Consent Agenda – 08 –23-04

 Consider motion to approve consent agenda:

Minutes

Minutes:  Approval of   August 9,  2004 regular school board minutes 

 MINUTES OF THE REGULAR SCHOOL BOARD MEETING OF THE SCHOOL BOARD OF INDEPENDENT SCHOOL DISTRICT NO. 721 SCOTT, RICE LE SUEUR COUNTIES, NEW PRAGUE, MINNESOTA 56071

August 9, 2004
7:00 P.M.
Middle School Board Room

CALL TO ORDER

Board Chair Dennis Havlicek call the Regular School Board Meeting to order at 7:00 PM.
ROLL CALL

Members Present:  Tietz, Weyrick, Fadden, Havlicek, Carlson,  

Members Absent:   Reed, Heinen

OPEN FORUM

No open forum or special presentation at this meeting

APPROVAL OF AGENDA

A motion was made by Board Member Carlson and seconded by Board Member Weyrick to approve the Agenda.  Motion carried 5/0.
CONSENT AGENDA

Consider motion to approve consent agenda:

· Minutes:  Approval July 26, 2004 regular school board meetings minutes. 
· Personnel
· Contract Approval – Director of Business Affairs

Administrative Recommendation

· Policies

Policy 101
Legal Status of the Board

Policy 101.1
Name of School District

Policy 102
Equal Educational Opportunity

Policy 208
Development, Adoption, and Implementation of Policies

Policy 209
School Board Code of Ethics

Policy 210
Conflict of Interest

Policy 211
Criminal or Civil Action against School District, School Board Member, Employee or Student

Policy 212
School Board Member Development

Policy 401
Equal Employment Opportunity

Policy 403
Discipline, Suspension and Dismissal of School District Employees

Policy 408
Subpoena of a School District Employee

Policy 414
Mandated Reporting of Child Neglect or Physical or Sexual Abuse

Policy 701
Establishment and Adoption of School District Budget

Policy 701.1
Modification of School District Budget

Policy 702
Accounting

Policy 703
Annual Audit

Policy 704
Development and maintenance of an Inventory of Fixed Assets and a Fixed Asset Accounting System
Policy 907
Community Web Page Access
· Finance

Accounts Payable Records                       Totals for checks 
 $18,3747.56
Motion byTietz and seconded by Fadden to approve the consent agenda.  Motion carried 5/0.

ACTION ITEMS

There were no action items at this meeting

MOTION FOR BOARD TO ACT AS COMMITTEE OF THE WHOLE

Motion made Weyrick and seconded by Tietz for the board to act as Committee of the Whole.  Motion carried 5/0.

COMMITTEE ITEMS

The following committee items were reviewed:

·  Closing Open Enrollment

· Policies to review

Policy 404
Employment Background Check

Policy 406
Public & Private Personnel Data

Policy 503
Student Attendance

Policy 513
Testing Out of Courses

Policy 515
Protection & Privacy of Pupil

Policy 515F
Public Notice

Policy 528
Student, Parental, Family Marital Non-Descrimination

Policy 529
Notification of Staff regarding Placement of Violent Student

Policy 530
Immunization Requirements

Policy 610
Field Trips

Policy 705
Investments

Policy 707
Transportation of Public School Students

Policy 708
Transportation of Non- Public School Students

Policy 709
Student Transportation Safety Policy

Policy 710
Extra Curricular Transportation

Policy 711
Videotaping on School Buses

Policy 712
Change Number to Policy 807 Video Surveillance

Policy 713
Mileage Policy

Policy 815
Sale of  Autos from Automechanics Program

· Dates to Note

MOTION FOR COMMITTEE TO RISE

Motion made Fadden and seconded by Weyrick for the Committee to Rise.  Motion carried 5/0.

MOTION TO ACCEPT COMMITTEE RECOMMENDATIONS

Motion by Fadden and seconded by Carlson to accept the committee recommendations.  Motion carried 5/0.

ADJOURNMENT

Motion made by Fadden, and seconded by Weyrick to adjourn the August 9, 2004 Regular School Board Meeting at 7:55 pm. 
End August 9, 2004 Regular Meeting Minutes

Personnel Items

· Administrative Recommendation

Employment Hire Date:


Mary Bartusek, Early Childhoon Family Education Parent Educator, Approximately September 1, 2004 – June 1, 2005


Amy Kilian, .25 FTE Physical Education Teacher – High School, new position


Angela Thorson,  1.0 FTE Long Term Substitute Special Education Resource Teacher, for the 2004-2005 school year – Primary School, replacement


Heidi Hagen, 1.0 FTE Language Arts Long Term Substitute Teacher for the 2004-2005 school year – Middle School, replacement


Judy Espelund, Dishwasher Server – Middle School, for the 2004-2005 School year, replacement.


Debra Solis, 1.0 FTE Developmental Cognitive Delay Teacher – High School, new position

Kristen Palma, Early Childhood Family Education Children’s Teacher, approximately 834 hours, for the 2004-2005 School Year, continued employment. 

Julie Kukacka, Special Ed Paraprofessional – Primary School, for the 2004-2005 School Year, increase in hours.

Kelly Daniel, Special Ed Paraprofessional – Primary School, for the 2004-2005 School Year, replacement.

Karen Hauer, Special Ed Paraprofessional – Intermediate School, for the 2004-2005 School Year, replacement.

Laurie Skluzacek, Special Ed Paraprofessional – High School, for the 2004-2005 School Year, new position.

Kathryn Kane, Special Ed Paraprofessions.-Primary School, for the 2004-2005 School Year, new position.

Michelle Pfleiger, 1.0 FTE Second Grade Teacher – Primary School, for the 2004-2005 School Year, new position

Lane Changes:


Mary Kay Bachel, 2BA+30, effective August 24, 2004.


Barb Prchal, 4BA+15, effective August 25, 2005


Kathleen Doyle, 22MA+60, effective August 25, 2004

Resignations


Patty Sirek, Food Service – Middle School, effective August 9, 2004


Stefanie Campbell, Central Services & Transportation Office Assistant, effective Aug. 6, 2004


Crystal Schaum, ECFE Paraprofessional, effective September 1, 2004

Mary Ingebretson, ECFE paraprofessional, effective August 18, 2004.

Cory Sticha,  Special Education Paraprofessional, effective August 18, 2004

· Policies for approval

	POLICY #
	POLICY NAME
	RECOMMENDATION TO SCHOOL BOARD

1. NO CHANGE

2. CHANGE PER MSBA MODEL POLICY

3. CHANGE AS RECOMMENDED BY SUBCOMMITTEE

4. ADOPT NEW POLICY

5. DELETE POLICY
	NEXT REVIEW DATE

2008-2010



	404
	EMPLOYMENT BACKGROUND CHECK
	 1

 
	 2008

	406
	PUBLIC & PRIVATE PERSONNEL DATA
	 1
	 2008

	503
	STUDENT ATTENDANCE
	 1
	 2008

	513
	TESTING OUT OF COURSES
	 1
	 2009

	515
	PROTECTION & PRIVACY OF PUPIL
	 1
	 2009

	515F
	PUBLIC NOTICE
	 1
	 2009

	528
	STUDENT, PARENTAL, FAMILY MARITAL NON-DISCRIMINATION
	 1
	 2010

	529
	NOTIFICATION OF STAFF REGARDING PLACEMENT OF VIOLENT STUDENT
	 3

Changes provide language as recommended by legal counsel in order to be more specific and expand the flexibility for sharing information
	 2008

	530
	IMMUNIZATION REQUIREMENTS
	2
	2008

	610
	FIELD TRIPS
	 1
	 2009

	705
	INVESTMENTS
	 2 & 3

Modification to MSBA Model Policy is recommended by the committee in order to keep communication with the board thorough but no details beyond reason
	 2010

	707
	TRANSPORTATION OF PUBLIC SCHOOL STUDENTS
	 3

Changes reflect procedural practices not previously documented and the removal of language approved within a handbook process.
	 2008

	708
	TRANSPORTATION OF NON-PUBLIC SCHOOL STUDENTS
	  3

Changes reflect procedural practices not previously documented and the removal of language approved within a handbook process.
	 2008

	709
	STUDENT TRANSPORTATION SAFETY POLICY
	 3

Changes reflect procedural practices not previously documented and the removal of language approved within a handbook process.
	 2008

	710
	EXTRA CURRICULAR TRANSPORTATION  
	 1
	 2010

	711

 
	VIDEOTAPING ON SCHOOL BUSES
	 1
	 2010

	712

CHANGE TO # 807
	VIDEO SURVEILLANCE
	 3

Change policy number to reflect corrent category
	 2010

	713
	MILEAGE POLICY
	 1
	 2010

	815
	SALE OF AUTOS FROM AUTOMECHANICS PROGRAM
	 New Policy
	 2008


Policy 404
Employment Background Check

Policy 404

EMPLOYMENT BACKGROUND CHECKS
I.
PURPOSE
The purpose of this policy is to maintain a safe and healthful environment in the school district in order to promote the physical, social, and psychological well-being of its students. To that end, the school district will seek a criminal history background check for applicants who receive an offer of employment with the school district or such other background checks as provided by this policy.  The school district may also elect to do background checks of volunteers, independent contractors and student employees in the school district.

II.
GENERAL STATEMENT OF POLICY

A.
The school district shall require that applicants for school district positions who receive an offer of employment submit to a criminal history background check.  The offer of employment shall be conditioned upon a determination by the school district that an applicant's criminal history does not preclude the applicant from employment with the school district.


B.
The school district specifically reserves any and all rights it may have to conduct  background checks regarding current employees or applicants without the consent of such individuals.


C.
Adherence to this policy by the school district shall in no way limit the school district's right to require additional information, or to use procedures currently in place or other procedures to gain additional background information concerning employees, applicants, volunteers, independent contractors and student employees.

III.
PROCEDURES

A.
Normally an applicant will not commence employment until the school district receives the results of the criminal history background check.  The school district may conditionally hire an applicant pending completion of the background check, but shall notify the applicant that the applicant’s employment may be terminated based on the result of the background check.  Background checks will be performed by the Minnesota Bureau of Criminal Apprehension (hereinafter "the BCA").  The school district reserves the right to also have criminal history background checks conducted by other organizations or agencies.


B.
An applicant who is offered employment must sign a criminal history consent form, which provides permission for the school district to conduct a criminal history background check, and provide a money order or check payable to either the BCA or to the school district, at the election of the school district, in an amount equal to the actual cost to the BCA and the school district of conducting the criminal history background check.  If the applicant fails to provide the school district with a signed Informed Consent Form and fee at the time the applicant receives a job offer, the applicant will be considered to have voluntarily withdrawn the application for employment.
C.
The school district, in its discretion, may elect not to request a criminal history background check on an applicant who holds an initial entrance license issued by the state board of teaching or the state board of education within the 12 months preceding an offer of employment.

D.
The school district may use the results of a criminal background check conducted at the request of another school hiring authority if:

1.
the results of the criminal background check are on file with the other school hiring authority or otherwise accessible; 

2.
the other school hiring authority conducted a criminal background check within the previous 12 months;

3.
the applicant executes a written consent form giving the school district access to the results of the check; and

4.
there is no reason to believe that the applicant has committed an act subsequent to the check that would disqualify the applicant for employment.

E.
For all non state residents who are offered employment with the school district, the school district shall request a criminal history background check on such applicants from the superintendent of the BCA and from the government agency performing the same function in the resident state, or if no government entity performs the same function in the resident state, from the Federal Bureau of Investigation.  Such applicants must provide an executed criminal history consent form.

F.
When required, applicants must provide fingerprints to assist in a criminal history background check.  If the fingerprints provided by the applicant are unusable, the  applicant will be required to submit another set of prints.


G.
Copies of this policy shall be available in the school district's employment office  and will be distributed to applicants for employment upon request.  The need to submit to a criminal history background check may be included with the basic criteria for employment in the job posting and job advertisements.


H.
The applicant will be informed of the results of the criminal background check(s) to the extent required by law.


I.
If the criminal history background check precludes employment with the school district, the applicant will be so advised.


J.
The school district may apply these procedures to volunteers, independent contractors or student employees as though they were applicants for employment.

IV.
CRIMINAL HISTORY CONSENT FORM
A form to obtain consent for a criminal history background check is included with this policy.

Legal References:
Minn. Stat. § 13.04, Subd. 4 (Inaccurate or Incomplete Data)
Minn. Stat. § 123B.03 (Background Checks)

Minn. Stat. §§ 299C.60-299C.64 (Minnesota Child Protection Background Check Act)




Minn. Stat. § 364.09(b) (Exception for School Districts)

Cross References:
Adopted:  08/28/95

Revised:   10/13/95

Revised:   04/24/00

Reviewed 08/23/04

Policy 406
Public & Private Personnel Data

Policy 406

PUBLIC AND PRIVATE PERSONNEL DATA
I.
PURPOSE
The purpose of this policy is to provide guidance to school district employees as to the data the school district collects and maintains regarding its personnel.

II.
GENERAL STATEMENT OF POLICY

A.
All data on individuals collected, created, received, maintained or disseminated by the school district, which is classified by statute or federal law as public, shall be accessible to the public pursuant to the procedures established by the school district.


B.
All other data on individuals is private or confidential.

III.
DEFINITIONS

A.
“Public” means that the data is available to anyone who requests it.


B.
“Private” means the data is available to the subject of the data and to school district staff who need it to conduct the business of the school district.


C.
“Confidential” means the data is not available to the subject.


D.
“Parking space leasing data” means the following government data on an application for, or lease of, a parking space:  residence address, home telephone number, beginning and ending work hours, place of employment and work telephone number.


E.
“Personnel data” means data on individuals collected because they are or were employees of the school district, or an individual was an applicant for employment, volunteers for the school district, or is a member of or applicant for an advisory board or commission.

F.
“Finalist” means an individual who is selected to be interviewed by the school board for a position.

IV.
PUBLIC PERSONNEL DATA

A.
The following information on employees, including volunteer and independent contractors, is public:



1.
name;



2.
actual gross salary;



3.
salary range;



4.
contract fees;



5.
actual gross pension;



6.
the value and nature of employer-paid fringe benefits;



7.
the basis for and the amount of any added remuneration, including expense reimbursement, in addition to salary;



8.
job title;



9.
bargaining unit;



10.
job description;



11.
education and training background;



12.
previous work experience;



13.
date of first and last employment;



14.
the existence and status of any complaints or charges against the employee, regardless of whether the complaint or charge resulted in a disciplinary action;



15.
the final disposition of any disciplinary action, as defined in Minn. Stat. § 13.43, Subd. 2(b), 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 school district;



16.
the terms of any agreement settling any dispute arising out of the employment relationship, including superintendent buyout agreements, except that the agreement must include specific reasons for the agreement if it involves the payment of more than $10,000 of public money, and such agreement may not have the purpose or effect of limiting access to or disclosure of personnel data or limiting the discussion of information or opinions related to personnel data;



17.
work location;



18.
work telephone number;



19.
badge number;



20.
honors and awards received;



21.
payroll time sheets or other comparable data that are used only 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;



22.
city and county of residence.


B.
Personnel data may be disseminated to labor organizations to the extent the school district determines it is necessary for the labor organization to conduct its business or when authorized by the Commissioner of the Bureau of Mediation Services.


C.
The following information on applicants for employment or advisory board/ commission is public:



1.
veteran status;



2.
relevant test scores;



3.
rank on eligible list;



4.
job history;



5.
education and training;



6.
work availability.


D.
Names of applicants are private data except when certified as eligible for appointment to a vacancy or when they become finalists for an employment position.


E.
Names and home addresses of applicants for appointment to and members of an advisory board/commission are public.


F.
Regardless of whether there has been a final disposition as defined in Minn. Stat. § 13.43, Subd. 2(b), upon completion of an investigation of a complaint or charge against a public official, as defined in Minn. Stat. § 13.43, Subd. 2(e), or if a public official resigns or is terminated from employment while the complaint or charge is pending, all data relating to the complaint or charge are public, unless access to the data would jeopardize an active investigation or reveal confidential sources.

V.
PRIVATE PERSONNEL DATA

A.
All other personnel data is private and will only be shared with school district staff whose work requires such access.  Private data will not be otherwise released unless authorized by law or by the employee's informed written consent.


B.
Data created, collected or maintained by the school district to administer employee assistance programs are private.


C.
Parking space leasing data is private.


D.
The school district may display a photograph of a current or former employee to pro spective witnesses as part of the school district’s investigation of any complaint or charge against the employee.


E.
The school district may, if the responsible authority or designee reasonably determines that the release of personnel data is necessary to protect an employee from harm to self or to protect another person who may be harmed by the employee, release data that are relevant to the concerns for safety to:



1.
The person who may be harmed and to the attorney representing the person when the data are relevant to obtaining a restraining order;



2.
A pre-petition screening team conducting an investigation of the employee under Minn. Stat. § 253B.07, Subd. 1; or



3.
A court, law enforcement agency or prosecuting authority.


F.
A complainant has access to a statement provided by the complainant to the school district in connection with a complaint or charge against an employee.


G.
The school district shall make any report to the board of teaching or the state board of education as required by Minn. Stat. § 122A.20, Subd. 2, and shall, upon written request from the licensing board having jurisdiction over a teacher’s license, provide the licensing board with information about the teacher from the school district’s files, any termination or disciplinary proceeding, and settlement or compromise, or any investigative file in accordance with Minn. Stat. § 122A.20, Subd. 2.


H.
Private personnel data shall be disclosed to the department of economic security for the purpose of administration of the reemployment insurance program under Minn. Ch. 268.

VI.
MULTIPLE CLASSIFICATIONS
If data on individuals is classified as both private and confidential by Chap. 13, or any other state or federal law, the data is private.

VII.
CHANGE IN CLASSIFICATIONS
The classification of data in the possession of the school district shall change if it is required to do so to comply with other judicial or administrative rules pertaining to the conduct of legal actions or with a specific statute applicable to the data in the possession of the disseminating or receiving agency.

VIII.
RESPONSIBLE AUTHORITY
The school district has designated the HumanResource Director as the authority responsible for personnel data.  If you have any questions, contact [him/her].
IX.
EMPLOYEE AUTHORIZATION/RELEASE FORM
An employee authorization form is included as an addendum to this policy.

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

Minn. Stat. § 13.02 (Definitions)

Minn. Stat. § 13.43 (Personnel Data)




Minn. Stat. § 122A.20, Subd. 2 (Mandatory Reporting)

Cross References:
MSBA/MASA Model Policy 206 (Public Participation in School Board Meetings/Complaints about Persons at School Board Meetings and Data Privacy Considerations)

MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)

MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School Records-Privacy-Access to Data)

Approved:  05/28/97

Revised:      04/24/00

Reviewed:   08/23/04

Policy 503
Student Attendance









POLICY 503
STUDENT ATTENDANCE

I. PURPOSE 
A. The school board believes that regular school attendance is directly related to success in academic work, benefits students socially, provides opportunities for important communications between teachers and students and establishes regular habits of dependability important to the future of the student. The purpose of this policy is to encourage regular school attendance. It is intended to be positive and not punitive. 

B. This policy also recognizes that class attendance is a joint responsibility to be shared by the student, parent or guardian, teacher and administrators. This policy will assist students in attending class. 

II. GENERAL STATEMENT OF POLICY 
A. Responsibilities 

1. Student's Responsibility 

It is the student's right to be in school. It is also the student's responsibility to attend all assigned classes and study halls every day that school is in session and to be aware of and follow the correct procedures when absent from an assigned class or study hall. Finally, it is the student's responsibility to request any missed assignments due to an absence. 

2. Parent or Guardian's Responsibility 

It is the responsibility of the student's parent or guardian to ensure the student is attending school, to inform the school in the event of a student absence, and to work cooperatively with the school and the student to solve any attendance problems that may arise. 

3. Teacher's Responsibility 

It is the teacher's responsibility to take daily attendance and to maintain accurate attendance records in each assigned class and study hall. It is also the teacher's responsibility to be familiar with all procedures governing attendance and to apply these procedures uniformly. It is also the teacher's responsibility to provide any student who has been absent with any missed assignments upon request. Finally, it is the teacher's responsibility to work cooperatively with the student's parent or guardian and the student to solve any attendance problems that may arise. 

4. Administrator's Responsibility 

a) It is the administrator's responsibility to require students to attend all assigned classes and study halls. It is also the administrator's responsibility to be familiar with all procedures governing attendance and to apply these procedures uniformly to all students, to maintain accurate records on student attendance and to prepare a list of the previous day's absences stating the status of each. Finally, it is the administrator's responsibility to inform the student's parent or guardian of the student's attendance and to work cooperatively with them and the student to solve attendance problems. 

III. DISSEMINATION OF POLICY 
Copies of this policy shall be made available to all students and parents at the commencement of each school year. This policy shall also be available upon request in each principal's office. 

IV. REQUIRED REPORTING 
A. Continuing Truant 

Minn. Stat. § 260A.02 provides that a continuing truant is a student who is subject to the compulsory instruction requirements of Minn. Stat. § 120A.22 and is absent from instruction in a school, as defined in Minn. Stat. § 120A.05, without valid excuse within a single school year for: 

1. three days if the child is in elementary school.

B. Reporting Responsibility 

When a student is initially classified as a continuing truant, Minn. Stat. § 260A.03 provides that the school attendance officer or other designated school official shall notify the student's parent or legal guardian, by first class mail or other reasonable means, of the following: 

1. that the child is truant; 

2. that the parent or guardian should notify the school if there is a valid excuse for the child's absences; 

3. that the parent or guardian is obligated to compel the attendance of the child at school pursuant to Minn. Stat. § 120A.22 and parents or guardians who fail to meet this obligation may be subject to prosecution under Minn. Stat. §  120A.34; 

4. that this notification serves as the notification required by Minn. Stat. §  120A.34; 

5. that alternative educational programs and services may be available in the district; 

6. that the parent or guardian has the right to meet with appropriate school personnel to discuss solutions to the child's truancy; 

7. that if the child continues to be truant, the parent and child may be subject to juvenile court proceedings under Minn. Stat. Ch. 260; 

8. that if the child is subject to juvenile court proceedings, the child may be subject to suspension, restriction, or delay of the child's driving privilege pursuant to Minn. Stat. § 260C.201; and 

9. that it is recommended that the parent or guardian accompany the child to school and attend classes with the child for one day.  

C. Habitual Truant 

1. A habitual truant is a child under the age of 16 years who is absent from attendance at school without lawful excuse for seven school days if the child is in elementary school or for one or more class periods on seven school days if the child is in middle school, junior high school, or high school, or a child who is 16 or 17 years of age who is absent from attendance at school without lawful excuse for one or more class periods on seven school days and who has not lawfully withdrawn from school. 

2. A school district attendance officer shall refer a habitual truant child and the child's parent or legal guardian to appropriate services and procedures, under Minn. Stat. Ch. 260A. 

Legal References:

Minn. Stat. § 120A.22 (Compulsory Instruction) 

Minn. Stat. § 120A.24 (Reporting) 

Minn. Stat. § 120A.26 (Enforcement and Prosecution) 

Minn. Stat. § 120A.28 (School Boards and Teachers, Duties) 

Minn. Stat. § 120A.30 (Attendance Officers) 

Minn. Stat. § 120A.34 (Violations; Penalties) 

Minn. Stat. §§ 121A.40 - 121A.56 (Pupil Fair Dismissal Act) 

Minn. Stat. § 260C.007, Subd. 19 (Habitual Truant Defined) 

Minn. Stat. § 260A.02 (Definitions) 

Minn. Stat. § 260A.03 (Notice to Parent or Guardian When Child is Continuing Truant) 

Goss v. Lopez, 419 U.S. 565, 95 S.Ct. 729 (1975) 

Slocum v. Holton Board of Education, 429 N.W.2d 607 (Mich. App. Ct. 1988) 

Campbell v. Board of Education of New Milford, 475 A.2d 289 (Conn. 1984) 

Hamer v. Board of Education of Township High School District No. 113, 66 Ill. App.3d 7 (1978) 

Gutierrez v. School District R-1, 585 P.2d 935 (Co. Ct. App. 1978) 

Knight v. Board of Education, 348 N.E.2d 299 (1976) 

Dorsey v. Bale, 521 S.W.2d 76 (Ky. 1975) 

Cross References: MSBA/MASA Model Policy 506 (Student Discipline) 
Adopted:
04/23/01

Reviewed:       08/23/04

Policy 513
Testing Out of Courses

Policy 513

TESTING OUT OF COURSES

I. GENERAL STATEMENT OF POLICY

The District supports multiple opportunities for students to demonstrate performance and to earn credits. As one of these options, students in grades 8-12 will be allowed to test out of any high school course(s) offered as part of the usual selection offered by the high school.  Successfully meeting the criteria set by each department and approved by the principals will be necessary for credit to be earned.  Credit for successful completion will be counted toward meeting graduation requirements.

II. RESPONSIBILITY

A. After the course selection booklet is distributed (approximately February of each year), students and parents together should explore if testing out of any course(s) would be a benefit to the educational goals of the student.  If so, the student and/or parent should contact the school to request a conference with a building administrator, department representative, and the student and parent/guardian.  This process must be completed prior to the last week of school.
B. Application by the student for testing out must be made to the appropriate department representative and building administrator.  The test out process must be completed and criteria successfully met prior to the beginning of the next school year; the exception would be if part of the course has a performance component.

C. Students will not take the test out option in class(es) of a lower level than those they have already successfully completed in a “series”.  This will be determined by the department affected.

D. In early June, the student will receive an information packet for the testing out process, as well as information on the course(s) to be tested.  The packet may include:

1. process/procedures

2. course outline(s)

3. course outcomes

4. requirements/assessments to be successfully completed for credit to be awarded/earned

5. background sources, readings, etc.

6. grading process:   Pass/fail will be communicated.
Note:  This is not an independent study; teachers will only be expected to provide clarification assistance to the student, not formal tutoring or other help.  The intent of “testing out” is to verify that the student already knows/has mastered the appropriate outcomes, not to learn the total course on their own in a month or two.

E. Prior to August 20, the student will be required to complete all parts of the assessment(s) for the course(s).  The only exceptions would be with written direction and/or permission from the appropriate departments.

F. Upon completion of the required assessments, the department chair and/or other staff should review and then approve or deny the credit for the course(s).  This  will be communicated to the student and the parents as quickly as possible.  Arrangements for schedule changes and (if earned) credit(s) for the course(s) should be made by the end of the first week of regular classes in the fall.

Approved:
05/09/94

Revised:  
03/10/97
Reviewed:  
03/11/99
Revised:
02/12/01

Revised:
04/23/01

Revised:
08/23/04
Policy 515
Protection & Privacy of Pupil

POLICY 515

IV. PROTECTION AND PRIVACY OF PUPIL RECORDS

I. PURPOSE

The school district recognizes its responsibility in regard to the collection, maintenance and dissemination of pupil records and the protection of the privacy rights of students as provided in federal law and state statutes.

II. GENERAL STATEMENT OF POLICY

The following procedures and policies regarding the protection and privacy of parents and students are adopted by the school district, pursuant to the requirements of 20 U.S.C. §1232g, et seq., (Family Educational Rights and Privacy Act) 34 C.F.R. Part 99 and consistent with the requirements of the Minnesota Government Data Practices Act,  Minn. Stat. Ch. 13 and Minn. Rules Pts. 1205.0100 to 1205.2000.

III. DEFINITIONS

A. Dates of Attendance

Dates of attendance, as referred to in Directory Information, means the period of time during which a student attends or attended a school or schools in the school district.  The term does not include specific daily records of a student’s attendance at a school or schools in the school district.

B. Dependent Student

A dependent student is an individual who during each of five (5) calendar months during the calendar year in which the taxable year of the parent begins:

1. is a full-time student at an educational institution; or

2. is pursuing a full-time course of instructional on-farm training under the supervision of an accredited agent of an educational institution or of a state or political subdivision of the state.

C. Directory Information.

Directory information means information contained in an education record of a student which would not generally be considered harmful or an invasion of privacy if disclosed.  It includes, but is not limited to: the student's name, address, telephone listing, participation in officially recognized activities and sports, weight and height of members of athletic teams, degrees and awards received.  It also includes the name and telephone number of the student’s parent(s).  Directory information does not include personally identifiable data which references religion, race, color, social position or nationality.

D. Education Records.

1. What constitutes “education records.”  Education records means those records which: (1) are directly related to a student; and (2) are maintained by the school district or by a party acting for the school district.

2. What does not constitute an education record.  The term “education records” does not include:

a. Records of instructional, supervisory and administrative personnel and educational personnel ancillary thereto which:

b. are in the sole possession of the maker thereof; and

c. are used only as a personal memory aid;

d. are not accessible or revealed to any other individual except a temporary substitute for the maker of the record; and

e. are destroyed at the end of the school year.

3. Records of a law enforcement unit of the school district, provided educational records maintained by the school district are not disclosed to the unit, and the law enforcement records are:

a. maintained separately from education records;

b. maintained solely for law enforcement purposes; and

c. disclosed only to law enforcement officials of the same jurisdiction.

4. Records relating to an individual, including a student, who is employed by the school district which:

a. are made and maintained in the normal course of business;

b. relate exclusively to the individual in that individual's capacity as an employee; and

c. are not available for use for any other purpose.

However, these provisions shall not apply to records relating to an individual in attendance at the school district who is employed as a result of his or her status as a student.

5. Records relating to an eligible student, or a student attending an institution of post-secondary education, which are:

a. made or maintained by a physician, psychiatrist, psychologist or other recognized professional or paraprofessional acting in his or her professional or paraprofessional capacity or assisting in that capacity;

b. made, maintained, or used only in connection with the pro vision of treatment to the student; and

c. disclosed only to individuals providing the treatment; provided that the records can be personally reviewed by a physician or other appropriate professional of the student's choice.  For the purpose of this definition, “treatment” does not include remedial educational activities or activities that are a part of the program of instruction within the school district.

6. Records that only contain information about an individual after he or she is no longer a student at the school district.

E. Eligible student.

“Eligible student” means a student who has attained eighteen (18) years of age or is attending an institution of post-secondary education.

F. Juvenile Justice System.

“Juvenile justice system” includes criminal justice agencies and the judiciary when involved in juvenile justice activities.

G. Legitimate Educational Interest. 

“Legitimate educational interest” includes interest directly related to classroom instruction, teaching, student achievement and progress, discipline of a student and student health and welfare.  It includes a person's need to know in order to:

1. Perform an administrative task required in the school or employee's contract or position description approved by the school board;

2. Perform a supervisory or instructional task directly related to the student's education; or

3. Perform a service or benefit for the student or the student's family such as health care, counseling, student job placement or student financial aid.

4. Perform a task directly related to responding to a request for data.

H. Parent

“Parent” means a parent of a student and includes a natural parent, a guardian, or an individual acting as a parent of the student in the absence of a parent or guardian.  The school district may presume the parent has the authority to exercise the rights provided herein, unless it has been provided with evidence that there is a state law or court order governing such matters as marriage dissolution, separation or child custody, or a legally binding instrument which provides to the contrary.

I. Personally identifiable

“Personally identifiable” means that the data or information includes, but is not limited to: (a) a student's name; (b) the name of the student's parent or other family member;  (c) the address of the student or student's family; (d) a personal identifier such as the student's social security number or student number; (e) a list of personal characteristics that would make the student's identity easily traceable; or (f) other information that would make the student's identity easily traceable.

J. Record

“Record” means any information or data recorded in any way including, but not limited to, handwriting, print, computer media, video or audio tape, film, microfilm and microfiche.

K. Responsible Authority

“Responsible authority” means building administrator
L. Student

“Student” includes any individual who is or has been in attendance, enrolled or registered at the school district and regarding whom the school district maintains education records.  Student also includes applicants for enrollment or registration at the school district, and individuals who receive shared time educational services from the school district.

M. School Official

“School official” includes: (a) a person duly elected to the school board; (b) a person employed by the school board in an administrative, supervisory, instructional or other professional position; (c) a person employed by the school board as a temporary substitute in a professional position for the period of his or her performance as a substitute; and (d) a person employed by, or under contract to, the school board to perform a special task such as a secretary, a clerk, an attorney or an auditor for the period of his or her performance as an employee or contractor.

N. Summary Data

“Summary data” means statistical records and reports derived from data on individuals but in which individuals are not identified and from which neither their identities nor any other characteristic that could uniquely identify the individual is ascertainable.

O. Other Terms And Phrases
All other terms and phrases shall be defined in accordance with applicable state and federal law or ordinary customary usage.

IV. GENERAL CLASSIFICATION

State law provides that all data collected, created, received or maintained by a school district is public unless classified by state or federal law as not public or private or confidential.  State law classifies all data on individuals maintained by a school district which relates to a student as private data on individuals.  This data may not be disclosed to parties other than the parent or eligible student without consent, except pursuant to a valid court order, certain state statutes authorizing access, and the provisions of 20 U.S.C. §1232g and the regulations promulgated thereunder.

V. STATEMENT OF RIGHTS

A. Rights Of Parents And Eligible Student

Parents and eligible students have the following rights under this policy:

1. The right to inspect and review the student's education records;

2. The right to request the amendment of the student's education records to ensure that they are not inaccurate, misleading or otherwise in violation of the student's privacy or other rights;

3. The right to consent to disclosures of personally identifiable information contained in the student's education records, except to the extent that such consent is not required for disclosure pursuant to this policy, state or federal law, or the regulations promulgated thereunder;

4. The right to refuse release of secondary students’ names, addresses, and home telephone numbers to military recruiting officers;

5. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the school district to comply with the federal law and the regulations promulgated thereunder;

6. The right to be informed about rights under the federal law; and

7. The right to obtain a copy of this policy at the location set forth in the COPIES OF POLICY section of this policy.

B. Eligible Students

All rights and protections given parents under this policy transfer to the student when he or she reaches eighteen (18) years of age or enrolls in an institution of post-secondary education.  The student then becomes an “eligible student.” However, the parents of an eligible student who is also a “dependent student” are entitled to gain access to the educational records of such student without first obtaining the consent of the student.

VI. DISCLOSURE OF EDUCATION RECORDS

A. Consent Required For Disclosure

1. The school district shall obtain a signed and dated written consent of the parent of a student or the eligible student before disclosing personally identifiable information from the education records of the student, except as provided herein.

2. The written consent required by this subdivision must be signed and dated by the parent of the student or the eligible student giving the consent and shall include:

a. a specification of the records to be disclosed;

b. the purpose or purposes of the disclosure;

c. the party or class of parties to whom the disclosure may be made; and

d. if appropriate, a termination date for the consent.

3. When a disclosure is made under this subdivision:

a. if the parent or eligible student so requests, the school district shall provide him or her with a copy of the records disclosed; and

b. if the parent of a student who is not an eligible student so requests, the school district shall provide the student with a copy of the records disclosed.

4. If the responsible authority seeks an individual's informed consent to the release of private data to an insurer or the authorized representative of an insurer, informed consent shall not be deemed to have been given unless the statement is:

a. in plain language;

b. dated;

c. specific in designating the particular persons or agencies the data subject is authorizing to disclose information about the data subject;

d. specific as to the nature of the information the subject is authorizing to be disclosed;

e. specific as to the persons or agencies to whom the subject is authorizing information to be disclosed;

f. specific as to the purpose or purposes for which the information may be used by any of the parties named in clause e, both at the time of the disclosure and at any time in the future; and

g. specific as to its expiration date which should be within a reasonable time, not to exceed one year except in the case of authorizations given in connection with applications for life insurance or non-cancelable or guaranteed renewable health insurance and identified as such, two years after the date of the policy.

5. Eligible Student Consent

Whenever a student has attained eighteen (18) years of age or is attending an institution of post-secondary education, the rights accorded to and the consent required of the parent of the student shall thereafter only be accorded to and required of the eligible student, except as provided in the STATEMENT OF RIGHTS section of this policy.

B. Prior Consent For Disclosure Not Required.

The school district may disclose personally identifiable information from the education records of a student without the written consent of the parent of the student or the eligible student unless otherwise provided herein, if the disclosure is:

1. To other school officials, including teachers, within the school district whom the school district determines have a legitimate educational interest in such records;

2. To officials of other schools or school districts in which the student seeks or intends to enroll.  The records shall include information about disciplinary action taken as a result of any incident in which the student possessed or used a dangerous weapon.  Upon request, the school district will provide the parent or eligible student with a copy of the education records which have been transferred and provide an opportunity for a hearing to challenge the content of those records in accordance with the REQUEST TO AMEND RECORDS; PROCEDURES TO CHALLENGE DATA section of this policy.

3. To authorized representatives of the Comptroller General of the United States, the Secretary of the U.S. Department of Education, or an official or employee of the Department of Education acting for the Secretary under a delegation of authority, or the Commissioner of the State Department of Children, Families and Learning or his or her representative, subject to the conditions relative to such disclosure provided under federal law;

4. In connection with financial aid for which a student has applied or has received, if the information is necessary for such purposes as to:

a. determine eligibility for the aid;

b. determine the amount of the aid;

c. determine conditions for the aid; or

d. enforce the terms and conditions of the aid.

“Financial aid” for purposes of this provision means a payment of funds provided to an individual or a payment in kind of tangible or intangible property to the individual that is conditioned on the individual's attendance at an educational agency or institution.

5. To state and local officials or authorities to whom such information is specifically allowed to be reported or disclosed pursuant to state statute adopted:

a. before November 19, 1974, if the allowed reporting or disclosure concerns the juvenile justice system and such system’s ability to effectively serve the student whose records are released; or

b. after November 19, 1974, if the reporting or disclosure allowed by state statute concerns the juvenile justice system and the system’s ability to effectively serve, prior to adjudication, the student whose records are released, provided the officials and authorities to whom the records are disclosed certify in writing to the school district that the data will not be disclosed to any other party, except as provided by state law, without the prior written consent of the parent of the student.  At a minimum, the school district shall disclose the following information to the juvenile justice system under this paragraph: a student’s full name, home address, telephone number, and date of birth; a student’s school schedule, attendance record, and photographs, if any; and parents’ names, home addresses, and telephone numbers.

6. To organizations conducting studies for or on behalf of educational agencies or institutions for the purpose of developing, validating or administering predictive tests, administering student aid programs or improving instruction; provided that the studies are conducted in a manner which does not permit the personal identification of parents or students by individuals other than representatives of the organization and the information is destroyed when no longer needed for the purposes for which the study was conducted.  For purposes of this provision, the term “organizations” includes, but is not limited to, federal, state and local agencies and independent organizations.  In the event the Department of Children, Families and Learning determines that a third party outside of the school district to whom information is disclosed violates this provision, the school district may not allow that third party access to personally identifiable information from education records for at least five years.

7. To accrediting organizations in order to carry out their accrediting functions;

8. To parents of a dependent student;

9. To comply with a judicial order or lawfully issued subpoena, provided, how ever, that the school district makes a reasonable effort to notify the parent or eligible student of the order or subpoena in advance of compliance therewith so that the parent or eligible student may seek protective action, unless the disclosure is in compliance with a federal grand jury subpoena, or any other subpoena issued for law enforcement purposes, and the court or other issuing agency has ordered that the existence or the contents of the subpoena or the information furnished in response to the subpoena to not be disclosed.  In addition, if the school district initiates legal action against a parent or student and has made a reasonable effort to notify the parent or eligible student in advance of its use, it may disclose the student’s education records that are relevant to the action to the court without a court order or subpoena.

10. To appropriate parties in connection with an emergency if knowledge of the information is necessary to protect the health or safety of the student or other individuals.  In addition, an educational agency or institution may include in the educational records of a student appropriate information concerning disciplinary action taken against the student for conduct that posed a significant risk to the safety or well-being of that student, other students, or other members of the school community.  This information may be disclosed to teachers and school officials within the school district and/or teachers and school officials in other schools who have legitimate educational interests in the behavior of the student.

11. Information the school district has designated as “directory information” pursuant to the RELEASE OF DIRECTORY INFORMATION section of this policy.

12. To military recruiting officers pursuant to the MILITARY RECRUITMENT section of this policy;

13. To the parent of a student who is not an eligible student or to the student himself or herself.

14. To appropriate health authorities to the extent necessary to administer immunization programs and for bona fide epidemiologic investigations which the commissioner of health determines are necessary to prevent disease or disability to individuals in the public educational agency or institution in which the investigation is being conducted.

15. To volunteers who are determined to have a legitimate educational interest in the data and who are conducting activities and events sponsored by or endorsed by the educational agency or institution for students or former students.

16. To the juvenile justice system if information about the behavior of a student who poses a risk of harm is reasonably necessary to protect the health or safety of the student or other individuals.

17.  To the principal where the student attends, any counselor directly supervising or reporting on the behavior or progress of the subject student, any teacher or administrator who directly supervises or reports on the behavior or progress of the subject student whom the principal believes needs the data to work with the student in an appropriate manner, to avoid being needlessly vulnerable, or to protect other persons from needless vulnerability, other school district employees, substitutes and volunteers who are in direct contact with the student, if determined these individual need the data to work with the student in an appropriate manner, to avoid being needlessly vulnerable, or to protect other persons from needless vulnerability, information from a disposition order received by the superintendent.  Such notice shall include the identity of the student, an outline of the offense, and a description of any conditions of probation about which the school must provide information.
a. Data received may not be further disseminated except as necessary to serve the student, to protect students or staff, or as otherwise required by law, and only to the following persons:

(1) The student;

(2) The student’s parent or guardian;

(3) Law enforcement officers; or

(4) The student’s probation officer.

VII. RELEASE OF DIRECTORY INFORMATION

A. Classification

Directory information is public except as provided herein.

B. Former Students

The school district may disclose directory information from the education records generated by it regarding an individual who is no longer in attendance within the school district without meeting the requirements of Paragraph C of this Section.

C. Present Students And Parents

The school district may disclose directory information from the education records of a student and information regarding parents without prior written consent of the parent of the student or eligible student, except as provided herein.  Prior to such disclosure the school district shall: 

1. Annually, give public notice by any means that are reasonably likely to inform the parents and eligible students of:

a. the types of personally identifiable information regarding students and/or parents that the school district has designated as directory information;

b. the parent's or eligible student's right to refuse to let the school district designate any or all of those types of information about the student and/or the parent as directory information; and

c. the period of time in which a parent or eligible student has to notify the school district in writing that he or she does not want any or all of those types of information about the student and/or the parent designated as directory information.

2. Allow a reasonable period of time after such notice has been given for a parent or eligible student to inform the school district, in writing, that any or all of the information so designated should not be disclosed without the parent's or eligible student's prior written consent, except as provided in the DISCLOSURE OF EDUCATION RECORDS section of this policy.

D. Procedure For Obtaining Nondisclosure Of Directory Information

The parent's or eligible student's written notice shall be directed to the responsible authority and shall include the following:

1. Name of the student and/or parent, as appropriate;

2. Home address;

3. School presently attended by student;

4. Parent's legal relationship to student, if applicable; and

5. Specific categories of directory information to be made not public without the parent's or eligible student's prior written consent, which shall only be applicable for that school year.

E. Duration

The designation of any information as directory information about a student or parents will remain in effect for the remainder of the school year unless the parent or eligible student provides the written notifications provided herein.

VIII. DISCLOSURE OF PRIVATE RECORDS

A. Private Records

For the purposes herein, education records are records which are classified as private data on individuals by state law and which are accessible only to the student subject of the data and the student's parent if the student is not an eligible student. The school district may not disclose private records or their contents except as summary data, or except as provided in the DISCLOSURE OF EDUCATION RECORDS section of this policy, without the prior written consent of the parent or the eligible student.

B. Private Records Not Accessible To Parent

In certain cases state law intends, and clearly provides, that certain information contained in the education records of the school district pertaining to a student be accessible to the student alone, and to the parent only under special circumstances, if at all.

1. The responsible authority may deny access to private data by a parent when a minor student who is the subject of that data requests that the responsible authority deny such access. The minor student's request must be submitted in writing setting forth the reasons for denying access to the parent and must be signed by the minor.  Upon receipt of such request the responsible authority shall determine if honoring the request to deny the parent access would be in the best interest of the minor data subject.  In making this determination the responsible authority shall consider the following factors:

a. whether the minor is of sufficient age and maturity to be able to explain the reasons for and understand the consequences of the request to deny access;

b. whether the personal situation of the minor is such that denying parental access may protect the minor data subject from physical or emotional harm;

c. whether there are grounds for believing that the minor data subject's reasons for precluding parental access are reasonably accurate;

d. whether the data in question is of such a nature that disclosure of it to the parent may lead to physical or emotional harm to the minor data subject; and

e. whether the data concerns medical, dental or other health services provided pursuant to Minn. Stat. §§ 144.341 to 144.347, in which case the data may be released only if the failure to inform the parent would seriously jeopardize the health of the minor.

C. Private Records Not Accessible To Student

Students shall not be entitled to access to private data concerning financial records and statements of the student's parent or any information contained therein.

IX. DISCLOSURE OF CONFIDENTIAL RECORDS

A. Confidential Records

Confidential records are those records and data contained therein which are made not public by state or federal law, and which are inaccessible to the student and the student's parents or an eligible student.

B. Reports Under The Maltreatment Of Minors Reporting Act
Pursuant to Minn. Stat. § 626.556, reports pertaining to a neglected and/or physically and/or sexually abused child shall be accessible only to the appropriate welfare and law enforcement agencies.  In respect to other parties, such data shall be confidential and will not be made available to the parent or the subject individual by the school district.  The data subject, however, may obtain a copy of the report from either the local welfare agency, county sheriff or the local police department subject to the provisions of Minn. Stat. § 626.556, Subd. 11.

C. Investigative Data

Data collected by the school district as part of an active investigation undertaken for the purpose of the commencement or defense of pending civil legal action, or which are retained in anticipation of a pending civil legal action are classified as protected nonpublic data in the case of data not on individuals, and confidential data in the case of data on individuals.

1. The school district may make any data classified as protected non-public or confidential pursuant to this subdivision accessible to any person, agency or the public if the school district determines that such access will aid the law enforcement process, promote public health or safety, or dispel widespread rumor or unrest.

2. A complainant has access to a statement provided by the complainant to the school district.

3. Once a civil investigation becomes inactive, civil investigative data becomes public unless the release of the data would jeopardize another pending civil legal action, except for those portions of such data that are classified as not public data under state or federal law.  Any civil investigative data presented as evidence in court or made part of a court record shall be public.  For purposes of this provision, a civil investigation becomes inactive upon the occurrence of any of the following events:

a. a decision by the school district, or by the chief attorney for the school district, not to pursue the civil legal action.  However, such investigation may subsequently become active if the school district or its attorney decides to renew the civil legal action;

b. the expiration of the time to file a complaint under the statute of limitations or agreement applicable to the civil legal action; or

c. the exhaustion or expiration of rights of appeal by either party to the civil legal action.

4. A “pending civil legal action” for purposes of this subdivision is defined as including, but not limited to, judicial, administrative or arbitration proceedings.

X. DISCLOSURE OF SCHOOL RECORDS PRIOR TO EXCLUSION OR EXPULSION HEARING

At a reasonable time prior to any exclusion or expulsion hearing the student, the student's parent or guardian or representative shall be given access to all school district records pertaining to the student, including any tests or reports upon which the action proposed by the school district may be based, pursuant to the Minnesota Pupil Fair Dismissal Act, Minn. Stat. § 121A.40, et. seq.

XI. DISCLOSURE OF DATA TO MILITARY RECRUITMENT OFFICERS

A. The School District will release the names, addresses, and home telephone numbers of secondary students to military recruiting officers within 60 days after the date of the request unless a parent or eligible student has refused in writing to release this data to military recruiters pursuant to Paragraph C below.

B. Data released to military recruiting officers under this provision:

1. may be used only for the purpose of providing information to students about military service, state and federal veterans’ education benefits, and other career and educational opportunities provided by the military; and

2. cannot be further disseminated to any other person except personnel of the recruiting services of the armed forces.

A parent or eligible student has the right to refuse the release of the name, address, or home telephone number to military recruiting officers.  To refuse the release of the above information to military recruiting officers, a parent or eligible student must notify the responsible authority, [designate title of individual, i.e. building principal], in writing, by [date] each year.  The written request must include the following information:

1. Name of student and parent, as appropriate;

2. Home address;

3. Student’s grade level;

4. School presently attended by student;

5. Parent’s legal relationship to student, if applicable;

6. Specific category or categories of information which are not to be released to military recruiters; and

7. Specific category or categories of information which are not to be released to the public, including military recruiters.

C. Annually, the school district will provide public notice by any means that are reasonably likely to inform the parents and eligible students of their rights to refuse to release the names, addresses, and home phone numbers of secondary students without prior consent.

D. A parent or eligible student’s refusal to release the above information to military recruiting officers does not affect the school district’s release of directory information to the rest of the public, which includes military recruiting officers.  In order to make any directory information about a student private, the procedures contained in the RELEASE OF DIRECTORY INFORMATION section of this policy also must be followed.  Accordingly, to the extent the school district has designated the name, address, phone number, and grade level of students as directory information, absent a  request from a parent or eligible student not to release such data, this information will be public data and accessible to members of the public, including military recruiting officers.

XII. LIMITS ON REDISCLOSURE

A. Redisclosure

Consistent with the requirements herein, the school district may only disclose personally identifiable information from the education records of a student on the condition that the party to whom the information is to be disclosed will not disclose the information to any other party without the prior written consent of the parent of the student or the eligible student, except that the officers, employees and agents of any party receiving personally identifiable information under this Section may use the information, but only for the purposes for which the disclosure was made.

B. Redisclosure Not Prohibited

Subdivision A of this Section does not preclude the school district from disclosing personally identifiable information under the DISCLOSURE OF EDUCATION RECORDS section of this policy with the understanding that the party receiving the information may make further disclosures of the information on behalf of the school district provided:

a. The disclosures meet the requirements of the DISCLOSURE OF EDUCATION RECORDS section of this policy; and

b. The school district has complied with the recordkeeping requirements of the RESPONSIBLE AUTHORITY; RECORD SECURITY; AND RECORD KEEPING section of this policy.

2. Subdivision A of this section does not apply to disclosures made pursuant to court orders or lawfully issued subpoenas, to disclosures of directory information, or to disclosures to a parent or student.

C. Classification Of Disclosed Data
The information disclosed shall retain the same classification in the hands of the party receiving it as it had in the hands of the school district.

D. Notification

The school district shall, except for disclosures made pursuant to court orders or lawfully issued subpoenas, disclosure of directory information under the RELEASE OF DIRECTORY INFORMATION section of this policy, or disclosures to a parent or student, inform the party to whom a disclosure is made of the requirements set forth in this Section.  In the event that the Family Policy 

Compliance Office determines that a third party improperly rediscloses personally identifiable information from education records, the educational agency or institution may not allow that third party access to personally identifiable information from education records for at least five years.

XIII. RESPONSIBLE AUTHORITY, RECORD SECURITY; AND RECORD KEEPING

A. Responsible Authority

The responsible authority shall be responsible for the maintenance and security of student records.

B. Record Security

The principal of each school subject to the supervision and control of the responsible authority shall be the records manager of the school, and shall have the duty of maintaining and securing the privacy and/or confidentiality of student records.

C. Plan For Securing Student Records

The building principal shall submit to the responsible authority a written plan for securing students records by September 1 of each school year.  The written plan shall contain the following information:

D. A description of records maintained;

1. Titles and addresses of person(s) responsible for the security of student records;

2. Location of student records, by category, in the buildings;

3. Means of securing student records; and

4. Procedures for access and disclosure.

E. Review Of Written Plan For Securing Student Records

The responsible authority shall review the plans submitted pursuant to Paragraph C of this Section for compliance with the law, this policy and the various administrative policies of the school district.  The responsible authority shall then promulgate a chart incorporating the provisions of Paragraph C which shall be attached to and become a part of this policy.

F. Recordkeeping

1. The principal shall, for each request for and each disclosure of personally identifiable information from the education records of a student, maintain a record with the education records of the student which indicates:
a. the parties who have requested or received personally identifiable information from the education records of the student; and

b. the legitimate interests these parties had in requesting or obtaining the information;

2. In the event the school district discloses personally identifiable information from an education record of a student pursuant to Paragraph B of the LIMITS ON REDISCLOSURE section of this policy, the record of disclosure required under this Section shall also include:

a. the names of the additional parties to which the receiving party may disclose the information on behalf of the school district; and

b. the legitimate interests under the DISCLOSURE OF EDUCATION RECORDS section of this policy which each of the additional parties has in requesting or obtaining the information.

3. Paragraph (1) of Recordkeeping does not apply to requests by or disclosure to a parent of a student or an eligible student, disclosures pursuant to the written consent of a parent of a student or an eligible student, requests by or disclosures to other school officials under Paragraph B1 of the DISCLOSURE OF EDUCATION RECORDS section of this policy, to requests for disclosures of directory information under the RELEASE OF DIRECTORY INFORMATION section of this policy, or to a party seeking or receiving the records as directed by a Federal grand jury or other law enforcement subpoena and the issuing court or agency has ordered that the existence or the contents of the subpoena or the information provided in response to the subpoena not be disclosed.

4. The record of requests of disclosures may be inspected by:
a. the parent of the student or the eligible student;

b. the school official or his or her assistants who are responsible for the custody of the records; and

c. the parties authorized by law to audit the recordkeeping procedures of the school district.

5. The record of requests and disclosures shall be maintained with the education records of the student as long as the school district maintains the student's education records.

XIV. RIGHT TO INSPECT AND REVIEW EDUCATION RECORDS

A. Parent Of A Student, An Eligible Student Or The Parent Of An Eligible Student Who Is Also A Dependent Student.

The school district shall permit the parent of a student,  an eligible student or the parent of an eligible student who is also a dependent student who is or has been in attendance in the school district to inspect or review the education records of the student, except those records which are made confidential by state or federal law or as otherwise provided in the DISCLOSURE OF PRIVATE RECORDS section of this policy.

B. Response To Request For Access

The school district shall respond to any request pursuant to Subdivision A of this Section immediately, if possible, or within ten (10) days of the date of the request, excluding Saturdays, Sundays and legal holidays.  In the event the school district cannot comply with the request within the initial five (5) day period, the responsible authority shall so notify the requesting individual and the responsible authority may have an additional five (5) days within which to comply, excluding Saturdays, Sundays and legal holidays.

C. Right To Inspect And Review
The right to inspect and review education records under Subdivision A of this Section includes:

1. The right to a response from the school district to reasonable requests for explanations and interpretations of records; and

2. If circumstances effectively prevent the parent or eligible student from exercising the right to inspect and review the education records, the school district shall provide the parent or eligible student with a copy of the records requested, or make other arrangements for the parent or eligible student to inspect and review the requested records.

D. Form of request

Parents or eligible students shall submit to the school district a written request to inspect education records which identify as precisely as possible the record or records he or she wishes to inspect.

E. Collection Of Student Records
If a student's education records are maintained in more than one location, the responsible authority may collect copies of the records or the records themselves from the various locations so they may be inspected at one site.  However, if the parent or eligible student wishes to inspect these records where they are maintained, the school district shall attempt to accommodate those wishes.  The parent or eligible student shall be notified of the time and place where the records may be inspected.

F. Records Containing Information On More Than One Student

If the education records of a student contain information on more than one student, the parent or eligible student may inspect and review or be informed of only the specific information which pertains to that student.

G. Authority To Inspect Or Review
The school district may presume that either parent of the student has authority to inspect or review the education records of a student unless the school district has been provided with evidence that there is a legally binding instrument or a state law or court order governing such matters as marriage dissolution, separation or custody which provides to the contrary.

H. Fees For Copies Of Records

1. The school district shall charge a reasonable fee for providing photocopies or printed copies of records unless printing a copy is the only method to provide for the inspection of data.  In determining the amount of the reasonable fee, the school district shall consider the following:

a. the cost of materials, including paper, used to provide the copies;

b. the cost of the labor required to prepare the copies;

c. any schedule of standard copying charges established by the school district in its normal course of operations;

d. any special costs necessary to produce such copies from machine based recordkeeping systems, including but not limited to computers and microfilm systems; and

e. mailing costs.

2. The cost of providing copies shall be borne by the parent or eligible student.

3. The responsible authority, however, may not impose a fee for a copy of an education record made for a parent or eligible student if doing so would effectively prevent the parent or eligible student from exercising their right to inspect or review the student's education records.

4. The school district reserves the right to make a charge for copies such as transcripts it forwards to potential employers or post-secondary institutions for employment or admissions purposes.  The fee for such copies and other copies forwarded to third parties with prior consent as a convenience will be actual  search/retrieval and copying costs, plus postage. if that is involved.
XV. REQUEST TO AMEND RECORDS; PROCEDURES TO CHALLENGE DATA

A. Request To Amend Education Records
The parent of a student or an eligible student who believes that information contained in the education records of the student is inaccurate, misleading or violates the privacy or other rights of the student may request that the school district amend those records.

1. The request shall be in writing, shall identify the item the requestor believes to be inaccurate, misleading or in violation of the privacy or other rights of the student, shall state the reason for this belief, and shall specify the correction the requestor wishes the school district to make. The request shall be signed and dated by the requestor.
2. The school district shall decide whether to amend the education records of the student in accordance with the request within a reasonable period of time of receipt of the request.

3. If the school district decides to refuse to amend the education records of the student in accordance with the request, it shall so inform the parent of the student or the eligible student of the refusal and advise the parent or eligible student of the right to a hearing under Subdivision B of this Section.

B. Right To A Hearing

If the school district refuses to amend the education records of a student, the school district shall, on request, provide an opportunity for a hearing in order to challenge the content of the student's education records to ensure that information in the education records of the student is not inaccurate, misleading, or otherwise in violation of the privacy or other rights of the student.  A hearing shall be conducted in accordance with Subdivision C of this Section.

1. If, as a result of the hearing, the school district decides that the information is inaccurate, misleading, or otherwise in violation of the privacy or other rights of the student, it shall amend the education records of the student accordingly, so inform the parent of the student or the eligible student in writing.

2. If, as a result of the hearing, the school district decides that the information is not inaccurate, misleading, or otherwise in violation of the privacy or other rights of the student, it shall inform the parent or eligible student of the right to place a statement in the record commenting on the contested information in the record or stating why he or she disagrees with the decision of the school district, or both.

3. Any statement placed in the education records of the student under Sub division B of this Section shall:

a. be maintained by the school district as part of the education records of the student so long as the record or contested portion thereof is maintained by the school district; and

b. if the education records of the student or the contested portion thereof is disclosed by the school district to any party, the explanation shall also be disclosed to that party.

C. Conduct Of Hearing

1. The hearing shall be held within a reasonable period of time after the school district has received the request, and the parent of the student or the eligible student shall be given notice of the date, place and time reasonably in advance of the hearing.

2. The hearing may be conducted by any individual, including an official of the school district who does not have a direct interest in the outcome of the hearing.  The school board attorney shall be in attendance to present the school board's position and advise the designated hearing officer on legal and evidentiary matters.

D. The parent of the student or eligible student shall be afforded a full and fair opportunity for hearing to present evidence relative to the issues raised under Subdivisions A and B of this Section and may be assisted or represented by individuals of his or her choice at his or her own expense, including an attorney.
E. The school district shall make a decision in writing within a reasonable period of time after the conclusion of the hearing.  The decision shall be based solely on evidence presented at the hearing and shall include a summary of evidence and reasons for the decision.

F. Appeal

The final decision of the designated hearing officer may be appealed in accordance with the applicable provisions of the Minn. Stat. Ch. 14 relating to contested cases.

XVI. PROBLEMS ACCESSING DATA

A. The data practices compliance official is the designated employee to whom persons may direct questions or concerns regarding problems in obtaining access to data or other data practices problems.

B. Data practices compliance official means [designate title of individual].
XVII. COMPLAINTS FOR NONCOMPLIANCE
A. Where To File Complaints

Complaints regarding alleged violations of rights accorded parents and eligible students by 20 U.S.C. §1232g, and the rules promulgated thereunder, shall be submitted in writing to the Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, S.W., Washington, D.C. 20202-4605.

B. Content Of Complaint

A complaint filed pursuant to this Section must contain specific allegations of fact giving reasonable cause to believe that a violation of 20 U.S.C. §1232g and the rules promulgated thereunder has occurred.

XVIII. WAIVER

A parent or eligible student may waive any of his or her rights provided herein pursuant to 20 U.S.C. §1232g.  A waiver shall not be valid unless in writing and signed by the parent or eligible student.  The school district may not require such a waiver.

XIX. ANNUAL NOTIFICATION OF RIGHTS
A. Contents Of Notice
The school district shall give parents of students currently in attendance and eligible students currently in attendance annual notice by such means as are reasonably likely to inform the parents and eligible students of the following:

1. That the parent or eligible student has a right to inspect and review the student's education records and the procedure for inspecting and reviewing education records;

2. That the parent or eligible student has a right to seek amendment of the student's education records to ensure that those records are not inaccurate, misleading, or otherwise in violation of the student's privacy or other rights and the procedure for requesting amendment of records;

3. That the parent or eligible student has a right to consent to disclosures of personally identifiable information contained in the student's education records, except to the extent that federal and state law and the regulations promulgated thereunder authorize disclosure without consent;

4. That the parent or eligible student has a right to file a complaint with the U.S. Department of Education regarding an alleged failure by the school district to comply with the requirements of 20 U.S.C. §1232g, and the rules promulgated thereunder; 

5. The criteria for determining who constitutes a school official and what constitutes a legitimate educational interest for purposes of disclosing education records to other school officials whom the school district has determined to have legitimate educational interests; and

6. That the school district forwards education records on request to a school in which a student seeks or intends to enroll.

B. Notification To Parents Of Students Having A Primary Home Language Other Than English

The school district shall provide for the need to effectively notify parents of students identified as having a primary or home language other than English.

C. Notification To Parents Or Eligible Students Who Are Disabled

DESTRUCTION AND RETENTION OF RECORDS

Destruction and retention of records by the school district shall be controlled by state and federal law.

COPIES OF POLICY

Copies of this policy may be obtained by parents and eligible students at the office of the Superintendent.

Legal References:
Minn. Stat. Ch. 13 (Minnesota Government




Data Practices Act)

Minn. Stat. § 120A.22 (Compulsory Instruction)

Minn. Stat. § 121A.40 to 121A.56 (The Pupil Fair Dismissal Act)

Minn. Stat. § 144.341-144.347 (Consent of Minors for Health Services)

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

Minn. Rules Pts. 1205.0100-1205.2000

20 U.S.C. Sec. 1232g et. seq. (Family Educational Rights and Privacy Act)

26 U.S.C. Sec. 1152 (Internal Revenue Code)

34 C.F.R. Secs. 99.1-99.67

Cross References:
MSBA/MASA Model Policy 506 (Student




Discipline)

MSBA/MASA Model Policy 519 (Interviews of Students by Outside Agencies)

MSBA/MASA Model Policy 520 (Student Surveys)

MSBA/MASA Model Policy 711 (Videotaping on School Bus)

MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School Records-Privacy-Access to Data)

Adopted:  
05/28/97

Revised:    
04/24/00

Reviewed:
12/19/02

Reviewed:       08-23-04
Policy 515F
Public Notice

Policy 515F

PUBLIC NOTICE
Independent School District 721 gives notice to parents of students currently in attendance in the school district, eligible students currently in attendance in the school district and students currently in attendance in the school district, of their rights regarding inspection of instructional materials and limits on survey, analysis, or evaluation:

1. Parents, eligible students and students are hereby informed that they have the following rights:

a. All instructional materials, including teacher's manuals, films, tapes, or other supplementary material which will be used in connection with any survey, analysis, or evaluation as part of any program funded in whole or in part by the U.S. Department of Education, shall be available for inspection by parents or guardians of students.

b. No student shall be required, as part of any program funded in whole or in part by the U.S. Department of Education, without the prior consent of the student (if the student is an adult or emancipated minor), or in the case of an unemancipated minor, without the prior written consent of the parent, to submit to a survey that reveals information concerning:

(1) political affiliations;

(2) mental and psychological problems potentially embarrassing to the student or the student's family;

(3) sex behavior and attitudes;

(4) illegal, antisocial, self-incriminating and demeaning behavior;

(5) critical appraisals of other individuals with whom respondents have close family relationships;

(6) legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and ministers; or

(7) income (other than that required by law to determine eligibility for participation in a program or for receiving financial assistance under such program).

INDEPENDENT SCHOOL DISTRICT NO. ___

___________________________, MINNESOTA

Dated:_________________________________________________________

Chair__________________________________________________________

Policy 528
Student, Parental, Family Marital Non-Descrimination

Policy 528

STUDENT PARENTAL, FAMILY AND MARITAL

STATUS NONDISCRIMINATION

I.
PURPOSE
Students are protected from discrimination on the basis of sex and marital status pursuant to Title IX of the Education Amendments of 1972 and the Minnesota Human Rights Act. This includes discrimination on the basis of pregnancy. The purpose of this school district policy is to provide equal educational opportunity for all students and to prohibit discrimination on the grounds of sex, parental, family, or marital status.

II.
GENERAL STATEMENT OF POLICY
A.
The school district provides equal educational opportunity for all students, and will not apply any rule concerning a student's actual or potential parental, family, or marital status which treats students differently on the basis of sex. 

B.
The school district will not discriminate against any student, or exclude any student from its education program or activity, including any class or extracurricular activity, on the basis of such students' pregnancy, childbirth, false pregnancy, termination of pregnancy or recovery therefrom, unless the student requests voluntarily to participate in a separate portion of the program or activity of the recipient.

C.
The school district may require such a student to obtain the certification of a physician that the student is physically and emotionally able to continue participation in the normal education program or activity so long as such a certification is required of all students for other physical or emotional conditions requiring the attention of a physician.

D.
The school district will ensure that any separate and voluntary instructional program is comparable to that offered to non-pregnant students. 

E.
It is the responsibility of every school district employee to comply with this policy.

F.
Any student, parent or guardian having questions regarding this policy should discuss it with the appropriate school district official provided by policy. In the absence of a specific designee, an inquiry or complaint should be referred to the superintendent or the school district human rights officer.

G.
Any reports of unlawful discrimination under this policy will be handled, investigated and acted upon in the manner specified in Policy 522 - Student Sex Nondiscrimination.

Legal References: 
Minn. Stat. § 363.01 et seq. (Minnesota Human Rights Act)

20 U.S.C. §§ 1681-1688 (Title IX of the Education Amendments of 1972)

34 C.F.R. Part 106 (Implementing regulations of Title IX)

Minnesota Rules, Part 3535.9920 (requiring each school board to state annually that it has a written policy on pregnant students).

Cross Reference: 
MSBA/MASA Model Policy 102 (Equal Educational Opportunity)

MSBA/MASA Model Policy 413 (Harassment and Violence)

MSBA/MASA Model Policy 522 (Student Sex Nondiscrimination)

MSBA Service Manual, Chapter 13, School Law Bulletin "J" (Title IX of the Education Amendments of 1972)

Adopted:  04/24/00

Reviewed: 08/23/04

Policy 529
Notification of Staff regarding Placement of Violent Student

Policy 529

NOTIFICATION TO STAFF REGARDING PLACEMENT OF

STUDENTS WITH VIOLENT BEHAVIOR
I.
PURPOSE
In an effort to provide a safe school environment, staff members should know whether when a student to be placed in the classroom has a history of violent behavior.  Additionally, decisions should be made regarding how to manage such a student.  The purpose of this policy is to establish a procedure for notifying classroom teachers and other staff and making determinations regarding such a student.

II.
GENERAL STATEMENT OF POLICY

A.
Any staff member or other employee of the school district who obtains or possesses information concerning a student in the building or who will be placed in a building with a history of violent behavior shall immediately report said information to the administrator named in this Policy.


B.
The administration will meet with the classroom teacher and appropriate staff members for the purpose of notification and the determination of how staff will manage such student.


C.
Only staff members with a legitimate educational interest will have whose work assignment reasonably requires access to the information and will receive notification.

III.
PROCEDURE 


A.
Any staff member or other employee of the school district who becomes aware of any information regarding the violent behavior of any student in the building shall immediately report the information to the building administrator.


B.
Upon receipt of the information, the administration shall determine the staff members or other employees of the school district  who have a legitimate educational interest.


C.
A meeting shall be promptly convened for the purpose of notification.  Persons present at the meeting will include a representatives of the administration, any staff members determined to have a legitimate educational interest.  by the administration to reasonably require access to the information, and any other staff members necessary to effectuate intervention services  or conflict resolution.



1.
The administrator shall identify the student and the student’s history of violent behavior.



2.
The persons present at the meeting shall discuss whether there is any need for intervention services, or conflict resolution or training for staff members.



3.
The persons present at the meeting shall be directed to not release any of the information obtained at the meeting to any other individual as the information constitutes private educational data.



4.
The administrator shall advise any staff member with a legitimate educational interest individual who was unable to attend the meeting what was discussed at the meeting.


D.
Any decision regarding intervention services, or conflict resolution or training for staff members, will be reviewed periodically to determine whether the services are still necessary or whether additional services are needed.

Legal References:
Minn. Stat. §121A.64 (Notification)




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




Minn. Rules Pts. 1205.0100 - 1205.2000




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




34 C.F.R. Secs. 99.1 - 99.67

Reviewed:   04/24/00

Revised:      08/23/04

Policy 530
Immunization Requirements

POLICY 530

IMMUNIZATION REQUIREMENTS

PURPOSE

The purpose of this policy is to require that all students receive the proper immunizations as mandated by law to ensure the health and safety of all students.

GENERAL STATEMENT

All students are required to provide proof of immunization, or appropriate documentation exempting the student from such immunization, and such other data necessary to ensure that the student is free from any communicable diseases, as a condition of enrollment.

STUDENT IMMUNIZATION REQUIREMENTS

No student may be enrolled or remain enrolled, on a full-time, part-time or shared-time basis, in any elementary or secondary school within the school district until the student or the student’s parent or guardian has submitted to the designated school district administrator the required proof of immunization.  Prior to the student’s first date of attendance, the student or the student’s parent or guardian shall provide to the designated school district administrator one of the following statements:

a statement from a physician or a public clinic which provides immunizations stating that the student received the immunizations required by law consistent with medically acceptable standards; or

a statement from a physician or a public clinic which provides immunizations stating that the student received the primary schedule of immunizations required by law and has commenced a schedule of the remaining required immunizations indicating the month and year each immunization was administered consistent with medically acceptable standards.

The statement of a parent or guardian of a student or an emancipated student may be substituted for the statement of a physician or public clinic that administers immunizations.  If such a statement is substituted, this statement must indicate the month and year each immunization was administered.  Upon request, the designated school district administrator will provide information to the parent or guardian of a student or an emancipated student of the dosages required for each vaccine according to the age of the student.

The parent or guardian of persons receiving instruction in a home school shall submit one of the statements set forth in section III(A) or III(B) above or statement of immunization set forth in section IV to the superintendent of the school district by October 1 of each year.

When there is evidence of the presence of a communicable disease, or when required by any state or federal agency and/or state or federal law, students and/or their parents or guardians may be required to submit such other health care data as is necessary to ensure that the student has received any necessary immunizations and/or is free of any communicable diseases.  No student may be enrolled or remain enrolled in any elementary or secondary school within the school district until the student or the student’s parent or guardian has submitted the required data.

The school district may allow a student transferring into a school a maximum of 30 days to submit a statement specified in section III(A) or III(B) above or section IV below.  Students who do not provide the appropriate proof of immunization or the required documentation related to an applicable exemption of the student from the required immunization within the specified time frames shall be excluded from school until such time as the appropriate proof of immunization or exemption documentation has been provided.

EXEMPTIONS FROM IMMUNIZATION REQUIREMENTS

Students will be exempt from the foregoing immunization requirements under the following circumstances:

A. The parent or guardian of a minor student or an emancipated student submits a physician’s signed statement stating that the immunization of the student is contraindicated for medical reasons or that laboratory confirmation of the presence of adequate immunity exists; or

B. The parent or guardian of a minor student or an emancipated student submits his or her notarized statement stating the student has not been immunized because of the conscientiously held beliefs of the parent, guardian or student.

NOTICE OF IMMUNIZATION REQUIREMENTS

The school district will develop and implement a procedure to:

A Notify parents and students of the immunization requirements and the consequences for failure to provide the required documentation;

B Review student health records to determine whether the required information has been provided; and

C Make reasonable arrangements to send a student home when the immunization requirements have not been met and advise the student and/or the student’s parent or guardian of the conditions of re-enrollment.  [See Attachments A, B and C]

D The notice provided shall contain written information describing the exemptions from immunization as permitted by law.  The notice shall be in a font size at least equal to the font size and style as the immunization requirements and on the same page as the immunization requirements.

VI. IMMUNIZATION RECORDS

A The school district will maintain a file containing the immunization records for each student in attendance at the school district for at least five (5) years after the student attains the age of majority.

B Upon request, the school district may exchange immunization data with persons or agencies providing services on behalf of the student without the consent of the student’s parent or guardian.  Under all other circumstances, immunization data is private student data and disclosure of such data shall be governed by Policy 515 Protection and Privacy of Pupil Records.

C The designated school district administrator will assist a student and/or the student’s parent or guardian in the transfer of the student’s immunization file to the student’s new school within 30 days of the student’s transfer.

D Upon request of a public or private post-secondary educational institution, the designated school district administrator will assist in the transfer of the student’s immunization file to the post-secondary educational institution.

VII. OTHER

Within 60 days of the commencement of each new school term, the school district will forward a report to the Commissioner of the Department of Children, Families and Learning stating the number of students attending each school in the school district, including the number of students receiving instruction in a home school, the number of students who have not been immunized, and the number of students who received an exemption.  The school district also will forward a copy of all exemption statements received by the school district to the Commissioner of the Department of Health.

Legal References:
Minn. Stat. § 13.32 (Educational Data)


Minn. Stat. § 121A.15 (Health Standards, Immunizations; School Children)


Minn. Stat. § 144.29 (Health Records; Children of School Age)


Minn. Stat. § 144.3351 (Immunization Data)


Minn. Stat. § 144.441 (Tuberculosis Screening in Schools)


Minn. Stat. § 144.442 (Testing in Schools)


Op. Att’y Gen. 169-W (Jan. 17, 1968)


Op. Att’y Gen. 169-W (July 23, 1980)

Cross References:
Minn. Stat. § 121A.17 (School Board Responsibilities)


Minn. Stat. § 135A.14 (Statement of Immunization of Post-Secondary Students)


MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)

Adopted:
04/24/00
Revised:
08/23/04
Policy 610
Field Trips

Policy 610

FIELD TRIPS
I.
PURPOSE
The purpose of this policy is to identify through criteria the components of a school sponsored trip and outline the general process to be followed for review and approval of trip requests.

II.
GENERAL STATEMENT OF POLICY
It is the general expectation of the school board that all student trips will be well planned, conducted in an orderly manner and safe environment, and will relate directly to the objectives of the class or activity for which the trip is requested.  Student trips will be categorized within two general areas:


A.
Instructional Trips
1)
Take place during the school day

2)
Require participation as part of the class objectives
3)
Have no request for student financial contributions

4)
Will be approved by the building principal

5)
Require that all rules of conduct and discipline shall apply

B. Supplementary Trips

1)
Take place during the school day or outside the regular school day

2)
Establish participation as voluntary

3)
May request financial contribution by participants

4)
Require that all rules of conduct and discipline shall apply
1.
Overnight Trips - Academic 

(a)
Are supplementary in nature

(b)
Require approval by the building principal and superintendent

(c)
Must be submitted for application through a process that includes identifying the student objectives, relationship to educational program, itinerary, procedures for selection of chaperones, background information on any outside agencies being used and an itemized cost to the students

(d)
Will have a ratio of 1 chaperone to every 15 students.  50% of the chaperones must be staff from the subject area or building and will include the trip coordinator or his/her designee. Only adults designated as chaperones may participate in trips coordinated or arranged through the school district. 

(e) May contract with outside agencies that are proven reputable and long-standing

(f)
Shall charge no more than a $10 per participant administrative fee to cover expenses (i.e. substitute teachers and clerical duties).

(g)
Travel costs for chaperones will be covered through the participant financial contributions.

(h)
Must document student permission forms signed by a parent/guardian.  

(i)
Will be coordinated by the director of community education or his/her designee from the licensed administrative staff.

(j)
Must be supplemental to curriculum not imbedded in curriculum

(k)
Cannot be scheduled to replace more than one instructional day without School Board approval

(l)
Will communicate information to parents through school or on school district letterhead from the trip coordinator

(m)
Must account for finances through a school district activity account

(n)
Coordinator will arrange for the training of chaperones and communication of guidelines that include the requirement of all chaperones to refrain from alcohol consumption during the trip. 

(o)
International travel will identify only destinations that are politically secure and safe.

2.
Overnight Trips – Co-Curricular Based 

(a) Are supplementary in nature

(b) Require approval by the building principal or activity director

(c) Must be submitted for application through a process that includes identifying the student objectives, relationship to activity, itinerary, procedures for selection of chaperones, background information on any outside agencies being used and an itemized cost to the students

(d) Will have a ratio of 1 chaperone to every 15 students.  50% of the chaperones must be staff from the activity or building and will include the activity coach or advisor and an administrative designee if more than 30 students are participating.  

(e) Must contract with outside agencies that are proven reputable and long-standing

(f) Shall charge no more than a $10 per participant administrative fee to cover expenses (i.e. substitute teachers and clerical duties).

(g) Must document student permission forms signed by a parent/guardian.

(h) Will be coordinated by the director of activities or his/her designee from the licensed administrative staff.

(i) Cannot be scheduled to replace more than one instructional day without School Board approval (MSHSL State tournament participation is excluded from this requirement)

(j) Information will be communicated to parents through school and on school district letterhead

(k) Financial accounting must be through a school district activity account

(l) Coordinator will arrange for the training of chaperones and communication of guidelines that include the requirement of all chaperones to refrain from alcohol consumption during the trip.

(m) International travel will identify only destinations that are politically secure and safe.

Legal References:
Minn. Stat. § 120.74 (Prohibited Fees)

Adopted:  August 28, 1995
Reviewed: October 13, 1997

Reviewed:  April 24, 2000

Reviewed: April 23, 2001

Reviewed:  August 23. 2004

Policy 705
Investments

POLICY 705

INVESTMENTS

I. PURPOSE

The purpose of this policy is to establish guidelines for the investment of school district funds.

II. GENERAL STATEMENT OF POLICY

It is the policy of this school district to comply with all state laws relating to investments and to guarantee that investments meet certain primary criteria.  It is the philosophy of the school district to invest with local sources whenever it is prudent and economically sound to do so.

III. SCOPE

This policy applies to all investments of the surplus funds of  the school district, regardless of the fund accounts in which they are maintained, unless certain investments are specifically exempted by the school board through formal action.

IV. AUTHORITY;  OBJECTIVES

A. The funds of the school district shall be deposited or invested in accordance with this policy, Minn. Stat. Chapter 118A and any other applicable law or written administrative procedures.
The primary criteria for the investment of the funds of the school district, in priority order, are as follows

Safety and Security.  Safety of principal is the first priority.  The investments of the school district shall be undertaken in a manner that seeks to ensure the preservation of the capital in the overall investment portfolio.

Liquidity.  The funds shall be invested to assure that funds are available to meet immediate payment requirements, including payroll, accounts payable and debt service.

Return and Yield.  The investments shall be managed in a manner to attain a market rate of return through various economic and budgetary cycles, while preserving and protecting the capital in the investment portfolio and taking into account constraints on risk and cash flow requirements.


DELEGATION OF AUTHORITY

The superintendent of the school district is designated as the investment officer of the school district and is responsible for investment decisions and activities under the direction of the school board.  The investment officer shall operate the school district's investment program consistent with this policy.  The investment officer may delegate certain duties to a designee or designees, but shall remain responsible for the operation of the program.

All officials and employees that are a part of the investment process shall act professionally and responsibly as custodians of the public trust, and shall refrain from personal business activity that could conflict with the investment program or which could reasonably cause others to question the process and integrity of the investment program.  The investment officer shall avoid any transaction that could impair public confidence in the school district. 

STANDARD OF CONDUCT

The standard of conduct regarding school district investments to be applied by the investment officer shall be the "prudent person standard."  Under this standard, the investment officer shall exercise that degree of judgment and care, under the circumstances then prevailing, that persons of prudence, discretion and intelligence would exercise in the management of their own affairs, investing not for speculation and considering the probable safety of their capital as well as the probable investment return to be derived from their assets.  The prudent person standard shall be applied in the context of managing the overall investment portfolio of the school district.  The investment officer, acting in accordance with this policy and exercising due diligence, judgment and care commensurate with the risk, shall not be held personally responsible for a specific security's performance or for market price changes.  Deviations from expectations shall be reported in a timely manner and appropriate actions shall be taken to control adverse developments.

MONITORING AND ADJUSTING INVESTMENTS

The investment officer shall routinely monitor existing investments and the contents of the school district's investment portfolio, the available markets and the relative value of competing investment instruments.

INTERNAL CONTROLS

The investment officer shall establish a system of internal controls which shall be documented in writing.  The internal controls shall be reviewed by the school board and shall be annually reviewed for compliance by the school district's independent auditors.  The internal controls shall be designed to prevent and control losses of public funds due to fraud, error, misrepresentation, unanticipated market changes or imprudent actions by officers, employees or others.  The internal controls may include, but shall not be limited to, provisions relating to control of collusion, separation of functions, separation of transaction authority from accounting and record keeping, custodial safekeeping, avoidance of bearer form securities, clear delegation of authority to applicable staff members, limitations regarding securities losses and remedial action, written confirmation of telephone transactions, supervisory control of employee actions, minimizing the number of authorized investment officials, and documentation of transactions and strategies.

PERMISSIBLE INVESTMENT INSTRUMENTS

The school district may invest its available funds in those instruments specified in Minn. Stat. §§ 118A.04 and 118A.05, as these sections may be amended from time to time, or any other law governing the investment of school district funds.

PORTFOLIO DIVERSIFICATION;  MATURITIES

Limitations on instruments, diversification and maturity scheduling shall depend on whether the funds being invested are considered short-term or long-term funds.  All funds shall normally be considered short-term except those reserved for building construction projects or specific future projects and any unreserved funds used to provide financial-related managerial flexibility for future fiscal years.

The school district shall diversify its investments to avoid incurring unreasonable risks inherent in over-investing in specific instruments, individual financial institutions or maturities.

The investment officer shall prepare and present to the school board for its review and approval a table specifying the maximum percentage of the school district's investment portfolio that may be invested in a single type of investment instrument, such as U.S. Treasury Obligations, certificates of deposit, repurchase agreements, banker's acceptances, commercial paper, etc.  The approved table shall be attached as an exhibit to this policy and shall be incorporated herein by reference.

The investment officer shall prepare and present to the school board for its review and approval a recommendation as to the maximum percentage of the total investment portfolio that may be held in any one depository.  The approved recommendation shall be attached as an exhibit or part of an exhibit to this policy and shall be incorporated herein by reference.

Investment maturities shall be scheduled to coincide with projected school district cash flow needs, taking into account large routine or scheduled expenditures, as well as anticipated dates of receipt of anticipated revenues.  Maturities for short-term and long-term investments shall be timed according to anticipated need.  Within these parameters, portfolio maturities shall be staggered to avoid undue concentration of assets and a specific maturity sector.  The maturities selected shall provide for stability of income, and reasonable liquidity, and maximization of income.

COMPETITIVE SELECTION OF INVESTMENT INSTRUMENTS

Before the school district invests any surplus funds in a specific investment instrument, a competitive bid or quotation process shall be utilized.  If a specific maturity date is required, either for cash flow purposes or for conformance to maturity guidelines, quotations or bids shall be requested for instruments which meet the maturity requirement.  If no specific maturity is required, a market trend analysis, which includes a yield curve, will normally be used to determine which maturities would be most advantageous.  Quotations or bids shall be requested for various options with regard to term and instrument.  The school district will accept the quotation or bid which provides the highest rate of return within the maturity required and within the limits of this policy.  Generally all quotations or bids will be computed on a consistent basis, i.e., a 360-day or a 365-day yield.  Records will be kept of the quotations or bids received, the quotations or bids accepted and a brief explanation of the decision that was made regarding the investment.  If the school district contracts with an investment advisor, bids are not required in those circumstances specified in the contract with the advisor.

QUALIFIED INSTITUTIONS AND BROKER-DEALERS

A. The school district shall maintain a list of the financial institutions that are approved for investment purposes.  

A. Prior to completing an initial transaction with a broker, the school district shall provide to the broker a written statement of investment restrictions which shall include a provision that all future investments are to be made in accordance with Minnesota Statutes governing the investment of public funds.  The broker must acknowledge receipt of the statement of investment restrictions and agree to handle the school district's account in accordance with these restrictions.  The school district may not enter into a transaction with a broker until the broker has provided this written agreement to the school district.  The notification form to be used shall be that prepared by the State Auditor.  A copy of this investment policy, including any amendments thereto, shall be provided to each such broker.

XIII. SAFEKEEPING AND COLLATERALIZATION

A. All investment securities purchased by the school district shall be held in third-party safekeeping by an institution designated as custodial agent.  The custodial agent may be any federal reserve bank, any bank authorized under the laws of the United States or any state to exercise corporate trust powers, a primary reporting dealer in United States Government securities to the Federal Reserve Bank of New York, or a securities broker-dealer defined in Minn. Stat. § 475.66.  The institution or dealer shall issue a safekeeping receipt to the school district listing the specific instrument,  the name of the issuer, the name in which the security is held, the rate, the maturity, serial numbers and other distinguishing marks, and other pertinent information.

A. Deposit-type securities shall be collateralized as required by Minn. Stat. § 118.01 for any amount exceeding FDIC, SAIF, BIF or FCUA coverage.

A. Repurchase agreements shall be secured by the physical delivery or transfer against payment of the collateral securities to a third party or custodial agent for safekeeping.  The school district may accept a safekeeping receipt instead of requiring physical delivery or third-party safekeeping of collateral on overnight repurchase agreements of less than $1,000,000.

XIV. REPORTING REQUIREMENTS

A. The investment officer shall generate daily and monthly transaction reports for management purposes.  In addition, the school board shall be provided a monthly report that shall include data on investment instruments being held as well as any narrative necessary for clarification.
A. The investment officer shall prepare and submit to the school board quarterly an investment report that summarizes recent market conditions, economic developments, and anticipated investment conditions.  The report shall summarize the investment strategies employed in the most recent quarter, and describe the investment portfolio in terms of investment securities, maturities, risk characteristics and other features.  The report shall explain the quarter's total investment return and compare the return with budgetary expectations.  The report shall include an appendix that discloses all transactions during the past quarter.  Each quarterly report shall indicate any areas of policy concern and suggested or planned revisions of investment strategies. Copies of the report shall be provided to the school district's auditor.

B. Within forty-five (45) days after the end of each fiscal year of the school district, Prior to the School Board acceptance of the audit report, the investment officer shall prepare and submit to the school board a comprehensive annual report on the investment program and investment activity of the school district for that fiscal year.  The annual report shall include 12-month and separate quarterly comparisons of return and shall suggest revisions and improvements that might be made in the investment program. If necessary, the investment officer shall establish systems and procedures to comply with applicable federal laws and regulations governing the investment of bond proceeds and funds in a debt service account for a bond issue.  The record keeping system shall be reviewed annually by the independent auditor or by another party contracted or designated to review investments for arbitrage rebate or penalty calculation purposes.

XIV. DEPOSITORIES

The school board shall annually designate one or more official depositories for school district funds.  The treasurer or the chief financial officer of the school district may also exercise the power of the school board to designate a depository.  The school board shall be provided notice of any such designation by its next regular meeting.  The school district and the depository shall each comply with the provisions of Minn. Stat. § 118A.03 and any other applicable law, including any provisions relating to designation of a depository, qualifying institutions, depository bonds, and approval, deposit, assignment, substitution, addition and withdrawal of collateral.

XV. ELECTRONIC FUNDS TRANSFER OF FUNDS FOR INVESTMENT

The school district may make electronic fund transfers for investments of excess funds upon compliance with Minn. Stat. § 471.38.

XVII. GENERAL CHECKBEARING ACCOUNTS

The school board shall authorize, every fourth year, a request for proposals related to the terms of check bearing accounts.  These accounts shall be established to meet the needs of payroll, accounts payable and student activity programs.  The investment officer shall establish the required specifications and make recommendations of bank selection to the school board.  The beginning of a new banking agreement shall coincide with the beginning of the July 1 fiscal year.

Legal References:
Minn. Stat. § 118.005 (Designation, Protection of Deposit)

Minn. Stat. § 118.01 (Depository Bonds and Collateral)

Minn. Stat. § 124.05 (Depository Law)

Minn. Stat. § 471.38 (Claims)

Minn. Stat. § 475.66 (Debt Service Fund)

Minn. Stat. § 475.76 (Reverse Repurchase Agreements)

Cross References:
MSBA Model Policy 703  (Annual Audit)

MSBA Service Manual, Chapter 9, Public School Finance

Minnesota Legal Compliance Audit Guide prepared by the Office of the State Auditor
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Policy 707
Transportation of Public School Students

Policy 707

TRANSPORTATION OF PUBLIC SCHOOL STUDENTS

I PURPOSE

The purpose of this policy is to provide for the transportation of students consistent with the requirements of law.

II GENERAL STATEMENT OF POLICY

A. It is the policy of the school district to provide for the transportation of students in a manner that will protect their health, welfare and safety.

B. The school district recognizes that transportation is an essential part of the school district services to students and parents but further recognizes that transportation by school bus is a privilege and not a right for an eligible student.

III DEFINITIONS

A. “Disabled student” includes every child who has a hearing impairment, visual disability, speech or language impairment, physical handicap, other health impairment, mental handicap, emotional/behavioral disorder, specific learning disability, autism, traumatic brain injury, multiple disabilities, or deaf/blind disability and needs special instruction and services, as determined by the standards of the Department of Children, Families and Learning. In addition, every child under age three, and at the school district’s discretion from age three to seven, who needs special instruction and services, as determined by the standards of the Department of Children, Families and Learning, because the child has a substantial delay or has an identifiable physical or mental condition known to hinder normal development is a child with a disability. (Minn. Stat. § 125A.02.)

B. “Home” is the legal residence of the child. In the discretion of the school district, “home” may also be defined as a licensed day care facility, a respite care facility, the residence of a relative, or the residence of a person chosen by the student’s parent or guardian as 707-2 the home of a student for part or all of the day, if requested by the student’s parent or guardian, if the facility or residence is within the attendance area of the school the student attends. (Minn. Stat. §123B.92, subd. 1(b)(1).)

C. “Nonpublic school” means any school, church, or religious organization, or home school wherein a resident of Minnesota may legally fulfill the compulsory instruction requirements of Minn. Statutes §120A.22, which is located within the state, and which meets the requirements of Title VI of the Civil Rights Act of 1964, (42 U.S.C. § 2000a. (Minn. Stat. §123B.41, subd. 9.)

D. “Nonresident student” is a student who attends school in the school district and resides in another district, defined as the “nonresident district.” In those instances when the divorced parents share joint physical custody of a student and the divorced parents reside in different school districts, the student shall be a resident of the school district designated by the student’s parents. When parental rights have been terminated by a court order while the student is residing in the school district, a student shall continue to be a resident student even though the legal residence of a student placed in a residential or foster facility for care and treatment is the district in which the student resides. (Minn. Stat. §123B§ 123B.88, subd. 6; Minn. Stat. § 125A.51; Minn. Stat. §127A§ 127A.47, subd. 3).

E. “Pupil support services” are health, counseling and guidance services provided by the public school in the same district where the nonpublic school is located. (Minn. Stat. §123B§ 123B.41, subd. 4)

F. “Shared time basis” is a program where students attend public school for part of the regular school day and who otherwise fulfill the requirements of Minn. Stat. §120A.22 by attendance at a nonpublic school. (Minn. Stat. §126C§ 126C.01, subd. 8)

G. “Student” means any student or child attending or required to attend any school as provided in Minnesota law and who is a resident or child of a resident of Minnesota. (Minn. Stat. § 123B.41, subd. 11)

IV ELIGIBILITY

A. Upon the request of a parent or guardian, the school district shall provide transportation to and from school, at the expense of the school district for all resident students who reside two miles or more from the school, except for those students whose transportation privileges have been revoked or, in the case of a secondary student, have been voluntarily surrendered by the student’s parent or guardian. (Minn. Stat. § 123B.88, subd. 1.) 

B. The school district may, in its discretion, also provide transportation to any student to and from school, at the expense of the school district, outlined within the guidelines for Walkers and Hazardous Crossings. 

C. In the discretion of the school district, transportation along regular school bus routes may also be provided, where space is available, to any person where such use of a bus does not interfere with the transportation of students. This includes part-time secondary students, early childhood family education participants and area learning center students.

D. The cost of providing such transportation must be paid by those individuals using these services or some third-party payor, with the exception of early childhood family education participants and area-learning center students if the provision of such transportation services can be provided without an increase in the school district’s expenditures. (Minn. Stat. § 123B.88, subd. 10, 11, 12 and 13)

Guidelines for Walkers

Distances for walkers according to grade level:

K-3
All students bussed

4-5
.5 miles

6-12
1 mile

Hazardous Crossings Guidelines

The following guidelines are based on functional classifications of streets as determined by the County and the City of New Prague.  The guidelines include the types of areas the district would consider to be hazardous for elementary and secondary school students, and the service the district would provide in each area.  Definitions for the types of areas, as identified by Scott County, are as follows:

Principle Arterial Streets:  Designed to emphasize mobility over land access.  Includes:  all interstate freeways and roads that connect the metro centers to regional business concentrations that only connect with other interstate freeways, other principle arterials and select minor arterials and collectors. Examples: None in our geographic boundaries.

Minor Arterial Streets:  Designed to emphasize mobility over land access.  Includes roads that connect the urban service area to cities and town inside and outside the region; interconnect rural growth centers in the region to one another as well as to similar places just outside the region; connect to principle arterials, other minor arterials and collectors, with connection to some local streets.  Examples:  Hwy. 19, Hwy. 21, Cty. Rd. 37, Columbus Ave. N.

Collector Streets:  Designed to emphasize mobility over land access, but because of their locations are expected to carry less traffic than arterial roads.  Includes roads that provide access from neighborhoods to the arterial system.  Examples:  Central Ave. N., Lexington Ave. N., 5th St. S.W.

Type of Area:  Railroad Tracks

Applies to:

Students in Kindergarten to Grade 12 who have to cross a railroad 

track on the way to and from school.

District Service:
Busing

Type of Area:  Principle Arterial Streets
Applies to:

Students in Kindergarten - Grade 12 who have to cross a principle

arterial street on their way to and from school.

District Service:
NA

Type of Area:  Minor Arterial Streets

Applies to:

Students in Grade 4 - Grade 5 who have to cross a minor arterial

street on their way to and from school.

Students in Grades 6-12 who have to cross a minor arterial street on their way to and from school.

District Service:
Students in Grade 4 – Grade 5

Busing for students who have to cross a minor arterial street that meets at least three of the following five criteria:

1. Street width greater than 40 feet at point of crossing

2. No sidewalks or walkways on either side of the street

3. Posted speed limit is 35 miles per hour or greater at point of crossing

4. No stoplights (semaphores)

5. Average daily traffic volume greater than 5,000 vehicles

Adult crossing guard for students who have to cross a minor arterial street that meet less than three of the above five criteria.

District Service:
Students in Grades 6-12

Busing for students who have to cross a minor arterial street on their way to and from school that meets at least four of the above five criteria.

Type of Area:  Collector Streets

Applies to:
Students in Grade 4 – Grade 5 who have to cross a collector street on the

way to and from school that meets at least three of the five criteria listed 

below.

Students in Grades 6-12 who have to cross a collector street on the way to and from school that meets at least four of the following five criteria:

1. Street width greater than 50 feet at point of crossing

2. No sidewalks or walkways on either side of the street

3. Posted speed limit is 35 miles per hour or greater at point of crossing

4. No stoplights (semaphores)

5. Average daily traffic volume greater than 5,000* vehicles

District Service:  Adult crossing guard

*Average daily volume of streets will be based on the most recent information provided by Scott County.  Since this data is not updated annually, the district will add a 3.5% inflationary factor for each year the study varies from the current school year.

V TRANSPORTATION OF NONRESIDENT STUDENTS

A. If requested by the parent of a nonresident student, the school district shall provide transportation to a nonresident student within its borders. The school district may provide transportation to a nonresident student outside its borders only with the approval of the resident district. (Minn. Stat. § 124D.04, subd. 7; Minn. Stat. § 123B.92, subd. 3; Minn. Stat. § 123B.88, subd. 6.)

B. If the school district decides to transport a nonresident student within the student’s resident district, the school district will notify the student’s resident district of its decision, in writing, prior to providing transportation. (Minn. Stat. § 123B.88, subd. 6.)

C. When divorced parents reside in different school districts and share physical custody of a student, the parents shall be responsible for the transportation of the student to the border of the school district during those times when the student is residing with the parent in the nonresident school district. (Minn. Stat. § 127A.47, subd. 3(b))

VI TRANSPORTATION OF RESIDENT STUDENTS TO NONDISTRICT

SCHOOLS

V In general, the school district shall not provide transportation between a resident student’s home and the border of a nonresident district where the student attends school under the Enrollment Options Program. A parent may be reimbursed by the nonresident district for the costs of transportation from the pupil's residence to the border of the nonresident district if the student is from a family whose income is at or below the poverty level, as determined by the federal government. The reimbursement may not exceed the pupil’s actual cost of transportation or 15 cents per mile traveled, whichever is less.  Reimbursement may not be paid for more than 250 miles per week. (Minn. Stat. § 124D.03, subd. 8)

1.  REIMBURSEMENT OF RESIDENT STUDENTS WHO ATTEND PRIVATE SCHOOLS OUTSIDE OF RESIDENT DISTRICT.  Resident students shall be eligible for transportation reimbursement at a rate of 15 cents per mile or a maximum payment of $300.00 whichever is less.  Mileage will be computed from resident’s home address to the nearest district boundary.  Reimbursement will be paid roundtrip for each day the student attends the private school.  An attendance report must be submitted to the Transportation Department before payment is made.  This payment will be paid only if a “like” school is not available within the district boundaries.  Reimbursement may not be paid for more than 250 miles per week.

V Resident students shall be eligible for transportation to and from a nonresident school district at the expense of the school district, if in the discretion of the school district, inadequate room, distance to school, unfavorable road conditions, or other facts or conditions make attendance in the resident student’s own district unreasonably difficult or impracticable. The school district, in its discretion, may also provide for transportation of resident students to schools in other districts for grades and departments not maintained in the district, including high school, for the whole or a part of the year or for resident students who attend school in a building rented or leased by the school district in an adjacent district. (Minn. Stat. § 123B.88, subds. 1 and 4.)

VII SPECIAL EDUCATION/DISABLED STUDENTS/STUDENTS WITH TEMPORARY DISABILITIES

A Resident disabled students whose handicapped conditions are such that the student cannot be safely transported on the regular school bus and/or school bus route shall be entitled to special transportation at the expense of the school district. The school district shall determine the type of vehicle used to transport disabled students on the basis of the handicapping condition and applicable laws. This provision shall not be applicable to parents who transport their own child under a contract with the school district. (Minn. R. 3520.3300.)

A. Resident disabled students who are boarded and lodged at Minnesota state academies for Resident disabled students who are boarded and lodged at Minnesota state academies for educational purposes, but who also are enrolled in a public school within the school district, shall be provided transportation, by the school district to and from said board and lodging facilities, at the expense of the school district. (Minn. Stat. § 125A.65)

B. If a resident disabled student attends a public school located in a contiguous school district and the school district of attendance does not provide special instruction and services, the school district shall provide necessary transportation for the student between the school district boundary and the educational facility where special instruction and services are provided within the school district. The school district may provide necessary transportation of the student between its boundary and the school attended in the contiguous district, but shall not pay the cost of transportation provided outside the school district boundary. (Minn. Stat. § 125A.12)

C. When a disabled student or a student with a short-term or temporary disability is temporarily placed for care and treatment in a day program located in another school district and the student continues to live within the school district during the care and treatment, the school district shall provide the transportation, at the expense of the school district, to that student. Transportation shall only be provided by the school district during regular operating hours. (Minn. Stat. § 125A.15(b); Minn. Stat. § 125A.51(d).)

D. When a nonresident disabled student or a student with a short-term or temporary disability is temporarily placed in a residential program within the school district, including correctional facilities operated on a fee-for-service basis and state institutions, for care and treatment, the school district shall provide the necessary transportation at the expense of the school district. Where a joint powers entity enters into a contract with a privately owned and operated residential facility for the provision of education programs for special education students, the joint powers entity shall provide the necessary transportation.  (Minn. Stat. § 125A.1515© and (cd); Minn. Stat. § 125A.51(e))

E. Any parent of a disabled student who believes that the transportation services provided for that child are not in compliance with the applicable law may utilize the due process procedures provided for in Minn. Statutes § 125A.09, subd. 6. (Minn. R. 3520.3300, subpd. 2.)

VIII. AVAILABILITY OF SERVICES

A. Transportation shall be provided on all regularly scheduled school days or make-up days.

B. Transportation will not be provided during the summer school break.

C. Transportation may be provided for summer instructional programs for students with a disability or in conjunction with a learning year program. Transportation between home and school may also be provided, in the discretion of the school district, on staff development days. (Minn. Stat. § 123B.88, subd. 21)

IX. MANNER OF TRANSPORTATION

The scheduling of routes, establishment of the location of bus stops, manner and method of transportation, control and discipline of school children and any other matter relating thereto shall be within the sole discretion, control and management of the school board. The school district may, in its discretion, provide room and board, in lieu of transportation, to a student who may be more economically and conveniently provided for by that means. (Minn. Stat. § 123B.88, subd. 1.)

X RESTRICTIONS

Transportation by the school district is a privilege and not a right for an eligible student. A student’s eligibility to ride a school bus may be revoked for a violation of school bus safety or conduct policies, or violation of any other law governing student conduct on a school bus pursuant to the school district’s discipline policy. Revocation of a student’s bus riding privilege is not an exclusion, expulsion, or suspension under the Pupil Fair Dismissal Act. Revocation procedures for a student who is an individual with a disability under 20 U.S.C. §1415 (Individuals with Disabilities Act), 29 U.S.C. §794§ 794 (the Rehabilitation Act), and 42 U.S.C. §12132§ 12132, (Americans with Disabilities Act) are governed by these provisions. (Minn. Stat. § 121A.59.)

XI FEES

A In its discretion, the school district may charge fees for transportation of students to and from extra curricular activities conducted at locations other than school, where attendance is optional. (Minn. Stat. § 123B.36, subd. 1(10).)

B The school district may charge fees for transportation of students to and from school when authorized by law. If the school district charges fees for transportation of students to and from school, guidelines shall be established for that transportation to ensure that no student is denied transportation solely because of inability to pay. (Minn. Stat. § 123B.36, subd. 1(11).)

C The school district may charge reasonable fees for transportation of students to and from post-secondary institutions for students enrolled under the post-secondary enrollment options program. Families who qualify for mileage reimbursement may use their state mileage reimbursement to pay this fee. (Minn. Stat. § 123B.36, subd. 1(13).)

D Where, in its discretion, the school district provides transportation to and from an instructional community-based employment station that is part of an approved occupational experience vocational program, the school district may require the payment of reasonable fees for transportation from students who receive remuneration for their participation in these programs. (Minn. Stat. § 123B.36, subd. 3.)

Legal References:
Minn. Stat. § 125A.02 (Children with a disability, defined)

Minn. Stat. § 124D.03 (Enrollment options program)

Minn. Stat. § 124D.04 (Enrollment options programs in border states)

Minn. Stat. § 120A.22 (Compulsory Instruction)

Minn. Stat. § Ch. 125A§§ 121A.40-121A.56 (Children with a disabilityPupil

Fair Dismissal Act)

Minn. Stat. § 125A.51 (Placement of children without disabilities; education and transportation121A.59 (Bus Transportation Is a Privilege Not a Right)

Minn. Stat. § 123B.36 (Authorized Fees)

Minn. Stat. § 123B.88 (Independent school districts, transportation)

Minn. Stat. § 121A.59 (Bus transportation a privilege not a right)

Minn. Stat. § 123B.41(Educational Aids for Nonpublic School Children; Definitions)

Minn. Stat. § 123B.44 (Provision of Pupil Support Services)

Minn. Stat. § 123B.88 (Independent School Districts, Transportation)

Minn. Stat. § 123B.92 (Transportation Aid Entitlement)

Minn. Stat. § 124D.03 (Enrollment Options Program)

Minn. Stat. § 124D.04 (Enrollment Options Programs in Border States)

Minn. Stat. § Ch. 125A (Children With a Disability)

Minn. Stat. § 125A.02 (Children With a Disability, Defined)

Minn. Stat. § 125A.09 (Procedures for Decisions)

Minn. Stat. § 125A.12 (Attendance in Another District)

Minn. Stat. § 125A.15 (Placement in Another District; Responsibility)

Minn. Stat. § 125A.51 (Placement of Children Without Disabilities; Education

and Transportation)

Minn. Stat. § 125A.65 (Attendance at Academies for the Deaf and Blind)

Minn. Stat. § 126C.01(General Education Revenue - Definitions)

Minn. Stat. § 127A.47 (Payments to Resident and Nonresident Districts)

Minn. Stat. §§ 121A.40-121A.56 (Pupil Fair Dismissal Act) 

Minn. R. 3520.3300 (Transportation of Handicapped Students) 20 U.S.C. § 1415 (Individuals With Disabilities Act)

29 U.S.C. § 794 (Rehabilitation Act)

42 U.S.C. § 2000a (Prohibition Against Discrimination or Segregation in

Places of Public Accommodation)

42 U.S.C. § 12132 (Americans With Disabilities Act)

Cross References: 
MSBA Service Manual Chapter 10, Transportation

MSBA/MASA Model Policy 708 (Transportation of Nonresident Students)

MSBA/MASA Model Policy 709 (Student Transportation Safety Policy)

MSBA/MASA Model Policy 710 (Extracurricular Transportation)
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Policy 708
Transportation of Non- Public School Students

Policy 708

TRANSPORTATION OF NONPUBLIC SCHOOL STUDENTS

PURPOSE

The purpose of this policy is to address transportation rights of nonpublic school students and to provide equality of treatment in transporting such students pursuant to law.

GENERAL STATEMENT OF POLICY

It is the policy of the school district to recognize the rights of nonpublic school students and to provide equal transportation to those students as required by law.

ELIGIBILITY

The school district shall provide equal transportation within the school district for all students to any school when transportation is deemed necessary by the school district because of distance or traffic conditions in like manner and form as provided in Minnesota Statutes Sections 123B.88 and 123B.92 when applicable. (Minn. Stat. § 123B.86, subd. 1.)
Upon the request of a parent or guardian, the school district shall provide school bus transportation to the school district boundary for students residing in the school district at least the same distance from a nonpublic school actually attended in another school district as public school students are transported in the transporting school district. Such transportation shall be provided whether or not there is or is not another nonpublic school within the transporting school district, if the transportation is to schools maintaining grades or departments not maintained in the school district or if the attendance of such students at school can more safely, economically, or conveniently be provided for by such means.  (Minn. Stat. § 123B.88, subd. 1; Minn. Stat. § 123B.86,S subd. 2(a).)

The school district may provide school bus transportation to a nonpublic school in another school district for students residing in the school district and attending that school, whether or not there is or is not another nonpublic school within the transporting school district, if the transportation is to schools maintaining grades or departments not maintained in the school district or if the attendance of such students at school can more safely, economically, or conveniently be provided for by such means. If the school district transports students to a nonpublic school located in another school district, the nonpublic school shall pay the cost of such transportation provided outside the school district boundaries. (Minn. Stat. § 123B.86, subd. 2(b).)

The school district shall provide the necessary transportation within school district boundaries between the nonpublic school and a public school or neutral site for nonpublic school students who are provided pupil support services, if the school district elects to provide pupil support services at a site other than a nonpublic school. (Minn. Stat. § 123B.44, subd. 1.)

When transportation is provided, the scheduling of routes, manner and method of transportation, control and discipline of students and any other matter relating thereto shall be within the sole discretion, control and management of the school district. (Minn. Stat. § 123B.86, subd. 3.)

Additional transportation to and from a nonpublic school may be provided at the expense of the school district where such services are provided in the discretion of the school district.

SPECIAL EDUCATION/DISABLED STUDENTS
If a resident student with a disability attends a nonpublic school located within the school district, the school district shall provide necessary transportation for the student within the school district between the nonpublic school and the educational facility where special instruction and services are provided on a shared -time basis. If a resident student with a disability attends a nonpublic school located in another school district and if no agreement exists for the provision of special instruction and services on a shared time basis to that student by the school district of attendance and where the special instruction and services are provided within the school district, the school district shall provide necessary transportation for that student between the school district boundary and the educational facility.  The school district may provide necessary transportation for that student between its boundary and the nonpublic school attended, but the nonpublic school shall pay the cost of transportation provided outside the school district. School districts may make agreements for who provides transportation. Parties serving students on a shared time basis have access to the due process hearing system described under United States Code, Title 20, and the complaint system under Code of Federal Regulations, Title 34, Section 300.660. to 300.662. (Minn. Stat. § 125A.18.) 

Disabled students whose handicapped conditions are such that the student cannot be safely transported on the regular school bus and/or school bus route shall be entitled to special transportation at the expense of the school district. The school district shall determine the type of vehicle used to transport disabled students on the basis of the handicapping condition and applicable laws. This section shall not be applicable to parents who transport their own child under a contract with the school district. (Minn. R. 3520.3300, subpd. 1.)

Any parent of a disabled student who believes that the transportation services provided for that child are not in compliance with the applicable law may utilize the due process procedures provided for in Minn. Stat. § 125A.09, subd. 6. (Minn. R. 3520.3300, subpd. 2.)

APPLICATION OF GENERAL POLICY

The provisions of the school district’s policy on transportation of public school students [Model Policy 707] shall apply to the transportation of nonpublic school students except as specifically provided herein.

Legal References: 
Mnn. Stat. § Ch. 125A (Children With A Disability)

Minn. Stat. § 123B.88 (Independent School Districts, Transportation123B.44 (Provision of Pupil Support Services)

Minn. Stat. § 123B.84 (Policy)

Minn. Stat. § 123B.86 (Equal Treatment)

Minn. Stat. § 123B.44 (Provision of pupil support services88 (Independent School Districts, Transportation)

Minn. Stat. § 123B.92 (Transportation Aid Entitlement)

Minn. Stat. Ch. 125A (Children With a Disability)

Minn. R. 3520.3300 (Transportation of Handicapped Students)

Cross References: 
MSBA/MASA Model Policy 707 (Transportation of Public School Students)

MSBA/MASA Model Policy 709 (Student Transportation Safety Policy)

2. MSBA Service Manual, Chapter 10, Transportation

Americans United, Inc. as Protestants and Other Am. United for Separation of

Church and State, et al. v. Independent Sch. Dist. No. 622, et al.,

288 Minn. 1996, 179 N.W.2d 146 (Minn. 1970).
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Student Transportation Safety Policy

POLICY 709


STUDENT TRANSPORTATION SAFETY POLICY
I.
PURPOSE
The purpose of this policy is to provide safe transportation for students and to educate students on safety issues and the responsibilities of school bus ridership.

II.
PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING


A.
School Bus Safety Week.

The third week of school is designated as school bus safety week.

There shall be a school bus safety week scheduled annually.


B.
Student Training.



1.
The school district shall provide students enrolled in grades kindergarten through 10 with age-appropriate school bus safety training.  The training shall be results oriented and shall consist of both classroom instruction and practical training using a school bus. Student training shall fulfill all statutory requirements. Upon completing the training, a student shall be able to demonstrate knowledge and understanding of at least the following competencies and concepts:




a.
transportation by school bus is a privilege, not a right;




b.
district policies for student conduct and school bus safety;




c.
appropriate conduct while on the bus;




d.
the danger zones surrounding a school bus;




e.
procedures for safely boarding and leaving a school bus;




f.
procedures for safe vehicle lane crossing;




g.
school bus evacuation and other emergency procedures; and

h.
appropriate training on the use of lap belts or lap and shoulder belts, if the school district uses buses equipped with lap belts or lap and shoulder belts.



2.
All students in grades K-3 K-5 who are transported by school bus and are enrolled during the first or second week of school must demonstrate achievement of the school bus safety training competencies by the end of the third week of school.  Students in grades 4-10 must demonstrate achievement of these competencies by the end of the sixth week of school.  Students in grades K-10 who enroll in a school after the second week of school and are transported by school bus shall undergo school bus safety training and demonstrate achievement of the school bus safety competencies within four weeks of the first day of attendance. The school district may deny transportation to a student who fails to demonstrate the competencies, unless the student is unable to achieve the competencies due to a disability.  Further, the school district may deny transportation to a student who attends a nonpublic school that fails to provide appropriate student training.



3.
The school district will make reasonable accommodations in training for students known to speak English as a second language and students with disabilities.

4) The district will, to the extent possible, provide kindergarten students with school bus safety training before the first day of school.  The school district must provide students enrolled in grades K-3 school bus safety training twice during the school year.

5) Students in grades 9 and 10 must receive training in the laws and proper procedures for operating a motor vehicle in the vicinity of a school bus.

6) The school district’s curriculum for transportation is maintained and available for review in the office of the superintendent. The school district shall adopt and make available for public review a curriculum for transportation safety education.

7) Nonpublic school students transported by the school district will receive school bus safety training in their nonpublic school.  The nonpublic schools may use the school district’s school transportation safety education curriculum.  The nonpublic school must certify to the school district’s school transportation director that all students in grades K-10 have received the appropriate training.

III.
CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR

The following topics shall be outlined in a transportation handbook that is annually approved and reviewed by the School Board.


A.
Riding the school bus is a privilege, not a right.  Students are expected to follow the same behavioral standards while riding school buses as are expected on school property or at school activities, functions or events.  All school rules are in effect while a student is riding the bus or is at the bus stop.


B.
Consequences for school bus/bus stop misconduct will be imposed by the building principal or the principal’s designee.  In addition, all school bus/bus stop misconduct will be reported to the district’s Transportation Director.  Serious misconduct may be reported to local law enforcement.



1.
School Bus and Bus Stop Rules  The school district school bus safety rules are to be posted on every bus.  If these rules are broken, the school district’s discipline procedures are to be followed.  Consequences are progressive and may include suspension of bus privileges.  It is the school bus driver’s responsibility to report unacceptable behavior to the school district’s Transportation Office/School Office.



1.        Rules at the Bus Stop




a.
Get to your bus stop five minutes before your scheduled pick up time.  The school bus driver will not wait for late students.




b.
Respect the property of others while waiting at your bus stop.




c.
Keep your arms, legs and belongings to yourself.




d.
Use appropriate language.




e.
Stay away from the street, road or highway when waiting for the bus.  Wait until the bus stops before approaching the bus.




f.
After getting off the bus, move away from the bus.




g.
If you must cross the street, always cross in front of the bus where the driver can see you. Wait for the driver to signal to you before crossing the street.




h.
No fighting, harassment, intimidation or horseplay.




i.
No use of alcohol, tobacco or drugs.



2.
Rules on the Bus




a.
Immediately follow the directions of the driver.




b.
Sit in your seat facing forward.




c.
Talk quietly and use appropriate language.




d.
Keep all parts of your body inside the bus.




e.
Keep your arms, legs and belongings to yourself.




f.
No fighting, harassment, intimidation or horseplay.




g.
Do not throw any object.




h.
No eating, drinking or use of tobacco or drugs.




i.
Do not bring any weapon or dangerous objects on the school bus.

j. Do not damage the school bus.

3.      Transportation Student Discipline Policy

a. Suspension of Riding Privileges

b. Consequences

(1) Major and Minor Offenses

(2) Suspension of Bus Transportation Priveleges

i. Elementary (K-5)

ii   Secondary (6-12)

4.     Request for Transportation Changes

5.       Toys On The Bus



4.
Consequences




a.
Consequences for school bus/bus stop misconduct will apply to all regular and late routes.  Decisions regarding a student’s ability to ride the bus in connection with cocurricular and extracurricular events (for example, field trips or competitions) will be in the sole discretion of the school district. Parents or guardians will be notified of any suspension of bus privileges.

(1) Elementary (K-6)
· 1st offense—warning

· 2nd offense—3 school-day suspension from riding the bus

· 3rd offense—5 school-day suspension from riding the bus

· 4th offense—10 school-day suspension from riding the bus/meeting with parent

· Further offenses—individually considered.  Students may be suspended for longer periods of time, including the remainder of the school year.



Note:  When a student goes 60 calendar days without a report, the student’s consequences may start over at the first offense.

(2) Secondary (7-12)
· 1st offense—warning

· 1st major offense—1 to 3 days suspension from riding the bus

· 2nd offense—5 school-day suspension from riding the bus

· 3rd offense—suspended from riding the bus for the remainder of the school year – individually considered.





(3)
Other Discipline
Based on the severity of a student’s conduct, more serious consequences may be imposed at any time.  Depending on the nature of the offense, consequences such as suspension or expulsion from school also may result from school bus/bus stop misconduct.

(4) Records
Records of school bus/bus stop misconduct will be forwarded to the individual school building and will be retained in the same manner as other student discipline records. Records also will be maintained in the transportation office.

(5) Vandalism/Bus Damage


Students damaging school buses will be responsible for the damages. Failure to pay such damages (or make arrangements to pay) within two weeks may result in the loss of bus privileges until damages are paid.

(6) Notice
Students will be given a copy of school bus and bus stop rules during school bus safety training.  Rules are to be posted on each bus and both rules and consequences will be periodically reviewed with students by the driver.

(7) Criminal Conduct
In cases involving criminal conduct (for example, assault, weapons, possession or vandalism), the Superintendent and local law enforcement officials will be informed.

IV.
PARENT AND GUARDIAN INVOLVEMENT

The following topics shall be outlined in a transportation handbook that is annually approved and reviewed by the School Board.

A.
Parent/Guardian Responsibilities for Transportation Safety:

1.
Become familiar with school district rules and policies, regulations and principles of school bus safety.

2.
Assist students in understanding safety rules and encourage them to abide by them.

3.
Recognize their responsibilities for the actions of their students.

4.
Support safe riding practices and reasonable discipline efforts.

5.
When appropriate, assist students in safely crossing local streets before boarding and after leaving the bus.

6.
Support procedures for emergency evacuation, and procedures in emergencies as set up by the school district.

7.
Respect the rights and privileges of others.

8.
Communicate safety concerns to school administrators.

9.
Monitor bus stops, if possible.

10.
Support all efforts to improve school bus safety.

B.
Parent and Guardian Notification:

A copy of the school district school bus and bus stop rules will be provided to each family at the beginning of the school year or when a child enrolls, if this occurs during the school year.  Parents and guardians are asked to review the rules with their students.

C. Parent and Guardian Involvement

SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES 

The following topics shall be outlined in a driver handbook that is annually approved and reviewed by the School Board.

All school bus drivers shall be adequately prepared, both physically and mentally, each day to perform required duties.  These duties shall include:

A.
Operating the vehicle in a safe and efficient manner.

1.
Safety.  The primary concern of each driver is safety.  Drivers will exercise extreme caution during the loading and unloading process as well as when driving.

2.
Defensive Driving.  All drivers are to drive defensively at all times.  A definition of defensive driving is:  driving in a manner to avoid accident involvement despite adverse conditions created by roads, weather, traffic, or errors of other drivers or pedestrians.

3.
Driving Adjustments.  Winter and wet weather driving may require adjusting speed and normal driving practices to compensate for road conditions.

4.
Emergency Doors.  Emergency doors must be free and operable.  Under no circumstances may the doors be obstructed to prevent easy access.

5.
Service Door.  The service door of the bus must be closed at all times while the bus is in motion.

6.
Overloads.  The registration card in all vehicles designates the maximum number of passengers allowed to be carried.  This limit cannot be exceeded.  A driver should call the designated individual for instructions should a vehicle become overloaded.

7.
Railroad Crossings.  All vehicles used to transport must stop at railroad crossings, using required procedures, whether they are loaded or empty.  School buses shall not activate the eight-way lights; 4-way hazard lights are to be used before stopping and when crossing the tracks.

8.
Speeding and Other Moving Violations.  No bus will travel faster than road, traffic and weather conditions safely permit, regardless of the posted speed limit.  Any driver convicted of a moving violation with a school bus will face disciplinary action.  Other reports or warnings regarding speeding will result in suspension and/or termination.

9.
Smoking Prohibited.  Smoking by either the driver or the passengers is prohibited on any school bus, Type III vehicle, or on school property.

B.
Conducting thorough pre-trip and post-trip inspections of the vehicle and special equipment.

1.
Bus Inspection.  Drivers are required to make a pre-trip inspection of the bus before each trip.  Failure to do so is a violation of state law.  Defects are to be reported in writing.  Drivers are required to check their buses for students, vandalism and articles left on the bus after each route segment.

2.
Safety Equipment.  All drivers are responsible for ensuring that the necessary safety equipment is aboard the bus, including fire extinguisher, first aid kit, bodily fluids clean-up kit, flashlight, reflectorized emergency warning device, and any additional items required by the district.  Drivers of vehicles for disabled students will ensure all student health information cards are on board the bus.

3.
Bus Cleaning.  Drivers are required to keep the interior of their buses swept and free of trash at all times.

4.
Fueling.  The driver is responsible for ensuring that his or her assigned vehicle is adequately fueled before leaving the yard.  Smoking is prohibited in the fueling area.  The engine shall be turned off while fueling.  Drivers should never fuel with passengers aboard.

C.
Ensuring the safety, welfare and orderly conduct of passengers while on the bus.

D.
Meeting emergency situations in accordance with operating procedures.

E.
Communicating effectively with school staff, students, parents, law enforcement officials and the motoring public.

1.
Relations with Students.  Bus drivers will treat students with respect and will refrain from any conduct which is intended or could be perceived as demeaning, intimidating or harassing.

2.
Relations with School Officials.  School officials can and will be of considerable assistance to drivers.  They are trained in the education of students and it is in their best interest that control and discipline be maintained on the bus.  Therefore, it is very important drivers have good relationships with the school officials and give them full cooperation.

3.
Relations with the Public.  It is important to remember that to the general public, the driver represents the school.  Buses are one of the most visible vehicles on the road.  Drivers must deal with students, parents, and other motorists in a polite, professional and considerate manner. 

4.
Student Discipline.  Although drivers are responsible for maintaining order on the bus, drivers must always remember that the types of actions they may use are limited.  Drivers must never, under any circumstances, use corporal punishment.  Drivers have no authority to deny a child the privilege of riding the bus, or drop the student at other than the designated stop.  Any denial of bus-riding privileges may come only from the school authorities.

5.
Route Changes.  No driver is to make changes in the pick-up or drop-off schedule for his or her route without prior authorization.  No stops are to be added, deleted or moved without approval.  No driver may deviate from the established route without prior permission except as required by an emergency or by temporary road conditions.

6.
Route Problems.  Any problems, of whatever kind, encountered by a driver on the routes or trips should be brought to the attention of the designated individual as soon as possible.

7.
Unauthorized Passengers.  Only authorized passengers may be transported in a bus.  Any other passenger must be specifically approved.

8.
Notices.  It is the responsibility of the driver to check for notices each day and to check with his or her supervisor regularly.

F.
Completing required reports.

It is the responsibility of the driver to completely fill out and timely turn in all reports, discipline referrals, time cards, and mechanical defect slips as required.  This includes all requirements pertaining to pre-trip inspections and stop-arm violation reports.

G.
Successfully completing required training programs and demonstrating sufficient skills and knowledge to transport students in a safe and legal manner.

H.
Providing maximum safety for passengers during loading and unloading.

1.
Standees Prohibited.  Standees are not allowed on a moving school bus. Drivers must not move a bus from a stopped position until all passengers are seated.  Students are to remain seated until the bus has stopped.

2.
Dangerous Articles.  No weapons, or articles that may be classified as dangerous, may be transported on a school bus.  This includes any and all weapons, gasoline cans, animals, and other dangerous or objectionable items.  Possession of weapons on school property or the bus will not be tolerated.  Companion dogs are allowed.

3.
Wearing driver’s seat belt whenever the bus is in motion.

I.
Maintaining a valid Class A, B, or C Minnesota driver’s license with a school bus endorsement to the extent required by Minn. Stat. §§ 171.321, subd. 1, and 171.02, subd. 2a(b).

Additional driver duties and responsibilities may be found in the driver handbook.  All bus driver dismissals will be reported to the Department of Public Safety pursuant to Department of Public Safety directions.

V. OPERATING RULES AND PROCEDURES

The following topics shall be outlined in a transportation handbook that is annually approved and reviewed by the School Board.

A.
General Operating Rules.

1.
All routes shall be on file with the school district’s school transportation director.

2.
Only students assigned to the school bus by the district shall be transported.  The number of students or other authorized passengers transported in or assigned to a school bus shall not be more than the legal capacity for the bus.  No person shall be allowed to stand when the bus is in motion.

3.
Drivers are to enforce the provisions of the school bus and bus stop rules as appropriate.  Students may be released from the bus at only two points, the designated bus stop or at school, except in case of an emergency or as otherwise authorized.

4.
The parent/guardian may designate by a signed, written request a day care facility, respite care facility, the residence of a relative or the residence of a person chosen by the parent or guardian as the address of the student for transportation purposes.  The address must be in the attendance area of the assigned school and meet other eligibility requirements.

5.
Students who misbehave severely may be returned to the school immediately and reported to the building principal or other designated individual.

6.
Safety evacuation drills for the student-passengers shall be conducted at least twice a year.

7.
There shall be no students in the bus while the fuel tank is being filled.  Before leaving the vehicle when students are in the bus, the driver shall stop the bus, remove the ignition key, set the brakes and otherwise render the bus immobile.

8.
Buses shall not be run backwards on the school grounds or any other point if it can be avoided.  If it is necessary to run a bus backwards on school grounds, the driver shall have another responsible person act as a guard flagman in back of the bus to keep other persons out of the path and to issue warnings to the driver of approaching traffic.

9.
When arriving or leaving the school grounds, the driver must not follow closer than 50 feet from the vehicle directly in front of the bus or closer than 500 feet when traveling on the highway.

10.
No school bus shall pull any trailer when students are being transported on regular routes to or from school.

11.
In case of an accident or breakdown of the bus, the driver shall contact the dispatcher using the two-way radio.  If no radio contact is available, the driver shall not leave the bus but shall send two responsible students to the nearest house to summon help.

12.
The district may adopt such additional operating rules as are deemed necessary to meet local conditions and needs, provided they do not conflict with state laws and regulations.

B.
Use of Signals, Loading or Unloading.

1.
The driver shall activate the flashing 8-light system of the bus at least 300 feet before stopping to load or unload students when outside an incorporated municipality, and 100 feet when operating within an incorporated municipality, and shall not extinguish such lights until loading or unloading is completed and persons who must cross the roadway or highway are safely across.

2.
Bring the vehicle to a complete stop in the right hand lane of the roadway parallel to the center line.

3.
Prior to discharging students, open door, activate red flashing lights and extend the stop arm.  Discharge students only after all traffic (front and rear) has come to a complete stop.

4.
Keep door open and 8-light system operating until all students have been loaded or unloaded safely.

5.
The driver should avoid loading or unloading students where the view is obstructed to other motorists for 200 feet in either direction.

6.
The driver will not permit students to stand or get on or off the bus while it is in motion.

7.
The driver will bring the bus to a full stop and disengage gears by shifting gear shift lever into neutral position or selector into neutral or park position before loading or unloading students.

8.
Buses shall load and unload students only at designated locations.

C.
Crossing Highways and Streets.

1.
Students shall pass approximately 10 feet in front of the school bus so as to be seen by the driver and cross the road only upon receiving a hand signal from the driver, or

2.
The student shall pass approximately 10 feet in front of the bus so as to be seen by the driver and be conducted across the road by the school bus patrol, or

3.
The driver shall personally conduct the students across the road after following required procedures for disabling the bus.

4.
The driver shall visually ascertain that students getting off the bus who do not need to cross the road are a safe distance from the bus before moving the vehicle.

D.
 Type III Vehicles.

1.
Any vehicle designed to carry more than 10 passengers must meet all legal requirements for a school bus.  Any Type III vehicle used to transport students must carry all emergency equipment including:  fire extinguisher, first aid kit, bodily fluids clean-up kit, flashlight, reflectorized emergency warning device, and any additional items required by the school district.  If school district owned, the school district name will be clearly marked on the side of the vehicle.  All school-owned Type III vehicles will be properly licensed, insured, and inspected.

1. Students will not be regularly transported in private vehicles.  Emergency, unscheduled transportation may be conducted in vehicles with a seating capacity of 10 or fewer without meeting the requirements for a Type III vehicle.  The school district has no system of inspection for private vehicles.

3. All drivers of Type III vehicles will be licensed drivers and will be familiar with the use of required emergency equipment.  The school district will not knowingly allow a person to operate a Type III vehicle if the person has been convicted of an offense that disqualifies the person from operating a school bus.

VII.
SCHOOL BUS DRIVER TRAINING 

The following topics shall be outlined in a driver handbook that is annually approved and reviewed by the School Board.

A.
Training.

All new bus drivers shall be provided with pre-service training, including in-vehicle (actual driving) instruction before transporting students and shall meet the competencies specified by the Department of Public Safety.  All school bus drivers shall receive in-service training annually.  The following driver training standards represent the minimum areas of training which each driver must receive prior to entering service to the school district.  The school district shall have on file the certification of in-service training, including the number of hours and competency certification for each driver.

1.
Pre-Trip Inspection

Both new and experienced drivers must be familiar with the elements of the mandatory pre-trip inspection required under Minnesota law including:

a.
The engine compartment — belts, valves, fluid leaks

b.
Engine start, warning lights, gauges, horn

c.
Fuel level

d.
Brakes — pedal reserve and air/vacuum gauges

e.
Interior — seats, floor, lights

f.
Electrical charging system

g.
Emergency door


(1)  smooth latch operation


(2)  alarm buzzer

h.
Entrance door operation

i.
Lift door operation and alarm

j.
Lift equipment for wheelchairs

k.
Wheels, service brakes, emergency brake

l.
Exterior Lights — headlights, brake lights, market lights, turn signals

m.
Exhaust system

n.
Windows, windshield, and inspection sticker

o.
Eight-light system and stop arm

p.
Emergency equipment — first aid kit, bodily fluids clean-up kit, flashlight, reflectors, two-way radio

2.
Fundamentals and Techniques of School Bus Driving





The driver training program must include:

a. Relevant laws

b.
Rules of the road and school district safety policies

c.
Defensive driving 

d.
Driving in inclement weather conditions


(1)  reduced visibility — rain, snow, fog


(2)  wet roads


(3)  icy roads

e.
Dealing with pedestrians and students in traffic

f.
Operation of the manual or automatic transmission

g.
The use of the drive train for stopping the school bus

h.
Situations where the hand brake will and will not stop a moving bus

i.
Steering and turning techniques

j.
Right and left turn maneuvers

k.
Gauging the speed of other vehicles on cross streets

l.
Use of mirrors

m.
Merging into traffic

n.
Visual perceptions

o.
Safe following distances

p.
Safe passing procedures

q.
Safe backing procedures 

r.
Use of the eight-light system and school district policy regarding its use

s.
Loading and unloading procedures

t.
Knowledge of the danger zone concept

u.
Policies and procedures for grade level railroad crossings

v.
Emergency use of the public address system

w.
Response to an approaching emergency vehicle while unloading

x.
Procedures for leaving the bus unattended at school sites

3.
Special Education Transportation

Special education transportation requires skills and abilities that exceed those required to provide normal school bus service.  Drivers will be familiar with:

a.
What to do in a medical emergency

b.
Handling wheelchairs

c.
Operating lift equipment

d.
Proper use of wheelchair securement devices

e.
School district policies on the use of seat belts on designated students

f.
Handicapping conditions

g.
Responsibilities of the bus driver and the bus aide

h.
School district policy in situations where a responsible person is not available to receive a student

4.
Emergency Procedures




Drivers must be prepared to deal with emergency situations while operating on routes and field trips.  Included in these emergency situations are mechanical breakdown, fire, accident, or passenger injury.  Drivers are to receive training in:

a.
Identifying the degree of an emergency before beginning an evacuation

b.
Identifying a safe evacuation unloading area

c.
Pre-planning emergency evacuations for both conventional and lift buses

(1)
front, rear, and both door evacuations

(2)
evacuation of special education students

(3)
evacuation of physically disabled students and students using wheelchairs

(4)
placement of students in a safe location

d.
Cooperation in emergency evacuation drills

e.
Mechanical breakdowns

(1)
stop bus in safe location

(2)
keep passengers in bus if safe to do so

(3)
take steps to warn motorists 

(4)
radio or call for assistance

f.
How to secure the school bus and place emergency triangles

g.
Use of the two-way communication system in an emergency

h.
When it is appropriate to evacuate the school bus

i.
How to supervise an emergency evacuation

j.
Emergency evacuation of the disabled

k.
Special considerations when evacuating a lift bus

l.
Lifting techniques for handling disabled students in an emergency situation

m.
Priorities when dealing with injured passengers

n.
How to use the school bus first aid kit

o.
Use and operation of the fire extinguisher

p.
Dealing with other motorists and the police

q. Use of emergency reflectors and hazard lights

r.
Control of exposure to blood borne pathogens

s.
Use of body fluid clean-up kits

t.
School district policy on medical emergencies

u.
Recognition and handling of epileptic seizures

v.
How to respond if a passenger has a weapon on the bus

5.
First Aid

All drivers must be trained in first aid, including the Heimlich maneuver, procedures for dealing with obstructed airways, shock, bleeding, and seizures.

6.
Private or Confidential Student Information


All drivers should know the types of student data that are considered private or confidential under Minnesota Statutes.

7.
Student Discipline

a.
Creating a positive attitude on the school bus

b.
Oral and visual communications skills between the driver and the passenger

c.
Dealing confidently with a disruptive student

d.
District discipline policy

e.
Developing and enforcing workable rules

f.
Incident report forms

g.
District policy on possession of weapons by a student

h.
District policy on sexual, racial and religious harassment/violence

i.
District policy on smoking

8.
Human Relations

a.
Appropriate driver behavior

b.
Sensitivity to a diverse student population

c.
Sensitivity to handicapping conditions

d.
Relations with parents and school staff

e.
Working with a special education bus aide

9.
Chemical Abuse

a.
How alcohol and/or drugs can affect driving skills


b.
Drug-testing programs

c.
State and federal requirements

B.
Evaluation.

All drivers will be evaluated for the following competencies at least once annually:

1.
Safely operate the type of school bus the driver will be driving

2.
Understand student behavior, including issues relating to students with disabilities

3.
Ensure orderly conduct of students on the bus and handling incidents of misconduct appropriately

4.
Know and understand relevant laws, rules of the road and local school bus safety policies

5.
Handle emergency situations; and

6.
Safely load and unload students

VIII.
EMERGENCY PROCEDURES

The following topics shall be outlined in a driver handbook that is annually approved and reviewed by the School Board.

A.
Fire.

In the event of a fire, the first priority is to evacuate the bus.  Drivers will make certain passengers are safe before attempting to put out the fire.

B.
Injuries/Medical Emergencies.

Drivers will be familiar with first aid and CPR procedures.  Drivers should first contact the dispatcher to call 911 in the case of serious injuries.  Drivers should administer proper first aid in accordance with their training and level of ability.  In the event an injured passenger is taken to the hospital, record the student’s name and the name of the hospital where the student is sent.

C.
Tornado.

If there is likelihood that a tornado will hit a vehicle, and there is no escape route available or no time to drive to a safe location, the driver should evacuate the bus, taking the first aid kit.  The driver will take the students to the basement of a nearby building or to the nearest depression or ditch upwind (toward the storm) of the bus far enough away from the bus so that the bus will not roll over on them and instruct them to cover their heads with their arms.  If the students are wearing coats or jackets, these can be used to provide additional protection for their heads and bodies.  Drivers should take only the first aid kit from the bus.

If drivers are on the road when they hear a tornado warning or spot a funnel, and there is no time to evacuate the students after stopping the bus, drivers should have the students assume the protective position, remaining in their seats, with their heads below window level.

D.
Evacuation.

Drivers should evacuate buses only when there is a danger of fire, collision or other potential hazard.  Drivers should inform passengers that there is an emergency, and in very calm and precise terms, tell them exactly what they are to do.  When safely possible, drivers will keep all evacuees a minimum of 100 feet from the bus.  They should be loaded back onto the bus only when the driver has determined it is safe to do so.

E.
Accident.

In case of an accident, the driver should immediately assess students for injuries and begin any emergency first aid procedures if necessary.  The driver must also notify the school district and law enforcement of any school bus accidents immediately.

Upon providing emergency care and notifying the district, the driver shall:

1.
In cooperation with police officer and/or ambulance service, assist with the care of students.

2.
See that all injured students receive proper care.

3.
Determine facts pertaining to the accident.

4.
Call transportation/district staff to give a list of names and circumstances so they can begin calling parents.

5.
Discuss the accident only with police and school district officials. 

6.
Record all students’ names and seat location.

7.
Not leave the scene of an accident until released by the driver’s supervisor.

Before leaving for the day, the driver shall fill out an accident report.  All bus accidents resulting in death, personal injury, or apparent property damage of more than $4,400 will be reported to the Department of Public Safety.  A school bus involved in such an accident may not transport pupils until it has been inspected by or has received a waiver from the State Patrol.

F.
Cold Weather Stop.


If a driver is stuck or stalled in cold weather, the driver should call for assistance and wait for help.  The driver should avoid relying on the engine to provide heat for the driver and passengers as long as possible.  If it is necessary to run the engine to provide heat, the driver will make sure the exhaust pipe is clear of snow, open windows for ventilation, and check passengers frequently for headaches or drowsiness.

G.
 Dangerous Weapons.


If a driver observes or learns that a passenger may have a dangerous weapon on the bus, he or she should remain calm and call for assistance using a pre-determined code.  The driver should give the location of the bus to the dispatcher, continue the route and wait for assistance.  The driver should not inform the passenger suspected of having the weapon that he or she knows of the weapon.

H.
Lights.


In an emergency stop, the driver should turn on the four-way hazard warning lights, and running or clearance lights.

I.
Getting Assistance.


Use the two-way radio communications system to get assistance.  Drivers should report the location and number of the bus, the nature of the problem, and the status of the passengers.  If the driver cannot use a radio to contact the dispatcher, ask a passerby or other motorist to do so from the nearest telephone.  The driver should write out the number and location of the school bus, the nature of the emergency, and the status of the passengers.

The following topics shall be outlined in a transportation handbook that is annually approved and reviewed by the School Board.


1.
Vehicle Maintenance Standards 

A.
All school vehicles shall be maintained in safe operating conditions through a systematic preventive maintenance and inspection program adopted or approved by the school district.

B.
All school vehicles shall be inspected in accordance with legal requirements.

C.
Daily pre-trip inspections shall be required and prompt reports submitted of defects to be immediately corrected.
2.  
Expenditures for School Bus Safety Activities
A description of school district funds expended for school bus safety activities from student transportation reserved revenue is kept in the office of the superintendent and is available for review. As required by law, these expenditures will be annually reported to the Commissioner of Children, Families and Learning.

The school district’s expenditures for transportation safety are incorporated by reference into this policy.

3.
School Transportation Safety Director

The school board has designated an individual to serve as the school district’s school transportation safety director.  The school transportation safety director shall have day-to-day responsibility for pupil transportation safety, including transportation of nonpublic school children when provided by the district.  The school transportation safety director will assure that this policy is annually reviewed to ensure that it conforms to law. The school transportation safety director shall certify annually to the school board that each school bus driver meets the school bus driver training competencies required by Minn. Stat. § 171.321, subd. 4.  The transportation safety director also shall annually verify or ensure that the private contractor utilized by the school has verified the validity of the driver’s license of each person who transports students for the school district with the National Driver’s Register or the Department of Public Safety.  The name, address and telephone number of the school transportation safety director are on file with the superintendent.  Any questions regarding student transportation or this policy should be addressed to the school transportation safety director.

Legal References:
Minn. Stat. § 123B.90 (School Bus Safety Training)





Minn. Stat. § 123B.91 (School District Bus Safety Responsibilities)


Minn. Stat. § 123B.92 (Transportation Aid Entitlement)



Minn. Stat. § 171.02, subd 2a (Licenses; Types, Endorsements, Restrictions)





Minn. Stat. § 171.321 (Qualifications of a School Bus Driver)

Cross References:
MSBA/MASA Model Policy 707 (Transportation of Public Students)


MSBA/MASA Model Policy 708 (Transportation of Nonpublic Students)

MSBA/MASA Model Policy 710 (Extracurricular Transportation)

MSBA Service Manual, Chapter 2, Transportation

Adopted:
04/28/03

Revised: 
08/23/04

Policy 710
Extra Curricular Transportation

POLICY 710

EXTRACURRICULAR TRANSPORTATION

I. PURPOSE

The purpose of this policy is to make clear to students, parents and staff the school district's policy regarding extracurricular transportation.

II. GENERAL STATEMENT OF POLICY

The determination as to whether to provide transportation for students, spectators or participants to and from extracurricular activities shall be made solely by the school district administration.  This determination shall include, but is not limited to, the decision to provide transportation, the persons to be transported, the type or method to be utilized, all transportation scheduling and coordination, and any other transportation arrangements or decisions.  Employees who are involved in extracurricular activities shall be advised by the administration as to the transportation arrangements made, if any.

III. ARRANGEMENT OF EXTRACURRICULAR TRANSPORTATION.

School district employees shall undertake independent arrangement, scheduling or coordination of transportation for extracurricular activities only when specifically directed or approved by the school district administration.  School district employees will notify a building administrator of all transportation arrangements made.  If the school district makes no arrangements for extracurricular transportation, students who wish to participate are responsible for arranging for or providing their own transportation. 

IV. EMPLOYEE TRANSPORTATION OF STUDENTS.

In the event of an emergency or other unforeseeable circumstances, employees are authorized to make appropriate transportation arrangements for students as necessary.  Employees will transport students in nonemergency circumstances only when such extracurricular transportation is approved by the administration.  If any transportation arrangements are made by employees pursuant to this section, the relevant facts and circumstances shall be reported to the administration.  All vehicles used to transport students shall be properly registered and insured.

V. FEES

In its discretion, the school district may charge fees for transportation of students to and from extracurricular activities conducted at locations other than school, where attendance is optional.

Legal References:
Minn. Stat. § 123B.36 (Authorized Fees)

Cross References:
MSBA Model Policy 610 (Field Trips)

MSBA Model Policy 709 (Student Transportation Safety Policy)

MSBA Service Manual, Chapter 10, Transportation

Reviewed:
08/06/01

Reviewed:       08/23/04

Policy 711
Videotaping on School Buses

Policy 711

VIDEOTAPING ON SCHOOL BUSES

I. PURPOSE

The transportation of students to and from school is an important function of the school district, and transportation by the school district is a privilege and not a right for an eligible student.  The behavior of students on the bus is a significant factor in the safety and efficiency of school bus transportation.  Student misbehavior increases the potential risks of injury.  Therefore, the school district believes that videotaping student passengers on the school bus will encourage good behavior and, as a result, promote safety.  The purpose of this policy is to establish a school bus videotaping system.

II. GENERAL STATEMENT OF POLICY

A. Placement.

1. Each and every school bus owned, leased, contracted and/or operated by the school district shall be equipped with a fully-enclosed box for placement and operation of a video camera and conspicuously placed signs notifying riders that their conversations or actions may be recorded on tape.

2. A video camera will not necessarily be installed in each and every school bus owned, leased, contracted and/or operated by the school district, but cameras may be rotated from bus to bus without prior notice to students.

3. Video cameras will be placed on a particular school bus, to the extent possible, where the school district has received complaints of inappropriate behavior.

B. Use of Videotape.

1. A videotape of the actions of student passengers may be used by the school district as evidence in any disciplinary action brought against any student, arising out of the student's conduct on the bus.

2. A videotape will be released to the public only in conformance with the Minnesota Government Data Practices Act, Minn. Stat. Ch. 13 and the Family Educational Rights and Privacy Act, 20 U.S.C. §1232g and the rules and/or regulations promulgated thereunder.

3. Videotapes will be viewed by school district personnel on a random basis and/or when discipline problems on the bus have been brought to the attention of the school district.

4. A videotape will be retained by the school district for a period of six (6) weeks, or until the conclusion of disciplinary proceedings in which the video tape is used for evidence.

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

Minn. Stat. § 121A.585 (Notice of Recording Device)

Minn. Rules Pts. 1205.0100-1205.2000.
20 U.S.C. §1232g (Family Educational Rights and Privacy Act)

34 C.F.R. Secs. 99.1-99.67

Cross References:
MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 515 (Protection and Privacy of Student Records)

MSBA/MASAModel Policy 709 (Student Transportation Safety Policy)

MSBA/MASA Service Manual, Chapter 10, Transportation

Adopted:
05/08/00

Reviewed:
08/06/01

Reviewed:       08/23/04

Policy 712>807
Change Number to Policy 807 Video Surveillance

Policy 712 807

VIDEO SURVEILLANCE OTHER THAN ON BUSES
I.
PURPOSE
Maintaining the health, welfare, and safety of students, staff, and visitors while on school district property and the protection of school district property are important functions of the school district.  The behavior of individuals who come on to school property is a significant factor in maintaining order and discipline and protecting students, staff, visitors, and school district property.  The school board recognizes the value of video/electronic surveillance systems in monitoring activity on school property in furtherance of protecting the health, welfare, and safety of students, staff, visitors, and school district property.

II.
GENERAL STATEMENT OF POLICY
A.
Placement.



1.
School district buildings and grounds may be equipped with video cameras.



2.
Video surveillance may occur in any school district building or on any school district property.



3.
Video surveillance will normally not be used in bathrooms or locker rooms, although these areas may be placed under surveillance by individuals of the same sex as the occupants of the bathrooms or locker rooms.  Video surveillance in bathrooms or locker rooms will only be utilized in extreme situations, with extraordinary controls, and only as expressly approved by the superintendent.


B.
Use of Videotape.



1.
Videotapes will be viewed by school district personnel on a random basis and/or when problems have been brought to the attention of the school district.



2.
A videotape will be released only in conformance with the Minnesota Government Data Practices Act, Minn. Stat. Ch. 13 and the Family Educational Rights and Privacy Act, 20 U.S.C. § 1232g and the rules and/or regulations promulgated thereunder.

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

Minn. Stat. § 121A.585 (Notice of Recording Device)

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

34 C.F.R. Secs. 99.1-99.67

Cross References:
MSBA Model Policy 506 (Student Discipline)

MSBA Model Policy 515 (Protection and Privacy of Student Records)

MSBA Model Policy 709 (Student Transportation Safety Policy)




MSBA Model Policy 711 (Videotaping on School Buses)

MSBA Service Manual, Chapter 10, Transportation

Adopted:
05/08/00

Revised:
08/23/04
Policy 713
Mileage Policy

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


July 1.  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.

Adopted  
March 11, 1996

Reviewed  
April 23, 2001

Reviewed:
May 31, 2001

Reviewed:
August 23, 2004

Policy 815
Sale of Autos from Automechanics Program

POLICY 815

SALE OF AUTOS FROM AUTO MECHANICS PROGRAM
PURPOSE

The purpose of this policy is to establish guidelines and procedures for the donation, repair and sale of vehicles used in the New Prague Area Schools automobile curriculum program (the program).

GENERAL STATEMENT OF POLICY

It is the policy of this school district to provide each student with a learning environment to stimulate and facilitate improvement and growth.  Training vehicles are an essential part of this process and are an important ingredient of the curriculum.

GUIDELINES

VEHICLE SERVICE

A. Repair procedures performed will be relevant and coincide with the program curriculum.

B. Vehicles serviced and worked on through the program are vehicles that belong to the student’s immediate family or are vehicles approved by the programs teacher.  New Prague Area Schools gives no warranty of service either expressed or implied on the repairs of such vehicles.

C. All costs of repair parts and supplies will be the responsibility of the designated party requesting the service.

DONATED VEHICLES

A. All vehicle donations to the program will first be approved and accepted by the programs teacher.  New Prague Area Schools reserves the right to refuse the vehicle upon inspection.

B. Individuals donating a vehicle will receive a letter from the District identifying such vehicle.

C. Donated vehicles that are drivable will be thoroughly checked out, repaired and offered for sale to the general public through a sealed bid process. The program will reserve the right to set a minimum bid and accept or reject any or all bids.

D. Proceeds from the sale of donated vehicles go towards the payment of parts and program equipment, activities and projects.  Proceeds will be deposited into the programs activity account and will be utilized at the discretion of the programs teacher with approval by the building principal. 

E. No more then (6) donated vehicles will be sold in any given school year.

F. Vehicles offered for sale by the program will be sold as is no warranties shall be written, expressed or implied.

G. The successful bidder will be notified and have five (5) business days to pay for the vehicle in full.  Only cash, certified check or money orders will be accepted for payment.

H. The successful bidder will be required to show proof of title and registration transfer before the vehicle will be released from school grounds.

DISPOSAL OF TRAINING VEHICLES

A. At the end of a training vehicles useful life, the vehicle body, chassis and or components will be turned over to an automobile recycler (salvage yard).

B. The vehicles will be removed from ISD 721 property and may be transported to the automotive recycler by a towing company or other representatives of the automotive recycler.

C. Training vehicle titles will be given to the automotive recycler at the time the recycler takes possession of the vehicle.

Adopted:
08/23/04

· Finance

Accounts Payable Records

Post       Post           Check                      Check                       

Month      Date          Number Vendor               Date                  Amount
August     08/11/2004     99624 AASE, ANITA          08/11/2004            120.00

August     08/11/2004     99625 ABC SCHOOL SUPPLY    08/11/2004            438.23

August     08/11/2004     99626 AMBROZ, DARLA        08/11/2004            120.00

August     08/11/2004     99627 B & T AUTOMOTIVE INC 08/11/2004            581.95

August     08/11/2004     99628 BEST COMPUTER SUPPLI 08/11/2004            374.48

August     08/11/2004     99629 BOOK SYSTEMS, INC    08/11/2004            130.00

August     08/11/2004     99630 BRODART INC          08/11/2004          1,505.16

August     08/11/2004     99631 BUDGETEXT            08/11/2004          3,054.50

August     08/11/2004     99632 BUSINESS IMAGES BY R 08/11/2004          1,969.75

August     08/11/2004     99633 CARDMEMBER SERVICE/B 08/11/2004            738.38

August     08/11/2004     99636 CORPORATE EXPRESS    08/11/2004          3,210.82

August     08/11/2004     99637 DICK BLICK ART MATER 08/11/2004          1,134.44

August     08/11/2004     99638 DISCOUNT MAGAZINE SU 08/11/2004            765.75

August     08/11/2004     99639 DORSHAK, JULIE       08/11/2004            120.00

August     08/11/2004     99640 EBSCO SUBSCRIPTION S 08/11/2004            851.38

August     08/11/2004     99641 BEVCOMM              08/11/2004          6,602.10

August     08/11/2004     99642 ECONO FOODS #317     08/11/2004            328.13

August     08/11/2004     99643 ECONO FOODS #317     08/11/2004            200.25

August     08/11/2004     99644 ECONO FOODS #317     08/11/2004             47.03

August     08/11/2004     99645 THE MCGRAW HILL COMP 08/11/2004            675.31

August     08/11/2004     99646 FLINN SCIENTIFIC INC 08/11/2004            116.24

August     08/11/2004     99647 G & K SERVICES INC.  08/11/2004             56.27

August     08/11/2004     99648 GAYLORD BROS INC     08/11/2004            280.73

August     08/11/2004     99649 GOODHEART-WILCOX CO  08/11/2004            349.48

August     08/11/2004     99650 HARCOURT BRACE & COM 08/11/2004          9,956.78

August     08/11/2004     99651 HEARTLAND AUDIO VISU 08/11/2004            433.00

August     08/11/2004     99652 HEID, CONNIE         08/11/2004            120.00

August     08/11/2004     99653 HOGLUND BUS CO INC   08/11/2004          1,597.50

August     08/11/2004     99654 HOLIDAY GAS STATION  08/11/2004            565.09

August     08/11/2004     99655 HOUGHTON MIFFLIN COM 08/11/2004             87.66

August     08/11/2004     99656 H.W. WILSON CO.      08/11/2004            491.00

August     08/11/2004     99657 IKON OFFICE SOLUTION 08/11/2004            144.00

August     08/11/2004     99658 ISD #721 BUS GARAGE  08/11/2004            319.87

August     08/11/2004     99659 ISD 721 COMM ED PROG 08/11/2004            865.33

August     08/11/2004     99660 J.H. FAGAN CO.       08/11/2004          1,790.00

August     08/11/2004     99661 KANSAS STATE UNIVERS 08/11/2004             50.25

August     08/11/2004     99662 LAKERS SANITARY SERV 08/11/2004          1,111.32

August     08/11/2004     99663 LARSONALLEN          08/11/2004            958.00

August     08/11/2004     99664 HOUGHTON MIFFLIN     08/11/2004          5,749.30

August     08/11/2004     99665 MEYER, JANE          08/11/2004            240.00

August     08/11/2004     99666 MINITEX LIBRARY INFO 08/11/2004          2,300.00

August     08/11/2004     99667 MN STATE HS LEAGUE   08/11/2004          1,480.00

August     08/11/2004     99668 NEW PRAGUE UTILITIES 08/11/2004         28,493.52

August     08/11/2004     99669 MUSIC IN MOTION      08/11/2004            207.46

August     08/11/2004     99670 NAEIR                08/11/2004            370.00

August     08/11/2004     99671 NEW PRAGUE APPLIANCE 08/11/2004            194.80

August     08/11/2004     99672 NORTHRUP, BETH       08/11/2004            120.00

August     08/11/2004     99673 NEW PRAGUE HIGH SCHO 08/11/2004            305.55

August     08/11/2004     99678 OFFICE ETC           08/11/2004          4,365.33

August     08/11/2004     99679 ORIENTAL TRADING CO. 08/11/2004            158.16

August     08/11/2004     99680 PEARSON EDUCATION    08/11/2004          2,799.18

August     08/11/2004     99681 PORTER'S CAMERA STOR 08/11/2004            430.22

August     08/11/2004     99682 POSTAGE BY PHONE     08/11/2004          5,000.00

August     08/11/2004     99683 PRESIDENT'S CHALLENG 08/11/2004            121.50

August     08/11/2004     99684 PRINCESS CO LTD      08/11/2004            125.35

August     08/11/2004     99685 QI EXCHANGE, LLC     08/11/2004          1,887.28 

August     08/11/2004     99686 QUILL CORPORATION    08/11/2004            226.91

August     08/11/2004     99687 RATWIK,ROSZAK,& MALO 08/11/2004          2,892.54

August     08/11/2004     99688 REALLY GOOD STUFF IN 08/11/2004            305.27

August     08/11/2004     99689 RIDER,BENNETT,LLP    08/11/2004            399.00

August     08/11/2004     99690 SAND, MARLA          08/11/2004            240.00

August     08/11/2004     99691 SCHOOL SPECIALTY     08/11/2004            382.22

August     08/11/2004     99692 SHARPE SAFETY SUPPLY 08/11/2004            364.00

August     08/11/2004     99693 SWEET CELEBRATIONS   08/11/2004            183.05

August     08/11/2004     99694 TEACHERS' VIDEO COMP 08/11/2004            134.22

August     08/11/2004     99695 THOMSON LEARNING     08/11/2004          2,920.90

August     08/11/2004     99696 WOOTEN LORI          08/11/2004             50.00

August     08/11/2004     99697 WORDWARE INC         08/11/2004            160.93

August     08/11/2004     99698 WORLD BOOK           08/11/2004            599.00

August     08/11/2004     99699 SOCIAL STUDIES SCHOO 08/11/2004             37.90

August     08/11/2004     99700 ZIMANSKE, DOUGLAS    08/11/2004            120.00

August     08/13/2004     99701 MN CHILD SUPPORT PAY 08/13/2004            123.00

August     08/13/2004     99702 MINN TEACHERS RETIRE 08/13/2004         33,698.30

August     08/13/2004     99703 PUBLIC EMPL RETIREME 08/13/2004         10,179.58

August     08/18/2004     99704 ASA COMPUTERS INC    08/18/2004          1,900.00

August     08/18/2004     99705 BEHRENDT, KELLY      08/18/2004             43.82

August     08/18/2004     99706 TONY BUTHE           08/18/2004            350.84

August     08/18/2004     99707 CORPORATE EXPRESS    08/18/2004          1,227.65

August     08/18/2004     99708 CREATIVE TEACHING PR 08/18/2004             19.74

August     08/18/2004     99709 DEMCO, INC           08/18/2004            587.31

August     08/18/2004     99710 TAMMY DUDLEY         08/18/2004            630.45

August     08/18/2004     99711 FACTOR BARB          08/18/2004             51.75

August     08/18/2004     99712 FOOTBALL ACTIVITY    08/18/2004          2,119.00

August     08/18/2004     99713 HEARTLAND AUDIO VISU 08/18/2004            159.50

August     08/18/2004     99714 HERTAUS FLOORS       08/18/2004         66,154.14

August     08/18/2004     99715 HOLY CROSS CATHOLIC  08/18/2004          1,000.00

August     08/18/2004     99716 HOP 2 IT MUSIC       08/18/2004             50.00

August     08/18/2004     99717 HOVERSON, TERESA     08/18/2004            203.50

August     08/18/2004     99718 PETTY CASH           08/18/2004            751.23

August     08/18/2004     99719 ISD 993 MRVSEC       08/18/2004        109,940.95

August     08/18/2004     99720 JOHN R. GREEN CO     08/18/2004            133.95

August     08/18/2004     99721 KANE, MAEVE          08/18/2004            100.00

August     08/18/2004     99722 LAKESHORE LEARNING   08/18/2004            612.38

August     08/18/2004     99723 LAMMERS LEXIE        08/18/2004            539.56

August     08/18/2004     99724 LEARNING RESOURCES I 08/18/2004            370.32

August     08/18/2004     99725 LEE, RICKI           08/18/2004            100.00

August     08/18/2004     99726 LINWORTH PUBLISHING, 08/18/2004          1,593.50

August     08/18/2004     99727 MACMH                08/18/2004            155.50

August     08/18/2004     99728 MAP OF THE MONTH     08/18/2004            218.00

August     08/18/2004     99729 MINNESOTA UC FUND    08/18/2004          8,401.28

August     08/18/2004     99730 MITCHELL 1           08/18/2004          1,330.21

August     08/18/2004     99731 MN STATE HS LEAGUE   08/18/2004            526.00

August     08/18/2004     99732 NEW TO NEW PRAGUE WE 08/18/2004             62.00

August     08/18/2004     99733 OLEANNA BOOKS        08/18/2004            183.29

August     08/18/2004     99734 JASON PENDERGAST     08/18/2004            100.00

August     08/18/2004     99735 QI EXCHANGE, LLC     08/18/2004          1,910.87

August     08/18/2004     99736 RAPP SARAH R         08/18/2004            101.42

August     08/18/2004     99737 REALLY GOOD STUFF IN 08/18/2004             86.90

August     08/18/2004     99738 RENAISSANCE LEARNING 08/18/2004          3,827.90

August     08/18/2004     99739 RE RUNS              08/18/2004            105.50

August     08/18/2004     99740 SAGE PUBLICATIONS    08/18/2004             42.62

August     08/18/2004     99741 SAPP RITA K          08/18/2004             14.86 

August     08/18/2004     99743 SUEL PRINTING        08/18/2004            682.60

August     08/18/2004     99744 TEACHERS DISCOVERY   08/18/2004            108.30

August     08/18/2004     99745 TOWN & COUNTRY SANIT 08/18/2004            280.00

August     08/18/2004     99746 TREASURE ISLAND RESO 08/18/2004            150.00

August     08/18/2004     99747 TRI-COUNTY BEVERAGE  08/18/2004             12.00

August     08/18/2004     99748 WOIDA, CORY          08/18/2004            100.00

August     08/19/2004     99749 WEBER, BRYAN         08/19/2004          1,800.00

                                          Totals for checks            358,463.49 

· Miscellaneous

 Consider changing the date of the regular October 11, 2004 school board meeting due to the observation of the Columbus Day Holiday.

