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NSSEO New Staff Onboarding 
Information



Welcome to NSSEO!

We are thrilled to welcome you to our NSSEO 
family. Our goal is to build a promising future 
for students.

 
 



Vision

“Enhancing students’ talents and dreams for a promising future”

Mission

NSSEO propels students with special needs to be actively engaged citizens 
through  dynamic family, school, and community partnerships.



Values

• A person-centered philosophy that reflects an individualized focus on students’
strengths, desires, and life goals.

• Students, families and communities engaged in a rigorous, exciting 
learning  process

• Connecting and collaborating through partnerships designed to expand 
and  advance meaningful opportunities for students

• High standards, systems and innovative practices that enhance growth 
for  students, staff and leaders

• Looking beyond what is, to what is possible

  



NSSEO
Serving Eight Member School Districts

• Community Consolidated School District 21
• Prospect Heights School District 23
• Arlington Heights School District 25
• River Trails School District 26
• Mount Prospect School District 57
• Community Consolidated School District 59
• Township High School District 211
• Township High School District 214
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Looking beyond what is 
to  what is possible…



https://docs.google.com/file/d/1_1L-q-HK3bM4yiPHyhAoCRVn_UaWUq9f/preview


New Employee Information….



Personnel Files-New Hire Paperwork
• Prior to your date of hire, new employees are responsible for 

submitting required documents to complete their Personnel  file. 
Many of these documents are required by Federal or   State law and 
Illinois School Code. Your employment is contingent upon receipt of 
these documents.

• Must be Completed within 30-days

• Incomplete Files: After 30 days employees will be place  on 
unpaid leave until all required documents are completed.

• GCN modules are required within thirty days of hire  date. 
Tutorials will be available for viewing on July 8th for the 
upcoming school year 
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Payroll
• Paychecks every 15th and 30th of the month
• First check for 23/24 School year – 08/30/2023 
• Last check for 23/24 School year - 06/14/2024
• Direct Deposit is available for all New Hires - 

however will only be implemented after ALL new 
hire paperwork has been submitted

• You can find the current payroll calendar at 
NSSEO’s website under the “About Us” tab and 
navigating to Administration/ Human Resources 
and scrolling down to the “Calendars” drop down 
menu. 



Employee Training and 
Supports
• Mentor Program
• Non Violent Crisis Intervention (formally 

CPI)
• Instructional Coaches
• Extensive Professional Learning 

Opportunities



Retirement Plans/Options
Certified employees participate in the Illinois State Teachers’  Retirement 
System (TRS)

• 9.0% Employee contribution pre-tax to TRS

• 0.58% Employer contribution to TRS pre-tax

ESPs and Licensed employees participate in the Illinois Municipal Retirement 
Fund (IMRF)

• 4.5% Employee contribution pre-tax

403 B
• A 403(b) allows you to contribute pretax dollars to build up tax- deferred 

retirement income

• Employees who participate have an individually held account

• Salary deferral contributions give you a systematic savings plan and an immediate 
tax break allowing you to keep more of what  you earn



Sick Leave

• Sick leave days in accordance with your negotiated agreement 
(Section 7) or as  approved from the Governing Board:

• 10 days for Certified/Licensed (2 days contributed at year 1)

• 10 days for ESP (2 days contributed at year 4)

• 1.25 days per month for 11 and 12-month employees

• Part time employees 0.5 FTE or greater earn sick leave time

• Employees absent for three or more consecutive days are 
required to provide a physician’s note.



Personal/Bereavement Business Leave
• Personal Leave

• Full Time Employees receive 2-days annually

• Cannot be used immediately prior to or following a holiday

• Not to be requested first five or last five days of school year

• Bereavement Leave:

• Up to three days per occurrence for death in the immediate family

• Absences in excess of three days will be charged to sick leave

• Please consult your negotiated agreement (Section 7) for 
definitions of “immediate family”



Frontline Absence Management
• All employees are required to report absences no later than 6:59 a.m 

day of

• Absences should be reported online at:

• https://app.frontlineeducation.com/

OR

• 1-800-942-3767 through Frontline Absence Management 
Phone  system

OR

• Link on NSSEO website: www.nsseo.org and click on 
"Staff  Information."

• Program procedures must be followed to report absences after 7:00
a.m. or if unable to use the Frontline Absence Management system.

 

http://www.nsseo.org/


Family Medical Leave
• Eligibility:

• Employees who have been employed for 1,000 hours or 1 
full year preceding the start of this leave benefit

• 30-days written notice when foreseeable

• Unpaid unless employee has sick leave available to utilize

• Medical Certification is required to support leave and a release 
to  return to work.

• Forms available on www.nsseo.org/Staff/Staff Information

• Click on Staff - Staff Information - Staff Forms

 

https://nsseo.app.campussuite.com/~staff


Health Insurance Benefits
Medical coverage provided by Blue Cross and Blue Shield (BCBS) 

• Two PPO options to choose from
• HMO of Illinois

Dental coverage
• PPO dental provided by Group Administrators
• HMO dental provided by Guardian/1st Commonwealth

A contribution toward your single coverage applies.  Dependent medical and/or 
dental coverage is available for an additional cost. 

• The 2023-24 rate sheet, as well as detailed information about the health benefits, are 

located on the NSSEO website at www.nsseo.org - Human Resources. Insurance Benefits 
are effective September 1st.

• Questions? Contact Kim Cowles at kcowles@nsseo.org for more 
information regarding all your full time benefits.

http://www.nsseo.org
mailto:kcowles@nsseo.org


NSSEO Employee Wellness Website

Purpose: To enhance Employee Health and Wellness at work, at 
home and in the community.

Focus:  To provide interactive activities/information in areas of 
Nutritional, Physical, Mental/Emotional, and Financial Health.

Resource:  “One Stop Shop” for employee added benefit 
information with printable flyers.

 

  

https://nsseo.app.campussuite.com/_login/?redirect=https%3A%2F%2Fnsseo.app.campussuite.com%2F%7Estaff%2Fwellness%2Findex


Employee Assistance Program

The Employee Assistance Program (EAP) provides professional and 
confidential service to help employees and family members address a 
variety of personal, family life, and work-related issues. There is no 
cost to use the services.
🠶 Contact Workplace Solutions at: 877-215-6614

 
 



Staff Evaluations
Performance reviews are meant to be unique and tailored for each 
individual. It’s an opportunity to promote communication and provide useful 
feedback about job performance, to facilitate better working relationships, to 
provide a historical record of performance and to contribute to professional 
development and career growth.

• NSSEO staff uses Talent Ed to manage staff evaluation plans.  More 
information will be shared at your programs.

• Staff evaluation plans are located on the NSSEO website at 
http://www.nsseo.org/staff-information/

• Click on Staff Information

• Click on Staff Forms 

• Contact Brad Carter bcarter@nsseo.org or Meghan Mikes 
mmikes@nsseo.org if you have further questions.

 

http://www.nsseo.org/staff-information/
http://www.nsseo.org/staff-information/
mailto:bcarer@nsseo.org
mailto:mmikes@nsseo.org


NSSEO Policies and 
Procedures
• The next several slides will summarize the NSSEO policies and 

guidelines you need to familiarize yourself with as part of your 
employment with NSSEO.

• The entire NSSEO Board Policy Manual is located on the NSSEO web 
site, www.nsseo.org, under Board Information.

• Please contact the Human Resources Department if you have 
any  questions in regards to any of the Board Policies.

 
 

 
 

http://www.nsseo.org/


5:20 Policy-Procedures for Reporting Harassment

• Complaints need to be directed to Associate Assistant Superintendent and 

Communication or Molly Dunne, Director of Professional Learning and Coaching

• Complaints must be submitted in a written statement and include specific 
facts  (location, names, dates, and times).

• All written complaints should be submitted within 30 days after the incident unless time 

is extended by Brad Carter.

• An investigation will be promptly conducted.

• Complaints will not reflect adversely on an individual’s employment.

• Right to confidentiality will be respected.

• Grievance procedure outlined in NSSEO Policy Manual 5:20.

NSSEO expects the workplace environment to be productive, respectful and free of unlawful 
discrimination, including harassment. NSSEO 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. 



5:50 Policy-Drug, Alcohol and Tobacco-Free Workplace 

All NSSEO workplaces are drug and alcohol free workplaces. All employees are prohibited from 
engaging in any of the following activities while on NSSEO premises or while performing work for 
NSSEO regardless of the events location.

• Consumption/distribution while working or unlawful manufacture, dispensing, 
distribution, possession or use of illegal or controlled substance is PROHIBITED.

• Consumption, use, possession or being under the influence of an alcoholic beverage; being 
present on NSSEO premises or while performing work for NSSEO when alcohol consumption is 
detectable, regardless of when and/or where the use occurred.

• Possession or use of Medical cannabis is prohibited.

• Violation of policy 5:50 will result in disciplinary action, up to and including termination 
and referral for prosecution.

• Employees may use our Workplace Solutions at no cost for support at 877-215-6614. 



5:90 Policy - Mandated Reporter Procedures 

If you have reasonable cause to believe that any student with whom you have direct 
contact has been subject to abuse or neglect you have a legal obligation to report the 
matter to DCFS. In addition, you must immediately report the incident to your direct 
supervisor for next steps and proper procedures. It is not your role to investigate what the 
child has told you or what you suspect back on  observations.

Key Criteria for reporting on the DCFS hotline:

• The student is under the age of 18

• The alleged perpetrator is responsible for the child’s welfare or resides in the 
home or anyone  who knows the child through a position of trust

• A specific incident or set of circumstances raises suspicion that the child has 
been abused or  neglected

• The child was harmed or is at substantial risk or injury or sexual abuse

Any staff member that makes a report shall cooperate with the assigned investigation agency.

 



5:125 Policy - Social Media and Personal Technology 
Procedures 

• Always use NSSEO-provided or supported e-technology in all communications with 
students and  parents/guardians. After hours or when NSSEO technology is not 
available, staff may use personal  phones from outside NSSEO work sites.

• Always use NSSEO email to communicate directly with parents/students.

• NSSEO employees should never “friend” students or communicate in similar social 
media sites with  students.

• Never post pictures of students on social media sites and keep in mind your professional 
position at  NSSEO when posting information on personal social media sites.

• Use good judgment and common sense and do not violate the privacy of another staff 
member.

• Staff will supervise student access to online electronic networks

• Staff should not set up emails for students

• Use of copiers and printers at NSSEO are monitored through your NSSEO Identification.



5:240 Policy - Suspension 
5:200 Policy - Termination 

• Employees may be suspended for up to five (5) days without pay 
for misconduct that is detrimental to NSSEO. Please refer to the 
NSSEA  and NSSEA-ESP Bargained Agreements.

• Employees may be suspended with pay during an investigation, as 
a  disciplinary measure or pending a hearing before the Board.

• Employees terminating their employment with NSSEO will receive 
their final paycheck on the next regular payday following the date 
of  termination.

The Director or his or her designee, may suspend a professional employee (for up to five 
employment days) without pay for misconduct that is detrimental to NSSEO. The Board 
may suspend without pay: 1) A professional employee pending a dismissal or hearing, or 
2) A professional employee as a disciplinary measure for misconduct that is detrimental 
to the NSSEO. Administrative staff members may not be suspended without pay as a 
disciplinary measure.

 
 

 



6:235 Policy - Access to Electronic Networks

Electronic networks, including the Internet, are a part of NSSEO’s instructional program 
and service to promote educational excellence by facilitating resource sharing, 
innovation, and communication.

• The use of NSSEO’s electronic networks must be:

• In support of education and/or research

• For legitimate school business purpose

• Use is a privilege, not a right.

• NSSEO E-mails are not private

• Each staff member must sign the District’s Authorization for Electronic Network Access.

• Failure to follow this policy, will result in loss of privileges, disciplinary action, and/or 
appropriate legal action.

 
 

 



7:10 Policy – Equal Educational Opportunities 

Equal educational and extracurricular opportunities shall be available for all students 
without regard to color, race, nationality, religion, sex, sexual orientation, ancestry, 
age, physical or mental disability, gender identity, status of being homeless, 
immigration status, order of protection status, actual or potential marital or parental 
status, including pregnancy or other protected group status. 

• NSSEO welcomes diversity in its schools.

• Civil rights laws guarantee equal education opportunities to all  students.

• No student or staff member shall, based on sex, sexual orientation,  or gender 
identity 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 
edcuational and  extracurricular programs and activities.



7:15 Policy - Student and Family Privacy Rights

All surveys requesting personal information from students, as well as any other 
instrument used to collect personal information from students, must advance or 
relate to NSSEO’s educational objectives as identified in Board policy 
6:10, Educational Philosophy and Objectives, or assist students’ career choices. This 
applies to all surveys, regardless of whether the student answering the questions 
can be identified and regardless of who created the survey.

• Surveys requesting personal information must advance or relate to  NSSEO’s 
educational objectives.

• Instructional Material may be inspected by parents/guardians upon  request.

• No school official or staff member shall subject a student to a non-  emergency, 
invasive physical exam or screening as a condition of  school attendance.

• Selling or marketing students’ information is prohibited.

• Notification of rights and procedures is distributed in the student 
handbook/calendar.

 



7:20 Policy - Harassment of Students prohibited

No person, including an NSSEO employee or agent, or student, shall  harass, intimidate, or bully a student. 
NSSEO will not tolerate harassing, intimidating conduct, or bullying  whether verbal, physical, sexual, or 
visual that interferes with a student’s educational performance, or creates an intimidating  hostile, or 
offensive educational environment.  Any behavior that violates this policy will be reported to the 
Nondiscrimination Coordinator: Brad Carter

Sexual Harassment Prohibited

Sexual harassment of students is prohibited.  Any person, including a NSSEO employee or agent, or student, 
engages in sexual harassment whenever he or she makes sexual advances, requests sexual favors, and/or 
engages in other verbal or physical conduct, including sexual violence, of a sexual or sex-based nature, 
imposed on the basis of sex, that:

a. Denies or limits the provision of educational aid, benefits, services, or treatment; or that makes such 
conduct a condition of a student’s academic status; or

b. Has the purpose or effect of:
c. Substantially interfering with a student’s educational environment;
d. Creating an intimidating, hostile, or offensive educational environment;
e. Depriving a student of educational aid, benefits, services, or treatment; or
f. Making submission to or rejection of such conduct the basis for academic decisions affecting a student.



7:285 Policy – Food Allergy Management Program

School attendance may increase a student's risk of exposure to allergens that could 
trigger a food-allergic reaction. A food allergy is an adverse reaction to a food protein 
mediated by the immune system which immediately reacts causing the release of 
histamine and other inflammatory chemicals and mediators. While it is not possible for 
NSSEO to completely eliminate the risks of exposure to allergens when a student is at 
school, a Food Allergy Management Program using a cooperative effort among students' 
families, staff members, and students helps NSSEO reduce these risks and provide 
accommodations and proper treatment for allergic reactions.

• Fully implements the following goals established in the School Code: (a) identifying 
students with food allergies, (b) preventing exposure to known allergens, (c) 
responding to allergic reactions with prompt recognition of symptoms and treatment, 
and (d) educating and training all staff about management of students with food 
allergies, including administration of medication with an injector, and providing an 
in-service training program for staff who work with students that is conducted by a 
person with expertise in anaphylactic reactions and management.

• You will be educated and trained on allergies, including  administration of medication 
with an auto-injector

 



7:190 Policy - Student Discipline 

• NSSEO trains and utilizes NVCI techniques and procedures when 
engaging with students who are exhibiting aggressive behaviors 
toward themselves or others.

• Positive, non-aversive interventions are the first line of management.

• Physical restraint only “a last resort” after non-physical interventions 
and/or imminent serious danger.

The goals and objectives of this policy are to provide effective discipline practices that: (1) ensure the safety and 
dignity of students and staff; (2) maintain a positive, weapons-free, and drug-free learning environment; (3) keep 
school property and the property of others secure; (4) address the causes of a student’s misbehavior and provide 
opportunities for all individuals involved in an incident to participate in its resolution; and (5) teach students 
positive behavioral skills to become independent, self-disciplined citizens in the school community and society.

 
 

 



Paperwork and your new 
employment…

Complete checklist for "Policies and Procedures" and submit

Direct Deposit required for New Hires

Access Payroll information through the iVisions Portal on August 30th

Contact Meghan Mikes via email mmikes@nsseo.org or phone at 
847-463-8125 with  additional questions.

 



Helpful Tools



HR Contact information
• HR Fax number-847-463-8121

• Dr. Brad Carter, Associate Superintendent 
of Human Resources & Communications
bcarter@nsseo.org
847-463-8107

• Meghan Mikes, Human Resources Generalist
mmikes@nsseo.org
847-463-8125

• Heather Trieu, Payroll Officer
htrieu@nsseo.org
847-463-8124

• Kim Cowles, Benefits Administrator Assistant
kcowles@nsseo.org
847-463-8127

• Linda Maine, Executive Assistant
lmaine@nsseo.org
847-463-8104

• Christiane Bilba, HR Coordinator
cbilba@nsseo.org
847-463-8189

• Bridget Krafton, HR Administrative Assistant
mkrafton@nsseo.org
847-463-8100

mailto:bcarter@nsseo.org
mailto:mmikes@nsseo.org
mailto:htrieu@nsseo.org
mailto:kcowles@nsseo.org
mailto:lmaine@nsseo.org
mailto:cbilba@nsseo.org
mailto:mkrafton@nsseo.org
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