
 
 

 
 
 
 

SUBSTITUTE TRAINING CHECKLIST 
 
 

I have received the following documents: 
 
    Work / Sexual Harassment 
    Summary of Rights Under the Fair Credit Reporting 
    Staff Dress Code 
 
 

It is my understanding that the following Board of Education Policies are located: 
 
    Computer Use Technology Policy                          
 http://danville118.org/common/pages/DisplayFile.aspx?itemId=4776324 
 
 
    Staff Professionalism Policy 
    Drug and Alcohol-Free Workplace; Tobacco Prohibition 
 http://danville118.org/common/pages/DisplayFile.aspx?itemId=23991512 
 
  
 
 

   ___________________________________ 
       Printed Name 
 
     ___________________________________ 
       Signature 
 
     ___________________________________ 
       Date 

 



General Personnel 

Workplace Harassment Prohibited 
The School District expects the workplace environment to be productive, 
respectful, and free of unlawful discrimination, including harassment. District 
employees shall not engage in harassment or abusive conduct on the basis of 
an individual's race, religion, national origin, sex, sexual orientation, age, 
citizenship status, disability, or other protected status identified in Board policy 
5:10, Equal Employment Opportunity and Minority Recruitment. 
Harassment of students, including, but not limited to, sexual harassment, is 
prohibited by Board policy 7:20, Harassment of Students Prohibited. 

 
The District will take remedial and corrective action to address unlawful workplace 
harassment, including sexual harassment. 

 

Sexual Harassment Prohibited 
The School District shall provide a workplace environment free of verbal, 
physical, or other conduct or communications constituting harassment on the 
basis of sex as defined and otherwise prohibited by State and federal law. 

 
District employees shall not make unwelcome sexual advances or request sexual 
favors or engage in any unwelcome conduct of a sexual nature where: (1) 
submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment; (2) submission to or rejection of such 
conduct by an individual is used as the basis for employment decisions affecting 
such individual; or (3) such conduct has the purpose or effect of substantially 
interfering with an individual's work performance or creating an intimidating, 
hostile, or offensive working environment. Sexual harassment prohibited by this 
policy includes, but is not limited to, verbal, physical, or other conduct. The terms 
intimidating, hostile, or offensive include, but are not limited to, conduct that has 
the effect of humiliation, embarrassment, or discomfort. Sexual harassment will be 
evaluated in light of all the circumstances. 

 

Making a Complaint 
Employees are encouraged to promptly report information regarding violations of 
this policy. Employees may choose to report to a person of the employee's same 
gender. Every effort should be made to file such complaints as soon as possible, 
while facts are known, and potential witnesses are available. 

 
Aggrieved employees, if they feel comfortable doing so, should directly inform the 
person engaging in the harassing conduct or communication that such conduct or 
communication is offensive and must stop. 

 

Whom to Contact with a Report or Complaint 
An employee should report claims of harassment, including making a 
confidential report, to any of the following: his/her immediate supervisor, the 
Building Principal, an administrator, the Nondiscrimination Coordinator, and/or 
a Complaint Manager. Employees may also report claims using Board policy 
2:260, Uniform Grievance Procedure. If a claim is reported using Board policy 
2:260, then the Complaint Manager shall process and review the complaint 
according to that policy, in addition to any response required by this policy 5:20, 
Workplace Harassment Prohibited. 



 
 
 
 

The names, addresses, and telephone numbers of the District's current Nondiscrimination 
 

Coordinator and Complaint Managers are as follows: 
Nondiscrimination Coordinator: 

Kimberly Pabst, Dir. of Human Resources 
110 East Williams 
Danville, IL 61832 
217-444-1004 

 

Complaint Managers: 
Kimberly Pabst, Dir. of Human Resources 
110 East Williams 
Danville, IL 61832 
217-444-1004 

 
John Hart, Asst. Supt. for Elem. Education 
110 East Williams 
Danville, IL 61832 
217-444-1004 

 

The Superintendent shall also use reasonable measures to inform staff members and applicants 
of this policy, which shall include reprinting this policy in the appropriate handbooks. 

 
LEGAL REF.: 
Title VII of the Civil Rights Act of 1964, 42 U.S.C. §2000e et seq., implemented by 29 C.F.R. 

§1604.11. 
Title IX of the Education Amendments of 1972, 20 U.S.C. §1681 et seq., implemented by 34 

C.F.R. Part 106. 
State Officials and Employees Ethics Act, 5 ILCS 430/70-5(a). 
Ill. Human Rights Act, 775 ILCS 5/2-101{E), 5/2-102(0), 5/2-102(E-5), 5/5-102, and 5/5-102.2. 
56 Ill. Admln.Code Parts 2500, 2510, 5210, and 5220. 
Burlington Industries v. Ellerth, 524 U.S. 742 (1998). 
Crawford v. Metro. Gov't of Nashville & Davidson County, 555 U.S. 271 (2009). 
Faragher v. City of Boca Raton, 524 U.S. 775 (1998). 
Franklin v. Gwinnett Co. Public Schools, 503 U.S. 60 (1992). 
Harris v. Forklift Systems, 510 U.S. 17 (1993). 
Jackson v. Birmingham Bd of Educ., 544 U.S. 167 (2005). 
Meritor Savings Bani< v. Vinson, 477 U.S. 57 (1986). 
Oncale v. Sundown Offshore Services, 523 U.S. 75 (1998). 
Porter v. Erie Foods International, Inc., 576 F.3d 629 (7th Cir. 2009). 
Sangamon County Sheriff's Dept. v. Ill. Human Rights Com'n, 233 111.2d 125 (Ill. 2009). 
Vance v. Ball State University, 133 S. Ct. 2434 (2013). 

 
CROSS REF.: 2:260 (Uniform Grievance Procedure), 5:10 (Equal Employment Opportunity and 
Minority Recruitment), 7:20 (Harassment of Students Prohibited) 

 

Adopted: November 14, 2018  
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Para informacion en espanol, visite www.consumerfinance.gov/learnmore o escribe a la 
Consumer Financial Protection Bureau, 1700 G Street N.W., Washington, DC 20552. 

 
A Summary of Your Rights Under the Fair Credit Reporting Act 

 
The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy 
of information in the files of consumer reporting agencies. There are many types of 
consumer reporting agencies, including credit bureaus and specialty agencies (such as agencies 
that sell information about check writing histories, medical records, and rental history records). 
Here is a summary of your major rights under FCRA. For more information, including 
information about additional rights, go to www.consumerfinance.gov/learnmore or write 
to: Consumer Financial Protection Bureau, 1700 G Street N.W., Washington, DC 20552. 

 
• You must be told if information in your file has been used against you. Anyone who 

uses a credit report or another type of consumer report to deny your application for credit, 
insurance, or employment - or to take another adverse action against you - must tell you, 
and must give you the name, address, and phone number of the agency that provided the 
information. 

 
• You have the right to know what is in your file. You may request and obtain all the 

information about you in the files of a consumer reporting agency (your "file 
disclosure"). You will be required to provide proper identification, which may include 
your Social Security number. In many cases, the disclosure will be free. You are entitled 
to a free file disclosure if: 

 
o a  person has taken adverse action against you because of information in your 

credit report; 
o you are the victim of identity theft and place a fraud alert in your file; 
o your file contains inaccurate information as a result of fraud; 
o you are on public assistance; 
o you are unemployed but expect to apply for employment within 60 days. 

 
In addition, all consumers are entitled to one free disclosure every 12 months upon 
request from each nationwide credit bureau and from nationwide specialty consumer 
rep01ting agencies. See www.consumerfinance.gov/learnmore for additional 
information. 

 
• You have the right to ask for a credit score. Credit scores are numeric.al summaries of 

your credit-worthiness based on information from credit bureaus. You may request a 
credit score from consumer rep01ting agencies that create scores or distribute scores used 
in residential real prope1ty loans, but you will have to pay for it. In some mortgage 
transactions, you will receive credit score information for free from the mortgage lender. 

 
• You have the right to dispute incomplete or inaccurate information. If you identify 

information in your file that is incomplete or inaccurate, and report it to the consumer 

 
 



 
 

reporting agency, the agency must investigate unless your dispute is frivolous. See 
www.consumerfinance.gov/learnmore for an explanation of dispute procedures. 

 
• Consumer reporting agencies must correct or delete inaccurate, incomplete, or 

unverifiable information. Inaccurate, incomplete, or unverifiable information must be 
removed or corrected, usually within 30 days. However, a consumer reporting agency 
may continue to report information it has verified as accurate. 

 
• Consumer reporting agencies may not report outdated negative information. In 

most cases, a consumer reporting agency may not report negative information that is 
more than seven years old, or bankruptcies that are more than 10 years old. 

 
• Access to your file is limited. A consumer reporting agency may provide information 

about you only to people with a valid need - usually to consider an application with a 
creditor, insurer, employer, landlord, or other business. The FCRA specifies those with a 
valid need for access. 

 
• You must give your consent for reports to be provided to employers. A consumer 

reporting agency may not give out information about you to your employer, or a potential 
employer, without your written consent given to the employer.  Written consent generally is 
not required in the trucking industry. For more information, go to  
 www.consumerfinance.gov/learnmore 

 
• You may limit "prescreened" offers of credit and insurance you get based on 

information in your credit report. Unsolicited "prescreened" offers for credit and 
insurance must include a toll-free phone number you can call if you choose to remove 
your name and address form the lists these offers are based on. You may opt out with the 
nationwide credit bureaus at 1-888-5-OPTOUT (l-888-567-8688). 

 
• The following FCRA right applies with respect to nationwide consumer reporting 

agencies: 
 

CONSUMERS HAVE THE RIGHT TO OBTAIN A SECURITY FREEZE 
 

You have a right to place a "security freeze" on your credit report, which will 
prohibit a consumer reporting agency from releasing information in your credit 
report without your express authorization, The security freeze is designed to prevent 
credit, loans, and services from being approved in your name without your consent. 
However, you should be aware that using a security freeze to take control over who gets 
access to the personal and financial information in your credit report may delay, interfere 
with, or prohibit the timely approval of any subsequent request or application you make 
regarding a new loan, credit, mortgage, or any other account involving the extension of 
credit. 

 
A security freeze does not apply to a person or entity, or its affiliates, or collection agencies 
acting on behalf of the person or entity, with which you have an existing account that requests 
information in your credit report for the purposes of reviewing or collecting the account. Reviewing 
the account includes activities related to account maintenance, monitoring, credit line increases, and 
account upgrades and enhancements. 

 
• You may seek damages from violators. If a consumer reporting agency, or, in some 

cases, a user of consumer reports or a furnisher of information to a consumer reporting 
agency violates the FCRA, you may be able to sue in state or federal court. 

 
 



• Identity theft victims and active duty military personnel have additional rights, For · 
more information, visit  www.consumerfinance.gov/learnmore. 

 
States may enforce the FCRA, and many states have their own consumer reporting laws. 
In some cases, you may have more rights under state law. For more information, contact 
your state or local consumer protection agency or your state Attorney General. For 
information about your federal rights, contact: 

 
TYPE OF. BUSINESS: CONTACT: 

1.a. Banks, savings associations, and credit unions with total 
assets of over $10 billion and their  affiliates 

 
 

b. Such affiliates that are not banks, savings associations, or 
credit unions also should list, in addition to the CFPB: 

a. Consumer Financial Protection Bureau 
1700 G Street, N.W. 
Washington, DC 20552 

 
b. Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue, N.W. 
Washington, DC 20580 
(877) 382-4357 

2. To the extent not included in item 1 above: 
a. National banks, federal savings associations, and federal 
branches and federal agencies of foreign banks 

 
 

b, State member banks, branches and agencies of foreign banks 
(other than federal branches, federal agencies, and Insured State 
Branches of Foreign Banks), commercial lending companies 
owned or controlled by foreign banks, and organizations 
operating under section 25 or 25A of the Federal Reserve Act. 

 
c. Nonmember Insured Banks, Insured State Branches of 
Foreign Banks, and insured state savings associations 

 
d, Federal Credit Unions 

a. Office of the Comptroller of the Currency 
Customer Assistance Group 
1301 McKinney Street, Suite 3450 
Houston, TX 77010-9050 

 
b. Federal Reserve Consumer Help Center 
P.O. Box 1200 
Minneapolis, MN 55480 

 
 

c. FDIC Consumer Response Center 
1100 Walnut Street, Box #11 
Kansas City, MO 64106 

 
d, National Credit Union Administration 
Office of Consumer Financial Protection (OCFP) 
Division of Consumer Compliance Policy and Outreach 
1775 Duke Street 
Alexandria, VA 22314 

3. Air carriers Asst. General Counsel for Aviation Enforcement & Proceedings 
Aviation Consumer Protection Division 
Department of Transportation 
1200 New Jersey Avenue, S.E. 
Washington, DC 20590 

4. Creditors Subject to the Surface Transportation Board Office of Proceedings, Surface Transportation Board 
Department of Transportation 
395 E Street, S.W. 
Washington, DC 20423 

5. Creditors Subject to the Packers and Stockyards Act, 1921 Nearest Packers and Stockyards Administration area supervisor 
6. Small Business Investment Companies Associate Deputy Administrator for Capital Access 

United States Small Business Administration 
409 Third Street, S.W., Suite 8200 
Washington, DC 20416 

7. Brokers and Dealers Securities and Exchange Commission 
100 F Street, N.E. 
Washington, DC 20549 

8. Federal Land Banks, Federal Land Bank Associations, 
Federal Intermediate Credit Banks, and Production Credit 
Associations 

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA22102-5090 



9.  Retailers, Finance Companies, and All Other Creditors Not 
Listed Above 

Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue, N.W. 
Washington, DC 20580 
(877) 382-4357 

 



   
 

FOUNDED 1862 
Staff Dress Code 

 
Danville District No. 118 employees are to dress professionally in order to support a positive educational 
environment. Professional dress is reflective of an employee's position in the district and should be conducive 
to the employee's responsibilities. 

 
Danville District No, 118 employees (except employees covered under the Custodial and/or Food Service 
Collective Bargaining Agreements} will conform to the following: 

 
Slacks, Pants, Shorts 

• Jeans and sweatpants are unacceptable 
• Shorts are unacceptable except for physical education teachers 
• Skin-tight pants/slacks are inappropriate unless worn under a dress or jumper 

 
Skirts, Dresses, and Skirted Suits 

• Spaghetti-strap dresses are unacceptable 
 

Shirts, Tops, Blouses, and Jackets 
• Tank tops are unacceptable unless worn under another blouse, shirt, jacket, or dress 
• Sweatshirts are unacceptable except for physical education teachers 
• T-shirts are unacceptable 

 
Warm-ups, Jogging Suits 

• Warm-ups, jogging suits, wind suits and/or sweat suits are unacceptable except for physical education 
teachers 

 
Shoes 

• Rubber flip flops are unacceptable 
 

Industrial Tech Staff Dress 
• Industrial Tech teachers are to dress accordingly with regard to Occupational Safety and Health 

Administration guidelines 
 

Spirit Day and/or Jeans Day 
• Spirit Day and/or Jeans Day will be designated by the Superintendent and/or his/her designee 
• Sweatshirts and t-shirts denoting school spirit are acceptable 
• Holiday specific attire, including t- shirts and sweatshirts, is acceptable 

 



 
 

 

 
ACKNOWLEDGEMENT OF MANDATED REPORTER STATUS 

 
 
I,   , understand that when I am employed as a  
 (Employee Name) 
   , 
 (Type of Employment) 
I will become a mandated reporter under the Abused and Neglected Child Reporting Act [325 ILCS 5/4]. This means that I am 
required to report or cause a report to be made to the child abuse Hotline number at 1-800-25-ABUSE (1-800-252-2873) 
whenever I have reasonable cause to believe that a child known to me in my professional or official capacity may be abused 
or neglected. I understand that there is no charge when calling the Hotline number and that the Hotline operates 24-hours per 
day, 7 days per week, 365 days per year. 
 
I further understand that the privileged quality of communication between me and my patient or client is not grounds for failure 
to report suspected child abuse or neglect, I know that if I willfully fail to report suspected child abuse or neglect, I may be 
found guilty of a Class A misdemeanor. This does not apply to physicians who will be referred to the Illinois State Medical 
Disciplinary Board for action. 
 
I also understand that if I am subject to licensing under but not limited to the following acts: the Illinois  Nursing Act of 1987, 
the Medical Practice Act of 1987, the Illinois Dental Practice Act, the School Code, the Acupuncture Practice Act, the Illinois 
Optometric Practice Act of 1987, the Illinois Physical Therapy Act, the Physician Assistants Practice Act of 1987, the Podiatric 
Medical Practice Act of 1987, the Clinical Psychologist Licensing Act, the Clinical Social Work and Social Work Practice Act, 
the Illinois Athletic Trainers Practice Act, the Dietetic and Nutrition Services Practice Act, the Marriage and Family Therapy 
Act, the Naprapathic Practice Act, the Respiratory Care Practice Act, the Professional Counselor and Clinical Professional 
Counselor Licensing Act, the Illinois Speech-Language Pathology and Audiology Practice Act, I may be subject to license 
suspension or revocation if I willfully fail to report suspected child abuse or neglect. 
 
I affirm that I have read this statement and have knowledge and understanding of the reporting requirements, which apply to 
me under the Abused and Neglected Child Reporting Act. 
 
 
 
        
 Signature of Applicant/Employee 
 
        
 Date 
 
CANTS 22 
Rev. 8/2013 
 
 
 

Office of the Director 
 406 E. Monroe Street • Springfield, Illinois 62701 

www.DCFS.illinois.gov 


