
Technology, Internet, and Social Media 

Policy Addendum 

Purpose 

The purpose of this policy is to ensure the safe, responsible, and appropriate use of technology, 

internet resources, and social media by students while protecting student rights and maintaining a 

positive school environment. 

Use of School Technology and Internet 

Keith Country Day School  (KCDS)  provides access to technology resources, including devices, 

networks, and internet access, to support teaching and learning. Use of these resources is a 

privilege, not a right. 

Students are expected to: 

• Use technology for educational purposes  

• Follow all school rules and expectations for conduct  

• Protect the security and integrity of school systems  

• Refrain from accessing, sharing, or creating inappropriate or harmful content  

KCDS reserves the right to: 

• Monitor, filter, and restrict internet access on school-owned devices and networks  

• Review usage of school technology to ensure compliance with school policies  

• Limit or revoke access for misuse  

Social Media and Personal Accounts 

KCDS respects students’ rights to privacy in their personal online accounts. 

In accordance with Illinois law: 

1. Access to Personal Accounts 

KCDS will not request or require a student to provide passwords or other login 

information for personal social media accounts.  

2. Investigations 

KCDS may investigate student conduct related to social media if there is sufficient 

evidence that a student’s online activity: 

o Violates school rules or policies, or  

o Disrupts the school environment, or  

o Impacts the safety or well-being of students or staff  



Investigations will be conducted by school administration or their designee. 

3. Student Cooperation 

During an investigation, students may be required to: 

o Cooperate with school personnel  

o Share relevant content (such as posts, messages, or images)  

However, students will not be required to provide usernames, passwords, or direct 

account access. 

 

Cyberbullying and Online Conduct 

Student behavior conducted through digital platforms—including off-campus activity—may be 

subject to school discipline when it: 

• Constitutes bullying or harassment  

• Threatens the safety of others  

• Disrupts the educational environment  

Students are expected to: 

• Communicate respectfully online  

• Avoid posting or sharing harmful, threatening, or inappropriate content  

• Report concerns to a trusted adult or school official  

Safety and Digital Responsibility 

Students are expected to practice safe and responsible digital behavior, including: 

• Protecting personal information  

• Avoiding communication with unknown individuals  

• Reporting suspicious or unsafe online activity  

Consequences for Misuse 

Violations of this policy may result in: 

• Loss of technology privileges  

• Disciplinary action in accordance with the Student Code of Conduct  

• Additional consequences depending on the severity of the behavior  

Policy Distribution 



This policy is published in the Student/Parent Handbook and on the school’s website and is 

reviewed annually with students and families. 

 



Nondiscrimination, Harassment, and 

Retaliation Policy Addendum 

Purpose 

Keith Country Day School (KCDS) is committed to maintaining a learning and working 

environment that is safe, inclusive, and free from discrimination, harassment, and retaliation. 

This policy establishes expectations and procedures to ensure all members of the school 

community are treated with dignity and respect. 

Nondiscrimination Statement 

KCDS does not discriminate on the basis of race, color, religion, sex, gender, gender identity, 

sexual orientation, national origin, ancestry, age, marital status, physical or mental disability, 

military status, or any other characteristic protected by applicable federal, state, or local law. 

This policy applies to all aspects of the KCDS’s operations, including: 

• Admissions and enrollment  

• Educational programs and activities  

• Employment practices  

• Discipline and student conduct 

Prohibition of Harassment and Discrimination 

Harassment or discrimination in any form is strictly prohibited. This includes conduct that: 

• Creates an intimidating, hostile, or offensive environment  

• Interferes with a student’s ability to learn or participate  

• Interferes with an employee’s ability to perform their job  

Examples may include, but are not limited to: 

• Verbal, physical, or written conduct  

• Bullying or cyberbullying  

• Offensive jokes, slurs, or name-calling  

• Display or distribution of inappropriate materials  

 

 



Retaliation Prohibited 

Retaliation against any individual who: 

• Reports discrimination or harassment  

• Participates in an investigation  

• Supports another individual’s complaint  

is strictly prohibited and will result in disciplinary action. 

Hairstyles and Cultural Expression 

In accordance with Illinois law, KCDS does not prohibit hairstyles historically associated with 

race, ethnicity, or hair texture. This includes, but is not limited to: 

• Braids  

• Locks  

• Twists  

• Other protective hairstyles  

Reporting Procedures 

Any student, parent/guardian, or staff member who believes they have experienced or witnessed 

discrimination, harassment, or retaliation is encouraged to report the concern promptly. 

Reports may be made to: 

• The Head of School  

• Division Directors  

• A trusted faculty or staff member  

Reports may be made verbally or in writing. 

Investigation Procedures 

KCDS will: 

1. Promptly review all reports  

2. Conduct a fair, thorough, and impartial investigation  

3. Maintain confidentiality to the extent possible  

4. Take appropriate corrective action when necessary  

The specific individual(s) responsible for investigations will be designated by the Head of 

School. 



Response and Corrective Action 

If a violation of this policy is found, KCDS will take appropriate action, which may include: 

• Disciplinary action (up to and including dismissal or expulsion)  

• Counseling or educational interventions  

• Other corrective measures to prevent recurrence  

Communication and Accessibility 

• This policy is published in the Student/Parent Handbook and on the School’s website.  

• KCDS provides age-appropriate summaries of this policy to students.  

• KCDS will make reasonable efforts to provide this policy in a parent/guardian’s native 

language when needed.  

Commitment to a Respectful Community 

KCDS is dedicated to fostering a culture of respect, belonging, and inclusion. All members of the 

community share responsibility for upholding these values. 

Policy Review 

This policy is reviewed annually and updated as needed to ensure compliance with applicable 

laws and best practices. 

 



Student Records Policy Addendum 

Purpose 

Keith Country Day School (KCDS) maintains student records in a manner that ensures accuracy, 

privacy, compliance with applicable laws, and the safety of students. This policy outlines 

procedures for the maintenance, transfer, and release of student records. 

Maintenance of Student Records 

KCDS maintains official student records for each enrolled student, which may include: 

• Academic records (grades, transcripts, report cards)  

• Attendance records  

• Health and immunization records  

• Disciplinary records, as applicable  

Student records are stored securely and are accessible only to authorized personnel. 

Release of Student Records 

KCDS complies with all applicable laws regarding the release of student records. 

1. Missing Person Check Requirement 

Prior to releasing student records, KCDS  

 



2. will verify that the student is not listed as a missing person through the Illinois State 

Police Missing Person Database (via the Nonpublic School Registration and Recognition 

system, when applicable). 

If a student is identified as a missing person: 

o The School will not release records  

o The School will immediately contact the appropriate law enforcement agency for 

guidance  

3. Authorized Requests 

Student records will be released only upon:  

o A valid request from a receiving school, or  

o Written authorization from a parent/guardian (or eligible student, when 

applicable)  

 

Transfer of Records 

1. Incoming Students 

KCDS will request certified copies of student records from the previous school within 14 

days of enrollment.  

2. Outgoing Students 

KCDS will send unofficial student records within 10 days of a valid request from 

another school.  

o Official transcripts may be withheld in accordance with applicable law due to 

unpaid tuition or fees  

o Unofficial academic records (such as grades) will still be provided within the 

required timeframe  

Confidentiality and Access 

• Student records are confidential and handled in accordance with applicable privacy laws  

• Access is limited to authorized school personnel with a legitimate educational interest  

• Parents/guardians have the right to review their child’s records upon request  

Record Retention and Security 

KCDS maintains records in secure physical and/or digital systems and takes reasonable measures 

to: 

• Prevent unauthorized access  

• Protect against data loss or misuse  

• Ensure records are maintained in an organized and retrievable manner  



Compliance Statement 

KCDS adheres to all applicable federal and state laws regarding student records, including 

timelines for requesting and releasing records and procedures related to student safety. 

Policy Distribution 

This policy is published in the Student/Parent Handbook and on the School’s website and is 

available upon request.  

 



Battery Against School Personnel Policy 

Addendum 

Purpose 

Keith Country Day School (KCDS) is committed to maintaining a safe and respectful 

environment for all employees. This policy establishes procedures for responding to incidents of 

battery committed against school personnel and ensures compliance with Illinois law. 

Definition 

For purposes of this policy, battery against school personnel includes any intentional physical 

contact of an insulting or provoking nature or any physical harm directed toward: 

• Teachers  

• Administrators  

• Educational support personnel  

• Other school employees  

Reporting Requirement 

1. Written Complaint Required 

Any school employee who experiences or witnesses an incident of battery must report the 

incident in writing to the Head of School or their designee as soon as possible.  

o Written reports may include email or other documented communication.  

2. Immediate Notification to Law Enforcement 

Upon receipt of a written complaint, the Head of School or designee shall: 

o Immediately notify local law enforcement, and  

o Provide all relevant information regarding the incident  

Once a written complaint is received, reporting to law enforcement is mandatory and not 

discretionary. 

State Reporting Requirement 

In addition to notifying local law enforcement, KCDS shall: 

• Report all incidents of battery against school personnel to the Illinois State Board of 

Education (ISBE) through the School Incident Reporting System (SIRS) in IWAS  

• Submit reports as incidents occur, but no later than August 1 for the preceding school 

year.  



Documentation 

KCDS will maintain documentation of: 

• Written complaints received  

• Date and time law enforcement was notified  

• Confirmation of submission to ISBE reporting systems  

Communication and Awareness 

• This policy is included in the Employee Handbook and Student/Parent Handbook  

• Staff are informed annually of their responsibility to report incidents  

• Students and families are made aware of expectations for respectful conduct  

Commitment to Safety 

KCDS takes all reports of battery seriously and will act promptly to ensure the safety and well-

being of all personnel. 

Policy Distribution 

This policy is published in the School’s handbooks and on the School’s website and is available 

upon request. 

 



Firearms and Drugs Policy Addendum 

Purpose 

Keith Country Day School (KCDS) is committed to maintaining a safe, secure, and drug-free 

environment. This policy outlines expectations, prohibitions, and required actions regarding 

firearms and drugs on school grounds. 

Definition of School Grounds 

For purposes of this policy, “school grounds” includes: 

• School buildings and property  
• School-owned or contracted transportation  
• School-sponsored events and activities  
• Public areas within 1,000 feet of the school  

Prohibited Conduct 

The possession, use, distribution, or sale of the following is strictly prohibited on school 

grounds: 

• Firearms or weapons of any kind  
• Illegal drugs or controlled substances  
• Drug paraphernalia  

Mandatory Reporting Requirements 

1. Firearm Incidents 
The Head of School or designee shall:  

o Immediately notify local law enforcement upon knowledge of a firearm on 
school grounds  

o Immediately notify the student’s parent/guardian if a student is involved  
2. Drug-Related Incidents 

The Head of School or designee shall:  
o Immediately notify local law enforcement of verified drug-related incidents on 

school grounds  
3. State Reporting (All Incidents) 

The School shall report all firearm and drug-related incidents to:  
o The Illinois State Police / ISBE through the School Incident Reporting System 

(SIRS) in IWAS  



o Reporting must occur as incidents happen, and no later than August 1 for the 
prior school year.  

Response Procedures 

A. If a Firearm or Weapon is Suspected or Found 

1. Ensure Immediate Safety  
o Do not attempt to handle the weapon unless necessary for immediate safety  
o Secure the area and keep students and staff away  
o Initiate appropriate safety protocols (e.g., lockdown if needed)  

2. Notify Administration Immediately  
o Contact the Head of School or designee without delay  

3. Contact Law Enforcement  
o Administration will immediately call local law enforcement  

4. Secure the Individual (If Safe to Do So)  
o A student may be escorted to a secure location under supervision  
o Staff should not physically intervene unless necessary to prevent harm  

5. Notify Parent/Guardian  
o Parent/guardian will be contacted immediately if a student is involved  

6. Document the Incident  
o Record time, location, individuals involved, and actions taken  

7. Submit Required Reports  
o Complete reporting in IWAS/SIRS  

 

B. If Drugs or Drug Paraphernalia are Suspected or Found 

1. Ensure Safety  
o Secure the substance without direct handling if possible  
o Remove students from the immediate area if necessary  

2. Notify Administration Immediately  
3. Verify the Situation  

o Administration will assess and confirm whether the situation constitutes a 
verified incident  

4. Contact Law Enforcement  
o Administration will immediately notify law enforcement upon verification  

5. Secure the Individual  
o Student may be supervised in a safe location  

6. Notify Parent/Guardian (as appropriate)  
7. Document the Incident  

o Record all relevant details  
8. Submit Required Reports  



o Report through IWAS/SIRS  

Disciplinary Action 

Violations of this policy will result in serious disciplinary consequences, which may include: 

• Suspension or expulsion  
• Referral to law enforcement  
• Additional consequences as outlined in the Student Code of Conduct  

Prevention and Education 

KCDS will: 

• Educate students on the dangers of drugs and weapons  
• Promote a culture of safety and responsibility  
• Encourage students to report concerns to a trusted adult  

Policy Distribution 

This policy is published in the Student/Parent Handbook and on the School’s website and is 

reviewed annually. 

Commitment to Safety 

The safety of students and staff is the School’s highest priority. All reports will be taken 

seriously and addressed promptly in accordance with this policy and applicable law.  

 



Concussion and Head Injury Policy 

Purpose 

Keith Country Day School (KCDS) is committed to the safety and well-being of all students 

participating in interscholastic athletic activities. This policy establishes procedures for the 

identification, management, and recovery of students who sustain concussions or head injuries. 

Applicability 

This policy applies to all students participating in interscholastic athletic activities, including 

practices and competitions, whether or not affiliated with IHSA or IESA. 

Concussion Oversight Team 

KCDS has established a Concussion Oversight Team, appointed or approved by the Head of 

School, which may include: 

• School administrator (non-coach)  
• Athletic director or designee  
• Additional qualified personnel as appropriate  

Requirements: 

• The team must include at least one member (not solely a coach)  
• A coach may participate but may not serve as the only member  
• If available, a nurse or athletic trainer will be included to the extent practicable  

Protocols 

1. Return-to-Play Protocol 

KCDS has established a return-to-play protocol based on peer-reviewed scientific evidence and 

consistent with guidelines from the Centers for Disease Control and Prevention (CDC). 

This protocol includes: 

• Immediate removal from play when a concussion is suspected  
• Medical evaluation by a licensed healthcare provider  
• Gradual, stepwise return to athletic activity  
• Written medical clearance prior to full return to participation  

 



2. Return-to-Learn Protocol 

KCDS has established a return-to-learn protocol to support a student’s academic recovery 

following a concussion. 

This may include: 

• Temporary academic adjustments (reduced workload, extended time, breaks)  
• Monitoring of symptoms during the school day  
• Gradual return to full academic participation  

Implementation and Oversight 

• The Head of School designates a Concussion Protocol Manager responsible for 
implementing return-to-play and return-to-learn protocols  

• This individual is supervised by a school administrator  
• The supervising administrator may not be a coach  

Immediate Response Procedures 

If a Concussion is Suspected: 

1. Immediate Removal  
o The student must be removed from practice or competition immediately  

2. No Same-Day Return  
o The student may not return to play on the same day  

3. Evaluation  
o The student must be evaluated by an appropriate healthcare provider  

4. Parent/Guardian Notification  
o Parents/guardians are notified as soon as possible  

Return to Activity 

A student may return to athletic participation only when: 

• All steps of the return-to-play protocol have been completed  
• The student is symptom-free  
• Written clearance has been provided by a licensed healthcare provider  

 

Reporting and Documentation 



KCDS will: 

• Maintain records of all suspected and confirmed concussions  
• Ensure required reporting to governing athletic organizations (if applicable)  
• Maintain documentation of medical clearance and protocol completion  

Student and Parent Acknowledgment 

Prior to participation in athletic activities: 

• Students and parents/guardians must sign and return a concussion information 
acknowledgment form  

Student Rights (Uniform Modifications) 

Students may modify athletic uniforms for reasons of: 

• Modesty  
• Religious beliefs  
• Cultural values  

Students are responsible for any associated costs. 

Policy Distribution 

This policy is published in the Student/Parent Handbook, Athletic Handbook, and on the 

School’s website. 

Commitment to Student Health 

KCDS prioritizes student health and safety and will take all necessary steps to ensure proper care 

and recovery following a concussion. 

 

 

 



Student Medical Rights Policy 

Purpose 

Keith Country Day School (KCDS) is committed to supporting the health and safety of students 

by ensuring appropriate access to necessary medications while maintaining compliance with 

Illinois law. 

Parent/Guardian Notification of Liability Protection 

KCDS and its employees are protected from liability when administering or assisting with: 

• Asthma medication  
• Epinephrine auto-injectors  
• Opioid antagonists (e.g., Narcan)  

provided they act in good faith and in accordance with applicable law. 

Requirement: 

• Parents/guardians must sign an acknowledgment confirming they understand this 
liability protection prior to medication administration at school.  

Self-Administration and Self-Carry of Medication 

KCDS allows students to self-carry and/or self-administer the following medications: 

• Asthma medication  
• Epinephrine auto-injectors  
• Diabetes medication  
• Seizure medication  

Requirements: 

Prior to approval, KCDS must have on file: 

• Written authorization from the parent/guardian  
• Written authorization from a licensed healthcare provider  
• A completed care plan, as applicable  

Students must demonstrate the ability to safely self-administer medication. 



Administration by School Personnel 

When appropriate and authorized: 

• School personnel may assist with or administer medication in accordance with physician 
instructions and school procedures  

• All medication will be handled in a manner consistent with student safety and 
confidentiality  

Medical Cannabis 

In accordance with Illinois law, KCDS permits the use of medical cannabis-infused products 

for students who are registered qualifying patients. 

Administration Guidelines: 

• A parent/guardian or designated caregiver may administer the product to the student 
on school grounds  

• Administration must comply with all legal requirements and school procedures  

Optional School Administration: 

• A school administrator or school nurse may administer medical cannabis, if authorized 
by school policy  

• A student may self-administer under supervision when permitted  

Requirements: 

KCDS must have on file: 

• Written authorization from the parent/guardian  
• A copy of the student’s medical cannabis registry identification card  
• A copy of the caregiver’s registry identification card  

Confidentiality 

All student medical information will be: 

• Kept confidential  
• Shared only with authorized personnel as necessary to ensure student safety  

Compliance and Implementation 



This policy is in place regardless of whether KCDS currently has students requiring these 

medications and will be implemented immediately when such needs arise. 

Policy Distribution 

This policy is: 

• Published in the Student/Parent Handbook  
• Available on the School’s website  
• Provided to families as part of required medical documentation  

Commitment to Student Health 

KCDS is dedicated to ensuring that students with medical needs are supported in a safe, 

respectful, and legally compliant manner. 

 



Asbestos Notification Policy 

Parent, Teacher, and Employee Notification 

Keith Country Day School maintains an asbestos management plan in accordance with 

applicable Illinois Department of Public Health (IDPH) and federal regulations. 

Parents/guardians, teachers, and employees are annually notified of: 

• The presence of the School’s asbestos management plan, and  

• Their right to review the plan upon request.  

The asbestos management plan is available for inspection in the School’s main office during 

regular business hours. 

 

 



Emergency Action Plan for Interscholastic 

Athletic Activities 

Keith Country Day School maintains a written Emergency Action Plan (EAP) for all 

interscholastic athletic activities and athletic venues in accordance with Illinois State Board of 

Education requirements.  

The purpose of this plan is to ensure a prompt, coordinated, and effective response to medical 

emergencies involving athletes, coaches, officials, staff, or spectators during athletic practices, 

competitions, and school-sponsored events. 

Emergency Action Plan Components 

KCDS’s Emergency Action Plan includes: 

1. Emergency Communication Procedures 

• Immediate activation of emergency medical services (911)  
• Clear communication procedures for contacting school administration and emergency 

responders  
• Availability of emergency contact information for student-athletes  

2. Venue-Specific Emergency Procedures 

A written emergency response procedure is maintained for each athletic venue, including: 

• Gymnasiums  
• Athletic fields  
• Weight rooms  
• Practice facilities  

Each plan identifies: 

• Emergency access points  
• Closest AED location  
• Designated meeting location for EMS personnel  
• Severe weather shelter locations  

3. Roles and Responsibilities 

During an emergency, designated personnel may include: 

• Coaches  



• Athletic Director  
• School Nurse or trained staff member  
• Administrators  

Responsibilities may include: 

• Calling 911  
• Supervising students  
• Retrieving emergency equipment  
• Guiding emergency responders to the scene  
• Communicating with parents/guardians  

4. Emergency Equipment 

KCDS maintains appropriate emergency equipment for athletic activities, including: 

• Automated External Defibrillators (AEDs)  
• First aid supplies  
• Emergency contact information  

Emergency equipment locations are clearly identified and accessible during all practices and 

competitions. 

5. Training 

Coaches, athletic staff, and designated personnel receive training in: 

• CPR  
• AED use  
• Concussion awareness  
• Emergency response procedures  

Training documentation is maintained by Keith Country Day School. 

6. Annual Review 

The Emergency Action Plan is reviewed annually and updated as necessary in collaboration 

with: 

• Local emergency responders  
• School administration  
• Athletic personnel  

 



7. Incident Documentation 

Any significant medical emergency occurring during athletic activities will be documented and 

reviewed to improve future response procedures. 

Commitment to Student Safety 

Keith Country Day School prioritizes the health and safety of all student-athletes and is 

committed to maintaining emergency preparedness procedures that support a safe athletic 

environment. 

 

 

 

 

 

 



Employee Code of Professional Conduct & 

Sexual Misconduct Response (Faith’s Law) 

Purpose 

Keith Country Day School (KCDS)  is committed to maintaining a safe and respectful 

environment for all students. This policy establishes standards of professional conduct for 

employees and outlines procedures for preventing, reporting, and responding to allegations of 

sexual misconduct in accordance with Illinois Faith’s Law (105 ILCS 5/22-85.5). 

Employee Code of Professional Conduct 

All employees, agents, and contractors are expected to maintain professional boundaries with 

students at all times. 

Prohibited Conduct 

The following behaviors are strictly prohibited: 

• Engaging in any form of sexual misconduct or inappropriate relationships with students  
• Grooming behaviors, including establishing inappropriate emotional intimacy  
• Communicating with students in a manner that is not age-appropriate or related to 

school purposes  
• Meeting with students in private settings without appropriate visibility or authorization  
• Transporting students without proper approval  

Appropriate Conduct Expectations 

Employees must: 

• Maintain professional boundaries at all times  
• Use school-approved communication methods when interacting with students  
• Ensure transparency in all student interactions  
• Report any concerns or suspected misconduct immediately  

Definition of Sexual Misconduct 

Sexual misconduct includes, but is not limited to: 

• Sexual or romantic interactions with a student  
• Sexual exploitation or inappropriate physical contact  
• Sexualized communication (in person or digital)  



• Any conduct that would violate professional boundaries  

Reporting Procedures 

Employee Responsibility 

All employees are mandated reporters and must immediately report: 

• Suspected sexual misconduct  
• Boundary violations that may lead to misconduct  

Reports should be made to: 

• The Head of School or designee  
• Appropriate authorities as required by law  

Parent/Guardian Notification Requirements 

Keith Country Day School will provide timely notification to parents/guardians when: 

1. Allegation of Misconduct  
o When an employee, agent, or contractor is alleged to have engaged in sexual 

misconduct with a student  
2. Post-Investigation Action  

o When formal employment action has been taken following an investigation 
(e.g., termination, resignation, or other disciplinary action)  

Notifications will be made in a manner consistent with privacy laws. 

Response Procedures 

Upon receiving a report or allegation, KCDS will: 

1. Ensure Student Safety  
o Take immediate steps to protect the student  

2. Report to Authorities  
o Notify appropriate state agencies (e.g., DCFS) as required  

3. Conduct Internal Review  
o Initiate an investigation or cooperate with external investigations  

4. Take Appropriate Action  
o Implement disciplinary measures as necessary  

5. Document All Actions  
o Maintain records of reports, communications, and outcomes  



Annual Parent Notification 

At the beginning of each school year, KCDS will: 

• Notify parents/guardians of the availability of the Sexual Abuse Response and 
Prevention Resource Guide  

• Provide access to the guide via the School’s website  

Policy Distribution 

This policy is: 

• Posted on the School’s website  
• Included in Student/Parent and Employee Handbooks  

Commitment to Student Safety 

KCDS is committed to fostering a culture of accountability, transparency, and safety. All 

allegations will be taken seriously and handled promptly and professionally. 
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