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School Board Officers - #202

Policy 202 

SCHOOL BOARD OFFICERS 

I. PURPOSE 

School board officers are charged with the duty of carrying out the responsibilities entrusted to them for the care, management, and control of the public schools of the school district. The purpose of this policy is to delineate those responsibilities. 

II. GENERAL STATEMENT OF POLICY 

The school board shall meet annually and organize by selecting a chair, a clerk, a treasurer and such other officers as determined by the school board. At its option, the school board may appoint a vice-chair to serve in the temporary absence of the chair. 

The school board shall appoint a superintendent who shall be an ex officio, nonvoting member of the school board. 

III. ORGANIZATION 

The school board shall meet annually on the first Monday in January, or as soon thereafter as practicable, and organize by selecting a chair, a clerk, a treasurer, and such other officers as determined by the school board. These officers shall hold office for one year and until their successors are elected and qualify. 

A. The persons who perform the duties of clerk and treasurer need not be members of the school board. 

B. The school board by resolution may combine the duties of the offices of clerk and treasurer in a single person in the office of business affairs. C. F. G. J. 

Set official Board Meeting Days, Times and Locations 

D.  Set Board Salaries - including those of the Board members, Clerk, Chairperson and Treasurer 

E.  Designate Legal Counsel 

Designate Auditor when needed 

Designate Architect when needed 

H.  Designate Architect when needed 

I.   Consider MSBA Membership 

     Consider Committee Assignments 

IV. OFFICER’S RESPONSIBILITIES 
A.  Chair 
1.  The chair when present shall preside at all meetings of the school board, countersign all orders upon the treasurer for claims allowed by the school board, represent the school district in all actions and perform all duties a chair usually performs. 

2.  In case of absence, inability, or refusal of the clerk to draw orders for the payment of money authorized by a vote of the majority of the school board to be paid, the chair may draw the orders, or the office of the clerk may be declared vacant by the chair and treasurer and filled by appointment. 

B.  Treasurer. 

1.  The treasurer shall deposit the funds of the school district in the official depository. 

2.  The treasurer shall make all reports which may be called for by the school board and perform all duties a treasurer usually performs. 

3.  In the event there are insufficient funds on hand to pay valid orders presented to the treasurer, the treasurer shall receive, endorse, and process the orders in accordance with Minn. Stat. § 124.06. 

C.  Clerk. 

1.  The clerk shall keep a record of all meetings in the books provided. 

2.  Within three days after an election, the clerk shall notify all persons elected of their election. 

3.  On or before August 15 of each year, the clerk shall: 

a)  file with the school board a report of the revenues, expenditures and balances in each fund for the preceding fiscal year. 

b)  make and transmit to the commissioner certified reports, showing: 

(1) condition and value of school property; 

 (2) revenues and expenditures in detail, and such other financial information required by law, rule, or as may be called for by the commissioner; 

(3) length of school term and enrollment and attendance by grades; and 

(4) other items of information as called for by the commissioner. 

4.  The clerk shall enter into the clerk’s record book copies of all reports and of the teachers’ term reports, and of the proceedings of any meeting, and keep an itemized account of all expenses of the school district. 

5.  The clerk shall furnish to the county auditor, on or before October 10, an attested copy of the clerk’s record, showing the amount of money voted by the school district or the school board for school purposes. 

6.  The clerk shall draw and sign all orders upon the treasurer for the payment of money for bills allowed by the school board for salaries of officers and for teachers’ wages and all claims, to be countersigned by the chair. 

7.  The clerk shall perform such duties as required by the Minnesota Election Law or other applicable laws relating to the conduct of elections. 

D.  Vice-Chair 
The vice-chair shall perform the duties of the chair in the event of the chair’s temporary absence. 

E.  Superintendent 
1. The superintendent shall be an ex officio, nonvoting member of the school board. 

2. The superintendent shall perform the following: 

a)  visit and supervise the schools in the school district, report and make recommendations about their condition when advisable or on request by the school board; 

b)  recommend to the school board employment and dismissal of employees; 

c)  superintend school grading practices and examinations for pro motions; 

d)  make reports required by the commissioner ; and 

e)  perform other duties prescribed by the school board. 

V. COMMITTEE ASSIGNMENTS 

The School Board may choose to establish standing or temporary committees designated to accomplish specific tasks as it sees fit, usually on the basis of the Superintendent's recommendation. The Chairperson, at his/her discretion, may have the power to recommend or appoint members to such committees. 

Committees to which Board members may be appointed include: 

A. Negotiations 

1. Principal's Association 

2. New Prague Education Minnesota 

3. District Office Employees/Technicians 

4. Supervisory 

5. Custodial 

6. Transportation/Mechanics 

7. Cooks/Scanners/Dishwashers 

8. Clerical 

9. Paraprofessionals 

10. Superintendent 

11. Finance/Human Resources Director 

B. Standing Committees 

1. Finance Advisory Committee (2 board members) 

2. MRVSEC Board (1 board member) 

3. Joint Powers Board (1 board member) 

4. Community Education Advisory Committee (1 board member) 

5. Athletic Advisory Committee, MSHSL (2 board members) 

6. Legislative Committee/MSBA Liaison (1 board member) 

7. Facilities Advisory Committee (2 board members) 

8. Meet & Confer (2 board members) 

a) Principals 

b) NPEM 

c) Supervisors 

9. Curriculum Advisory Committee (2 board members) 

10. Meritorious Service Committee (1 board member) 

11. Non-athletic Activities Advisory Committee (2 board members) 

12. Policy Review (3 board members) 

13. Primary School Representative (2 board members) 

14. Intermediate School Board Representative (2 board members) 

15. Middle School Board Representative (2 board members) 

16. Senior High School Board Representative (2 board members) 

Normally, Board members are assigned to these committees for a period of one year. These appointments will be reviewed annually. 

Legal References: 

Minn. Stat. § 123.34 (officers) 

Minn. Stat. § 124.06 (finance)) 

Minn. Stat. § 124A.03 (Referendum Revenue) 

Minn. Stat. Ch. 205A (School District Elections) 

Approved: 07/25/96 
Revised:    01/13/97 
Revised:    04/27/98 
Revised:    12/15/99 
Reviewed: 02/28/00 
Revised:    03/28/05
Revised:   12/08/05
Order of the Regular School Board Meeting - #203.2

Policy 203.2

ORDER OF THE REGULAR SCHOOL BOARD MEETING
I.
PURPOSE
The purpose of this policy is to ensure consistency in the order of business at regular school board meetings.

II.
GENERAL STATEMENT OF POLICY
It is the policy of the school board to consider matters that come before it in a consistent and orderly manner.

III.
ORDER

A.
The school board shall conduct an orderly school board meeting.  The school board will, at all regular school board meetings, follow an agenda order similar to:

I. CALL TO ORDER

II. ROLL CALL

III. OPEN FORUM

IV. APPROVAL OF AGENDA

V. CONSENT AGENDA
VI. ACTION ITEMS

VII. MOTION FOR BOARD TO ACT AS COMMITTEE OF THE WHOLE

VIII. COMMITTEE ITEMS

IX. MOTION FOR COMMITTEE TO RISE

X. MOTION TO ACCEPT COMMITTEE RECOMMENDATIONS

XI. ADJOURNMENT

B.
Items in this order may be considered as part of a consent agenda.


C
The school board may depart from the order of business with the consent of the majority of members present.

Legal References:
Minn. Stat. § 123.33, Subd. 6 (School Board powers)

Cross Reference:
MSBA/MASA Model Policy 203 (Operation of the School Board

 - Governing Rules)

MSBA/MASA Model Policy 203.5 (School Board Meeting Agenda)

MSBA/MASA Model Policy 203.6 (Consent Agendas)

Adopted:
02/28/00

Revised:
01/21/03

Reviewed:
12/08/05
School Board Meeting Agenda - #203.5

Policy 203.5

SCHOOL BOARD MEETING AGENDA
I.
PURPOSE
The purpose of this policy is to provide procedures for the preparation of the school board meeting agenda to ensure that the school board can accomplish its business as efficiently and expeditiously as possible.

II.
GENERAL STATEMENT OF POLICY
It is the policy of the school board that school board meetings shall be conducted in a manner to allow the school board to accomplish its business while allowing reasoned debate and discussion of each matter to be acted upon.

III.
PROCEDURES

A.
It shall be the responsibility of the school board chair and superintendent to develop, prepare and arrange the order of items for the tentative school board meeting agenda for each school board meeting.


B.
Persons wishing to place an item on the agenda must make a request to the school board chair or superintendent in a timely manner. The person making the request is encouraged to state the person’s name, address, purpose of the item, action desired and pertinent background information.  The chair and superintendent shall determine whether to place the matter on the tentative agenda.


C.
The tentative agenda and supporting documents shall be sent to the school board members  two (2) working days  prior to the day of the scheduled Board meeting.

D. Items may only be added to the agenda by a motion adopted at the meeting.  If an added item is acted upon, the minutes of the school board meeting shall include a description of the matter.

E. At least one copy of any printed materials relating to the agenda items of the meeting prepared or distributed by or at the direction of the school board or its employees and: (i) distributed at the meeting to all members of the governing body; (ii) distributed before the meeting to all members; or (iii) available in the meeting room to all members shall be available in the meeting room for inspection by the public while the school board considers their subject matter.  This does not apply to materials classified by law as other than public or to materials relating to the agenda items of a closed meeting.

Legal References:
Minn. Stat. § 123B.09, Subd. 7 (School Board powers)




Minn. Stat. § 13D.01, Subd. 6 (Open Meeting Law)

Cross Reference:
MSBA/MASA Model Policy 203 (Operation of the School Board




- Governing Rules)

MSBA/MASA Model Policy 203.2 (Order of the Regular School Board Meeting)

MSBA/MASA Model Policy 203.6 (Consent Agendas)

MSBA/MASA Model Policy 204 (School Board Meeting Minutes)

MSBA/MASA Model Policy 207 (Public Hearings)

Revised:  
01/12/04

Reveiwed:
12/08/05

Consent Agenda - #203.6

Policy 203.6

CONSENT AGENDAS
I.
PURPOSE
The purpose of this policy is to allow the use of a consent agenda.

II.
GENERAL STATEMENT OF POLICY
In order for a more efficient administration of school board meetings, the school board may elect to use a consent agenda for the passage of non-controversial items or items of a similar nature.

III.
CONSENT AGENDAS

A.
The superintendent, in consultation with the school board chair, may place items on the consent agenda.  By using a consent agenda, the school board has consented to the consideration of certain items as a group under one motion.  Should a consent agenda be used, an appropriate amount of discussion time will be allowed to review any item upon request.


B.
Consent items are those which usually do not require discussion or explanation prior to school board action, are non-controversial and/or similar in content, or are those items which have already been discussed and/or explained and do not require further discussion or explanation.  Such agenda items might include ministerial tasks such as, but not limited to, the approval of the agenda, approval of previous minutes, approval of bills, approval of reports, etc.  These items might also include similar groups of decisions such as, but not limited to, approval of staff contracts, approval of maintenance details for the school district buildings and grounds or approval of various schedules.


C.
Items shall be removed from the consent agenda by a timely request by an individual school board member for independent consideration.  A request is timely if made prior to the vote on the consent agenda.  The request does not require a second or a vote by the school board.  An item removed from the consent agenda will then be discussed and acted on separately immediately following the consideration of the consent agenda.


D.
Consent agenda items are approved en masse by one vote of the school board.  The consent agenda items shall be separately recorded in the minutes.

Legal References:
Minn. Stat. § 12B.09, Subd. 7 (School Board powers)

Adopted:         4/27/98

Reviewed:  
 2/28/00
Revised      
 01/12/04

Reviewed:
12/08/05
Participation at Board Meetings - #206

Policy 206

PUBLIC PARTICIPATION IN SCHOOL BOARD MEETINGS

COMPLAINTS ABOUT PERSONS AT SCHOOL BOARD MEETINGS 

AND DATA PRIVACY CONSIDERATIONS
I.
PURPOSE
A.
The school board recognizes the value of participation by the public in deliberations and decisions on school district matters.  At the same time, the school board recognizes the importance of conducting orderly and efficient proceedings, with opportunity for expression of all participants' respective views. 


B.
The purpose of this policy is to provide procedures to assure open and orderly public discussion as well as to protect the due process and privacy rights of individuals under the law.

II.
GENERAL STATEMENT OF POLICY

A.
It is the policy of the school board to encourage discussion by citizens of subjects related to the management of the school district at school board meetings.  The school board may adopt reasonable time, place and manner restrictions on public expression in order to facilitate free discussion by all interested parties.


B.
The school board shall, as a matter of policy, protect the legal rights to privacy and due process of employees and students.

III.
DEFINITIONS

A.
Personnel data” means data on individuals collected because the individual is or was an employee or applicant for employment.  For purposes of this policy, “employee” includes a volunteer, an independent contractor, and a member of an advisory board.


B.
Personnel data on current and former employees that is “public” includes:

Name; actual gross salary; salary range; contract fees; actual gross pension; the value and nature of employer paid fringe benefits; the basis for and the amount of any added remuneration, including expense reimbursement, in addition to salary; job title; bargaining unit; job description; education and training background; previous work experience; date of first and last employment; the existence and status of any complaints or charges against the employee, regardless of whether the complaint or charge resulted in a disciplinary action; the final disposition of any disciplinary action together with the specific reasons for the action and data documenting the basis of the action, excluding data that would identify confidential sources who are employees of the public body; the terms of any agreement settling any dispute arising out of the employment relationship, including a superintendent buyout agreement, except that the agreement must include specific reasons for the agreement if it involves the payment of more than $10,000 of public money; work location; a work telephone number; badge number; honors and awards received; payroll time sheets or other comparable data that are only used to account for employee’s work time for payroll purposes, except to the extent that release of time sheet data would reveal the employee’s reasons for the use of sick or other medical leave or other not public data; and city and county of residence.


C.
Personnel data on current and former applicants for employment that is “public” includes:

Veteran status; relevant test scores; rank on eligible list; job history; education and training; and work availability.  Names of applicants shall be private data except when certified as eligible for appointment to a vacancy or when applicants are considered by the appointing authority to be finalists for a position in public employment.  For purposes of this subdivision, “finalist” means an individual who is selected to be interviewed by the appointing authority prior to selection.  Names and home addresses of applicants for appointment to and members of an advisory board or commission are public.


D. "Educational data" means data maintained by the school district which relates to a student.

E. "Student" means an individual currently or formerly enrolled or registered in the school district, or applicants for enrollment, or individuals who receive shared time services.

IV.
RIGHTS TO PRIVACY

A.
School district employees have a legal right to privacy related to matters which may come before the school board, including, but not limited to, the following:



1.
right to a private hearing for teachers, pursuant to Minn. Stat. § 125.12, Subd. 9 (Teachers discharge hearing); 



2.
right to privacy of personnel data as provided by Minn. Stat. § 13.43 (Personnel Data);



3.
right to consideration by the school board of certain data treated as not public as provided in Minn. Stat. § 471.705, Subd. 1d.  (not public data).


B.
School district students have a legal right to privacy related to matters which may come before the school board, including, but not limited to, the following:



1.
right to a private hearing, Minn. Stat. § 127.31, Subd. 5 (Student dismissal hearing);



2.
right to privacy of educational data, Minn. Stat. § 13.32  (Educational Data); 20 U.S.C. § 1232g (FERPA);



3.
right to privacy of complaints as provided by child abuse reporting and discrimination laws, Minn. Stat. § 626.556 (Reporting of Maltreatment of Minors) and Minn. Stat. Ch. 363 (Minnesota Human Rights Act).

V.
RIGHTS OF THE PUBLIC
All citizens of the school district have a right to an opportunity to be heard and to have complaints considered and evaluated by the school board, within the limits of the law and this policy and subject to reasonable time, place and manner restrictions.  Among the rights available to the public is the right to access public data as provided by Minn. Stat. § 13.43, Subd. 2 (Public data).

VI.
PROCEDURES

A.
Agenda items.

1. Citizens who wish to have a subject discussed at a public school board meeting are encouraged to notify the superintendent’s office in advance of the school board meeting.  The citizen should provide his or her name, address, the name of group represented (if any), and the subject to be covered or the issue to be addressed.

2. Citizens who wish to address the school board on a particular subject may speak during the discussion of that item.

3. The school board chair will recognize one speaker at a time, and will rule out of order other speakers who are not recognized.  Only those speakers recognized by the chair will be allowed to speak.  Comments by others are out of order.  Individuals who interfere with or interrupt speakers, the   school board, or the proceedings may be directed to leave.

4. The school board retains the discretion to limit discussion of any agenda item to a reasonable period of time as determined by the school board.  If a group or organization wish to address the school board on a topic, the school board reserves the right to require designation of one or more representatives or spokespersons to speak on behalf of the group or organization.

5. Matters proposed for placement on the agenda which may involve data privacy concerns, which may involve preliminary allegations, or which may be potentially libelous or slanderous in nature shall not be considered in public, but shall be processed as determined by the school board in accordance with governing law.

6. The school board chair shall promptly rule out of order any discussion by any person, including school board members, that would violate the provisions of state or federal law, this policy or the statutory rights of privacy of an individual.

7. Personal attacks by anyone addressing the school board are unacceptable.  Persistence in such remarks by an individual shall terminate that person’s privilege to address the school board.

8. Depending upon the number of persons in attendance seeking to be heard, the school  board reserves the right to impose such other limitations and restrictions as necessary in order to provide an orderly, efficient and fair opportunity for those present to be heard.

B.  Complaints.
1. Routine complaints about a teacher or other employee should first be directed to that teacher or employee or to the employee’s immediate supervisor.

2. If the complaint is against an employee relating to child abuse, discrimination, racial, religious, or sexual harassment, or other activities involving an intimidating atmosphere, the complaint should be directed to the employee’s supervisor or other official as designated in the school district policy governing that kind of complaint.  In the absence of a designated person, the matter should be referred to the superintendent.

3. Unresolved complaints from paragraph 1 of this section or problems concerning the school district should be directed to the superintendent’s office.

4. Complaints which are unresolved at the superintendent’s level may be brought before the school board by notifying the school board in writing.

C.  Open Forum
The school board shall normally provide a specified period of time where citizens may address the school board on any topic, subject to the limitations of this policy.  The school board reserves the right to allocate a specific period of time for this purpose and limit time for speakers accordingly.

1. Response to open Forum will be from the board chair only.

a. The Board Chairperson may

i. Directly respond, following your presentation

ii. Offer to respond to you in writing.

iii. Create an agenda item for committee discussion or action at a future meeting

iv. Give direction to the Superintendent

2. Protocol for Open Forum

a. Complete the Open Forum Request Form and submit to the School Board Chairperson or Superintendent

b. When your name is called, approach the podium

c. Speak directly into the microphone

d. Limit your remarks and requests to no longer than 5 minutes

e. Clearly identify what action if any you would like from the Board

VII.
PENALTIES FOR VIOLATION OF DATA PRIVACY
A. The school district is liable for damages, costs and attorneys’ fees, and in the event of a willful violation, punitive damages for violation of state data privacy laws.  (Minn. Stat. § 13.08, Subd. 1)

B. A person who willfully violates data privacy is guilty of a misdemeanor.  (Minn. Stat. § 13.09)

C. In the case of an employee, willful violation constitutes just cause for suspension without pay or dismissal.  (Minn. Stat. § 13.09)

Legal References:
Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)




Minn. Stat. § 121A.47, Subd. 5 (Student dismissal hearing) 




Minn. Stat. § 122A.40, Subd. 14 (Teacher discharge hearing) 




Minn. Stat. § 122A.44, (Contracting with teachers)




Minn. Stat. § 123B.02, Subd. 14 (Employees; contracts for services)




Minn. Stat. Ch. 363 (Minnesota Human Rights Act)




Minn. Stat. § 13D.05 (Open Meeting Law)




Minn. Stat. § 626.556 (Reporting of Maltreatment of Minors)

20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)

Adopted:
02/27/85

Revised:
10/13/97

Reviewed:
02/28/00

Revised:
01/12/04

Revised:
12/08/05
School Board Member Development – 212

Policy 212

SCHOOL BOARD MEMBER DEVELOPMENT
I.
PURPOSE
In recognition of the need for continuing in-service training and development for its members, the purpose of this policy is to encourage the members of the school board to participate in professional development activities designed for them so that they may perform their responsibilities.

II.
GENERAL STATEMENT OF POLICY
A. New school board members will be provided the opportunity and encouragement to attend the orientation and training sessions sponsored by the Minnesota School Boards Association.

B. All school board members are encouraged to participate in school board and related workshops and activities sponsored by local, state and national school boards associations, as well as in the activities of other educational groups.

C.
School board members are expected to report back to the school board with materials of interest gathered at the various meetings and workshops.

D.
The school board will reimburse the necessary expenses of all school board members who attend meetings and conventions pertaining to school activities and the objectives of the school board, within the approved policy and budget allocations of the school district relating to the reimbursement of expenses involving the attendance at work-shops and conventions.

Legal References:
Minn. Stat. § 123.33, Subd. 2a (School board member training)

Adopted: 
01/22/01

Revised:
03/12/01

Reviewed:
08/09/04

Reviewed:
12/08/05
School Board Standing Committees - #213

Policy 213

SCHOOL BOARD 
STANDING COMMITTEES

[NOTE: Many school boards utilize either standing or ad hoc committees, or both.  On the other hand, some school boards avoid the use of committees for the most part because of the danger of fragmentation of the governance process.  The objective of this policy is to provide a framework for those school boards which elect to utilize committees or subcommittees.  Further, this policy is designed to apply only to committees or subcommittees that include elected school board members.  Other considerations will apply to committees established by the school board involving members of the public, employees, students, parents, etc.]
I.
PURPOSE
The purpose of this policy is to provide for the structure and the operation of committees or subcommittees of the school board.

II.
GENERAL STATEMENT OF POLICY
A.
It is the policy of the school board to designate school board committees or subcommittees when it is determined that a committee process facilitates the mission of the school board.

B.
The school board has determined that certain permanent standing committees, as described in this policy, do facilitate the operation of the school board and the school district.

C.
A school board committee or subcommittee will be formed by school board resolution which shall outline the duties and purpose of the committee or subcommittee.

D.
A committee or subcommittee is advisory in nature and has only such authority as specified by the school board.

E.
The school board will receive reports or recommendations from a committee or subcommittee for consideration.  The school board, however, retains the right and has the duty to make all final decisions related to such reports or recommendations.

F.
The school board also may establish such ad hoc committees for specific purposes as it deems appropriate.

G.
The school board reserves the right to limit, create or abolish any standing or ad hoc committee as it deems appropriate.

H.
A committee of the school board shall not appoint a subcommittee of that committee without approval of the school board.

III.
APPOINTMENT OF COMMITTEES

A.
The school board hereby appoints the following standing committees:

Negotiations
Principals Association




2 Board Members

New Prague Education Minnesota


3 Board Members

District Office Employees/Technicians


2 Board Members

Supervisory





2 Board Members

Custodial






2 Board Members

Transportation/Mechanics




2 Board Members

Cooks/Scanners/Dishwashers



2 Board Members

Clerical






2 Board Members

Paraprofessionals





2 Board Members

Superintendent





3 Board Members

Finance/Human Resources Director


2 Board Members

Standing Committees
Finance Advisory Committee



3 Board Members

MRVSEC Board





1 Board Member
Community & Family Services Representative

1 Board Member

Joint Powers Board




2 Board Members

Community Education Advisory Committee

2 Board Members

Student Activities Advisory Committee


2 Board Members

Legislative Committee/MSBA Liaison


2 Board Members

Operations Advisory Committee



3 Board Members

Meet & Confer - Principals, NPEM, Supervisors

3 Board Members

Curriculum Advisory Committee



3 Board Members

Staff & Student Recognition Committee


2 Board Members

Policy Review





2 Board Members

Primary School Representative



2 Board Members

Intermediate School Representative


2 Board Members

Middle School Representative



2 Board Members

Senior High School Representative


3 Board Members

Special Committees
Board Evaluations





2 Board Members

Superintendent Evaluation



3 Board Members

New Board Member Orientation



2 Board Members

B. The school board will establish, by resolution, for each standing or ad hoc committee the number of members, the term and the charge or mission of each such committee.

C. The Superintendent and his/her designee shall prepare information, set meeting dates, facilitate meeting process and prepare all communication documents for all committee meetings except Meet and Confer where the responsibility shall be carried by the Board representatives.

IV.
PROCEDURES FOR SCHOOL BOARD COMMITTEES

A.
All meetings of committees or subcommittees shall be open to the public in compliance with the Open Meeting Law, and notice shall be given as prescribed by law.


B.  A committee or subcommittee shall act only within the guidelines and mission established for that committee or subcommittee by the school board.

C.  Actions of a committee or subcommittee shall be by consensus and be brought to the board by the board representative through a summary report.

Legal References:
Minn. Stat. § 471.705 (Open Meeting Law)

Cross References:
MSBA Model Policy 201 (Legal Status of the School Board)

MSBA Model Policy 203 (Operation of the School Board - Governing Rules)

MSBA Service Manual, Chapter 13, School Law Bulletin “C” (Minnesota’s Open Meeting Law)

Adopted:
06/25/01

Revised:
01/21/03

Revised:  
12/08/05

Travel - #214

POLICY  214


TRAVEL
I.
PURPOSE
The purpose of this policy is to establish controls for travel by school board members and staff as required by law.

II.
GENERAL STATEMENT OF POLICY
School board members have an obligation to become informed on the proper duties and functions of a school board member, to become familiar with issues that may affect the school district, to acquire a basic understanding of school finance and budgeting, and to acquire sufficient knowledge to comply with federal, state and local laws, rules, regulations and school district policies that relate to their functions as school board members.  Occasionally, it may be appropriate for school board members to travel out of state to fulfill their obligations.

Instructional staff shall be encouraged to travel for purposes of staff development activities that contribute toward continuous improvement in achievement of the following goals:

a.
Improve student achievement of state and local education standards in all areas of the curriculum by using best practices methods;

b.
Effectively meet the needs of a diverse student population, including at-risk children, children with disabilities, and gifted children, within the regular classroom and other settings;

c.  
Improve staff collaboration and develop mentoring and peer coaching programs for teachers new to the school or district;

d.
Effectively teach and model violence prevention policy and curriculum that address early intervention alternatives, issues of harassment, and teach nonviolent alternatives for conflict resolution; and

e.
Provide teachers with appropriate management and financial management skills so as to participate in budgetary decisions.

All other staff shall be encouraged to travel for purposes of improving skills and knowledge directly related to the duties as described in the job description.

III.
APPROPRIATE TRAVEL
Travel outside the state is appropriate when the school board and/or administration find it proper for school board members or staff to acquire knowledge and information necessary to allow them to carry out their responsibilities. Travel to regional or national association meetings (i.e.  National School Boards Association) is presumed to fulfill this purpose.  Travel to other out-of-state meetings for which the member or staff intends to seek reimbursement from the school district should be pre-approved by the school board for school board members and by administration for all other staff.

A. Frequency for national conference attendance is as follows unless otherwise stipulated in the employee contract:

· School Board Chair –Annually

· School Board member- twice during each four year term

· Administration – As requested by the superintendent.

· Director/Coordinator – Once every two years or as requested by an administrator.

· Teachers – As requested by an administrator or once in year 2 or 3 of the curriculum cycle with approval from administration and the building staff development leader. 

· Support Staff – As requested by an administrator.
IV.
REIMBURSABLE EXPENSES
Expenses to be reimbursed may include transportation, meals, lodging, registration fees, required materials, parking fees, and other reasonable and necessary school district-related expenses.

V.
REIMBURSEMENT
A. The superintendent shall annually update the schedule of reimbursement rates for school district business expenses, including those expenses requiring advance approval and specific rates of reimbursement.  The superintendent shall also develop directives and guidelines to address methods and times for submission of requests for reimbursement.

B. Reimbursement for meals and incidentals shall be through cash per diem as follows:


Meals:  
Work Day Allocation




$ 8.00 – Breakfast




$12.00 – Lunch




$20.00 - Dinner


Incidentals: 
$20 per full day (overnight stay)




$5 per day (1/2 or full work day)

B. Automobile travel shall be reimbursed at the mileage rate set by the school board in Policy 713.  Commercial transportation shall be arranged through the staff development or superintendent’s office.

C. Registration fees and lodging shall be arranged through the staff development or superintendent’s office.

D.  Amounts to be reimbursed shall be within the school board’s approved budget allocations, including attendance at workshops and conventions.

VI.
ANNUAL REVIEW
This policy must be annually reviewed by the school board.

Legal References:
Minn. Stat. § 123B.09, Subd. 2 (School Board Member Training)




Minn. Stat. § 471.661 (Out-of-State Travel)




Minn. Stat. § 471.665 (Mileage Allowances)




Minn. Op. Atty. Gen. No. 1035 (August 23, 1999) (Retreat Expenses)




Minn. Op. Atty. Gen. No. 161b-12 (August 4, 1997) (Transportation Expenses)

Cross References:
MSBA/MASA Model Policy 212 (School Board Member Development)




MSBA/MASA Model Policy 412 (Expense Reimbursement)
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Mileage Policy – #713

Policy 713

MILEAGE POLICY

I.
POLICY


The purpose of this policy is to administer mileage reimbursement for employees.

II.
GENERAL STATEMENT OF POLICY


The school district mileage reimbursement for any given fiscal year will be established by use of Federal Government Guideline.  The amount of reimbursement will be based on the current IRS established guidelines.

III.
RESPONSIBILITY


The business administrator shall inform the staff of any change.

IV.  
PROCEDURES

A. All claims for mileage and expense reimbursement shall be submitted on a monthly basis except in instances where the claim does not exceed $50.00.  In such instances, the claimant must submit the claim for reimbursement when the $50.00 figure is attained but not to exceed sixty (60) days.  This does not include convention or similar travel reimbursement considerations which are reported immediately after return

B. All claims shall be reported on the “Employee Mileage Forms” of the school district

C. Any exceptions to this procedure must have the prior written approval of the Superintendent of Schools or the Director of Business Affairs.

D. Normal mileage to and from an employees home and work is not a reimbursable expense.

E. Mileage is reimbursable only when a district vehicle is not available or practicable.

F. An employee that is required to report to an alternate work site, due to an unusual circumstance, may submit for reimbursement any mileage beyond the normal routine.

G. Mileage reimbursement between sites within the district shall be reimbursed at amounts not to exceed the following table:

** Mileage shown is for one-way travel.  For a round trip, the amount would be doubled.

	
	Primary School
	Intermediate School
	Middle School
	High School
	New Market
	New Prague West
	District Office

	Business. Office
	
	
	
	
	
	
	

	
	Primary School
	
	
	
	
	
	

	
	
	Intermediate School
	
	
	
	
	

	
	
	
	Middle School
	
	
	
	

	
	
	
	
	High School
	
	
	

	
	
	
	
	
	New Market
	
	

	
	
	
	
	
	
	New Prague West
	

	
	
	
	
	
	
	
	District Office
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· Dates to Note

	EVENT
	DATE
	LOCATION
	TIME

	School Board
	
	
	

	Truth in Taxation
	Thursday - December 8
	MS Resource Room
	7:00 PM

	Board Meeting
	Thursday - December 8
	MS Resource Room
	7:30 PM

	Truth in Taxation Continuation if needed
	Thursday

December 15
	MS Resource Room
	6:30 PM

	Board Meeting
	Thursday

December 15
	MS Resource Room
	7:00 PM

	NOTABLES
	
	
	

	 
	 
	 
	

	Standing Committee
	
	
	

	Executive Board
	December 2
	District Office 
	7:00 am 

	
	
	
	

	Policy & Philosophy
	  December 19
	District Office
	6:30 pm

	
	
	
	

	Review & Evaluation
	December 14
	District Office   
	7:30 am

	
	
	
	

	Strategic Leadership
	December 5
	District Office
	6:30 pm

	
	
	
	

	Negotiations 
	
	
	

	Teachers 
	November 29
	Business Office Conference
	4:00 pm

	
	
	
	

	
	 
	 
	 

	Buildings
	
	
	

	PAC
	
	
	

	Intermediate School   
	January 12   
	Media Center
	7:00 pm

	Primary School
	December 5
	Media Center
	7:00 pm

	Middle School
	January 10
	Media Center
	7:00 pm

	High School
	December 12
	HS Conference Room
	6:30 pm


