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LEGAL REF.: 5 ILCS 430/1-1 et seq. 
State Official and Employees Ethics Act, 5 430/1-1 et seq. 
(P.A. 93-61, as amended by P.A. 93-617) 

ADOPTED: June 27, 2005 
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School Board 

Qualifications, Term, and Duties of Board Officers  

The School Board officers are: President, Vice President, Secretary, and Treasurer. These officers are 
elected or appointed by the Board at its organizational meeting. 

President  

The Board elects a President from its members for a 2-year term. The duties of the President are to:  
1. Focus the Board meeting agendas on appropriate content and preside at all meetings; 
2. Make all Board committee appointments, unless specifically stated otherwise;  
3. Attend and observe any Board committee meeting at his or her discretion;  
4. Represent the Board on other boards or agencies; 
5. Serve as chairperson of the Education Officers Electoral Board which hears challenges to Board 

candidate nominating petitions; 
6. Sign official District documents requiring the President’s signature, including Board minutes and 

Certificate of Tax Levy; 
7. Call special meetings of the Board;  
8. Serve as the head of the public body for purposes of the Open Meetings Act and Freedom of 

Information Act;  
9. Ensure that a quorum of the Board is physically present at all Board meetings;  

10. Administer the oath of office to new Board members; and  
11. Serve as the Board’s official spokesperson to the media. 

The President is permitted to participate in all Board meetings in a manner equal to all other Board 
members, including the ability to make and second motions. 

The Vice President fills a vacancy in the Presidency. 

Vice President  

The Board elects a Vice President from its members for a 2-year term. The Vice President performs the 
duties of the President if: 

1. The office of President is vacant; 
2. The President is absent; or 
3. The President is unable to perform the office’s duties. 

A vacancy in the Vice Presidency is filled by a special Board election. 

Secretary  

The Board elects a Secretary for a 2-year term. The secretary may be, but is not required to be, a Board 
member. The Secretary may receive reasonable compensation as determined by the Board before 
appointment. However, if the secretary is a Board member, the compensation shall not exceed $500 per 
year, as fixed by the Board at least 180 days before the beginning of the term. The duties of the Secretary 
are to: 

1. Keep minutes for all Board meetings and keep the verbatim record for all closed Board meetings;  
2. Mail meeting notification and agenda to news media who have officially requested copies; 
3. Keep records of the Board’s official acts, and sign them, along with the President, before 

submitting them annually to the Treasurer on the first Monday of April and October and on such 
other times as the Treasurer requests;  

4. Report to the Treasurer on or before July 7, annually, such information as the Treasurer is 
required to include in the Treasurer’s report to the Regional Superintendent;  

5. Act as the local election authority for all Board elections;  
6. Arrange public inspection of the budget before adoption;  
7. Publish required notices; 
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8. Sign official District documents requiring the Secretary’s signature; and 
9. Maintain Board policy, financial reports, publicity, and correspondence. 

The Secretary may delegate some or all of these duties, except when State law prohibits the delegation. 
The Board appoints a secretary pro tempore, who may or may not be a Board member, if the Secretary is 
absent from any meeting or refuses to perform the duties of the office. A permanent vacancy in the office 
of Secretary is filled by special Board election. 

Recording Secretary  

The Board may appoint a Recording Secretary who is a staff member. The Recording Secretary shall: 
1. Assist the Secretary by taking the minutes for all open Board meetings;  
2. Assemble Board meeting material and provide it, along with prior meeting minutes, to Board 

members before the next meeting; and 
3. Perform the Secretary’s duties, as assigned, except when State law prohibits the delegation. 

In addition, the Recording Secretary or Superintendent receives notification from Board members who 
desire to attend a Board meeting by video or audio means.  

Treasurer   

The Treasurer of the Board shall be either a member of the Board who serves a 1-year term or a an non-
Board member who serves at the Board’s pleasure. A Treasurer who is a Board member may not be 
compensated. A Treasurer who is not a Board member may be compensated provided it is established 
before the appointment. The Treasurer must:  

1. Be at least 21 years old; 
2. Not be a member of the County Board of School Trustees; and 
3. Have a financial background or related experience, or 12 credit hours of college-level accounting. 

The Treasurer shall:  
1. Furnish a bond, which shall be approved by a majority of the full Board; 
2. Maintain custody of school funds; 
3. Maintain records of school funds and balances; 
4. Prepare a monthly reconciliation report for the Superintendent and Board; and 
5. Receive, hold, and expend District funds only upon the order of the Board. 

A vacancy in the Treasurer’s office is filled by Board appointment.  

LEGAL REF.: 5 ILCS 120/7 and 420/4A-106. 
105 ILCS 5/8-1, 5/8-2, 5/8-3, 5/8-6, 5/8-16, 5/8-17, 5/10-1, 5/10-5, 5/10-7, 5/10-8, 

5/10-13, 5/10-13.1, 5/10-14, 5/10-16.5, and 5/17-1. 

CROSS REF.: 2:80 (Board Member Oath and Conduct), 2:210 (Organizational School Board 
Meeting) 

ADOPTED: November 23, 2009 
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School Board 

Board Member Development  

The School Board desires that its individual members learn, understand, and practice effective 
governance principles. The Board is responsible for Board member orientation and development.  Board 
members have an equal opportunity to attend State and national meetings designed to familiarize 
members with public school issues, governance, and legislation. 

The Board President and/or Superintendent shall provide all Board members with information regarding 
pertinent education materials, publications, and notices of training or development. 

Board Self-Evaluation 

The Board will conduct periodic self-evaluations with the goal of continuous improvement.  

New Board Member Orientation  

The orientation process for newly elected or appointed Board members includes: 

1. The Board President or designee shall arrange a meeting with new Board members for the 
purpose of explaining and answering questions about Board processes and procedures. 

2. The Superintendent or designee shall give each new School Board member a copy of online 
access to the School Board Policy Manual, the School Board’s regular meeting minutes for the 
past year, and other helpful information including material explaining the School Board’s roles 
and responsibilities. 

3. The Board President may request a veteran Board member to mentor a new member.  
4. All new members are encouraged to attend workshops for new members conducted by the Illinois 

Association of School Boards. 

Candidates 

The Superintendent or designee shall invite all current candidates for the office of School Board member 
to attend:  (1) School Board meetings, except that this invitation shall not extend to any closed meetings, 
and (2) pre-election workshops for candidates. 

LEGAL REF.: 5 ILCS 120/2. 

CROSS REF.: 2:80 (Board Member Oath and Conduct), 2:125 (Board Member Expenses), 2:200 
(Types of School Board Meetings) 

ADOPTED: October 23, 2006 



Highland Community Unit School District No. 5 2:125 
Page 1 of 1 

 

School Board 

Board Member Expenses  

No Board member may receive compensation for services, except that a Board member serving as the 
Board Secretary may be paid an amount up to the statutory limit if the Board so provides.  

The School Board may advance or reimburse members the actual and necessary expenses incurred while 
attending:  

1. Meetings sponsored by the Illinois State Board of Education or by the Regional Superintendent of 
Schools; 

2. County or regional meetings and the annual meeting sponsored by any school board association 
complying with Article 23 of The School Code; and 

3. Meetings sponsored by an organization in the field of public school education. 

Expense reimbursement is not guaranteed and Board members should seek pre-approval of expenses, 
except in situations when the expense is diminutive.  A member must return to the District any portion of 
an expense advance not used.  Members must submit an itemized, signed voucher to support any expense 
advanced or to seek expense reimbursement.  The voucher must show the amount of actual expense, 
attaching receipts if possible.  A Board member submitting a bill for a group function should record 
participating members’ names on the receipt.  Money shall not be advanced or reimbursed for:  (1) the 
expenses of any person except the School Board member, or (2) anyone’s personal expenses. 

The Superintendent shall review the submitted vouchers for compliance with this policy.  If any voucher’s 
compliance appears uncertain, the Superintendent shall notify the Board President or Vice President if the 
voucher in question is from the President, as well as the Board member who submitted the voucher.  The 
Superintendent shall include the voucher in the monthly list of bills that is presented to the School Board 
for approval or rejection. 

Registration 

When possible, registration fees will be paid by the District in advance. 

Transportation 

The least expensive transportation will be used, providing that no hardship will be caused to the Board 
member.  School Board members will be reimbursed for:  

1. Air travel at the coach or single class commercial airline rate.  First class air travel will be 
reimbursed only if emergency circumstances warrant.  The emergency circumstances must be 
explained on the expense voucher.  Copies of airline tickets must be attached to the expense 
voucher. 

2. Rail or bus travel at actual cost.  Rail or bus travel costs may not exceed the cost of coach airfare.  
Copies of tickets will be attached to the expense voucher to substantiate amounts. 

3. Use of personal automobiles at the standard mileage rate approved by the Internal Revenue 
Service for income tax purposes.  The reimbursement may not exceed the cost of coach airfare. 
Mileage for use of personal automobiles in trips to and from transportation terminals will also be 
reimbursed.  Toll charges and parking costs will be reimbursed. 

4. Automobile rental costs when the vehicle’s use is warranted.  The circumstances for such use 
must be explained on the expense voucher. 

5. Taxis, airport limousines, or other local transportation costs. 
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Hotel/Motel Charges 

School Board members should request conference rate or mid-fare room accommodations.  A single room 
rate will be reimbursed.   

School Board members should pay personal expenses at checkout.  If that is impossible, deductions for 
the charges should be made on the expense voucher. 

Meal Charges 

Meal charges to the School District should represent “mid-fare” selections for the hotel/meeting facility or 
general area. Tips are included with the meal charges.  Expense vouchers must explain the meal charges 
incurred. 

Miscellaneous Expenses 

School Board members may include any other costs related to Board activities on expense vouchers. 

LEGAL REF.: 105 ILCS 5/10-22.32. 

CROSS REF.: 2:100 (Board Member Conflict of Interest), 2:120 (Board Member Development), 
4:50 (Payment Procedures) 

ADOPTED: August 26, 2002 
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School Board 

Board-Superintendent Relationship  

The School Board employs and evaluates the Superintendent and holds him or her responsible for the 
operation of the District in accordance with Board policies and State and federal law. 

The Board-Superintendent relationship is based on mutual respect for their complementary roles.  The 
relationship requires clear communication of expectations regarding the duties and responsibilities of both 
the Board and Superintendent. 

The Board considers the recommendations of the Superintendent as the District’s Chief Executive 
Officer.  The Board adopts policies necessary to provide general direction for the District and to 
encourage achievement of District goals.  The Superintendent develops plans, programs, and procedures 
needed to implement the policies and directs the District’s operations. 

LEGAL REF.: 105 ILCS 5/10-16.7 and 5/10-21.4. 

CROSS REF.: 3:40 (Superintendent) 

ADOPTED: February 26, 2007 
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School Board 

Communications To and From the Board  

Staff members, parents, and community members should submit questions or communications for the 
School Board’s consideration to the Superintendent.  The Superintendent shall provide the Board with a 
summary of these questions or communications and provide, as appropriate, his or her feedback regarding 
the matter.  If contacted individually, Board members will refer the person to the appropriate level of 
authority, except in unusual situations.  Board members’ questions or communications to staff or about 
programs will be channeled through the Superintendent’s office.  Board members will not take private 
action that might compromise the Board or District.  There is no expectation of privacy for any 
communication sent to the Board or its members individually, whether sent by letter, email, or other 
means. 

Board Member Use of Electronic Mail  

Email to, by, and among Board members, in their capacity as Board members, shall not be used for the 
purpose of discussing District business. Email among Board members shall be limited to: (1) 
disseminating information, and (2) messages not involving deliberation, debate, or decision-making. 
Email may contain: 

• Agenda item suggestions 
• Reminders regarding meeting times, dates, and places 
• Board meeting agendas or information concerning agenda items 
• Individual responses to questions posed by community members, subject to the other 

limitations in this policy 

LEGAL REF.: 5 ILCS 120/1 et seq. 

CROSS REF.: 2:220 (School Board Meeting Procedure), 3:30 (Chain of Command), 8:110 (Public 
Suggestions and Complaints) 

ADOPTED: January 22, 2007 
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School Board 

Committees  

The School Board may create Board committees as deemed necessary. The Board President makes all 
Board committee appointments unless specifically stated otherwise. Notice of Board committee meetings 
shall be given in the same manner as notice for special meetings, and Board committee meetings shall be 
open to the public.  Board committees report directly to the Board.  

Special Board Committees  

A special committee may be created for specific purposes or to investigate special issues.  A special 
committee is automatically dissolved after presenting its final report to the Board or at the Board’s 
discretion.  Citizen advisory committees may be used to interpret school needs to the community and 
to gather information from the community. 

Standing Board Committees 

Standing committees are created for an indefinite terms to fulfill continuing District needs for 
investigation and monitoring of specific issues. Required standing committees are:  

1. Budget Committee -- This committee meets annually to review the budget before it is 
presented in the budget hearing. 

2. Parent-Teacher Advisory Committee. This committee, which assists the development of 
student discipline policy and procedure, is comprised of parents and teachers, and may also 
include persons whose expertise or experience is needed.  The committee reviews such issues 
as student discipline, disruptive classroom behavior, school bus safety procedures, and the 
dissemination of student conduct information.   

3. Behavioral Interventions Committee. This committee develops, implements, and monitors 
procedures for using behavioral interventions in accordance with Board policy 7:230, 
Misconduct by Students with Disabilities.  Committee reports and recommendations are made 
to the School Board as requested by the Board. 

Superintendent Committees 

The Superintendent creates Superintendent committees as deemed necessary and makes all appointments.  
Superintendent committees report to the Superintendent.  

LEGAL REF.: 5 ILCS 120/1 et seq. 
105 ILCS 5/10-20.14 and 10/1 et seq. 
23 Ill.Admin.Code Part 226. 

CROSS REF.: 2:240, 5:40, 6:170, 7:190, 7:230, 7:280 

ADOPTED: December 20, 1999 
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School Board 

Board Attorney 

The School Board may enter into an agreement for legal services with a specific attorney or law firm.  
The Board Attorney serves on a retainer or other fee arrangement as determined in advance.  The Board 
Attorney will provide services as described in the agreement for legal services.  The District will only pay 
for legal services that are provided in accordance with the agreement for legal services or are otherwise 
authorized by this policy or a majority of the Board. 

The Superintendent, his or her designee, or Board President, are authorized to confer with and/or seek the 
legal advice of the Board Attorney. The Board may authorize a specific member to confer with legal 
counsel on its behalf. 

The Superintendent may authorize the Board Attorney to represent the District in any legal matter until 
the Board has an opportunity to consider the matter. 

The Board retains the right to consult with or employ other attorneys and to terminate the service of any 
attorney. 

 

ADOPTED: June 27, 2005 
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School Board 

Procurement of Architectural, Engineering, and Land Surveying Services  

The School Board selects architects, engineers, and land surveyors to provide professional services to the 
District on the basis of demonstrated competence and qualifications, and in accordance with State law. 

LEGAL REF.: Shively v. Belleville Township High School District 201, 769 N.E.2d 1062 (Ill.App.5, 
2002), appeal denied. 

40 U.S.C. §541. 
50 ILCS 510/1 et seq., Local Government Professional Services Selection Act. 
105 ILCS 5/10-20.21. 

ADOPTED: June 25, 2007 
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School Board 

Mailing Lists for Receiving Board Material  

The Superintendent shall maintain a mailing list of the names and addresses each year of persons who file 
a written request to be on such a list.  Those persons shall be mailed copies of the following, provided 
they have pre-paid the subscription fee, pro-rated if subscribing less than one year: 

1. Board Agenda 
2. Budgets 
3. Audits 
4. Official Board minutes which will be mailed within 10 days after approval 

The subscription fee will be set annually to cover reproduction and mailing costs.  The subscription 
period shall be the same as the District’s fiscal year.   

LEGAL REF.: 105 ILCS 5/10-21.6. 

CROSS REF.: 2:220 (School Board Meeting Procedure) 

ADOPTED: February 22, 1999 

 




