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95-1025-PO2 PERSONNEL DISCIPLINE POLICY FOR EDUCATIONAL SUPPORT PERSONNEL,
95-1025-PO3 PERSONNEL POLICY FOR TYPES OF APPOINTMENTS OF EDUCATIONAL SUPPORT
PERSONNEL AND 95-1025-PO6 PERSONNEL POLICY FOR PROBATIONARY EDUCATIONAL

P N N N R T N N N N N N Y N N T G N ST Y e Ty

I ,

DUE PROCESS POLICY



04-0728-P01

If formal discipline is needed, then this section sets forth a comprehensive pre-discipline conference
process. Once the supervisor recommends a suspension or greater discipline, then the employee is
allowed the opportunity to appeal that discipline to the Office of Labor and Employee Relations.
Depending on the length of the suspension and whether progressive discipline has been adhered to by
the supervisor, an appeal written review or hearing will occur in the Office of Labor Relations. The
Director of Labor Relations makes the final decision as to the level of discipline imposed upon an
employee.

If the discharge of an employee is recommended, then this section sets forth the process in which the
Law Department drafts dismissal charges. The dismissal charges must be approved by the Chief
Executive Officer. A dismissal hearing occurs in the Office of Labor and Employee Relations. Discharges
i

Code resulting in a hearing controlled by the lllinois State Board of Education’s procedures.

Section VIl Disciplinary Procedures for All Non-School Based Employees: This section identifies
the disciplinary procedures for supervisors, managers, confidential employees, educational support
personnel, and all other employees whose primary work location is not in a school. Generally, the due
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employment status of many of these employees. Nonetheless to av0|d lmproper dlsmlssal of employees
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. INTRODUCTION AND SCOPE OF POLICY

The Employee Discipline and Due Process Pollcy (“Policy”) applies to all
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Chicago Board of Education (“Board”) is a public employer that requires its employees

to perform thelr job duties and responsibilities in a manner that promotes the best
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Chicago Public Schools, and results in the highest level of public trust and confidence.
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. PROGRESSIVE DISCIPLINE

The Board embraces the concept of progressive and corrective discipline for
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ill.  DEFINITIONS

As used in this Policy, these terms are defined as follows:
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improve student achievement levels.
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7. Dismissal Charges - a formal document drafted by the Law Department
and approved by the Chief Executive Officer, or his designee, containing
charges and specifications against a Board employee.

8. Hearing Officer - an individual designated by the Director of Labor
Relations, or his designee, to conduct a hearing regarding the discharge
of a Board employee.

9. Non-School-Based Educational Support Personnel — All non-teacher
personnel reporting to a non-school facility.

10.  Principal — Contract/ Interim/ Acting/ Associate - The chlef executlve and
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elected by a Local School Council whose contract has been approved by
the Board. An interim principal is selected by the Chief Executive Officer,
or his designee, to serve out the term of a contract principal. An acting
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to serve out the term of a contract principal, but generally is chosen to
serve for a short period of time. An associate principal is selected by the
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IV. ACTS OF MISCONDUCT

GROUP | ACTS OF MISCONDUCT

Group 1 Acts of Misconduct includes the following minor acts of inappropriate behavior:

Department Head, or Chief Administrator in a timely manner.
1-2  Smoking on school or Board property.
1-3  Failing to display proper identification after being directed to do so.

1-4  Failing to inform the school or assigned work location of absences or tardies in a
timely manner without reasonable justification.

1-5  Failing to report to school or assigned work location in a timely manner without
reasonable justification.

1-6  Failing to return to work on time after breaks, lunch, or rest periods without prior
authorization to extend the time of such breaks, lunch, or rest periods.
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2-12 Violating School rules, or Board rules, policies or procedures that result in acts of
inappropriate behaviors in the school, or on the school grounds or assigned work
location, or while attending school functions.

Disciplinary Options

o Written Reprimand;
e Suspension Without Pay (1 to 5 days); and/or

e Warning Resolution issued by the Board to employees subject to Section 34-85
of the lllinois School Code, 105 ILCS 5/34-85.



N4=N728-POJ
GROUP 3 ACTS OF MISCONDUCT

Group 3 Acts of Misconduct includes the following acts that disrupt the orderly
educational process:
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3-3  Using verbally abusive language to or in front of students.
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3-16 Failing to comply with the Board's student travel policy.
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that disrupt the orderly educational process in the classroom, in the school, and
may occur on or off the school grounds or assigned work location.

Disciplinary Options

H r“ wmmmlma VA e i ik PNt . fA_AL i ia)dd mmalfa
I I

of the II{Iim')is School Code, 105 ILCS5/34-85.,
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GROUP 4 ACTS OF MISCONDUCT
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4-1
4-2
4-3
4-4

Repeated or flagrant acts of Group 3 misconduct.
Using racial, cultural, ethnic, or religious epithets, or threatening language.
Assaulting, threatening, intimidating, or physical or verbal abuse, by any

employee against any person on school grounds which results in physical
contact; or provoking or inciting another person to engage in such conduct.

Using the office, work site, work locations, work vehicle, work tools, or work
materials or supplies to conduct a secondary business, trade or occupation.

Any serious violation of the Chicago Public School's Code of Ethics that may
result in direct or indirect financial impropriety, among other things.

Sexually harassing an employee, student, or individual in violation of the Board’s
Sexual Harassment Policy.

Failing to cooperate with and truthfully answer inquiries of the Board’s Title IX
Officer or Sexual Harassment Officer.

Discriminating against an employee, student, or applicant because of race, color,
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GROUP 5 ACTS OF MISCONDUCT

Group 5 Acts of Misconduct includes the following acts that grossly disrupt the orderly
educational process (School-based discipline is not appropriate. Please contact the
Office of Labor and Employee Relations or the Law Department).
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5-2  Absence without leave or authorization (“AWOL").

5-3 Losing one's professional or other license or failing to obtain prerequisites
necessary to hold or renew professional or other license.

5-4  Falsifying employment records, or committing other fraudulent acts in attempting
to secure employment.

5-5 Involvement in the illegal sale, delivery, receipt, possession, or use of any
controlled substance either on or off the job site during hours of employment or
non-working time.

5-6  Conviction for an enumerated crime as defined in the lllinois School Code.

5-7 Possessing, carrying, storing, or using weapons or dangerous chemicals on the
job when not authorized to do so.
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VI. DISCIPLINE PROCEDURES FOR SCHOOL-BASED EMPLOYEES

A. Principals
1. Cautionary Notice
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Principal,_the Area Instruction Officer, Chief Executive Officer, or his designee, shall

involving egregious or serious rules violations. The Cautionary Notice shall inform the

Prmcnpal of his act of misconduct, and warn the Principal that formal discipline will occur
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a Contract Principal is suspended without pay, he will be afforded a pre-suspension
hearing so that the specific charges may be read to him and to provide the Contract
Principal with an opportunity to rebut the charges leveled against him. The discharge
hearing shall be governed by the lllinois School Code, and the rules and regulations of
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2. The employee shall be entitled to one continuance request of the conference
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shall have the authority to schedule a new conference date. The Board
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requests may be granted. Additionally, the employee is responsible for
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questions from either party. Any information submitted by either party in
response to a Reviewing Officer's request shall also be submitted to the
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submitted material within five (5) calendar days of when the new
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of all the materials submitted by the parties, the Reviewing Officer shall
make a recommendation to the Director of Labor Relations as to whether
the discipline imposed by the Area Instruction Officer, or his designee,
should be upheld, increased, decreased, or overturned completely;
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The Director of Labor Relations will make the final decision as to whether an
employee is entitted to a document review, set forth in paragraphs one (1)
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above, of that employee’s suspension.

For Suspensions Over Five (5) Days

All Assistant Principals suspended over five (5) days, that have timely filed an
appeal with the Director of Labor Relations, shall be entitled to a hearing review set
forth in paragraphs four (4) through six (6) above.

4. Discharge Procedures

A PrinGipal._Araz, Inctyiction—Nfficer  argthe (Chief FyecutivaQfficornr _his

designee, shall have the authority and responsibility to recommend the discharge of an
Assistant Principal.

The Chief Executive Officer, or his designee, shall have the right and authority to
suspend an Assistant Principal, without pay, pending the outcome of a dismissal
hearing. Before an Assistant Principal is suspended without pay, he shall be afforded a
pre-suspension hearing so that the allegations may be read to him, and to provide the
Assistant Principal with an opportunity to rebut the allegations leveled against him. The
Office of Labor and Employee Relations may suspend employees, without pay, for a
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C. School-Based Educational Support Personnel
1. Cautionary Notice

Prior to the issuance of discipline against a School-Based Educational Support

Personnel the Chief Executive Officer, Area Instruction Officer, Chief Administrator, or
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Personnel, unless deemed not practical such as in cases involving egregious or serious
rules violations. The Cautionary Notice shall inform the School-Based Educational
Support Personnel of his act of misconduct, and warn the School-Based Educational
Support Personnel that formal discipline will occur if such misconduct is not corrected in
the future. The Cautionary Notice shall be served on the School-based Educational
Support Personnel, and he shall be given an opportunity to sign it, or to provide a
statement that he refuses to sign.

2. Reprimand and Suspension Procedures

The Chief Executlve Ofﬂcer Area Instruction Officer, Chief Administrator, or
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School-Based Educatlonal Support Personnel. The following procedures govern
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6. At the conference, the employee will be informed of the allegations against
him, provided with an explanation of the basis of the allegations, and afforded
an opportunity to respond to the allegations.

7. The employee’s or his representative’s response to the allegations may
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Board representative shall duly consider all matters submitted to him by the
employee or his representative.

I

his discretion, may a.IIow a witness if he deems it necessary. Rather,
affidavits or signed and dated statements may be submitted and shall be duly
considered by the Board representative.
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Instructional Officer, Chief Administrator, Principal, or their designee, shall issue a
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be a fforded the opportunity to submit any written documents and/or
arguments, including written witness statements, to a Reviewing Officer
who shall be designated by the Director or Labor Relations to review the
discipline imposed;

2. The employee shall be given a copy of any documentation and/or
arguments submitted by the Chief Executive Officer, Area Instruction
; P;u_,-.rur'n‘ iciitand T e T —————————————

imposed. The employee shall be afforded an opportunity to respond to
the documentation and/or arguments submitted by the Chief Executive
Officer, Area Instruction Officer, Principal, or Chief Administrator;

3. The Reviewing Officer shall review all documentation and
submissions submitted by the parties. The Reviewing Officer has the
authority to request additional documentation or responses to specific
questions from either party. Any information submitted by either party in
response to a Reviewing Officer's request shall also be submitted to the
other party. The parties shall have the right to respond to any newly
submitted material within five (5) calendar days of when the new
joformation s spnthicthe Reviewion Nfficer tn the nadies . [lnan a review

of all the materials submitted by the parties, the Reviewing Officer shall
make a recommendation to the Director of Labor Relations as to whether
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Code, sexual misconduct, severe physical abuse, or other egregious violations. The
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determination has not been made within (60) work days as to whether the employee
should be discharged, then the employee will start receiving pay, and will be eligible for
all benefits normally available during periods of active employment.
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entitled to back pay based upon the determination by the Director of Labor
Relations, then such back pay shall be paid as quickly as practicable. The
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5. If the Director of Labor Relations, or his designee, determines that
the discharge of the employee is warranted, then he shall submit his
findings and conclusions to the Chief Executive Officer. The Chief
Executive Officer, or his designee, may decide to decrease the severity of
the recommended discipline. If the Chief Executive Officer, or his
designee, agrees with the findings and conclusions of the Director of
Labor Relations to discharge the employee, then the Chief Executive
Officer shall report his decision to the Board.
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Human Resources shall not affect the termination. Probationary employees have no
right to their position. Accordingly, the Principal or Chief Administrator has the right to
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opportunity to be heard.

E. Tenured and Non-Tenured Teachers

1. Cautionary Notice

Prior to the issuance of discipline against a Tenured or Non-tenured Teacher, the
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Non-tenured Teacher, unless deemed not practical such as in cases involving
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of his act of misconduct, and to warn the Teacher that formal discipline will occur if such
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5. The conference shall occur in a place ensuring privacy.
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him, provided with an explanation of the basis of the allegations, and afforded
an opportunity to respond to the allegations.

7. The employee’'s or his representative’s response to the ailegations may
include verbal statements, written materials, or other relevant objects. The
Board representative shall duly consider all matters submitted to him by the
employee or his representative.
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his discretion, may allow a witness if he deems it necessary. Rather,
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considered by the Board representative.

After the conference has been completed, the Principal, Chief Administrator or
thelr deS|gnee shall |ssue a deC|S|on as to the Mlsconduct sectlon(s) that was found to
§
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. Non-tenured teachers are emolovees “at-will” and mav be discharged at anytime  __

for any reason and have no expectation of continued employment or of receiving any of
the discharge procedures described in this Policy.

Day-to-day substitute teachers shall be entitled to an investigatory conference in
the Office of Labor and Employee Relations when their discharge is being
contemplated. The Director of Labor Relations will make the final decision as to
whether a day-to-day substitute teacher shall be discharged. The employee shall not
have the right to appeal the decision by the Director of Labor Relations.

Whenever the discharge of a Tenured Teacher is sought, the procedures set

: ‘ot a2l el s il ieal "0 °F] AShiAd

Ahhall Aannbie DAfAara







04-0728-PO1

6. The employee’s or his representative’s response to the allegations may
include verbal statements, written materials, or other relevant objects. The

Board representative shall duly consider all matters submitted to him by the
employee or his reprqsentative.
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1. The Supervisor, Manager or Confidential employee shall be afforded
the opportunity to submit any written documents and/or arguments,
including written witness statements, to the Director or Labor Relations, or
his designee, to review the discipline imposed;

2. The Supervisor, Manager or Confidential employee shall be given a
noov of anv_dpcymenfation _and/or arnuiments sithmitted _hy the Ghief
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respond to the documentation and/or arguments submitted by the Chief
Executive Officer, Department Head or their designee;

3. The Director of Labor Relations, or his designee, shall review all
documentation and submissions submitted by the parties. The Director of
Labor Relations, or his designee, has the authority to request additional
documentation or responses to specific questions from either party. Each
party shall be duly notified of any additional information obtained by the
Director of Labor Relations, or his designee.
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discharge of the Supervisor, Manager or Confidential employee is for
improper reasons, then the Director of Labor Relations, or his designee,
ashall isstie 3 decicion that cnecifiee the level of dicecinline which <hall
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Support Personnel, the Chief Executive Officer, Department Head, or their designee,
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Personnel, unless deemed not practical such as in cases involving egregious or serious
rules violations. The Cautionary Notice shall inform the Non School-Based Educational
Support Personnel employee of his act of misconduct, and to warn the Non School-
Based Educational Support Personnel employee that formal discipline will occur if such
misconduct is not corrected in the future. The Cautionary Notice shall be served on the

4

to sign it, or to provide a statement that he refuses to sign.

The Chief Executive Officer, Department Head or their respective designees,
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Based Educational Support Personnel who work at any location other than a school:

1. The employee or his representative shall be given a minimum of three (3)
business days written notice prior to the conference on a form entitled Notice
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7. The employee’s or his representative’s response to the allegations may
include verbal statements, written materials, or other relevant objects. The
Board representative shall duly consider all matters submitted to him by the
employee or his representative.

8. Wltnesses are generally not allowed however the Board representative, in
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affidavits or signed and dated statements may be submitted and shall be duly
considered by the Board representative.
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collective bargaining representative, if applicable, of the fact that the employee has
been vacated out of his position. The employee, however, shall be allowed to re-apply
for any vacant position that exists within the Board.
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of the employee’s collective bargaining representative, if applicable.
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Any misconduct that occurred before the adoption of this Policy shall be

governed by the prior Board Rules, policies, and the employee discipline code that were
L : A

Reports 80-231-19 (Dismissal Procedures for Tenured Teachers), 95-1025-PO1
(Personnel Pollcy, Teachers and Admlmstrators D|SC|pI|ne Sectlon 504.3), 95-1025-
l

Section 505.4), 95-1025-P0295-1025-PO3 (Personnel Policy, Educational Support
Personnel: Types of Appointments, Section 505.1), and, 95-1025-PO6 (Personnel
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