTAL EXAMINATION
All children entering Kindergarten and the second and sixth grades must present proof of having been examined by a
licensed dentist before May 15 of the required school year. This exam may be completed within 18 months prior to the
May 15 due date. The Illinois Dental Examination form must be completed in order to meet this requirement.

CARE OF STUDENTS WITH DIABETES
If your child has diabetes and requires assistance with managing this condition while at school and school functions, a
Diabetes Care Plan must be submitted to the school nurse or principal. Parents/guardians are responsible for and must:
A. Inform the school in a timely manner of any change which needs to be made to the Diabetes Care Plan on file with
the school for their child.
B. Inform the school in a timely manner of any changes to their emergency contact numbers or contact numbers of
health care providers.
C. Sign the Diabetes Care Plan.
D. Grant consent for and authorize designated school district representatives to communicate directly with the health
care provider whose instructions are included in the Diabetes Care Plan.
For further information, please contact the school nurse or building principal.

EMERGENCY EPIPEN AUTOINJECTORS
There will be emergency EpiPen-Autoinjectors available in each school building to be used as needed following a school
nurse or trained staff (with CPR/AED certification) assessment by the school nurse or trained staff member of a child with
a suspected allergic reaction. Students who have prescribed EpiPen-Autoinjectors at school with appropriate paperwork
and pharmacy label can be administered as needed by any trained school staff.

EYE EXAMINATION
All students entering Kindergarten or school for the first time must present proof of having an eye examination performed
by an optometrist/ophthalmologist by October 15 of that school year. This exam must be completed within one year of the
October 15 due date. Transfer students entering an Illinois school for the first time must present proof of having an eye
examination performed by an optometrist/ophthalmologist within 30 days of registration. The Illinois Eye Examination
form must be completed to meet this requirement.

EXEMPTIONS
A student will be exempted from physical/immunization/dental/eye exams for:
1. Religious Objection-a student’s parent/guardian presents to the school nurse/principal. This statement must be
approved by the district superintendent or appointed designee.
2. Medical Objection-a student’s parent/guardian presents to the school nurse/principal a written and signed
statement from the child’s physician indicating the reason for the exemption. This statement must be approved by
the district superintendent or appointed designee.
3. Eye exam requirement-the student’s parent/guardian shows an undue burden or a lack of access to a licensed
optometrist/ophthalmologist. A signed eye exam waiver must be on file.
4. Dental exam requirement-student’s parent/guardian shows an undue burden or a lack of access to a dentist. A
signed dental exam waiver must be on file.
Cross Reference: PRESS 7.100, Health, Eye and, Dental Examinations; Immunizations; and Exclusion of Students
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FOOD ALLERGY AND OTHER LIFE-THREATENING ALLERGY MANAGEMENT
State law requires our school district to annually inform parents of students with life-threatening allergies or lifethreatening chronic illnesses of the applicable provisions of Section 504 of the Rehabilitation Act of 1973 and other
applicable federal statutes, state statutes, federal regulations and state rules.

If your child has a life-threatening allergy or life-threatening chronic illness, please notify the building
principal and/or school nurse.
Federal law protects students from discrimination due to a disability that substantially limits a major life activity. If your
child has a qualifying disability, an individualized Section 504 Plan will be developed and implemented to provide the
needed supports so that your child can access his or her education as effectively as students without disabilities.
Not all students with life-threatening allergies and life-threatening chronic illnesses may be eligible under Section 504.
Our school district also may be able to appropriately meet a student's needs through other means.
If your child has a life-threatening allergy, an emergency action plan and health care plan will be developed and
implemented in order to provide the best care for your child. If an EpiPen auto-injector has been prescribed, the
parent/guardian will be responsible for notifying the school nurse/principal and providing the necessary emergency
documentation and medication.

HEAD LICE
If the child has been found to have a head lice infestation (live bugs) the child should have limited direct contact with
other students until treated, parents should be notified, and student sent home as soon as possible. Prompt treatment is
recommended. If nits only are found on a student, it should be at the nurse’s discretion to send the student home right
away or at the end of the day (few nits that can be removed by the nurse versus numerous nits that cannot be removed in a
timely manner at school). Parent notification of the affected student should be made as soon as possible. Parent
notification of the affected student’s classroom should be made as soon as possible in the form of a Head Lice Alert form
(elementary/DIS). This notification highly encourages parents to check their children’s heads, and all other children
living in the home, for symptoms of head lice and to treat promptly. Upon returning to school, parents should accompany
students to the health room for a head check before they enter the classroom. Parents should be aware that if live lice and
numerous nits remain, a child may be sent back home. The health staff will make every effort to keep your child in
school, but your cooperation is a must.

MEDICAL MARIJUANA
The Compassionate Use of Medical Cannabis Pilot Program Act (410 ILCS 130 et seq.) strictly prohibits the possession
and use on school grounds and on school buses. A student who has been prescribed medical marijuana must provide the
District with a doctor’s prescription for medical marijuana. A parent or guardian may remove the student from school
grounds to administer the prescribed dose of medical marijuana. The school nurse will assist with coordination and
monitoring the student’s use of medical marijuana.

REQUIRED HEALTH EXAMINATIONS AND IMMUNIZATIONS
All students are required to present appropriate proof that the student received a health examination and the immunizations
against, and screenings for, preventable communicable diseases within one year prior to:
1. Entering Kindergarten, Prekindergarten (or the first grade if not attending Kindergarten);
2. Entering the sixth and ninth grades; and
3. Enrolling in an Illinois school for the first time, regardless of the student’s grade.
The required health examinations must be on the Illinois Certificate of Health Examination Form including the completed
diabetes screening (located on the back of the physical) and a statement from a physician assuring “risk-assessed” or
screened for lead poisoning. The health history section on the back of the physical form must be completed and signed by
a parent.
Failure to comply with the above requirements by October 15 of the current school year will result in the student’s exclusion
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from school until the required health forms are presented to the school, subject to the religious/medical objections listed
previously. New students who register mid-term (after day 1) shall have 30 days following registration to comply with the
health examination and immunizations requirements. Schools follow the Illinois Department of Public Health immunization
guidelines for required and recommended immunizations. Note: Proof of immunization against Meningococcal disease is
required for students entering grade 6 and 12. Students must present an up to date immunization record that meets all
Illinois requirements or an immunization schedule from the physician. Lack of proper immunizations is also subject to
exclusion from school.

SCHOOL INSURANCE
School insurance is offered at the beginning of each school year. Parents are encouraged to take advantage of this
offering. Envelopes for enrolling for this insurance are available at centralized registration or in the school’s office.

COLLINSVILLE UNIT #10 SCHOOL DISTRICT MEDICATION POLICY
Student Medication Authorization Form is available in the Elementary School Administration Office.
STUDENTS ARE NOT ALLOWED TO CARRY ANY TYPE OF MEDICATIONS WHILE IN SCHOOL OR
RIDING A SCHOOL BUS.
Students may carry medication if the physician/parent/school personnel agree that it is medically necessary for the student to carry
his/her inhaler, Epi-Pen, or diabetic supplies If it is necessary to carry these medications/supplies on the bus, an Emergency Medical
Information for Students with Special Needs/Medical Concerns During Bus Transportation form may be completed.)

1. School personnel will not administer medication at school if arrangements can be made so that the student can
receive the medication at home. Medications that can be given before and/or after school should be given at
home.
2. Epi-Pens may be carried and self-administered by the student only if the physician indicates in writing on the
medication request form that it is medically necessary that the Epi-Pen be carried by the student at all times and
that the student has been instructed in the use and self-administration of the Epi-Pen and can fulfill the
requirements of the procedure. (The student will be issued a permanent pass for the school year at the senior high
level).
Inhalers kept in the health room must have a pharmacy label and/or copy of the pharmacy label and the Student
Medication Authorization Form signed by the physician and parent on file at school.
Students who self-carry their inhaler must have a copy of the pharmacy label and the Student Medication
Authorization Form signed by the parent on file at school.
An Asthma Action Plan should be provided to the District and, if provided, will be kept on file for all students
who keep an inhaler in the health room or self-carry and inhaler.
It is recommended to keep an extra inhaler in the health room for emergency use even if the child will self-carry
an inhaler.
3. All medications administered to students during school hours must be transported to and from school by a parent
or another adult acting on the parents’ behalf.
4. All requests to administer medication (prescription or non-prescription) to students must be in writing on
the designated “Student Medication Authorization Form” and signed by the parent or legal guardian and
the physician or appointed designee. Medication will not be administered unless a request form is properly
completed and the medication is labeled properly. The school and district shall incur no liability as a result of
any injury arising from a student’s self-administration of medication or epinephrine auto-injector or the storage of
any medication by school personnel
5. All medications, prescribed by the physician, must be in the original pharmacy container. Prescription
medication must have the pharmacy label on the medication bottle, box, or administration device. Nonprescription medication must come in a new sealed container. Any change in the dosage of the medication
and/or the directions for use will requires a corrected pharmacy label indicating the changes and a signed note
from the physician. The school and district shall incur no liability as a result of any injury arising from a student’s
self-administration of medication or epinephrine auto-injector or the storage of any medication by school
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personnel.
6. All medications given at school require a new Student Medication Authorization Form at the start of each school
year.
7. The administration of any medication containing a narcotic is discouraged during school hours. If a student
requires medication of this type for pain, it is recommended that he/she remain at home until a milder form of
medication can be used. It is highly recommended that parents do not administer narcotics before school due to
safety issues at school.
8. Cough drops are permitted at the elementary and intermediate levels (Pre-K to 6th) with a medication
permission form or dated note signed by parent. All cough drops need to be in a new, sealed package.
Student will be asked to stay in the health room or supervised by the teacher in the classroom while the cough
drop is administered. However, cough drops are discouraged at this grade level due to risk of choking.
9. School personnel will destroy any medication that is not removed from the school at the end of the school
year.
Resources: Public Act 096-1460 Recommended Guidelines for Medication Administration in Schools
Illinois Department of Human Services and Illinois State Board of Education, 9/2000
Public Act 099-0843 Asthma Episode Emergency Response Protocol and Asthma Action Plans
Public Act 98-0795 Self-Administration and Self-Carry of Medications for Asthma and Allergy

HOME AND HOSPITAL INSTRUCTION
A student who is absent or whose physician anticipates his or her absence for an extended period of time because of a
medical condition, may be eligible for instruction in the student’s home or hospital.
A student who is unable to attend school because of pregnancy will be provided home instruction before the birth of the
child when the student's physician indicates, in writing, that she is medically unable to attend regular classroom
instruction and after the child's birth.
Appropriate educational services shall begin as soon as eligibility has been established through the Office of Related
Services. Instructional time will be provided for a minimum of five clock hours per week when school is normally in
session. Contact the Director of Related Services at (618) 343-2878 for appropriate paperwork.
Cross Reference:
PRESS 6:150, Home and Hospital Instruction

HOMELESS CHILD’S RIGHT TO EDUCATION
When a child loses permanent housing and becomes a homeless person as defined at law, or when a homeless child
changes his or her temporary living arrangements, the parent or guardian of the homeless child has the option of either:
(1) continuing the child's education in the school of origin for as long as the child remains homeless or, if the
child becomes permanently housed, until the end of the academic year during which the housing is acquired; or
(2) enrolling the child in any school that non-homeless students who live in the attendance area in which the child
or youth is actually living are eligible to attend.
Assistance and support for homeless families will be coordinated by the Director of Student Services at 618-346-6350.
References:
PRESS 6:140, Education of Homeless Children
PRESS 6:140-AP, Education of Homeless Children

HOMEWORK
Homework is used as a way for students to practice what they have learned in the classroom. The time requirements and
the frequency of homework will vary depending on a student’s teacher, ability, and grade level.
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Homework is an important and necessary part of the educational process. It is intended to reinforce a lesson taught. It
allows students to take advantage of resources outside the classroom and school. Additionally, homework allows for
parental assistance at home so that the child gets individual assistance and attention. Finally, homework teaches
responsibility.
It is not appropriate to bring homework late unless there is illness or other extreme circumstances. All assignments must
be handed in when the teacher specifies that they are due. Homework will be counted toward grades and could also affect
promotion to the next grade level. Students who were absent will be able to complete required homework within a
reasonable amount of time (usually one day for each day of absence).
Parental support with homework is absolutely necessary. The teaching staff respectfully requests that all parents and
guardians check with their child daily to guarantee that homework is complete. Communication with your child’s teacher
is actively encouraged if there are any questions about homework.

INDIVIDUALS WITH DISABILITIES
Individuals with disabilities will be provided an opportunity to participate in all school-sponsored services, programs, or
activities. Individuals with disabilities should notify the superintendent or building principal if they have a disability that
will require special assistance or services and, if so, what services are required. This notification should occur as far in
advance as possible of the school-sponsored function, program, or meeting.

INTEGRATED PEST MANAGEMENT
Integrated Pest Management (IPM) is the practice of determining and implementing the most appropriate and least
invasive techniques for controlling pests by emphasizing prevention and by employing physical, cultural, biological and
only as a last resort, hazardous chemical controls. IPM is the best approach to pest control. Every effort is made to help
protect the health and safety of students and staff. Illinois law requires schools to maintain a registry of parents and
guardians of students and employees who have registered to receive written notification prior to application of pesticides
to school buildings or provide written notification to all parents and guardians of students before such pesticide
application. Written notification may be included in newsletters, bulletins, calendars, or other correspondence currently
published by the school district. The written notification must be given at least four business days before application of
the pesticide application and identify the intended date of the application of the pesticide and the name of the telephone
contact number for school personnel responsible for the pesticide application program. Prior written notice shall not be
required if there is an imminent threat to health or property. If such a situation arises, the appropriate school personnel
must sign a statement describing the circumstance that gave rise to the health threat and ensure that written notice is
provided as soon as possible.
If a parent or guardian wants to be notified before a pesticide application is applied, please notify the Director of Building
and Grounds at 201 West Clay St, Collinsville, IL 62234. Please include the student’s name, school the student attends,
parent/guardian name, address and telephone number. Any questions call the Director at 618-346-6350, ext. 292.
Pesticide applications will take place on the 3rd Friday of each month after school is out for the day, on an as needed basis.
Collinsville Unit 10 is aggressively working toward the reduction of pesticides with the implementation of an Integrated
Pest Management (IPM) Program and will use the lowest risk factor chemicals that are available.
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INTERNET ACCEPTABLE USE AND TECHNOLOGY
(Updated: March 2016)
All use of electronic network use must be consistent with Collinsville School District’s goal of
promoting educational excellence by facilitating resource sharing, innovation, and
communication. These rules do not attempt to state all required or proscribed behavior by users.
However, some specific examples are provided. The failure of any user to follow these rules
will result in the loss of privileges, disciplinary action, and/or appropriate legal action.
In accordance with federal law, the district provides CIPA (Children’s Internet Protection Act) compliant web filtering for
students on any Internet connected device within the boundaries of the district network. The district recognizes that
although the Internet and online services afford access to legitimate sources of information for academic and educational
purposes, these resources can also afford access to materials which may be illegal, obscene or indecent. The district will
make every effort to protect students from inappropriate material while still allowing access to valuable academic content.
All users must be aware that use of the district’s electronic networks and systems may result in public disclosure of the
data and information associated with those systems under the Illinois Freedom of Information Act.
Acceptable Use - Access to the electronic network must be: (a) for the purpose of education or research, and be consistent
with the District's educational objectives, or (b) for legitimate business use.
Privileges - The use of the electronic network is a privilege, not a right, and inappropriate use will result in a cancellation
of those privileges. The system administrator or Building Principal will make all decisions regarding whether or not a
user has violated these procedures and may deny, revoke, or suspend access at any time.
Unacceptable Use - The user is responsible for his or her actions and activities involving the network. Some examples of
unacceptable uses are:
1. Using the network for any illegal activity, including violation of copyright or other contracts, or transmitting any
material in violation of any State or federal law;
2. Unauthorized downloading of software, regardless of whether it is copyrighted or de-virused;
3. Downloading of copyrighted material for other than personal use;
4. Using the network for private financial or commercial gain;
5. Wastefully using resources, such as file space;
6. Hacking or gaining unauthorized access to files, resources, or entities;
7. Invading the privacy of individuals, that includes the unauthorized disclosure, dissemination, and use of
information about anyone that is of a personal nature including a photograph;
8. Using another user’s account or password;
9. Posting material authored or created by another without his/her consent;
10. Posting anonymous messages;
11. Using the network for commercial or private advertising;
12. Accessing, submitting, posting, publishing, or displaying any defamatory, inaccurate, abusive, obscene, profane,
sexually oriented, threatening, racially offensive, harassing, or illegal material; and
13. Using the network while access privileges are suspended or revoked.
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Network Etiquette - The user is expected to abide by the generally accepted rules of network etiquette. These include,
but are not limited to, the following:
1.
2.
3.
4.

Be polite. Do not become abusive in messages to others.
Use appropriate language. Do not swear, or use vulgarities or any other inappropriate language.
Do not reveal personal information, including the addresses or telephone numbers, of students or colleagues.
Recognize that electronic mail (e-mail) is not private. People who operate the system have access to all mail.
Messages relating to or in support of illegal activities may be reported to the authorities.
5. Do not use the network in any way that would disrupt its use by other users.
6. Consider all communications and information accessible via the network to be private property.
No Warranties - The school and district make no warranties of any kind, whether expressed or implied, for the service it
is providing. The school and district are not responsible for any damages the user suffers. This includes loss of data
resulting from delays, non-deliveries, missed-deliveries, or service interruptions caused by its negligence or the user’s
errors or omissions. Use of any information obtained via the Internet is at the user’s own risk. The school and district
specifically deny any responsibility for the accuracy or quality of information obtained through its services.
Indemnification - The user agrees to indemnify the school and district for any losses, costs, or damages, including
reasonable attorney fees, incurred by the school or district relating to, or arising out of, any violation of these procedures.
Security - Network security is a high priority. If the user can identify a security problem on the Internet, the user must
notify the system administrator or building principal. Keep your account and password confidential. Any user identified
as a security risk may be denied access to the network.
Vandalism - Vandalism will result in cancellation of privileges and other disciplinary action. Vandalism is defined as any
malicious attempt to harm or destroy data of another user, the Internet, or any other network. This includes, but is not
limited to, the uploading or creation of computer viruses.
Telephone Charges - The District assumes no responsibility for any unauthorized charges or fees, including telephone
charges, long-distance charges, per-minute surcharges, and/or equipment or line costs.
Copyright Web Publishing Rules - Copyright law prohibits the republishing of text or graphics found on the Web
without explicit written permission.
1. For each re-publication (on a Web site or file server) of a graphic or a text file that was produced externally, there
must be a notice at the bottom of the page crediting the original producer and noting how and when permission
was granted. If possible, the notice should also include the Web address of the original source.
2. Students engaged in producing Web pages must provide library media specialists with e-mail or hard copy
permissions before the Web pages are published. Printed evidence of the status of “public domain” documents
must be provided.
3. The absence of a copyright notice may not be interpreted as permission to copy the materials. Only the copyright
owner may provide the permission. The manager of the Web site displaying the material may not be considered a
source of permission.
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Use of E-Mail – The District's email system, and its constituent software, hardware, and data files, are owned and
controlled by the School District. The School District provides email to aid students as an education tool.
1. The District reserves the right to access and disclose the contents of any account on its system, without prior
notice or permission from the account's user. Unauthorized access by any student to an email account is strictly
prohibited.
2. Each person should use the same degree of care in drafting an electronic mail message as would be put into a
written memorandum or document. Nothing should be transmitted in an e-mail message that would be
inappropriate in a letter or memorandum.
3. Electronic messages transmitted via the school district’s Internet gateway carry with them an identification of the
user’s Internet “domain.” This domain name is a registered domain name and identifies the author as being with
the school district. Great care should be taken, therefore, in the composition of such messages and how such
messages might reflect on the name and reputation of the school and district. Users will be held personally
responsible for the content of any and all electronic mail messages transmitted to external recipients.
4. Any message received from an unknown sender via the Internet should either be immediately deleted or
forwarded to the system administrator. Downloading any file attached to any Internet-based message is prohibited
unless the user is certain of that message’s authenticity and the nature of the file so transmitted.
5. Use of the School District's email system constitutes consent to these regulations.
Cross Reference:
PRESS 6:235, Access to Electronic Networks

Access to Student Social Networking Passwords & Websites
(Updated: February 2016)
School officials may conduct an investigation or require a student to cooperate in an investigation if there is specific
information about activity on the student’s account on a social networking website that violates a school disciplinary rule
or policy. In the course of an investigation, the student may be required to share the content that is reported in order to
allow school officials to make a factual determination.
Cross References:
PRESS 7:140, Search and Seizure
PRESS 7:190-AP7,E1 Letter to Parents/Guardians Regarding the Right to Privacy in the School Setting

Guidelines for Student Distribution of Non-School Publications
(UPDATED: NOVEMBER 2015)
A student or group of students seeking to distribute more than 10 copies of the same material on one or more days to
students must comply with the following guidelines:
1. The student(s) must notify the building principal of the intent to distribute, in writing, at least 24 hours before
distributing the material. No prior approval of the material is required.
2. The material may be distributed at times and locations determined by the building principal.
3. The building principal may impose additional requirements whenever necessary to prevent disruption, congestion,
or the perception that the material is school-endorsed.
4. Distribution must be done in an orderly and peaceful manner, and may not be coercive.
5. The distribution must be conducted in a manner that does not cause additional work for school personnel.
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Students who distribute material are responsible for cleaning up any materials left on school grounds.
6. Students must not distribute material that:
a. Will cause substantial disruption of the proper and orderly operation and discipline of the school or school
activities;
b. Violates the rights of others, including but not limited to, material that is libelous, invades the privacy of others,
or infringes on a copyright;
c. Is socially inappropriate or inappropriate due to the students’ maturity level, including but not limited to,
material that is obscene, pornographic, or pervasively lewd and vulgar, contains indecent and vulgar language, or
sexting as defined by School Board Policy and Student Handbook,
d. Is reasonably viewed as promoting illegal drug use
7. A student may use the School District’s Uniform Grievance Procedure to resolve a complaint.
A student or group of students seeking to distribute 10 or fewer copies of the same publication on one or more days to
students must distribute such material at times and places and in a manner that will not cause substantial disruption of the
proper and orderly operation and discipline of the school or school activities and in compliance with paragraphs 4, 5, 6,
and 7.
The definition of “publication” includes, without limitation: (1) written or electronic print material, (2) audio-visual
material on any medium or (3) information or material on electronic devices (e.g., data or voice messages delivered by
cell phones, tablets, and other hand-held devices).
Cross Reference:
PRESS 7:310, Restrictions on Publications
Student Use of Electronic Devices
(Updated: February 2016)
The use of electronic devices and other technology at school is a privilege, not a right. Students are prohibited from using
electronic devices, except as provided herein. An electronic device includes, but is not limited to, the following: cell
phone, smartphone, audio or video recording device, personal digital assistant (PDA), ipod©, ipad©, laptop computer,
tablet computer or other similar electronic device. Pocket pagers and other paging devices are not allowed on school
property at any time, except with the express permission of the building principal.
During instructional time, which includes class periods and passing periods, electronic devices must be kept powered-off
and out-of-sight unless: (a) permission is granted by an administrator, teacher or school staff member; (b) use of the
device is provided in a student’s individualized education program (IEP); or (c) it is needed in an emergency that threatens
the safety of students, staff, or other individuals.
Electronic devices may never be used in any manner that disrupts the educational environment, violates student conduct
rules or violates the rights of others. This includes, but is not limited to, the following: (1) using the device to take
photographs in locker rooms or bathrooms; (2) cheating; and (3) creating, sending, sharing, viewing, receiving, or
possessing an indecent visual depiction or non-consensual dissemination of private sexual images (i.e., sexting).
The school and school district are not responsible for the loss, theft or damage to any electronic device brought to school.
Students in violation of this procedure may be subject to consequences as defined by the school officials.
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School officials may conduct an investigation or require a student to cooperate in an investigation if there is specific
information about activity on the student’s account on a social networking website that violates a school disciplinary rule
or policy. In the course of an investigation, the student may be required to share the content that is reported in order to
allow school officials to make a factual determination.
Cross-references: PRESS 7:190-AP5, Student Handbook, Electronic Devices Electronic Devices

MAKE-UP WORK
If a student’s absence is excused or if a student is suspended from school, he/she will be permitted to make up all
missed work, including homework and tests, for equivalent academic credit. Students who are unexcused from school
will not be allowed to make up missed work.
Cross-reference: PRESS 7:70, Attendance and Truancy

MANDATED REPORTERS
All school personnel, including teachers and administrators, are required by law to immediately report any and all
suspected cases of child abuse or neglect to the Illinois Department of Children and Family Services.
Cross Reference:
PRESS 5:90, Abused and Neglected Child Reporting

PARENT TEACHER CONFERENCES
Communication between the home and school is essential in order to provide the best opportunities for the children in our
district. Conferences are scheduled throughout the school year, but please do not feel these are the only times you may
confer with your child’s teacher. When the need arises, please call the school in advance to schedule a meeting with the
teacher. Most problems that students experience in school can be resolved easily when parents and teachers communicate
at the first sign of a problem.

PHYSICAL EDUCATION
Physical education instruction is an integral part of a child’s growth and well-being. All students are expected to participate
in the P.E. classes. Students should wear tennis shoes in order to participate in PE classes. Students may also be excused
from physical education courses based on medical or religious prohibitions. Excusal requests based on medical prohibitions
must be in writing and must include a signed statement from a person licensed under the Medical Practices Act corroborating
the medical basis for the request. Excusal requests based on religious prohibitions must be in writing and must include a
signed statement from a member of the clergy corroborating the religious basis for the request. Excusal requests based on
medical or religious prohibitions will be reviewed on an individual basis in accordance with State and Federal law. A
student who is eligible for special education may be excused from physical education courses in either of the following
situations: 1) He or she (a) is in grades 3-12, (b) his or her IEP requires that special education support and services be
provided during physical education time, and (c) the parent/guardian agrees or the IEP team makes the determination; or 2)
He or she (a) has an IEP, (b) is participating in an adaptive athletic program outside of the school setting, and (c) the
parent/guardian documents the student’s participation as required by the Superintendent or designee. A student requiring
adapted physical education will receive that service in accordance with the student’s Individualized Education Program.

PUBLICITY RELEASE
At times, Collinsville School District has the opportunity to publish the achievements of students at school. Some examples
of these activities may include; everyday classroom activities, special awards or projects, school picnics, interviews by the
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media, etc. Publications may occur through school or district WebPages, newspapers or other media. It is the intent of the
Collinsville School District to protect all students from harm or injury. If you do not wish your child’s picture or student
produced materials to be used for this purpose, or you wish to have your child’s name omitted, please send a letter outlining
your request to the Director of Technology, Collinsville CUSD #10, 201 West Clay Street, Collinsville, IL 62234.

SAFE AND SECURE HOTLINE
Collinsville Community Unit School District #10 has launched a dedicated phone line for parents, students and the public
to report issues related to safety and security at school. The number is (618) 979-6406.
Tips to the Safe & Secure Hotline can be anonymous or identified. Callers can leave a voicemail or text a message 24
hours a day. The Safe & Secure hotline will be monitored by Unit 10 security staff. All tips will be received in confidence
and investigated.

SAFETY DRILL PROCEDURES AND CONDUCT
Safety drills will occur at times established by the building principal. Students are required to be silent and shall comply
with the directives of school officials during emergency drills. There will be a minimum of three (3) evacuation drills, a
minimum of one (1) severe weather (shelter-in-place) drill, a minimum of one (1) lockdown drill, and a minimum of one
(1) bus evacuation drill each school year. There may be other drills at the direction of the administration.
References:
PRESS 4:170, Safety
PRESS 4:170-AP1, Comprehensive Safety and Crisis Program
The following emergency situation procedures will be followed:

FIRE
Fire drill information and evacuation routes are posted in each room. In the event of an actual fire drill, the teacher in each
classroom will give the students specific instructions to follow.

TORNADOS
In the event school authorities receive information from the Civil Defense or Weather Bureau that extremely severe weather
is imminent, notification will be made from the office by announcement for the teachers to move their classes to a
predetermined area. Students are to follow the specific instructions given by the teacher.

EARTHQUAKE
Because earthquakes strike without warning, life-protecting actions must be taken immediately at the first indication of
ground shaking. During a major or moderate earthquake, the greatest immediate hazard to people in or near a building is
the danger of being hit by falling objects. During the ground shaking, the school population is safest finding immediate
shelter under desks, tables, or counters.
1. Stay inside; move away from windows, shelves, and heavy objects that may fall.
2. In halls or stairways, move to an interior wall. Turn away from windows.
3. In laboratories and kitchens, all burners should be extinguished before taking cover.
4. If outdoors, move to an open space away from building and overhead power lines. Lie down on the ground.
5. Do not leave school grounds without permission.

INTRUDER/LOCKDOWN
Lockdown procedures are set in place to respond to situations in which the students and staff are or may be in danger.
Lockdowns are used for all hazards, such as medical emergencies, bomb threats, outside safety hazards, police related
situations, etc. They are also used for worse case scenarios, such as an intruder: a person inside the school that poses a
threat, either real or perceived, to others. Drills are announced, planned, and coordinated during the most controlled times
of the school day. Once a year, they are conducted in conjunction with the local police department to ensure communication
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between the school and law enforcement.

SEARCH AND SEIZURE
In order to maintain order safety and security in the schools, school authorities are authorized to conduct reasonable searches
of school property and equipment, as well as of students and their personal effects. “School authorities” includes school
liaison police officers.

SCHOOL PROPERTY AND EQUIPMENT AS WELL AS PERSONAL EFFECTS LEFT THERE BY STUDENTS
School authorities may inspect and search school property and equipment owned or controlled by the school (such as,
lockers, desks, and parking lots), as well as personal effects left there by a student, without notice to or the consent of the
student. Students have no reasonable expectation of privacy in these places or areas or in their personal effects left there.
The building principal may request the assistance of law enforcement officials to conduct inspections and searches of
lockers, desks, parking lots, and other school property and equipment for illegal drugs, weapons, or other illegal or
dangerous substances or materials, including searches conducted through the use of specially trained dogs.

STUDENTS
School authorities may search a student and/or the student’s personal effects in the student’s possession (such as, purses,
wallets, knapsacks, book bags, lunch boxes, etc.) when there is a reasonable ground for suspecting that the search will
produce evidence the particular student has violated or is violating either the law or the school or district’s student rules and
policies. The search will be conducted in a manner that is reasonably related to its objective of the search and not excessively
intrusive in light of the student’s age and sex, and the nature of the infraction.

SEIZURE OF PROPERTY
If a search produces evidence that the student has violated or is violating either the law or the school or district’s policies or
rules, evidence may be seized and impounded by school authorities, and disciplinary action may be taken. When
appropriate, evidence may be transferred to law enforcement authorities.
Cross-reference:
PRESS 7:140, Search and Seizure

SEX OFFENDER & VIOLENT OFFENDER COMMUNITY NOTIFICATION LAWS
State law prohibits a convicted child sex offender from being present on school property when children under the age of
18 are present, except for in the following circumstances as they relate to the individual’s child(ren):
1. To attend a conference at the school with school personnel to discuss the progress of their child.
2. To participate in a conference in which evaluation and placement decisions may be made with respect to their
child’s special education services.
3. To attend conferences to discuss issues concerning their child such as retention or promotion.
In all other cases, convicted child sex offenders are prohibited from being present on school property unless they obtain
written permission from the superintendent or school board.
Anytime that a convicted child sex offender is present on school property – including the three reasons above - he/she is
responsible for notifying the principal's office upon arrival on school property and upon departure from school property.
It is the responsibility of the convicted child sex offender to remain under the direct supervision of a school official at all
times he/she is in the presence or vicinity of children.
A violation of this law is a Class 4 felony.
Cross-References:
PRESS 4:170-AP2, Criminal Offender Notification Laws
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State law requires that all school districts provide parents/guardians with information about sex offenders and violent
offenders against youth.
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:
http://www.isp.state.il.us/cmvo/.
Cross Reference:
PRESS 4:170-E6, Informing Parents About Offender Community Notification Laws

SPECIAL EDUCATION
Collinsville CUSD #10 makes special education services available to all children ages three to twenty-one that reside within
our district boundaries. Services are provided in the least restrictive environment based upon the child’s individual needs
and can range from providing consultation to the regular classroom teacher to full-day instructional programming for the
student. Collinsville CUSD #10 insures that services and programs are available for children with multiple disabilities, mild
and moderate to severe and profound cognitive disabilities and physical, learning or behavioral disabilities. If necessary,
students may be placed in private school education facilities if services cannot be provided within district. Related services,
such as speech therapy, physical therapy, occupational therapy, adaptive physical education and counseling are also
available to students who meet certain criteria and for whom an individual educational plan has been developed. If you feel
your child may need special education programming, please contact your building principal or school counselor.

STUDENTS WITH DISABILITIES
EDUCATION
It is the intent of the district to ensure that students who are disabled within the definition of Section 504 of the Rehabilitation
Act of 1973 or the Individuals with Disabilities Education Act are identified, evaluated and provided with appropriate
educational services.
The School provides a free appropriate public education in the least restrictive environment and necessary related services
to all children with disabilities enrolled in the school. The term “children with disabilities” means children between ages 3
and the day before their 22nd birthday for whom it is determined that special education services are needed. It is the intent
of the school to ensure that students with disabilities are identified, evaluated, and provided with appropriate educational
services.
A copy of the publication “Explanation of Procedural Safeguards Available to Parents of Students with Disabilities” may
be obtained from the school district office.
If you believe your child may have a disability, and this disability is adversely affecting your child’s educational
performance, please contact your building principal to receive your full procedural rights. Requests for evaluations must
be in writing, and state the reason for the referral.
Cross Reference:
PRESS 6:120, Education of Children with Disabilities

DISCIPLINE
The school and District will comply with the Individuals with Disabilities Education Act (IDEA) and the Illinois State
Board of Education’s Special Education rules when disciplining students with disabilities.. Behavioral interventions will
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be used with students with disabilities to promote and strengthen desirable behaviors and reduce identified inappropriate
behaviors. No special education student shall be expelled if the student’s particular act of gross disobedience or
misconduct is a manifestation of his or her disability as determined through a manifestation hearing. Any special
education student whose gross disobedience or misconduct is not a manifestation of his or her disability may be expelled
pursuant to the expulsion procedures.
Cross Reference:
PRESS 7:230, Misconduct by Students with Disabilities

MAINTENANCE AND DESTRUCTION OF SPECIAL EDUCATION RECORDS
Special education records (case study components, IEP’s and correspondence with educational and diagnostic centers) are
considered temporary records and are housed at the Special Education Offices, 6 Oakland, Caseyville, IL 62232. Parents
of students, or students, if they have succeeded to the rights of the parents, may view or request copies of these records by
contacting the Director of Special Education & Related Services at 618-343-2878
Upon graduation or permanent withdrawal of a handicapped student, as defined in the School Code [105 ILCS 5/Art.14]
and 23 Ill. Adm. Code 226, Subpart A (Special Education), psychological evaluations, special education files and other
information contained in the student temporary record which may be of continued assistance to the student may, after five
years, be transferred to the custody of the parent or to the student if the student has succeeded to the rights of the parents.
Temporary records of those students who have permanently withdrawn or graduated from Collinsville Community Unit 10
will be destroyed after five years from the date of graduation or permanent withdrawal beginning the second week of June
each year. Parents or students, if they have succeeded to the rights of the parent, are encouraged to claim these records
because they may be of medical or educational benefit in the student’s future. For those parents of students or students, if
they have succeeded to the rights of the parents, who may wish to acquire any of these temporary records before they are to
be destroyed, please contact the Director of Special Education & Related Services at 618-343-2878.

EXEMPTION FROM PHYSICAL EDUCATION REQUIREMENT
A student who is eligible for special education may be excused from physical education courses in either of the following
situations:
1. He or she (a) is in grades 3-12, (b) his or her IEP requires that special education support and services be provided
during physical education time, and (c) the parent/guardian agrees or the IEP team makes the determination; or
2. He or she (a) has an IEP, (b) is participating in an adaptive athletic program outside of the school setting, and (c)
the parent/guardian documents the student’s participation as required by the Superintendent or designee
A student requiring adapted physical education will receive that service in accordance with the student’s Individualized
Education Program.
Cross Reference:
PRESS 6:310, Credit for Alternative Courses and Programs, and Course Substitutions

Exemption from Physical Education Requirement [K-8]
Students may also be excused from physical education courses based on medical or religious prohibitions. Excusal requests
based on medical prohibitions must be in writing and must include a signed statement from a person licensed under the
Medical Practices Act corroborating the medical basis for the request. Excusal requests based on religious prohibitions must
be in writing and must include a signed statement from a member of the clergy corroborating the religious basis for the
request. Excusal requests based on medical or religious prohibitions will be reviewed on an individual basis in accordance
with State and Federal law. A student who is eligible for special education may be excused from physical education courses
in either of the following situations: 1) He or she (a) is in grades 3-12, (b) his or her IEP requires that special education
support and services be provided during physical education time, and (c) the parent/guardian agrees or the IEP team makes
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the determination; or 2) He or she (a) has an IEP, (b) is participating in an adaptive athletic program outside of the school
setting, and (c) the parent/guardian documents the student’s participation as required by the Superintendent or designee. A
student requiring adapted physical education will receive that service in accordance with the student’s Individualized
Education Program.

STANDARDIZED TESTING
Students and parents/guardians should be aware that students will take standardized tests annually during or around the
month of March. Parents are encouraged to cooperate in preparing students for the standardized testing, because the
quality of the education the school can provide is partially dependent upon the school’s ability to continue to prove its
success in the state’s standardized tests. Parents can assist their students to achieve their best performance by doing the
following:
1. Encourage students to work hard and study throughout the year;
2. Ensure students get a good night’s sleep the night before exams;
3. Ensure students eat well the morning of the exam, particularly ensuring they eat sufficient protein;
4. Remind and emphasize for students the importance of good performance on standardized testing;
5. Ensure students are on time and prepared for tests, with appropriate materials, including number 2 pencils;
6. Teach students the importance of honesty and ethics during the
performance of these and other tests;
7. Encourage students to relax on testing day.
8.
Reference:
PRESS 6:340, Standardized Testing and Assessment Programs

STUDENT PRIVACY PROTECTIONS
SURVEYS BY THIRD PARTIES
Before a school official or staff member administers or distributes a survey or evaluation created by a third party to a student,
the student’s parent/guardian may inspect the survey or evaluation, upon their request and within a reasonable time of their
request. This applies to every survey: (1) that is created by a person or entity other than a district official, staff member, or
student, (2) regardless of whether the student answering the questions can be identified, and (3) regardless of the subject
matter of the questions. Parents who object to disclosure of information concerning their child to a third party may do so
in writing to the building principal.

SURVEYS REQUESTING PERSONAL INFORMATION
School officials and staff members will not request, nor disclose, the identity of any student who completes any survey or
evaluation (created by any person or entity, including the school or district) containing one or more of the following items:
1. Political affiliations or beliefs of the student or the student’s parent/guardian.
2. Mental or psychological problems of the student or the student’s family.
3. Sexual behaviors or attitudes.
4. Illegal, anti-social, self-incriminating, or demeaning behavior.
5. Critical appraisals of other individuals with whom students have close family relationships.
6. Legally recognized privileged or analogous relationships, such as those with lawyers, physicians, and ministers.
7. Religious practices, affiliations, or beliefs of the student or the student’s parent/guardian.
8. Income other than that required by law to determine program eligibility.
The student’s parent/guardian may inspect the survey or evaluation upon, and refuse to allow their child to participate in the
survey. The school will not penalize any student whose parent/guardian exercised this option.
INSTRUCTIONAL MATERIALS
A student’s parent/guardian may inspect, upon their request, any instructional material used as part of their child’s
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educational curriculum within a reasonable time of their request.

STUDENT RECORDS
A school student record is any writing or other recorded information concerning a student and by which a student may be
identified individually that is maintained by a school or at its direction or by a school employee, regardless of how or
where the information is stored, except for certain records kept in a staff member’s sole possession; records maintained by
law enforcement officers working in the school; video and other electronic recordings that are created in part for law
enforcement, security, or safety reasons or purposes; and electronic recordings made on school buses. The student’s
written records are in two categories: permanent and temporary. The Permanent Record means and shall consist of the
following information: 1) Basic identifying information, including the student’s name and address, birth date and place,
gender, the parents’ names and addresses; 2) Academic transcript, including grade, class rank, graduation date, grade level
achieved and scores on college entrance exams; 3) Attendance record; 4) Accident reports and health record ; 5) Record of
release of permanent record information; 6) Scores received on all state assessments tests administered at the high school
level (grades 9-12); 7) Honors and awards; 8) Information concerning participation in school-sponsored activities or
athletics or offices held in school sponsored organizations. No other information shall be placed in the permanent record
of the student.
The Temporary Record means all information contained in a school student record but not contained in the permanent
record. Such information may include: 1) Family background information; 2) Intelligence test scores, aptitude test scores
from elementary and junior high school; 3) Psychological and personality test results; 4) Teacher evaluations, and other
such information of clear relevance to the education of the student.
The Family Educational Rights and Privacy Act (FERPA) and the Illinois Student Records Act afford parents/guardians
absent a court order to the contrary and students over 18 years of age (“eligible students”) certain rights with respect to the
student’s school records. They are:
1. The right to inspect and copy the student’s education records within 15 school days of the day the
District
receives a request for access.
The degree of access a student has to his or her records depends on the student’s age. Students less than 18 years of age
have the right to inspect and copy only their permanent record. Students 18 years of age or older have access and copy
rights to both permanent and temporary records. A parent/guardian or student should submit to the building principal a
written request that identifies the record(s) he or she wishes to inspect. The principal will make arrangements for access
and notify the parent/guardian or student of the time and place where the records may be inspected. The District charges
$.35 per page for copying but no one will be denied their right to copies of their records for inability to pay this cost.
These rights are denied to any person against whom an order of protection has been entered concerning the student.
2. The right to request the amendment of the student’s education records that the parent/ guardian or eligible
student believes are inaccurate, irrelevant, or improper.
A parent/guardian or eligible student may ask the District to amend a record that is believed to be inaccurate, irrelevant, or
improper. Requests should be sent to the building principal and should clearly identify the record the parent/guardian or
eligible student wants changed and the specific reason a change is being sought.
If the District decides not to amend the record, the District will notify the parent/guardian or eligible student of the decision
and advise him or her of their right to a hearing regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the parent/guardian or eligible student when notified of the right to a hearing.
3. The right to permit disclosure of personally identifiable information contained in the student’s education
records, except to the extent that the FERPA or Illinois School Student Records Act authorizes disclosure without
consent.
Disclosure without consent is permitted to school officials with legitimate educational or administrative interests. A
school official is a person employed by the District as an administrator, supervisor, instructor, or support staff member
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(including health or medical staff and law enforcement unit personnel); a person serving on the School Board; a person or
company with whom the District has contracted to perform a special task (such as an attorney, auditor, medical consultant,
or therapist); or any parent/guardian or student serving on an official committee, such as a disciplinary or grievance
committee, or assisting another school official in performing his or her tasks. A school official has a legitimate
educational interest if the official needs to review an education record in order to fulfill his or her professional
responsibility.
Upon request, the District discloses education records without consent to officials of another school district in which a
student has enrolled or intends to enroll, as well as to any person as specifically required by State or federal law. Before
information is released to these individuals, the parents/guardians or eligible student will receive prior written notice of
the nature and substance of the information, and an opportunity to inspect, copy, and challenge such records.
Academic grades and references to expulsions or out-of-school suspensions cannot be challenged at the time a student’s
records are being forwarded to another school to which the student is transferring.
Disclosure is also permitted without consent to: any person for research, statistical reporting or planning, provided that no
student or parent/guardian can be identified; any person named in a court order; appropriate persons if the knowledge of
such information is necessary to protect the health or safety of the student or other persons; and juvenile authorities when
necessary for the discharge of their official duties who request information before adjudication of the student.
4. The right to a copy of any school student record proposed to be destroyed or deleted.
The permanent record is maintained for at least 60 years after the student transfers, graduates, or permanently withdraws.
The temporary record is maintained for at least 5 years after the student transfers, graduates, or permanently withdraws.
Temporary records that may be of assistance to a student with a disability who graduates or permanently withdraws, may,
after 5 years, be transferred to the parent/guardian or to the student, if the student has succeeded to the rights of the
parent/guardian. Student temporary records are reviewed every 4 years or upon a student’s change in attendance centers,
whichever occurs first.
5. The right to prohibit the release of directory information.
Throughout the school year, the District may release directory information regarding students, limited to:
o Name
o Address
o Gender
o Grade level
o Birth date and place
o Parent/guardian names, addresses, electronic mail addresses, and telephone numbers
o Photographs, videos, or digital images used for informational or news-related purposes (whether by a
media outlet or by the school) of a student participating in school or school-sponsored activities,
organizations, and athletics that have appeared in school publications, such as yearbooks, newspapers, or
sporting or fine arts programs
o Academic awards, degrees, and honors
o Information in relation to school sponsored activities, organizations, and athletics
o Major field of study
o Period of attendance in school
Any parent/guardian or eligible student may prohibit the release of any or all of the above information by
delivering a written objection to the building principal within 30 days of the date of this notice.
6. The right contained in this statement: No person may condition the granting or withholding of any right, privilege or
benefits or make as a condition of employment, credit, or insurance the securing by any individual of any information
from a student’s temporary record which such individual may obtain through the exercise of any right secured under State
law.
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7. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the District to
comply with the requirements of FERPA.
The name and address of the Office that administers FERPA is:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington DC 20202-4605
Cross-reference:
PRESS 7:340, Student Records

STUDENTS’ RIGHTS AND RESPONSIBILITIES
MY RIGHTS
I have the right to be happy and to be treated with compassion in the school. This means that no one will laugh at me or
hurt my feelings.
I have a right to be safe at school. This means that no one will hit, kick, push, pinch, threaten or hurt me.
I have the right to expect materials be prepared and available to help me learn.
I have the right to express my opinions and myself.
I have the right to appeal disciplinary actions as outlined in board policy.
I have the right to have my academic and personal records maintained by the school remain private.
I have the right to come to school dressed so that I am comfortable.
I have the right to be myself at school. This means that no one will treat me unfairly because I am different from them.
I have the right to participate in extracurricular activities during and after school.
MY RESPONSIBILITIES
I have the responsibility to treat others with compassion. This means that I will not laugh at others, tease others or try to
hurt the feeling of others.
I have the responsibility to make the school safe by not hitting, kicking, pushing, pinching, threatening or hurting anyone.
I have the responsibility to prepare and participate in classroom activities.
I have the responsibility to express myself in a respectful manner so I don’t offend others. My freedom of expression
should not interfere with other students learning.
I have the responsibility to accept the decisions of the appeal process.
I have the responsibility to respect other students’ privacy.
I have the responsibility to come to school in appropriate clothes that are not offensive to others.
I have the responsibility to respect others as individuals and not to treat others unfairly because they are different from me.
I have the responsibility to maintain good grades.
I have the responsibility to behave appropriately.

TEACHER QUALIFICATIONS
Parents/guardians may request information about the qualifications of their student’s teachers and paraprofessionals,
including:
● Whether the teacher has met State qualification and licensing criteria for the grade levels and subject areas in which
the teacher provides instruction;
● Whether the teacher is teaching under an emergency permit or other provisional status by which State licensing
criteria have been waived;
● Whether the teacher is teaching in a field of discipline of the teacher’s certification;
● Whether any instructional aides or paraprofessionals provide services to your child and, if so, their qualifications.
If you would like to receive any of this information, please contact the school office.
Cross-references:
PRESS 5:190, Teacher Qualifications
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PRESS 5:190-E1, Notice to Parents of Their Right to Request Their Child’s Classroom Teachers’ Qualification

TEXTBOOKS
The textbooks used are the property of the Collinsville School District. The textbooks issued to a student become his/her
responsibility until they are returned to the school. If a textbook issued to a student is lost or damaged (regardless of the
reason), the student has the financial responsibility to pay the appraised price for a replacement of the lost textbook or for
the repair of the damaged textbook.

TREATS AND SNACKS
Due to health concerns and scheduling, treats and snacks for any occasion must be arranged in advance with the
classroom teacher. All treats and snacks must be store bought and prepackaged in individual servings. No homemade
treats or snacks are allowed at school. Treats and snacks may not require refrigeration and must have a clearly printed list
of ingredients on the packaging. We strongly encourage you to select a treat or snack with nutritional value.

VALUABLES
The teachers and staff cannot be responsible for valuable items brought to school by students. Students should be
encouraged to leave all valuable personal items at home. Students are not allowed to trade, buy or sell personal belongings
at school.

VIDEO & AUDIO MONITORING SYSTEMS
A video and/or audio monitoring system may be in use on school buses and a video monitoring system may be in use in
public areas of the school building. These systems have been put in place to protect students, staff, visitors and school
property. If a discipline problem is captured on audiotape or videotape, these recordings may be used as the basis for
imposing student discipline. If criminal actions are recorded, a copy of the tape may be provided to law enforcement
personnel.
Cross-Reference:
PRESS 4:110, Transportation

Visitors – Badge System Sign In/Sign Out
To ensure the safety of our students, staff and faculty, all visitors must report to the front doors of the school building. This
prevents any misunderstandings, gives the office an opportunity to assist visitors and to inform the office who is in the
building. Visitors must sign in, identify the date and time of arrival, inform office personnel of their reason for being at
school and the classroom or location they are visiting, and present an appropriate state or government issued photo
identification to be scanned by the Raptor Visitor Registration System. RAPTOR will provide a consistent system to track
visitors and volunteers while protecting our children from people who present a danger to students and staff members. All
school RAPTOR administrators have received training on visitor check-in procedures to ensure that all persons who are not
assigned to the campus have a visitor’s photo badge visible. This training is conducted by Mr. Robert Carpenter, Director
of Security for Collinsville Community Unit School District. When the visitor arrives to the office, he/she will be greeted
and asked for photo identification. The designated staff member will scan the visitor’s identification and issue a photo badge
with the visitor’s destination if there is no alert indicated on the database. Accepted forms of photo identification will
include: driver’s license, consular identification card, green card, U.S. passport card (not full passport), and military
identification card. The staff member will keep the individual’s identification in plain view, to reduce concerns that anyone
might be copying personal information. This photo ID is scanned into the RAPTOR system and the personal information
from the ID is cross-referenced against names of Registered Sexual Offenders (RSO) in a database maintained by RAPTOR
Technologies, Inc. Within moments, the RAPTOR administrator will know if the visitor is an RSO. If this is the case, then
guidelines are in place to positively engage the visitor and consider the validity of the request to visit the school. If this is
not the case, then the system will print a visitor’s pass which includes the person’s name, photo, date of visit, and destination
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within the building. RAPTOR is only scanning the identifying information from the document, such as the visitor’s name,
date of birth, address and photo for comparison with a national database of registered sex offenders. Additional visitor data
will not be gathered and no data will be shared with any outside company or organization. If the visitor does not have
acceptable photo identification available, the campus administrator on duty (or designee) will be called to assess the
situation. If he/she determines the visitor is known, the visitor’s information can be manually entered by the campus
RAPTOR administrator. Approved visitors without acceptable photo identification may be allowed access to areas of school
business requested through escort by the campus administrator (or designee). The visitor will return to the attendance office
to check-out when departing the campus. The visitor will be instructed to give the badge back to designated office personnel
to check them out of the system. Once the visitor has been signed out of the system, the badge will be torn thoroughly so it
cannot be reused.
Visitors are required to check into the main office. If parents/guardians wish to visit a classroom or talk to a teacher,
arrangements should be made beforehand to assure that there is no disruption to the educational services to students. In
order to limit interruption to the educational process of our students, student visitors from other schools will not be permitted.
Students who need to be picked up from school by a parent are to wait in the office. The parent/guardian should come into
the office to sign out their child on a list used by the school. If the student will return to school that day, parents will be
required to sign him/her back in.

VOLUNTEERS
All school volunteers, who work in the school more than three (3) times in one school
year, must complete the “Volunteer Information Forms” which include Mandated
Reporter, DCSF Criminal History Background Investigation, Authorization for
Background Check, and Crime Conviction questionnaire and be approved by the school
principal prior to assisting at the school. Forms are available in the school office. All
volunteers must present a negative TB test (conducted within 1 year from the onset of
volunteer duties). This document is kept on file in the school office with the volunteer’s information forms and will be
valid through the duration of the volunteer’s duties in the school. Some teachers utilize parent volunteers in the
classroom. The individual teachers make this decision. Teachers who desire parent volunteers will notify parents. For
school-wide volunteer opportunities, please contact the building principal.
Volunteers are required to check in and out at the main office and will be required to present a valid photo ID to receive a
visitor badge before going to their destination.
Cross-Reference:
PRESS 6:250, Community Resource Persons and Volunteers
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HANDBOOK ACKNOWLEDGEMENT
Name of Student: ____________________________________________
School _______________________________________

Grade _______

Student Acknowledgement and Pledge
I acknowledge receiving and/or being provided electronic access to the Student/Parent Handbook and School
Board policy on student behavior. I have read these materials and understand all rules, responsibilities and
expectations. In order to help keep my school safe, I pledge to adhere to all School and School District rules,
policies and procedures.
I understand that the Student/Parent Handbook and School District policies may be amended during the year
and that such changes are available on the School District website or in the school office.
I understand that my failure to return this acknowledgement and pledge will not relieve me from being
responsible for knowing or complying with School and School District rules, policies and procedures.

_____________________________________________
Student Signature

________________________________
Date

Parent/Guardian Acknowledgement
I acknowledge receiving and/or being provided electronic access to the Student/Parent Handbook and School
Board policy on student behavior. I have read these materials and understand all rules, responsibilities and
expectations.
I understand that the Student/Parent Handbook and School District policies may be amended during the year
and that such changes are available on the School District website or in the school office.
I understand that my failure to return this acknowledgement will not relieve me or my child from being
responsible for knowing or complying with School and School District rules, policies and procedures.

____________________________________________
_______________________________
Parent/Guardian Signature

Date

1.20 - Student Handbook Acknowledgment and Pledge
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