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· 712  Video Surveillance
Policy 712

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



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.



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

4.  A videotape will be retained by the school district for a period of seven (7) days, or until the


conclusion of disciplinary proceedings in which the video tape is used for evidence.  
C.
Security and Maintenance
1.
 SEQ CHAPTER \h \r 1The school district shall establish appropriate security safeguards to ensure that video recordings are maintained and stored 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.

2.
The school district shall ensure that video recordings are retained in accordance with the school district’s records retention schedule.

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

Minn. Stat. § 138.17 (Government Records; Administration)

Minn. Stat. § 609.746 (Interference with Privacy)

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

34 C.F.R. §§ 99.1-99.67 (Family Educational Rights and Privacy)

Cross References:
MSBA/MASA Model Policy 502 (Search of Student Lockers, Desks, Personal Possessions, and Student’s Person)



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 
MSBA Service Manual, Chapter 2, Transportation

Adopted:
05/08/00

Revised:
08/23/04

Revised:
8/24/09

Revised:
1/9/12

· 524   Internet Acceptable Use Form
POLICY 524

INTERNET ACCEPTABLE USE POLICY

I.    PURPOSE

The purpose of this policy is to set forth policies and guidelines for access to the school district computer system and acceptable and safe use of the Internet, including electronic communications.

II. GENERAL STATEMENT OF POLICY

In making decisions regarding student and employee access to the school district computer system and to the Internet, the school district considers its own stated educational mission, goals, and objectives.  Electronic information research skills are now fundamental to the preparation of citizens and future employees. Access to the school district computer system and to the Internet enables students and employees to explore thousands of libraries, databases, bulletin boards, and other resources while exchanging messages with people around the world. The school district expects that faculty will blend thoughtful use of the school district computer system and the Internet throughout the curriculum and will provide guidance and instruction to students in their use.

III.  LIMITED EDUCATIONAL PURPOSE

The school district is providing students and employees with access to the school district’s computer system, which includes Internet access. The purpose of the system is not merely to provide students and employees with general access to the Internet. The school district system has a limited educational purpose, which includes use of the system for classroom activities, educational research, and professional or career development, and limited high-quality, self-discovery activities.  Users are expected to use Internet access through the district system to further educational and personal goals consistent with the mission of the school district and school policies. Uses which might be acceptable on a user’s private personal account on another system may not be acceptable on this limited -purpose network.

IV.    USE OF SYSTEM IS A PRIVILEGE

The use of the school district system and access to use of the Internet is a privilege, not a right.  Depending on the nature and degree of the violation and the number of previous violations, unacceptable use of the school district system or the Internet may result in one or more of the following consequences: suspension or cancellation of use or access privileges; payments for damages and repairs; discipline under other appropriate school district policies, including suspension, expulsion, exclusion or termination of employment; or civil or criminal liability under other applicable laws.

V.     UNACCEPTABLE USES

A.
The following uses of the school district system and Internet resources or accounts are considered unacceptable:

1.
Users will not use the school district system to access, review, upload, download, store, print, post, receive, transmit, or distribute:

a.
pornographic, obscene, or sexually explicit material or other visual depictions that are harmful to minors;

b.
obscene, abusive, profane, lewd, vulgar, rude, inflammatory, threatening, disrespectful, or sexually explicit language;

c.
materials that use language or images that are inappropriate in the education setting or disruptive to the educational process;

d.
information or materials that could cause damage or danger of disruption to the educational process;

e.
materials that use language or images that advocate violence or discrimination toward other people (hate literature) or that may constitute harassment or discrimination.

2.
Users will not use the school district system to knowingly or recklessly post, transmit, or distribute false or defamatory information about a person or organization, or to harass or bully another person, or to engage in personal attacks, including prejudicial or discriminatory attacks.

3.
Users will not use the school district system to engage in any illegal act or violate any local, state, or federal statute or law.

4.
Users will not use the school district system to vandalize, damage, or disable the property of another person or organization, will not make deliberate attempts to degrade or disrupt equipment, software, or system performance by spreading computer viruses or by any other means, will not tamper with, modify, or change the school district system software, hardware, or wiring or take any action to violate the school district’s security  system, and will not use the school district system in such a way as to disrupt the use of the system by other users.

5.
Users will not use the school district system to gain unauthorized access to information resources or to access another person’s materials, information, or files without the implied or direct permission of that person.

6.
Users will not use the school district system to post private information about another person, personal contact information about themselves or other persons, or other personally identifiable information, including, but not limited to, addresses, telephone numbers, school addresses, work addresses, identification numbers, account numbers, access codes or passwords, labeled photographs, or other information that would make the individual’s identity easily traceable, and will not repost a message that was sent to the user privately without permission of the person who sent the message.   SEQ CHAPTER \h \r 1 
a.
This paragraph does not prohibit the posting of employee contact information on school district webpages or communications between employees and other individuals when such communications are made for education-related purposes (i.e., communications with parents or other staff members related to students).

b.
Employees creating or posting school-related webpages may include personal contact information about themselves on a webpage. However, employees may not post personal contact information or other personally identifiable information about students unless:

 (1)
such information is classified by the school district as directory information and verification is made that the school district has not received notice from a parent/guardian or eligible student that such information is not to be designated as directory information in accordance with Policy 515; or

 (2)
such information is not classified by the school district as directory information but written consent for release of the information to be posted has been obtained from a parent/guardian or eligible student in accordance with Policy 515.


In addition, prior to posting any personal contact or personally identifiable information on a school-related webpage, employees shall obtain written approval of the content of the postings from the building administrator.

c.
These prohibitions specifically prohibit a user from utilizing the school district system to post personal information about a user or another individual on social networks, including, but not limited to, social networks such as “MySpace” and “Facebook.”


7.
Users must keep all account information and passwords on file with the designated school district official.  Users will not attempt to gain unauthorized access to the school district system or any other system through the school district system, attempt to log in through another person’s account, or use computer accounts, access codes, or network identification other than those assigned to the user.  Messages and records on the school district system may not be encrypted without the permission of appropriate school authorities.

8.
Users will not use the school district system to violate copyright laws or usage licensing agreements, or otherwise to use another person’s property without the person’s prior approval or proper citation, including the downloading or exchanging of pirated software or copying software to or from any school computer, and will not plagiarize works they find on the Internet.

9.
Users will not use the school district system for conducting business, for unauthorized commercial purposes, or for financial gain unrelated to the mission of the school district. Users will not use the school district system to offer or provide goods or services or for product advertisement.  Users will not use the school district system to purchase goods or services for personal use without authorization from the appropriate school district official
B.
A student or employee engaging in the foregoing unacceptable uses of the Internet when off school district premises also may be in violation of this policy as well as other school district policies.  Examples of such violations include, but are not limited to, situations where the school district system is compromised or if a school district employee or student is negatively impacted.  If the school district receives a report of an unacceptable use originating from a non-school computer or resource, the school district may investigate such reports to the best of its ability.  Students or employees may be subject to disciplinary action for such conduct, including, but not limited to, suspension or cancellation of the use or access to the school district computer system and the Internet and discipline under other appropriate school district policies, including suspension, expulsion, exclusion, or termination of employment.

C.
If a user inadvertently accesses unacceptable materials or an unacceptable Internet site, the user shall immediately disclose the inadvertent access to an appropriate school district official.  In the case of a school district employee, the immediate disclosure shall be to the employee’s immediate supervisor and/or the building administrator.  This disclosure may serve as a defense against an allegation that the user has intentionally violated this policy.  In certain rare instances, a user also may access otherwise unacceptable materials if necessary to complete an assignment and if done with the prior approval of and with appropriate guidance from the appropriate teacher or, in the case of a school district employee, the building administrator.

VI.   FILTER
School districts which receive certain federal funding, such as e-rate discounts, for purposes of Internet access and connection services and/or receive funds to purchase Internet accessible computers are subject to the federal Children’s Internet Protection Act, effective in 2001.  This law requires school districts to adopt an Internet safety policy which contains the provisions set forth below.  Also, the Act requires such school districts to provide reasonable notice and hold at least one public hearing or meeting to address the proposed Internet safety policy prior to its implementation.  School districts that do not seek such federal financial assistance need not adopt the alternative language set forth below nor meet the requirements with respect to a public meeting to review the policy.  The following alternative language for school districts that seek such federal financial assistance satisfies both state and federal law requirements.
A.
With respect to any of its computers with Internet access, the school district will monitor the online activities of minors and employ technology protection measures during any use of such computers by minors and adults.  The technology protection measures utilized will block or filter Internet access to any visual depictions that are:

1.
Obscene; 

2.
Child pornography; or

3.
Harmful to minors.

B.
The term “harmful to minors” means any picture, image, graphic image file, or other visual depiction that:


1.
Taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex, or excretion; or

2.
Depicts, describes, or represents, in a patently offensive way with respect to what is suitable for minors, an actual or simulated sexual act or sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals; and

3.
Taken as a whole, lacks serious literary, artistic, political, or scientific value as to minors.

C.
An administrator, supervisor, or other person authorized by the Superintendent may disable the technology protection measure, during use by an adult, to enable access for bona fide research or other lawful purposes.

VII.  CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of the school district computer system and use of the Internet shall be consistent with school district policies and the mission of the school district.

VIII. LIMITED EXPECTATION OF PRIVACY

A.  By authorizing use of the school district system, the school district does not relinquish control over materials on the system or contained in files on the system. Users should expect only limited privacy in the contents of personal files on the school district system.

B.  Routine maintenance and monitoring of the school district system may lead to a discovery that a user has violated this policy, another school district policy, or the law.

C.  An individual investigation or search will be conducted if school authorities have a reasonable suspicion that the search will uncover a violation of law or school district policy.

D.  Parents have the right at any time to investigate or review the contents of their child’s files and e-mail files. Parents have the right to request the termination of their child’s individual account at any time.

E.  School district employees should be aware that the school district retains the right at any time to investigate or review the contents of their files and e-mail files. In addition, school district employees should be aware that data and other materials in files maintained on the school district system may be subject to review, disclosure or discovery under Minnesota Statutes, Chapter 13 ( the Minnesota Government Data Practices Act).  

F.  The school district will cooperate fully with local, state and federal authorities in any investigation concerning or related to any illegal activities or activities not in compliance with school district policies conducted through the school district system.

IX. INTERNET USE AGREEMENT

A.  The proper use of the Internet, and the educational value to be gained from proper Internet use, is the joint responsibility of students, parents and employees of the school district.

B. This policy requires the permission of and supervision by the school’s designated professional staff before a student may use a school account or resource to access the Internet.
C.  It shall be a general practice for students and staff to use district resources such as networks, servers and the internet.  Use of these resources is implied, much like the use of pencil and paper.  If a parent has objections about the use of our networks, servers and internet, or seeks an alternate assignment that does not access our networks, servers or internet, it is the parent’s responsibility to notify the school district and state their objection.  An alternate assignment will then be available for the student.  Employee use of our networks, servers and the internet is also implied. Employees are subject to all of the provisions contained herein.
X.   LIMITATION ON SCHOOL DISTRICT LIABILITY

Use of the school district system is at the user’s own risk. The system is provided on an “as is, as available” basis. The school district will not be responsible for any damage users may suffer, including, but not limited to, loss, damage or unavailability of data stored on school district diskettes, tapes, hard drives or servers, or for delays or changes in or interruptions of service or mis-deliveries or non-deliveries of information or materials, regardless of the cause. The school district is not responsible for the accuracy or quality of any advice or information obtained through or stored on the school district system. The school district will not be responsible for financial obligations arising through unauthorized use of the school district system or the Internet.

XI.   USER NOTIFICATION

A.   All users shall be notified of the school district policies relating to Internet use.

B.  This notification shall include the following:

 1.  Notification that Internet use is subject to compliance with school district policies.

 2.  Disclaimers limiting the school district’s liability relative to:

a.  Information stored on school district diskettes, hard drives or servers.

b.  Information retrieved through school district computers, networks or online resources.

c.  Personal property used to access school district computers, networks or online resources.

d.  Unauthorized financial obligations resulting from use of school district resources/accounts to access the Internet.

3.  A description of the privacy rights and limitations of school sponsored/managed Internet accounts.

4.  Notification that, even though the school district may use technical means to limit student Internet access, these limits do not provide a foolproof means for enforcing the provisions of this acceptable use policy.

5.  Notification that goods and services can be purchased over the Internet that could potentially result in unwanted financial obligations and that any financial obligation incurred by a student through the Internet is the sole responsibility of the student and/or the student’s parents.
6.
Notification that the collection, creation, reception, maintenance, and dissemination of data via the Internet, including electronic communications, is governed by Policy 406, Public and Private Personnel Data, and Policy 515, Protection and Privacy of Pupil Records.
7.  Notification that, should the user violate the school district’s acceptable use policy, the student’s user’s access privileges may be revoked, school disciplinary action may be taken and/or appropriate legal action may be taken.

8.  Notification that all provisions of the acceptable use policy are subordinate to local, state and federal laws.

XI.  PARENTS RESPONSIBILITY; NOTIFICATION OF STUDENT INTERNET USE

A.  Outside of school, parents bear responsibility for the same guidance of Internet use as they exercise with information sources such as television, telephones, radio, movies and other possibly offensive media. Parents are responsible for monitoring their student’s use of the school district system and of the Internet if the student is accessing the school district system from home or a remote location.

B.  Parents will be notified that their students will be using school district resources/accounts to access the Internet and that the school district will provide parents the option to request alternative activities not requiring Internet access. This notification should include:

1.  A copy of the user notification form provided to the student user.  

2.  A description of parent/guardian responsibilities.

3.  A notification that the parents have the option to request alternative educational activities not requiring Internet access and the material to exercise this option.

4. A statement that the school district’s acceptable use policy is available for parental review.

XII. IMPLEMENTATION; POLICY REVIEW

A.  The school district administration may develop appropriate user notification forms, guidelines and procedures necessary to implement this policy for submission to the school board for approval. Upon approval by the school board, such guidelines, forms and procedures shall be an addendum to this policy.

B.  The administration shall revise the user notifications, including student and parent notifications, if necessary, to reflect the adoption of these guidelines and procedures.

C. The school district’s Internet policies and procedures are available for review by all parents, guardians, staff and members of the community.

D. Because of the rapid changes in the development of the Internet, the school board shall conduct an annual review of this policy.

Legal References:
15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection Act)

17 U.S.C. § 101 et seq. (Copyrights)

20 U.S.C. § 6751 et seq. (Enhancing Education through Technology Act of 2001)

47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 (CIPA))

47 C.F.R. § 54.520 (FCC rules implementing CIPA)

Minn. Stat. § 121A.0695 (School Board Policy; Prohibiting Intimidation and Bullying)

Minn. Stat. § 125B.15 (Internet Access for Students)

Minn. Stat. § 125B.26 (Telecommunications/Internet Access Equity Act)

Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 L.Ed.2d 731 (1969)

United States v. Amer. Library Assoc., 539 U.S. 194, 123 S.Ct. 2297, 56 L.Ed.2d 221 (2003)

Doninger v. Niehoff, 527 F.3d 41 (2nd Cir. 2008)

Layshock v. Hermitage Sch. Dist., 412 F.Supp.2d 502 (W.D. Pa. 2006)

M.T. v. Cent. York Sch. Dist., 937 A.2d 538 (Pa. Commw. Ct. 2007)

J.S. v. Bethlehem Area Sch. Dist., 807 A.2d 847 (Pa. 2002)

Cross References:
MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal of School District Employees)

MSBA/MASA Model Policy 406 (Public and Private Personnel Data)

MSBA/MASA Model Policy 505 (Distribution of Nonschool-Sponsored Materials on School Premises by Students and Employees)

MSBA/MASA Model Policy 506 (Student Discipline)

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

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

MSBA/MASA Model Policy 521 (Student Disability Nondiscrimination)

MSBA/MASA Model Policy 522 (Student Sex Nondiscrimination)

MSBA/MASA Model Policy 603 (Curriculum Development)

MSBA/MASA Model Policy 604 (Instructional Curriculum)

MSBA/MASA Model Policy 606 (Textbooks and Instructional Materials)

MSBA/MASA Model Policy 806 (Crisis Management Policy)

MSBA/MASA Model Policy 904 (Distribution of Materials on School District Property by Nonschool Persons)

Adopted:
08/27/01

Revised:            8/11/08
Revised:
04/26/11

Revised:
1/9/12

· 909   Community Use of Cable Broadcast
Policy 909

COMMUNITY USE OF CABLE BROADCAST

I. PURPOSE
The purpose of this policy is to provide guidelines for the use of the cable broadcast channel

II. GENERAL STATEMENT OF POLICY
The goal of the cable broadcast channel shall be to provide programming that fits the educational and communications needs for the school district.

III. FUNDAMENTAL PURPOSES OF THE CABLE BROADCAST CHANNEL

A. Provide and produce instructional materials for students, teachers and the community.

B.  Provide opportunities for students to learn about video and television production.

C. Support the current objectives of the School Board and the school district.

D. Provide the community with information related to education in general and the New Prague Area Schools activities in particular.

E. Encourage and support school-community partnerships.

F. Encourage the professional development of district staff.

IV. AUTHORITY AND RESPONSIBILITY
A. The cable broadcast channel, facilities and programming operate under the jurisdiction of the New Prague Area Schools School Board of Education as expressed in this board policy.

B. Responsibility for ensuring that this policy is followed lies with the district administration.

V. AUTHORIZED USERS
A. The cable broadcast channel shall be reserved solely for educational, information and activity programming created by or authorized by the school district.

B. New Prague Area Schools cable broadcast channel shall be for the use of district schools and departments or other authorized public educational entities.

C. School district entities may apply for the use of the cable broadcast channel; permission may be granted if the activity or information affects district employees, students or educational community and if channel time and resources are available.

D. Non-school district agencies, organizations or individuals may participate in programming only at the invitation of the district.  Invitations shall be extended only to those whose information or activities affect New Prague Area School district employees, students or the educational community, is consistent with district policy, and only if channel time is available.

VI. USE OF DISTRICT EQUIPMENT
District video production equipment may be used under the guidelines of Policy 902, Use of School District Facilities and Equipment.

VII. PROGRAM SOURCES
Programming for New Prague Area Schools shall come from the following sources:

A. Live coverage – Broadcast of district/school presentations will be provided.

B. Tape delay cable casting – Some public meetings, school functions and special events will be taped for subsequent cablecast.

C. Program replays – Taped programming of any type may be replayed at various times.

D. Character generated bulletin board – The primary source of information for New Prague Area Schools cable broadcast channel character generated bulletin board shall be district schools and departments.  Information from other non-profit or public entities may be included on the bulletin board if approved by the Administration or designee.

E. Ownership – Any materials developed or which use any district resources in their development, become the property of the district and not the property of any individual contributors to such projects.

F. District produced programming – any school or department within the district may submit requests for programming or for broadcast of self-produced programming.  Such programming must be consistent with the intent of district policy and any associated legal requirements and meet production standards determined by the Administration or designee.

G. Programming not produced by New Prague Area Schools – Some cable television programs will come from sources outside the district.  Such programming must be consistent with the intent of district policy and procedures and be approved by the Administration or designee.

VIII. PROGRAM PRIORITIES AND SCHEDULING
Selection and scheduling of all programming on New Prague Area Schools cable broadcast channel shall be the responsibility of the Administration or designee.  Scheduling will be in accordance with New Prague Area Schools cable broadcast channel use priorities as listed below and the availability of equipment and resources.

A. Emergency notification – To provide citizens with information in case of an emergency or for notification of school cancellations, late starts, early dismissals or activity changes.

B. Direct instructional programming – To provide training for students and staff; educational programming will have highest priority for production and cable casting.

C. General educational programming – General educational and special event programming will be rebroadcast when deemed appropriate by the Administration or designee and when time and resources permit.

D. Rebroadcasting of satellite programming – To provide educational opportunities to students and the community, legally obtained satellite broadcasts may be show over New Prague Area Schools cable broadcast channel at the discretion of the Administration or designee.

E. Video bulletin board – To provide informational messages to the community about programs and services offered by the district and other non-profit organizational information that benefits district students.

IX. PROHIBITIONS
     Any advocacy on behalf of or against a political candidate or ballot measure is prohibited, EXCEPT THAT this shall not preclude factual presentation of official ballot materials or of reasonably balanced education channel-produced programming that provides opportunity of all candidates for a particular elective position or for proponents of all sides of an issue to appear.  Any discussion of issues must conform with the legal restrictions placed upon school districts.

     Any advocacy on behalf of or opposing any measure proposed by the Board of Education or under consideration by the Board of education is prohibited, EXCEPT THAT this does not preclude factual presentation of information derived from the Board of education agenda or notes taken at its meeting, or educational channel-produced programming related to such measures, so long as adequate and relevant background information on the various sides of such a measure is presented.

     Any promotional material from commercial products or services presented for the purpose of soliciting of funds or other things of value is prohibited, except that this does not prevent the educational channel from seeking sponsors to offset the production costs associated with its programming.  Such sponsorship shall be acknowledged both before and after the program is aired.

     Any information concerning any lottery, gift enterprise or similar promotion offering prizes based upon lot or chance is prohibited expect in the case of appropriately licensed school fund raising efforts.

     Also prohibited is any material which promotes the use of alcohol, tobacco or drugs, and any material which constitutes obscenity, libel, slander, invasion of privacy, violation of trademark or copyright or which might violate any local, state or federal laws concerning FCC regulations.

Adopted:
  May 12, 2003
Reviewed:  December 2, 2008
Reviewed:  January 9, 2012
· 214   Travel By School Board
  Policy 214


TRAVEL BY SCHOOL BOARD MEMBERS
I.
PURPOSE
The purpose of this policy is to control travel by school board members as required by law.

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

III.
APPROPRIATE TRAVEL
Travel is appropriate when the school board finds it proper for school board members to acquire knowledge and information necessary to allow them to carry out their responsibilities as school board members.  Travel to regional or national meetings of the National School Boards Association is presumed to fulfill this purpose.  Travel to other meetings for which the member intends to seek reimbursement from the school district should be preapproved by the school board chair.

IV.
REIMBURSABLE EXPENSES
Expenses to be reimbursed may include transportation, meals, lodging, registration fees, required materials, parking fees, tips, and other reasonable and necessary school district-related expenses and shall follow Policy 475 as appropriate.

V.
REIMBURSEMENT
A.
Requests for reimbursement must be itemized on the official school district form and are to be submitted to the designated administrator.  Receipts for lodging, commercial transportation, registration, and other reasonable and necessary expenses must be attached to the reimbursement form.

B.
Automobile travel shall be reimbursed at the mileage rate set by the school board.  Commercial transportation shall reflect economy fares and shall be reimbursed only for the actual cost of the trip.

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

VI.
ESTABLISHMENT OF DIRECTIVES AND GUIDELINES
The superintendent shall develop a schedule of reimbursement rates for school district business expenses, including those expenses requiring advance approval and specific rates of reimbursement.  The superintendent shall also develop directives and guidelines to address methods and times for submission of requests for reimbursement.

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

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




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




Minn. Stat. § 471.665 (Mileage Allowances)




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




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

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




MSBA/MASA Model Policy 412 (Expense Reimbursement)

Revised:  11/22/10

Revised:  7/25/10

Revised:  1/9/12
· 412 Expense Reimbursement

Policy 412

EXPENSE REIMBURSEMENT
I.
PURPOSE
The purpose of this policy is to identify school district business expenses that involve initial payment by an employee and qualify for reimbursement from the school district, and to specify the manner by which the employee seeks reimbursement.

II.
AUTHORIZATION
All school district business expenses to be reimbursed must be approved by the supervising administrator.  Such expenses to be reimbursed may include transportation, meals, lodging, registration fees, required materials, parking fees, tips, and other reasonable and necessary school district business-related expenses.

III.
REIMBURSEMENT
A.
Requests for reimbursement must be itemized on the official school district form and are to be submitted to the designated administrator.  Receipts for lodging, commercial transportation, registration, and other reasonable and necessary expenses must be attached to the reimbursement form.

B.
Automobile travel shall be reimbursed at the mileage rate set by the school board.  Commercial transportation shall reflect economy fares and shall be reimbursed only for the actual cost of the trip.

IV.
AIRLINE TRAVEL CREDIT
A.
Employees utilizing school district funds to pay for airline travel are required to ensure that any credits or other benefits issued by any airline accrue to the benefit of the school district rather than the employee.

1.
To the extent an airline will not honor a transfer or assignment of credit or benefit from the employee to the school district, the employee shall report receipt of the credit or benefit to the designated administrator within 90 days of receipt of the credit or benefit.

2.
Reports of the receipt of an airline credit or benefit shall be made in writing and shall include verification from the airline as to the credit or benefit received.  Reimbursement for airline travel expenses will not be made until such documentation is provided.

B.
Employees who have existing credits or benefits issued by an airline based upon previously reimbursed airline travel for school district purposes will be required to utilize those credits or benefits toward any subsequent airline travel related to school district purposes, prior to reimbursement for such travel, to the extent permitted and/or feasible.

C.
The requirements of this section apply to all airline travel, regardless of where or how the tickets are purchased.

V.
ESTABLISHMENT OF DIRECTIVES AND GUIDELINES
The superintendent shall develop a schedule of reimbursement rates for school district business expenses, including those expenses requiring advance approval and specific rates of reimbursement.  The superintendent shall also develop directives and guidelines to address methods and times for submission of requests for reimbursement.

Legal References:
Minn. Stat. § 15.435 (Airline Travel Credit)

Minn. Stat. § 471.665 (Mileage Allowances)

Minn. Op. Atty. Gen. 1035 (Aug. 23, 1999) (Retreat Expenses)

Minn. Op. Atty. Gen. 161b-12 (Aug. 4, 1997) (Transportation Expenses)

Minn. Op. Atty. Gen. 161B-12 (Jan. 24, 1989) (Operating Expenses of Car)

Cross References:
MSBA/MASA Model Policy 214 (Out-of-State Travel by School Board Members.

Adopted:
June 27, 2011
Reviewed:
January 9, 2012
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POLICY 475

PROFESSIONAL CONFERENCE TRAVEL

I. PURPOSE

The purpose of this policy is to establish controls for travel by school personnel, board members and staff as required by law.
II. GENERAL STATEMENT OF POLICY

A. School Board Members, Administration and Instructional staff shall be encouraged to travel for purposes of staff development activities that contribute toward continuous improvement in achievementof the following goals:

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

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

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

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

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

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

III.  APPROPRIATE TRAVEL

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

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

1. School Board Chair –Annually

2. School Board member- twice during each four year term

3. Administration – As requested by the superintendent

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

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

6. Support Staff – As requested by an administrator.

7. Superintendent – as directed by School Board

IV. REIMBURSABLE EXPENSES

Expenses to be reimbursed may include transportation, meals, lodging, registration fees, required materials,parking fees, and other reasonable and necessary school district-related expenses.

V. REIMBURSEMENT

The superintendent shall annually update the schedule of reimbursement rates for school district business expenses, including those expenses requiring advance approval and specific rates of 214-2 reimbursement. The superintendent shall also develop directives and guidelines to address methods and times for submission of requests for reimbursement.

1. Reimbursement for meals and parking shall be done by completing a reimbursement claim form. and incidentals shall be through cash per diem as follows: 
 The following reimbursement caps apply:
 Meals: Work Day Allocation

$ 8.00 – Breakfast

$12.00 – Lunch

$20.00 – Dinner

15% tip is allowed if shown on a credit card receipt

No alcohol beverages shall be reimbursed
 Incidentals: $20 per full day (overnight stay)

$5 per day (1/2 or full work day)
2. For Automobile travel follow policy 713 shall be reimbursed at the mileage rate set by the school board in Policy 713.

3. Commercial transportation shall be arranged through the staff development or superintendent’s office.

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

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

VI. ANNUAL REVIEW

This policy must be annually reviewed by the school board.

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

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

Minn. Stat. § 471.665 (Mileage Allowances)

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

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

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

MSBA/MASA Model Policy 412 (Expense Reimbursement)

Adopted: 12/08/05

Revised: 07/25/11

Revised: 1/9/12
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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.  Personnel data includes data submitted to the school district by an employee as part of an organized self-evaluation effort by the school district to request suggestions from all employees on ways to cut costs, make the school district more efficient, or to improve school district operations.  An employee who is identified in a suggestion shall have access to all data in the suggestion except the identity of the employee making the suggestion.


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


G.
“Protected health information” means individually identifiable health information transmitted in electronic form by a school district acting as a health care provider.  “Protected health information” excludes health information in education records covered by FERPA and employment records held by a school district in its role as employer.
IV.
PUBLIC PERSONNEL DATA

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



1.
name;


2.
employee identification number, which may not be the employee’s social security number;



3.
actual gross salary;



4.
salary range;



5.
terms and conditions of employment relationship;



6.
contract fees;



7
actual gross pension;



8.
the value and nature of employer-paid fringe benefits;



9.
the basis for and the amount of any added remuneration, including expense reimbursement, in addition to salary;



10.
job title;



11
bargaining unit;



12.
job description;



13.
education and training background;



14.
previous work experience;



15.
date of first and last employment;



16.
the existence and status of any complaints or charges against the employee, regardless of whether the complaint or charge resulted in a disciplinary action;



17.
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;



18.
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;



19.
work location;



20.
work telephone number;



21.
badge number;



22.
work-related continuing education;



23.
honors and awards received;



24.
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;


B.
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.


C.
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.


D.
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 pertaining to an employee’s dependents are private data on individuals.

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


D.
Parking space leasing data is private.

E.
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 ordered or authorized by the Commissioner of the Bureau of Mediation Services.


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


G..
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.

H.
Private personnel data or confidential investigative data on employees may be disseminated to a law enforcement agency for the purpose of reporting a crime or alleged crime committed by an employee, or for the purpose of assisting law enforcement in the investigation of such a crime or alleged crime.

I..
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.

J.
When allegations of sexual or other types of harassment are made against an employee, the employee shall not have access to data that would identify the complainant or other witnesses if the school district determines that the employee’s access to that data would:

1.
threaten the personal safety of the complainant or a witness; or

2.
subject the complainant or witness to harassment.

If a disciplinary proceeding is initiated against the employee, data on the complainant or witness shall be available to the employee as may be necessary for the employee to prepare for the proceeding.


K.
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.


L.
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.

M.
When a report of alleged maltreatment of a student in a school is made to the Commissioner of Education, data that are relevant and collected by the school about the person alleged to have committed maltreatment must be provided to the Commissioner on request for purposes of an assessment or investigation of the maltreatment report.

N.
The school district shall release to a requesting school district or charter school private personnel data on a current or former employee related to acts of violence toward or sexual contact with a student, if an investigation conducted by or on behalf of the school district or law enforcement affirmed the allegations in writing prior to release and the investigation resulted in the resignation of the subject of the data.

O.
The identity of an employee making a suggestion as part of an organized self-evaluation effort by the school district to cut costs, make the school district more efficient, or to improve school district operations is private.

P.
Health information on employees is private unless otherwise provided by law.  To the extent that the school district transmits protected health information, the school district will comply with all privacy requirements.
Q.  
Personal Home contact information for employees may be used by the school district and shared with another government entity in the event of an emergency or other disruption to ensure continuity of operation for the school district or government entity.
R.
Any request for public/private data must be presented to, and approved by, the School Board. No board member or employee of the school district may operate in isolation to disseminate this information. The only exception shall be a court order in which case the district shall follow the will of the court and inform the board in accordance with the wishes of the court.  Data that is disseminated on a yearly basis shall be brought forward by the appropriate administrator and added to the organizational meeting each January.  The preceding provisions are in no way meant to limit the acquisition of public/private data, they are intended to provide the school board with information insuring effective and appropriate operation of the school district.
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 Human Resource Director as the authority responsible for personnel data.  If you have any questions, contact the director.
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. § 13.37 (General Nonpublic Data)

Minn. Stat. § 13.39 (Civil Investigation Data)

Minn. Stat. § 13.43 (Personnel Data)




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

P.L. 104-191 (HIPAA)

45 C.F.R. Parts 160 and 164 (HIPAA Regulations)
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

Revised:
12/02/08

Reviewed:  
12/13/10

Revised:
1/9/12
· 406F Public and Private Personnel Data Form
Form 406F

FORM:  EMPLOYEE AUTHORIZATION FOR RELEASE OF INFORMATION
TO:
New Prague Area Schools

410 Central Avenue North


New Prague MN  56071

RE:
Personnel Records of [name]

(Date of Birth and/or Social Security Number)

This is your full and sufficient authorization, pursuant to Minn. Stat. § 13.05, Subd. 4 and Minn. 

Rules 1205.1400, Subp. 4, to release to 






, their 

representatives or employees, all information pertaining to [describe] 




maintained by the employer school district, with the following exceptions: 



The information is needed for the purpose of [specify] 






This authorization specifically includes records prepared prior to the date of this authorization and records prepared after the date of this authorization, such records to be used only for the purpose specified.  I do not authorize re-release of this information by the third party.

I understand that I may revoke this consent in writing at any time.  Upon the fulfillment of the above-stated purpose, this consent will automatically expire without my express revocation.  A photocopy of this authorization will be treated in the same manner as an original.

Dated: 



















Signature of Employee

ATTENTION PUBLIC FACILITIES:  Minn. Stat. § 13.05 requires automatic expiration of this authorization one (1) year from the date of authorization.

Negotiations  Superintendent’s Notes: We will have the 11-13 contract with the transportation personnel for your approval.  We have also reached tentative agreements with the Hot Lunch and Para staffs.  They will meet with their fellow employees sometime in the next two weeks to seek ratification of their contracts.  We will have these for you at the first meeting in January.  We continue to meet with the teachers.  We will soon begin meeting with the custodians, the clerical group, and the technicians.

NEW BUSINESS

Audit Report Superintendent’s Notes  
The audit is finally done.  A representative from our audit firm will be present to present it to you
Alternative Learning Center Superintendent’s Notes  
We are considering the possibility of starting an Alternative Learning Center within our district.  As a member of the Carver/Scott Cooperative, we have had access to an ALC for our students.  Carver Scott and MRVSEC  (Minnesota River Valley Special Education Coop) are in the midst of merging the two cooperatives. As part of this merger, the ALC at Lydia will be closed.  Prior Lake started their own ALC three years ago.  Chaska will be starting their program in 2012/13.  Shakopee is looking to start their own.  Waconia will take over the Carver/Scott ALC in their community. The result of this is we will not have a close Alternative Learning Center for our students, thus the reason we are exploring the option of housing our own program.   Tony Buthe and Lonnie Seifert will be present to explain this in more detail
Revised FY 11/12 Budget Superintendent’s Notes
Sandy Linn will present an updated 11-12 budget for your approval.

Truth In Taxation Superintendent’s Notes
Prior to certifying our budget, we must have a truth in taxation hearing, at which the public has an opportunity to learn about our proposed levy and may ask questions.   Sandy will be prepared to explain this and answer questions, should there be any.  This requirement has changed over the years.  We are no longer required to have a second meeting to approve the levy.  We may do it at this meeting
Levy Certification information Superintendent’s Notes
Sandy Linn will have presented the levy certification numbers as part of her presentation on truth in Taxation, but she will be a little more specific with what the dollars we need to certify are.  Our final levy request will be for $9,436,829.13. This is a decrease from last year of $388,427.71 or 3.95%.  Sandy will explain why this happened.  Even with this decrease most people will see a slight increase in the school portion of their taxes, due to changes made by the legislature.  Sandy will also address this during her Truth-In-Taxation presentation.

RECOMMENDED ACTIONS Superintendent’s Notes:  
a. You will need to approve the audit.

b. You will  need to certify our levy.  
c. You will need to approve the updated budget.
d. You will need to approve the transportation contract
· Approve Audit

· Approve Levy Certification

· Approve revised FY 11/12 budget

· Approve Transportation contract
