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Consent Agenda - Regular School Board Meeting

Duluth Public Schools, ISD 709
Agenda

Tuesday, December 20, 2022
Duluth East High School 

301 N 40th Ave E
Duluth, MN 55804

6:30 PM

 
1. Consent Agenda

A. Approval of Minutes from Past School Board Meetings
1) Regular School Board Meeting - November 15, 2022
2) Special School Board Meeting Re: Annual Report for the 
Community - November 29, 2022

B. Approval of Action Items
1) Human Resources

a. HR Staffing Report
(1) Job Description for MARSS Coordinator/EDFI Analyst
 

2) Finance
a. Financial Report
b. Bids, RFPs and Quotes

(1) Bid #1307 Data Center Colocations Services - 
PLACEHOLDER

c. Contracts, Change Orders, Leases
(1) Change Order - St. Germain's CO#2-2022 Congdon 
Window Project

3) Items Brought Forward From the Monthly Committee of the Whole Meeting
4) Other

a. Diploma Requests -  Attachment Pending
b. Field Trip Requests- Attachment Pending
c. Data Sharing Agreements

C. Approval of Policy Readings
1) First Readings

a. Policy 408 - Subpoena of a School District Employee 
b. Policy 410 - Family and Medical Leave Policy to replace Policy 
4111

2) Second Readings
a. Policy 722 Public Data and Data Subject Requests
b. Policy 534 School Meals Policy

3) Annual Review
D. Approval of Committee Reports
By approving Committee Reports, the board acknowledges and approves all 
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Duluth Public Schools, ISD 709  • (218) 336-8752

informational and action items represented in the Regular School Board Meeting Report 
of each committee.

1) Monthly Committee of the Whole - December 6, 2022
2) Policy Committee - December 6, 2022
3) Human Resources/Finance Committee - December 13, 2022
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Minutes of the Regular School Board Meeting 

 

Of the School Board of Independent School District No. 709 held at:  Duluth East High School 

Media Center, 301 North Fortieth Avenue East, Duluth, Minnesota 55804, on  

 

 Tuesday, November 15, 2022 

 

Members Present 

Kelly Durick Eder 

David Kirby  

Rosie Loeffler-Kemp 

Jill Lofald 

Amber Sadowski 

Paul Sandholm 

 

                                               Others Present: 

John Magas, Superintendent 

Patty Paquette, Secretary 

 

Student Representatives: 

Sariyah Crawford (Denfeld) 

Ailee Naus (East) 

 

Absent: 

Alanna Oswald 

 

  

➢ Chair Lofald called the Regular School Board meeting November 15, 2022 to order at 6:30 p.m. 

 

M-Sandholm, S-Loeffler-Kemp, to approve the agenda. Upon a vote, the same was approved 

– 6-0. 

 

School and Community Recognition 

November 2022 

**** 

 

School and Community Recognition will be postponed until the December School Board meeting 

due to recipients unexpectantly unable to attend tonight’s meeting. 

 

Public Comments 

November 2022 

**** 

 

Johanna Cummins spoke to the school board regarding world language in middle school. 

 

Charlotte Ascheman spoke to the school board regarding world language in middle school. 

 

Chelsea Adatte spoke to the school board regarding mental health support and caseloads at Myers-

Wilkins. 

 

Heidi Schuchman spoke to the school board regarding Be Smart – safe gun storage. 

Carol Marsh spoke to the school board regarding Be Smart – safe gun storage. 

 

Sarah Mikesell spoke to the school board regarding Be Smart – safe gun storage. 

 

Kevin Hoeschen spoke to thank the school board. 
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2 – Minutes of the Regular School Board Meeting 

November 15, 2022 

 

 

Stacey Actherhoff spoke to the school board regarding union issues. 

 

Hailey Siafus spoke to the school board regarding world language pre-planning. 

 

Communications, Petitions, Etc. 

November 2022 
**** 

 

Chair Lofald stated one communication was received. 

 

Superintendent's Report 

November 2022 

**** 

 

Ailee Naus gave the East Student Representative report. 

Sariyah Crawford gave the Denfeld Student Representative report. 
  

Superintendent Magas presented the Superintendent’s Report. Topics included the following:  

• School Board Work Session Update 

• Strategic Planning Update 

• Elementary and Secondary Scheduling Updates 

• Music Supports Update 

• Community and Schools Outreach Update 

 

Monthly Committee of the Whole Report 

November 2022 

**** 
  

Assistant Superintendent Bonds, presented the Committee of the Whole report which was available 

electronically to each school board member. 

 

Human Resources/Business Services Committee Report 

November 2022 
**** 

  
Member Durick Eder presented the Human Resources/Business Services Committee report which 

was available electronically to each school board member. 

 

Policy Committee Report 

November 2022 
**** 

 

Member Loeffler-Kemp presented the Policy Committee report which was available electronically 

to each school board member. 

 

 

General Board Committee Updates 
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3 – Minutes of the Regular School Board Meeting 

November 15, 2022 

 

November 2022  

**** 

None 

 

 

Consent Agenda 

November 2022  

**** 

 

M-Durick Eder, S-Sandholm – to approve the Consent Agenda. Upon a vote on the consent 

agenda, the same was approved – 6-0. 

 

Resolutions from Committee Reports 

November 2022 

**** 

 

B-11-22-3921- Acceptance of Donations to Duluth Public Schools 

 

M-Kirby, S-Sadowski to approve B-11-22-3921 Acceptance of Donations to Duluth Public 

Schools. Upon a vote, the same was approved – 6-0. 

 

B-11-22-3922 Acceptance of Grant Awards to Duluth Public Schools 

 

M-Sandholm, S-Kirby to approve B-11-22-3922 Acceptance of Grant Awards to Duluth 

Public Schools. Upon a vote, the same was approved – 6-0. 

 

Special Resolutions/Other Action Items 

November 2022 

**** 

 

SP-11-22-3923-Safe Firearm Storage Resolution 

 

M-Loeffler-Kemp, S-Kirby to approve SP-11-22-3923 Safe Firearm Resolution. Upon a vote, 

the same was approved – 6-0. 

 

Approval of Licensure Variances 

 

The board was informed that a Community Education Coordinator was hired that does not 

have the Community Education Directors License and a variance is being sought through the 

Board of School Administrators. Upon a vote, the same was approved – 6-0. 

 

The board was informed that an Assistant Director of Special Education was hired that does 

not have the Special Education Directors License and a variance is being sought through the 

Board of School Administrators. Upon a vote, the same was approved – 6-0. 
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4 – Minutes of the Regular School Board Meeting 

November 15, 2022 

 

Superintendent Contract 

 

M-Lofald, S-Durick Eder to approve the Superintendent Contract. Upon a vote, the same 

was approved – 6-0. 

 

Other 

November 2022 

**** 

None 

 

 

M-Eder, S-Sadowski to adjourn the meeting. Upon a vote, the same was approved 6-0. 

 

➢ Chair Lofald adjourned the Regular School Board Meeting of November 15, 2022 at 8:37 p.m. 
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Minutes of the Special School Board Meeting 

 

Of the School Board of Independent School District No. 709 held at: Duluth East High School 

Media Center, 301 North Fortieth Avenue East, Duluth, Minnesota 55804, on  
 

 Tuesday, November 29, 2022 

 

Members Present: 

Kelly Durick Eder 

Rosie Loeffler-Kemp 

Jill Lofald  

Amber Sadowski 

 

 

                                    Others Present: 

John Magas, Superintendent 

  Patty Paquette, Secretary 

 

 

Members Absent: 

David Kirby 

Alanna Oswald 

Paul Sandholm 

 

  

➢ Chair Lofald called the Special School Board meeting of November 29, 2022 to order at  

4:50 p.m. 

 

 

M-Eder, S-Sadowski, to approve the agenda. Upon a vote, the same was approved – 4-0. 

 

 

Public Comments 

November 2022 

**** 

No public comment was made. 

 

State of Student Achievement & World’s Best Workforce Presentation 

November 2022 

**** 

Members of the Teaching, Learning, and Equity Team presented. 

 

2022-23 World’s Best Workforce Report 

November 2022 

**** 

The World’s Best Workforce Report was shared. 

 

M-Sadowski, S-, to adjourn the meeting.  Upon a vote, the same was approved – 4-0. 

 

➢ Chair Lofald adjourned the Special School Board Meeting of November 29, 2022 at 7:06 

p.m. 
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HUMAN RESOURCES ACTION ITEMS FOR:  December 20, 2022

CERT APPOINTMENT POSITION
ARDREN, RACHAEL J GRADE 4/CONGDON PARK, (BA) III 3 08/29/2022
BASTIAN, MISTY J OCCUPATIONAL THERAPIST/DW, (MA) IV 9 11/14/2022
BJORSEN, ANNA M SCIENCE TEACHER/LINCOLN PARK, (BA) III 5 09/01/2022
CHRISTIANSEN, SHERRY A SPANISH TEACHER/EAST/LINCOLN, (BA+30) III 8 08/29/2022
DERRICK, JENNIFER T SPEC ED RESIDENTIAL/MERRITT CREEK, (MA) IV 9 11/02/2022
ELIASON, KAITLYN J SPEECH LANGUAGE PATHOLOGIST/DW, (MA) IV 2, NEW POS 12/05/2022
EVANS, MARAH E SPEC ED SOCIAL WORKER/DW, (MA+30) IV 3 11/28/2022
GEISSLER, EMILY I SPEC ED TEACHER/EAST, (MA) IV 9 09/30/2022
JOHNSON, BENJAMIN J LTS SOCIAL STUDIES/EAST, (BA) III 3, S RICE 09/07/2022
LENNEMAN, LOGAN C BUSSINESS ED TEACHER/LINCOLN PARK, (BA) III 1 08/29/2022
LONG, CATHERINE G ALT TO SUSPENSION COORD/DENFELD, (MA) IV 9 11/07/2022
NELSON, TIMOTHY W ART TEACHER TOSA/ALC, (MA) IV 9 08/29/2022
OSTRAND, EMILY J SPEC ED SPEECH PATHOLOGIST/DW, (MA) IV 2 11/14/2022
PELKEY, RYAN J LTS SPECIAL ED TEACHER/DENFELD, (BA) III 1, P.CHESELSKI 11/21/2022
RAPP, ALYSSA B PRESCHOOL TEACHER/LOWELL, (MA) IV 2 11/07/2022
STONEBURNER, TINA M SPEC ED/LAURA MACARTHUR, (MA) IV 9 11/07/2022

CERT RETIREMENT POSITION
PARO-STROTHER, DAWN R GRADE 6/ORDEAN EAST-RESCINDED

NON CERT APPOINTMENT POSITION
BERGSTEDT, STACY M FOOD SERVICE SUPERVISOR/DW, $1,124/WK 12/01/2022
CAPISTRANT-KINNEY, ELSA H INSTRUCTIONAL PARA/LAURA MACARTHUR, 19/38WKS, $15.31/HR 11/14/2022
COOKE, GAIL C NUTRITIONAL ASST/LAKEWOOD, 20/38WKS, $13.22/HR 11/28/2022
ELSTAD, JODI R NUTRITIONAL ASST/DW, 30/38WKS, $13.22/HR 11/28/2022
GEISSLER, SUSAN K BUS DRIVER/TRANSPORTATION, 25/38WKS, $19.54/HR 11/09/2022
LEE, MARY F SPEC ED PARA/CHESTER CREEK, 25/38WKS, $19.77/HR 11/30/2022
LUTHER, JACKSON A SPECIAL ED PARA/MERRITT CREEK, 31.25/38WKS, $18.61/HR 10/24/2022 1/2/2023
PREBEG, BRITTANY K SPEC ED PARA/CONGDON PARK, 31.25/38WKS, $17.77/HR 12/01/2022
RUPP, JEREMYJ COMMUNITY EDUCATION COORDINATOR 10/17/2022
SOLEM, ROSE E PRESCHOOL PARA/PIEDMONT, 23/38WKS, $17.77/HR 11/30/2022
SZUKIS, KIRK TW SPECIAL ED PARA/DENFELD, 32.5/38WKS, $19.86/HR 10/31/2022
WIGHT, KATELYN A SPECC ED PARA/CHESTER CREEK, 31.25/38WKKS, $18.74/HR 10/17/2022

NON CERT RESIGNATION POSITION
FIEDLER, KARA A SPEC ED PARAPROFESSIONAL/DISTRICT WIDE 11/18/2022
LEE, YU L SPEC ED PARAPROFESSIONAL/MYERS WILKINS 11/11/2022
MAXIM, GALEN M SPEC ED PARAPROFESSIONAL/PIEDMONT 11/18/2022
NOVITSKI, FRANK E BUS DRIVER II/TRANSPORTATION 12/14/2022
PIETRUSA, AMBER BENEFITS COORDINATOR/UHG 12/01/2022

NON CERT RETIREMENT POSITION
LOWE, RUSSELL R SCHOOL CUSTODIAN II/LINCOLN PARK 2/1/2023

NON CERT LEAVE OF ABSENCE POSITION
GEISSLER, SUSAN K SATELLITE MANAGER I/LINCOLN PARK - TO SERVE AS BUS DRIVER 11/28/2022
KALWITE, MICHELLE R.U. NUTRITION SERVICES ASSISTANT/EAST 12/02/2022 12/09/2022
PERRAULT, JUDITH I NUTRITION SERVICES ASSISTANT/EAST 01/17/2023 01/20/2023
SISLO, BETTY R CHILD NUTRITION AREA SITE SUPV/DW 01/09/2023 01/09/2024
WATCZAK, JAMES F NUTRITION SERVICES ASSISTANT/LOWELL 01/30/2023 02/17/2023

NON CERT TERMINATION POSITION
TOMECK, SOPHIA EEA CLERICAL HR ASSISTANT/UHG 12/2/2022

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
Title of Immediate 
Supervisor:  Executive 
Director of Business 
Services and Finance

Department: 
Business Services

FLSA Status:
Exempt

Accountable For (Job 
Titles): 
Clerical Level F, Clerical 
Level E, or Clerical Level 
D

Pay Grade Assignment:
Non-Certified Business 
Division, Pay Class VIII

General Summary or Purpose Of Job:
Works directly with the Director of Business Services to ensure the District's student reporting 
activities are conducted in compliance with School Board policies and procedures, government 
regulations and MDE Guidance to maximize district revenue.  The Analyst works independently in 
the study of EDFI and MARSS student reporting, processing problems, designing, updating and 
implementing reporting solutions using system software and self-architected spreadsheets to realize 
the District’s maximum ADM from its investment in student instructional programs and business 
processes. The Analyst acts as a liaison between business services, technology, administrative staff 
and school staff to ensure that data integrity and integration is maintained within the District's 
Student Information Management Systems. The Analyst works as a team member to ensure data 
required by multiple users from various departments and outside agencies is accurate and accessible 
in a user-friendly format by designing the processing steps, and formatting the output to best meet 
end users' needs. The Analyst in-directly supervises enrollment, guidance and attendance staff in the 
specialty area of EDFI/MARSS reporting.  Trains staff on student information systems and 
MARSS/EDFI reporting protocols, to ensure the timely, accurate completion of the district’s student 
reporting. Consults with direct supervisors regarding staff improvement.

DUTY
NO. ESSENTIAL DUTIES: (These duties are a representative sample; 

position assignments may vary.)

FRE-
QUENCY

 1. Serves as the subject matter expert for student data collection for state 
and federal reporting. Conducts quality control audits of data input 
into the student information systems. Maps, analyzes and evaluates 
student reporting processes, identifies options for improving accuracy 
of reporting; acts as the liaison between business services, technology 
and school operations staff to successfully process MARSS and EDFI 
student data collection and reporting.   

35%
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
 2. Provides technical assistance to site staff and administrators in School 

Operations, Curriculum, Assessment, and Technology to resolve day-
to-day systems and reporting problems, including specific project 
support or computer-based applications as related to student 
accounting. Resolves daily operating problems.  Communicates 
effectively with system users regarding processes or special situations. 
Provides training for state reporting on both the technical and end user 
level.

25%

3. Creates and maintains spreadsheets and reports related to student 
enrollment, demographics, mobility, general education revenue, 
compensatory revenue and other projects. Regularly researches, 
analyzes and summarizes state reports based on data collection periods 
for the purpose of determining the accuracy, reliability and 
completeness of student records and reports. Reconciles cross district 
funding errors. Initiates research, identifies the business or operational 
issues that affect the district's student reporting, recommends ways of 
improving the existing system and processes

25%

4. Prepares monthly analyses of student enrollment and budgeted ADM.  
Develops queries and reports needed to verify information reported to 
state and federal agencies. Assists with preparation of annual budget 
as related to student enrollment projections, and applied FTE. Makes 
recommendations regarding project sustainability, priority and 
implementation using clear, concise, grammatically correct written 
and verbal communications to multiple levels of staff.  

10%

5. Performs other duties of a comparable level or type. 5%

Minimum Qualifications:  (necessary qualifications to gain entry into the job not 
preferred or desirable qualifications)

Requires a minimum of a baccalaureate degree in Business, Statistics or Computer Science and 
5-8  years of progressive experience working with confidential public sector data; minimum 5-
7 years professional level experience processing technical information or data in a key 
functional role and or a range of process and systems; two years in first level management role 
with responsibility to manage student reporting processes and /or database function;  or an 
equivalent combination of education, training and experience necessary to successfully perform 
the essential function of the position.

Knowledge Requirements:
Requires knowledge of:
▪ Duluth Public Schools Operational and administrative policies
▪ Applicable laws, codes, regulations, standards, methods and practices related to confidential 

student accounting.  
▪ Database management, technical information systems. concepts and statistical analysis 
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
methodology for the purpose of providing practical reporting, advice and data. 

▪ Advanced Windows based software and applications used in general office environments to 
enhance reporting, training and communication. 

▪ Advanced MS Office and financial systems computer software applications skills.

Skill Requirements:
Skilled in:
▪ Ability to read, analyze and interpret general business periodicals, professional journals, 

technical procedures and governmental regulations. 
▪ Ability to write reports, business correspondence, and procedure manuals with clear and 

transparent instruction/documentation. 
▪ Ability to effectively present information and respond to questions from groups of 

managers, client’s customers and the general public; ability to transfer knowledge and 
skills to others using a variety of mediums as appropriate to audience 

▪ Ability to understand, interpret, apply, and use mathematics and statistical methods and 
procedures typically gained through professional and post-secondary education. 

▪ Ability to analyze/interpret data for integrity purposes, performance, and other related 
tasks 

▪ Ability to research, evaluate, analyze, interpret, summarize and communicate statistical 
data in a timely, meaningful way. 

▪ Ability to use persuasion, customer service and human relation skills in dealing with 
people both inside and outside of the organization. 

▪ Ability to influence, instruct and negotiate with administrators, staff and peers to gain 
understanding, cooperation and action. 

▪ Ability to work both independently and in team-based environments for problem solving 
purposes; ability to lead the work of others by monitoring, training, reviewing, and 
delegating tasks. 

▪ Ability to develop and implement processes to improve district communication, student 
reporting and overall efficiency. 

▪ Ability to use judgment, discretion, and initiative to address time and resource 
management as related to student accounting procedures. 

▪ Ability to manage time and prioritize projects effectively.

Physical Requirements:  Indicate according to the requirements of the essential 
duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% 

Continuously
Stand 
Walk 

Sit 
Use hands dexterously (use fingers to handle, 

feel)


Reach with hands and arms 
Climb or balance 

Stoop/kneel/crouch or crawl 
Talk and hear 

11



CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
Taste and smell 

Lift & Carry:                         Up to 10 lbs. 
Up to 25 lbs. 
Up to 50 lbs. 

Up to 100 lbs. 
More than 100 lbs. 

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental 
risks or disagreeable conditions associated with the work.  The typical noise level is 
considered to be moderate.

General Physical Conditions:
Work can be generally characterized as:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
force frequently, and/or a negligible amount of force constantly to move objects.

Vision Requirements:  Check box if relevant                             Yes       No
No special vision requirements 

Close Vision (20 in. of less)
Distance Vision (20 ft. of more)

Color Vision 
Depth Perception
Peripheral Vision

Job Classification History:

Classification reviewed Bjorkland., Human Resource Management Consulting
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Dec 13, 2022 Board Meeting 12/8/2022
REVENUES 22-23 22-23 22-23 22-23 22-23

CURRENT YEAR ADOPTED BUDGET CURRENT YEAR REVISED BUDGET RECEIVED TO YEAR TO DATE RECEIVED ENCUMBERED BUDGET BALANCE
FUND Jul-22 JULY 22 -23 July - Sept July -Sept July- Sept

General 1 107,743,537.86$                   107,813,250.73$                                                               29,028,355.16$                         78,784,895.57$       
Food Service 2 3,985,000.00$                        3,985,000.00$                                                                    903,956.64$                              -$                         3,081,043.36$         
Transportation 3 5,900,000.00$                        5,900,000.00$                                                                    1,107,312.01$                           4,792,687.99$         
Community Ed 4 8,114,000.00$                        8,114,000.00$                                                                    2,228,479.05$                           5,885,520.95$         
Operating Captial 5 5,462,130.31$                        5,462,130.31$                                                                    341,228.65$                              -$                         5,120,901.66$         
Building Construction 6 -$                                         -$                          
Debt Service Fund 7 22,979,390.64$                      22,979,390.64$                                                                  1,869,041.28$                           21,110,349.36$       
Trust Fund 8 258,575.00$                           258,575.00$                                                                       258,575.00$            
Dental Insurance Fund 20 917,000.00$                           917,000.00$                                                                       359,188.12$                              -$                         557,811.88$            
Student Acitivity 79 236,006.00$                           236,006.00$                                                                       101,777.15$                              8,424.00$               125,804.85$            
REVENUE TOTALS: 155,595,639.81$                   155,665,352.68$                                                               35,939,338.06$                         -$           8,424.00$               -$                     119,717,590.62$    

EXPENSES 22-23 22-23 22-23 22-23 22-23
CURRENT YEAR ADOPTED  BUDGET CURRENT YEAR REVISED BUDGET EXPENSES TO YEAR TO DATE EXPENSES ENCUMBERED BUDGET BALANCE

FUND Jul-22 JULY 22-23 July - Sept July -Sept July-Sept
General 1 104,358,876.11$                   104,428,588.98$                                                               40,539,505.76$                         2,820,648.29$       61,068,434.93$       
Food Service 2 4,427,346.56$                        4,427,346.56$                                                                    1,352,057.11$                           1,296,163.15$       1,779,126.30$         
Transportation 3 6,176,300.00$                        6,176,300.00$                                                                    2,403,462.39$                           390,785.19$           3,382,052.42$         
Community Ed 4 8,658,980.50$                        8,658,980.50$                                                                    2,747,157.61$                           29,383.35$             5,882,439.54$         
Operating Captial 5 8,394,018.57$                        8,394,019.57$                                                                    2,740,187.03$                           1,264,247.34$       4,389,584.20$         
Building Construction 6 -$                                         10,651,653.42$                                                                  9,672,277.82$                           979,375.60$           -$                          
Debt Service Fund 7 24,691,484.56$                      24,691,484.56$                                                                  2,568,157.81$                           22,123,326.75$       
Trust Fund 8 250,000.00$                           250,000.00$                                                                       -$                                             250,000.00$            
Dental Insurance Fund 20 924,000.00$                           924,000.00$                                                                       362,517.83$                              561,482.17$            
Student Acitivity 79 414,040.00$                           414,040.00$                                                                       56,887.63$                                 1,087.12$               356,065.25$            
EXPENSE TOTALS 158,295,046.30$                   169,016,413.59$                                                               62,442,210.99$                         -$           6,781,690.04$       -$                     99,792,511.56$      

Fin 160 ESSER III Expenses Fund 06 Building construction Expenses Ex Curricular Fund 01
Program 030 Admin 15,000.00$                 debt serv payment/prof serv  course 000/000 1,113,211.81$                           Program 298 Revenue 260,663.65$            
Program 108  Tech 1,848,862.00$           admin owner pymnt course 800 5,547.53$                                   Program 298 Expense 203,957.25$            
Program 203  Elem 624,320.45$               admin design serv course 801 65,645.32$                                 
Program 211  Secondary 164,562.52$               admin constru mngmt course 802 79,906.62$                                 
Program 805 Operations 86,592.41$                 admin commissions course 803 15,076.17$                                 
Program 740 Pupil Engage 67,919.99$                 interior surf constr costs course 804 9,125,936.52$                           

2,807,257.37$           admin site services 805 120,957.17$                              
long term lease 806 1,650.00$                                   

10,527,931.14$                         

HR/BS Services Committee Monthly Fund Balance Report
Dec 13 2022 Committee Meeting
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408-1

Adopted:                              MSBA/MASA Model Policy 408
Orig. 1995

Revised:                               Rev. 2022

408 SUBPOENA OF A SCHOOL DISTRICT EMPLOYEE

I. PURPOSE

The purpose of this policy is to protect the privacy rights of school district employees and 
students under both state and federal law when requested to testify or provide educational 
records for a judicial or administrative proceeding.

II. GENERAL STATEMENT OF POLICY

This policy is to provide guidance and direction for school district employees who may be 
subpoenaed to testify and/or provide educational records for a judicial or administrative 
proceeding.

III. DATA CLASSIFICATION

A. Educational Data

1. State Law

The Minnesota Government Data Practices Act (MGDPA), Minnesota Statutes 
chapter 13, classifies all educational data, except for directory information as 
designated by the school district, as private data on individuals.  The state 
statute provides that private data on individuals may not be released, 
except pursuant to a valid court order or informed consent by the 
subject of the data or a parent if the subject of the data is a minor.

2. Federal Law

The Family Educational Rights and Privacy Act (FERPA), 20 United States Code 
section 1232g, provides that educational data may not be released, except 
pursuant to informed consent by the individual subject of the data or any 
lawfully issued subpoena.  Regulations promulgated under the federal law 
require that the school district must first make a reasonable effort to notify the 
parent of the student, or the student if the student is 18 years of age or older, 
of the subpoena in advance of releasing the information pursuant to the 
subpoena.

B. Personnel Data

The MGDPA, also classifies all personnel data, except for certain data specifically 
classified as public, as private data on individuals.  The state statute provides that 
private data on individuals may not be released, except pursuant to a valid 
court order or informed consent by the subject of the data.

IV. APPLICATION AND PROCEDURES

A. Any employee who receives a subpoena for any purpose related to employment is to 
inform the building administrator or designated supervisor when the employee receives 
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408-2

the subpoena.  The building administrator or designated supervisor shall immediately 
inform the superintendent that the employee has received a subpoena.

B. No employee may release educational data, personnel data, or any other data of any 
kind without consultation in advance with the school district official who is designated 
as the authority responsible for the collection, use and dissemination of data.

C. Payment for attendance at judicial or administrative proceedings and the retention of 
witness and mileage fees is to be determined in accordance with the applicable school 
board policies and collective bargaining agreements.

D. The administration shall not release any information except in strict compliance with 
state and federal law and this policy.  Recognizing that an unauthorized release may 
expose the school district or its employees to civil or criminal penalties or loss of 
employment, the administration shall confer with school district legal counsel prior to 
release of such data.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Rules 1205.0100, Subp. 5 (How These Rules Apply)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)

Cross References: MSBA/MASA Model Policy 211 (Criminal or Civil Action Against School District, 
School Board Member, Employee, or Student)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA Law Bulletin “I” (School Records – Privacy – Access to Data)
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410 FAMILY AND MEDICAL LEAVE POLICY

I. PURPOSE

The purpose of this policy is to provide for family and medical leave to school district employees 
in accordance with the Family and Medical Leave Act of 1993 (FMLA) and also with parenting 
leave under state law.

II. GENERAL STATEMENT OF POLICY

The following procedures and policies regarding family and medical leave are adopted by the 
school district, pursuant to the requirements of the FMLA and consistent with the requirements 
of the Minnesota parenting leave laws.

III. DEFINITIONS

A. “Covered active duty” means:

1. in the case of a member of a regular component of the Armed Forces, duty 
during the deployment of the member with the Armed Forces to a foreign 
country; and

2. in the case of a member of a reserve component of the Armed Forces, duty 
during the deployment of the member with the Armed Forces to a foreign 
country under a call or order to active duty under a provision of law referred to 
in 10 United States Code section 101(a)(13)(B).

B. “Covered servicemember” means:

1. a member of the Armed Forces, including a member of the National Guard or 
Reserves, who is undergoing medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary disability retired 
list, for a serious injury or illness; or

2. a covered veteran who is undergoing medical treatment, recuperation, or 
therapy for a serious injury or illness and who was a member of the Armed 
Forces, including a member of the National Guard or Reserves, and was 
discharged or released under conditions other than dishonorable, at any time 
during the period of five years preceding the first date the eligible employee 
takes FMLA leave to care for the covered veteran.

C. “Eligible employee” means an employee who has been employed by the school district 
for a total of at least 12 months and who has been employed for at least 1,250 hours of 
service during the 12-month period immediately preceding the commencement of the 
leave.  An employee returning from fulfilling his or her Uniformed Services Employment 
and Reemployment Rights Act (USERRA)-covered service obligation shall be credited 
with the hours of service that would have been performed but for the period of absence 
from work due to or necessitated by USERRA-covered service.   In determining whether 
the employee met the hours of service requirement, and to determine the hours that 
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would have been worked during the period of absence from work due to or necessitated 
by USERRA-covered service, the employee’s pre-service work schedule can generally be 
used for calculations.  While the 12 months of employment need not be consecutive, 
employment periods prior to a break in service of seven years or more may not be 
counted unless: (1) the break is occasioned by the employee’s fulfillment of his or her 
USERRA-covered service obligation; or (2) a written agreement, including a collective 
bargaining agreement, exists concerning the school district’s intention to rehire the 
employee after the break in service.

D. “Military caregiver leave” means leave taken to care for a covered servicemember with 
a serious injury or illness.

E. “Next of kin of a covered servicemember” means the nearest blood relative other than 
the covered servicemember’s spouse, parent, son, or daughter, in the following order 
of priority:  blood relatives who have been granted legal custody of the covered 
servicemember by court decree or statutory provisions, brothers and sisters, 
grandparents, aunts and uncles, and first cousins, unless the covered servicemember 
has specifically designated in writing another blood relative as his or her nearest blood 
relative for purposes of military caregiver leave under the FMLA.  When no such 
designation is made and there are multiple family members with the same level of 
relationship to the covered servicemember, all such family members shall be considered 
the covered servicemember’s next of kin, and the employee may take FMLA leave to 
provide care to the covered servicemember, either consecutively or simultaneously.  
When such designation has been made, the designated individual shall be deemed to be 
the covered servicemember’s only next of kin.

F. “Outpatient status” means, with respect to a covered servicemember who is a current 
member of the Armed Forces, the status of a member of the Armed Forces assigned to:

1. a military medical treatment facility as an outpatient; or

2. a unit established for the purpose of providing command and control of members 
of the Armed Forces receiving care as outpatients.

G. “Qualifying exigency” means a situation where the eligible employee seeks leave for one 
or more of the following reasons:

1. to address any issues that arise from a short-notice deployment (seven calendar 
days or less) of a covered military member;

2. to attend military events and related activities of a covered military member;

3. to address issues related to childcare and school activities of a covered military 
member’s child;

4. to address financial and legal arrangements for a covered military member;

5. to attend counseling provided by someone other than a health care provider for 
oneself, a covered military member, or his/her child;

6. to spend up to 15 calendar days with a covered military member who is on 
short-term, temporary rest and recuperation leave during a period of 
deployment;

7. to attend post-deployment activities related to a covered military member;
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8. to address care needs of a covered military member’s parent who is incapable 
of self-care; and

9. to address other events related to a covered military member that both the 
employee and school district agree is a qualifying exigency.

H. “Serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involves:

1. inpatient care in a hospital, hospice, or residential medical care facility; or

2. continuing treatment by a health care provider.

I. “Spouse” means a husband or wife.  For purposes of this definition, husband or wife 
refers to the other person with whom an individual entered into marriage as defined or 
recognized under state law for purposes of marriage in the state in which the marriage 
was entered into or, in the case of a marriage entered into outside of any state, if the 
marriage is valid in the place where entered into and could have been entered into in at 
least one state.  This definition includes an individual in a same-sex or common law 
marriage that either: (1) was entered into in a state that recognizes such marriages; or 
(2) if entered into outside of any state, is valid in the place where entered into and could 
have been entered into in at least one state.

J. “Veteran” has the meaning given in 38 United States Code section 101.

IV. LEAVE ENTITLEMENT

A. Twelve-week Leave under Federal Law

1. Eligible employees are entitled to a total of 12 work weeks of unpaid family or 
medical leave during the applicable 12-month period as defined below, plus any 
additional leave as required by law.  Leave may be taken for one or more of the 
following reasons in accordance with applicable law:

a. birth of the employee’s child and to care for such child;

b. placement of an adopted or foster child with the employee;

c. to care for the employee’s spouse, son, daughter, or parent with a 
serious health condition;

d. the employee’s serious health condition makes the employee unable to 
perform the functions of the employee’s job; and/or

e. any qualifying exigency arising from the employee’s spouse, son, 
daughter, or parent being on covered active duty, or notified of an 
impending call or order to covered active duty in the Armed Forces.

2. For the purposes of this policy, “year” is defined as a rolling 12-month period 
measured backward from the date an employee’s leave is to commence.

3. An employee’s entitlement to FMLA leave for the birth, adoption, or foster care 
of a child expires at the end of the 12-month period beginning on the date of 
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the birth or placement.

4. A “serious health condition” typically requires either inpatient care or continuing 
treatment by or under the supervision of a health care provider, as defined by 
applicable law.  Family and medical leave generally is not intended to cover 
short-term conditions for which treatment and recovery are very brief.

5. A “serious injury or illness,” in the case of a member of the Armed Forces, 
including a member of the National Guard or Reserves, means:

a. injury or illness that was incurred by the member in the line of duty on 
active duty in the Armed Forces or that existed before the beginning of 
the member’s active duty and was aggravated by service in the line of 
duty on active duty in the Armed Forces and that may render the 
member medically unfit to perform the duties of the member’s office, 
grade, rank, or rating; and

b. in the case of a covered veteran who was a member of the Armed 
Forces, including a member of the National Guard or Reserves, at any 
time, during the period of five years preceding the date on which the 
veteran undergoes the medical treatment, recuperation, or therapy, 
means a qualifying injury or illness that was incurred by the member in 
the line of duty on active duty in the Armed Forces or that existed before 
the beginning of the member’s active duty and was aggravated by 
service in the line of duty in the Armed Forces and that manifested itself 
before or after the member became a veteran, and is:

(1) a continuation of a serious injury or illness that was 
incurred or aggravated when the covered veteran was a 
member of the Armed Forces and rendered the 
servicemember unable to perform the duties of the 
servicemember’s office, grade, rank, or rating; or

(2) a physical or mental condition for which the covered 
veteran has received a U.S. Department of Veterans 
Affairs Service-Related Disability (VASRD) rating of 50 
percent or greater and such VASRD rating is based, in 
whole or in part, on the condition precipitating the need 
for military caregiver leave; or

(3) a physical or mental condition that substantially impairs 
the covered veteran’s ability to secure or follow a 
substantially gainful occupation by reason of a disability 
or disabilities related to military service, or would do so 
absent treatment; or

(4) an injury, including a psychological injury, on the basis 
of which the covered veteran has been enrolled in the 
Department of Veterans Affairs Program of 
Comprehensive Assistance for Family Caregivers.

6. Eligible spouses employed by the school district are limited to an aggregate of 
12 weeks of leave during any 12-month period for the birth and care of a 
newborn child or adoption of a child, the placement of a child for foster care, or 
to care for a parent.  This limitation for spouses employed by the school district 
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does not apply to leave taken: by one spouse to care for the other spouse who 
is seriously ill; to care for a child with a serious health condition; because of the 
employee’s own serious health condition; or pursuant to Paragraph IV.A.1.e. 
above.

7. Depending on the type of leave, intermittent or reduced schedule leave may be 
granted in the discretion of the school district or when medically necessary.  
However, part-time employees are only eligible for a pro-rata portion of leave 
to be used on an intermittent or reduced schedule basis, based on their average 
hours worked per week.  Where an intermittent or reduced schedule leave is 
foreseeable based on planned medical treatment, the school district may 
transfer the employee temporarily to an available alternative position for which 
the employee is qualified and which better accommodates recurring periods of 
leave than does the employee’s regular position, and which has equivalent pay 
and benefits.

8. If an employee requests a leave for the serious health condition of the employee 
or the employee’s spouse, child, or parent, the employee will be required to 
submit sufficient medical certification.  In such a case, the employee must 
submit the medical certification within 15 days from the date of the request or 
as soon as practicable under the circumstances.

9. If the school district has reason to doubt the validity of a health care provider’s 
certification, it may require a second opinion at the school district’s expense.  If 
the opinions of the first and second health care providers differ, the school 
district may require certification from a third health care provider at the school 
district’s expense.  An employee may also be required to present a certification 
from a health care provider indicating that the employee is able to return to 
work.

10. Requests for leave shall be made to the school district.  When leave relates to 
an employee’s spouse, son, daughter, parent, or covered servicemember being 
on covered active duty, or notified of an impending call or order to covered 
active duty pursuant to Paragraph IV.A.1.e. above, and such leave is 
foreseeable, the employee shall provide reasonable and practical notice to the 
school district of the need for leave.  For all other leaves, employees must give 
30 days’ written notice of a leave of absence where practicable.  The failure to 
provide the required notice may result in a delay of the requested leave. 
Employees are expected to make a reasonable effort to schedule leaves resulting 
from planned medical treatment so as not to disrupt unduly the operations of 
the school district, subject to and in coordination with the health care provider.

11. The school district may require that a request for leave under Paragraph 
IV.A.1.e. above be supported by a copy of the covered military member’s active 
duty orders or other documentation issued by the military indicating active duty 
or a call to active duty status and the dates of active duty service.  In addition, 
the school district may require the employee to provide sufficient certification 
supporting the qualifying exigency for which leave is requested.

12. During the period of a leave permitted under this policy, the school district will 
provide health insurance under its group health plan under the same conditions 
coverage would have been provided had the employee not taken the leave.  The 
employee will be responsible for payment of the employee contribution to 
continue group health insurance coverage during the leave.  An employee’s 
failure to make necessary and timely contributions may result in termination of 
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coverage.  An employee who does not return to work after the leave may be 
required, in some situations, to reimburse the school district for the cost of the 
health plan premiums paid by it.

13. The school district may request or require the employee to substitute accrued 
paid leave for any part of the 12-week period.  Employees may be allowed to 
substitute paid leave for unpaid leave by meeting the requirements set out in 
the administrative directives and guidelines established for the implementation 
of this policy, if any.  Employees eligible for leave must comply with the family 
and medical leave directives and guidelines prior to starting leave.  The 
superintendent shall be responsible to develop directives and guidelines as 
necessary to implement this policy.  Such directives and guidelines shall be 
submitted to the school board for annual review.

The school district shall comply with written notice requirements as set forth in 
federal regulations.

14. Employees returning from a leave permitted under this policy are eligible for 
reinstatement in the same or an equivalent position as provided by law.  
However, the employee has no greater right to reinstatement or to other 
benefits and conditions of employment than if the employee had been 
continuously employed during the leave.

B. Twelve-week Leave under State Law

An employee who does not qualify for parenting leave under Paragraphs IV.A.1.a. or 
IV.A.1.b. above may qualify for a 12-week unpaid leave which is available to a biological 
or adoptive parent in conjunction with the birth or adoption of a child, or to a female 
employee for prenatal care or incapacity due to pregnancy, childbirth, or related health 
conditions. The length of the leave shall be determined by the employee but must not 
exceed 12 weeks unless agreed to by the school district.  The employee may qualify if 
he or she has worked for the school district for at least 12 months and has worked an 
average number of hours per week equal to one-half of the full time equivalent during 
the 12-month period immediately preceding the leave.  This leave is separate and 
exclusive of the family and medical leave described in the preceding paragraphs but 
may be reduced by any period of paid parental, disability, personal, or medical, or sick 
leave, or accrued vacation provided by the school district so that the total leave does 
not exceed 12 weeks, unless agreed to by the school district, or leave taken for the 
same purpose under the FMLA.  The leave taken under this section shall begin at a time 
requested by the employee.  An employee who plans to take leave under this section 
must give the school district reasonable notice of the date the leave shall commence 
and the estimated duration of the leave.  For leave taken by a biological or adoptive 
parent in conjunction with the birth or adoption of a child, the leave must begin within 
12 months of the birth or adoption; except that, in the case where the child must remain 
in the hospital longer than the mother, the leave must begin within 12 months after the 
child leaves the hospital.

C. Twenty-six-week Servicemember Family Military Leave

1. An eligible employee who is the spouse, son, daughter, parent, or next of kin of 
a covered servicemember shall be entitled to a total of 26 work weeks of leave 
during a 12-month period to care for the servicemember.  The leave described 
in this paragraph shall be available only during a single 12-month period.  For 
purposes of this leave, the need to care for a servicemember includes both 
physical and psychological care.
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2. During a single 12-month period, an employee shall be entitled to a combined 
total of 26 work weeks of leave under Paragraphs IV.A. and IV.C. above.

3. The 12-month period referred to in this section begins on the first day the 
eligible employee takes leave to care for a covered servicemember and ends 12 
months after that date.

4. Eligible spouses employed by the school district are limited to an aggregate of 
26 weeks of leave during any 12-month period if leave is taken for birth of the 
employee’s child or to care for the child after birth; for placement of a child with 
the employee for adoption or foster care or to care for the child after placement; 
to care for the employee’s parent with a serious health condition; or to care for 
a covered servicemember with a serious injury or illness.

5. The school district may request or require the employee to substitute accrued 
paid leave for any part of the 26-week period.  Employees may be allowed to 
substitute paid leave for unpaid leave by meeting the requirements set out in 
the administrative directives and guidelines established for the implementation 
of this policy, if any.  Employees eligible for leave must comply with the family 
and medical leave directives and guidelines prior to starting leave.

6. An employee will be required to submit sufficient medical certification issued by 
the health care provider of the covered servicemember and other information in 
support of requested leave and eligibility for such leave under this section within 
15 days from the date of the request or as soon as practicable under the 
circumstances.

7. The provisions of Paragraphs IV.A.7., IV.A.10., IV.A.12., IV.A.13., and IV.A.14. 
above shall apply to leaves under this section.

V. SPECIAL RULES FOR INSTRUCTIONAL EMPLOYEES

A. An instructional employee is one whose principal function is to teach and instruct 
students in a class, a small group, or an individual setting. This includes, but is not 
limited to, teachers, coaches, driver’s education instructors, and special education 
assistants.

B. Instructional employees who request foreseeable medically necessary intermittent or 
reduced work schedule leave greater than 20 percent of the workdays in the leave period 
may be required to:

1. take leave for the entire period or periods of the planned medical treatment; or

2. move to an available alternative position for which the employee is qualified, 
and which provides equivalent pay and benefits, but not necessarily equivalent 
duties.

C. Instructional employees who request continuous leave near the end of a semester may 
be required to extend the leave through the end of the semester. The number of weeks 
remaining before the end of a semester does not include scheduled school breaks, such 
as summer, winter, or spring break.

1. If an instructional employee begins leave for any purpose more than five weeks 
before the end of a semester and it is likely the leave will last at least three 
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weeks, the school district may require that the leave be continued until the end 
of the semester.

2. If the instructional employee begins leave for a purpose other than the 
employee’s own serious health condition during the last five weeks of a 
semester, the school district may require that the leave be continued until the 
end of the semester if the leave will last more than two weeks or if the 
employee’s return from leave would occur during the last two weeks of the 
semester.

3. If the instructional employee begins leave for a purpose other than the 
employee’s own serious health condition during the last three weeks of the 
semester and the leave will last more than five working days, the school district 
may require the employee to continue taking leave until the end of the semester.

4. If the school district requires an instructional employee to extend leave through 
the end of a semester as set forth in this paragraph, only the period of leave 
until the employee is ready and able to return to work shall be charged against 
the employee's FMLA leave entitlement.  Any additional leave required by the 
school district to the end of the school term is not counted as FMLA leave but as 
an unpaid or paid leave, to the extent the instructional employee has accrued 
paid leave available and the school district shall maintain the employee's group 
health insurance and restore the employee to the same or equivalent job, 
including other benefits, at the conclusion of the leave.

VI. OTHER

A. The provisions of this policy are intended to comply with applicable law, including the 
FMLA and applicable regulations.  Any terms used from the FMLA will have the same 
meaning as defined by the FMLA and/or applicable regulations.  To the extent that this 
policy is ambiguous or contradicts applicable law, the language of the applicable law will 
prevail.

B. The requirements stated in the collective bargaining agreement between employees in 
a certified collective bargaining unit and the school district regarding family and medical 
leaves (if any) shall be followed.

VII. DISSEMINATION OF POLICY

A. A poster prepared by the U.S. Department of Labor summarizing the major provisions 
of the Family and Medical Leave Act and informing employees how to file a complaint 
shall be conspicuously posted in each school district building in areas accessible to 
employees and applicants for employment.

B. This policy will be reviewed at least annually for compliance with state and federal law.

Legal References: Minn. Stat. §§ 181.940-181.944 (Parenting Leave and Accommodations)
10 U.S.C. § 101 et seq. (Armed Forces General Military Law)
29 U.S.C. § 2601 et seq. (Family and Medical Leave Act)
38 U.S.C. § 101 (Definitions)
29 C.F.R. Part 825 (Family and Medical Leave Act)

Cross References: MSBA School Law Bulletin “M” (Licensed and Non-Licensed School District 
Employee Leave)
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4111 FAMILY AND MEDICAL LEAVE ACT POLICY

The Family and Medical Leave Act of 1993 (FMLA) provides for up to 12 weeks of
job-protected leave to eligible employees for certain family and medical reasons.  The
purpose of this policy is to provide guidelines for implementation of the FMLA.  Terms used
in this policy are intended to have the meaning set forth in the FMLA and accompanying
U.S. Department of Labor regulations.  Any aspect of FMLA leave not specifically addressed
in this policy shall be handled in accordance with the FMLA and accompanying U.S.
Department of Labor regulations and applicable policies of the Employer.

An employee must meet the following requirements to be eligible for FMLA leave:
1. The employee must have worked for the Employer for at least 12 months; and
2. The employee must have worked at least 1,250 hours during the 12 months

immediately preceding the request.

FMLA  leave may be requested for the following reasons:
1. For the birth of a child, and to care for the newborn child;
2. For the placement with the employee of a child for adoption or foster care;
3. To care for the employee's spouse, son or daughter, or parent, who has a  serious

health condition; or
4. For a serious health condition that makes the employee unable to perform the

essential functions of the employee's job.

Eligibility for FMLA leave for birth or placement of a child expires 12 months after the birth
or placement of the child.  Circumstances may require that leave for the birth of a child, or
for placement for adoption or foster care, commence prior to actual birth or placement.

An eligible employee may qualify for up to 12 weeks of FMLA leave in any 12 month period. 
From the 12 week maximum, any FMLA leave which the employee has taken during the 12
months preceding commencement of the requested leave will be subtracted to determine
the maximum leave for which the employee may be eligible presently.

In accordance with the FMLA, the Employer may require that an instructional employee's
FMLA leave continue until the end of the academic semester under circumstances where the
employee would otherwise be returning from leave near the end of the academic semester.

When FMLA leave is taken to care for a spouse, son or daughter, or parent, with a serious
health condition, or for an employee's own serious health condition, leave may be taken
intermittently or on a reduced schedule if shown to be "medically necessary".  Where leave
is taken for the birth or placement of a child for adoption or foster care, leave may be taken
on an intermittent or reduced leave schedule only if the Employer agrees.

If an eligible instructional employee requests intermittent leave or leave on a reduced leave
schedule to care for a family member, or for the employee's own serious health condition,
which is foreseeable based on planned medical treatment, and the employee would be on
leave for more than 20 percent of the total number of working days over the period the
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leave would extend, the employer may require the employee to choose either to:
1. Take leave for a period or periods of a fixed duration, not greater than the duration

of the planned treatment; or
2. Transfer temporarily to an available alternate position for which the employee is

qualified, which has equivalent pay and benefits and which better accommodates
recurring periods of leave than does the employee's regular position.

"Periods of a particular duration" means a block, or blocks, of time beginning no earlier than
the first day for which leave is needed and ending no later than the last day on which leave
is needed, and may include an uninterrupted period of leave.

Unpaid Leave

Generally FMLA leave is unpaid.  However, an employee shall substitute accumulated paid
sick leave for a portion of the FMLA leave in any situation where the employee would
normally be allowed to use sick leave.  An employee shall also substitute accumulated
personal leave for a portion of the FMLA leave.
Minnesota law allows for unpaid parental leave and for use of paid sick leave to care for
dependent family members under certain circumstances.  These leaves remain available
under FMLA but do not extend the maximum FMLA leave for which an employee is eligible.

Authorization

An eligible employee must ordinarily provide the Employer with 30 days advance notice
when the FMLA leave is foreseeable.  If 30 days advance notice is not possible, the
employee will be required to give the Employer notice as soon as practical which shall
normally be within two business days after the employee learns of the need for the leave. 
The Employer reserves the right to deny a leave request absent timely advance notice.  The
employee must attempt to schedule foreseeable FMLA leave so as not to unduly disrupt the
Employer's operations.
An employee requesting leave shall provide to the Employer, in writing, the proposed date
the leave is to commence, the approximate duration of the leave, and the qualifying reason
(s) for the leave.  The Employer will normally require medical certification to support a FMLA
leave request either to care for an employee's seriously ill family member or because of the
employee's serious health condition.  The medical certification shall be provided to the
Employer as soon as possible, and not more than 15 days later.  The Employer reserves the
right to require a second medical opinion at the Employer's expense, as allowed by the
FMLA.

The Employer reserves the right to require the employee to provide recertification of the
need for the leave every 30 days.  Recertification may also be required sooner than every
30 days if (1) the employee requests an extension of the leave; (2) there are changed
circumstances regarding the nature of the medical condition; (3) the Employer receives
information casting doubt on the continued validity of the most recent certification.  The
Employer may request a medical fitness-for-duty report upon the employee's return to
work.
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Benefit Continuation

During an approved FMLA leave, the employee and dependent health and dental insurance
coverage (if any) shall be maintained on the same basis as coverage would have been
provided if employee had been continuously employed during the entire leave period. 
Employees who receive partial employer contribution must continue to pay their portion of
the premium in order to retain this coverage.  If an employee fails to make their premium
payment, the employee will lose coverage and will not be covered for any claims which may
have occurred while on FMLA leave.  However, an employee may voluntarily choose not to
pay the premium and thus not retain these coverages.  The coverages will be reinstated
upon the employee's return to work.

An employee on FMLA leave may also continue other insurance coverages which the
employee had in effect through the Employer prior to going on FMLA leave.  The employee
will be required to pay the full cost of the premium.

The Employer's obligation to maintain health and dental insurance benefits ceases if and
when the employee informs the Employer of the employee's intent not to return from leave;
if the employee fails to return from leave, thereby terminating employment; or if the
employee exhausts the employee's FMLA leave entitlement.  In some of these situations,
employees may be entitled by law to continue their health care coverage at their own
expense.

Return to Work

An employee returning from FMLA leave of longer than one month must notify the
Employer  at least two weeks prior to return from leave.
An employee returning from FMLA leave shall be entitled to be restored to the same position
and shift that the employee held when the FMLA leave began, or to an equivalent position
and shift with equivalent benefits, pay and other terms and conditions of employment. 
Benefits of employment and seniority will be resumed at the same level and in the same
manner as were provided at the time the leave began.  Any increases in pay or changes in
benefits that are not dependent upon seniority or accrual during the leave period also must
be made effective upon the employee's return to work.  However, an employee on FMLA
leave shall not be entitled to benefit or seniority accrual during the leave except as may be
required by the employee's collective bargaining agreement.

Failure to Return to Work

If an employee on FMLA leave decides not to return to work, the employee shall notify the
Employer as soon as it is foreseeable that the employee will not be returning to work.

If an employee does not return to work for reasons beyond the employee's control or
because the employee has a serious health condition which prevents the employee from
returning to work, then the employee will not be required to repay health insurance
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premiums paid by the Employer during the FMLA leave.  If the employee does not return to
work for any other reason, then the employee will be required to repay the Employer for
those premiums.

An employee who chooses not to return to work or is unable to return to work shall be
considered to have voluntarily resigned.

Adopted: 01-23-1996  ISD 709
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722 PUBLIC DATA AND DATA SUBJECT REQUESTS

I. PURPOSE

The school district recognizes its responsibility relative to the collection, maintenance, and
dissemination of public data as provided in state statutes.

II. GENERAL STATEMENT OF POLICY

The school district will comply with the requirements of the Minnesota Government Data
Practices Act, Minnesota Statutes chapter 13 (MGDPA), and Minnesota Rules parts
1205.0100-1205.2000 in responding to requests for public data.

III. DEFINITIONS

A. Confidential Data on Individuals

Data made not public by statute or federal law applicable to the data and are
inaccessible to the individual subject of those data.

B. Data on Individuals

All government data in which any individual is or can be identified as the subject of
that data, unless the appearance of the name or other identifying data can be clearly
demonstrated to be only incidental to the data and the data are not accessed by the
name or other identifying data of any individual.

C. Data Practices Compliance Officer

The data practices compliance official is the designated employee of the school district
to whom persons may direct questions or concerns regarding problems in obtaining
access to data or other data practices problems. The responsible authority may be the
data practices compliance official.

D. Government Data

All data collected, created, received, maintained or disseminated by any government
entity regardless of its physical form, storage media or conditions of use.

E. Individual

“Individual” means a natural person. In the case of a minor or an incapacitated person
as defined in Minnesota Statutes section 524.5-102, subdivision 6, "individual"
includes a parent or guardian or an individual acting as a parent or guardian in the
absence of a parent or guardian, except that the responsible authority shall withhold
data from parents or guardians, or individuals acting as parents or guardians in the
absence of parents or guardians, upon request by the minor if the responsible
authority determines that withholding the data would be in the best interest of the
minor.

F. Inspection

“Inspection” means the visual inspection of paper and similar types of government
data. Inspection does not include printing copies by the school district, unless printing
a copy is the only method to provide for inspection of the data. For data stored in
electronic form and made available in electronic form on a remote access basis to the
public by the school district, typically through an online portal or the government
entity’s website, inspection includes remote access to the data by the public and the
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ability to print copies of or download the data on the public’s own computer
equipment.

G. Not Public Data

Any government data classified by statute, federal law, or temporary classification as
confidential, private, nonpublic, or protected nonpublic.

H. Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data: (a) not
accessible to the public; and (b) accessible to the subject, if any, of the data.

I. Private Data on Individuals

Data made by statute or federal law applicable to the data: (a) not public; and (b)
accessible to the individual subject of those data.

J. Protected Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data (a) not
public and (b) not accessible to the subject of the data.

K. Public Data

All government data collected, created, received, maintained, or disseminated by the
school district, unless classified by statute, temporary classification pursuant to
statute, or federal law, as nonpublic or protected nonpublic; or, with respect to data on
individuals, as private or confidential.

L. Public Data Not on Individuals

Data accessible to the public pursuant to Minnesota Statutes section 13.03.

M. Public Data on Individuals

Data accessible to the public in accordance with the provisions of section 13.03.

N. Responsible Authority

The individual designated by the school board as the individual responsible for the
collection, use, and dissemination of any set of data on individuals, government data,
or summary data, unless otherwise provided by state law. Until an individual is
designated by the school board, the responsible authority is the superintendent.

O. Summary Data

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 an individual is ascertainable. Unless classified pursuant to
Minnesota Statutes section 13.06, another statute, or federal law, summary data is
public.

IV. REQUESTS FOR PUBLIC DATA

A. All requests for public data must be made in writing using the data practices form and
directed to the responsible authority.

1. A request for public data must include the following information:
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a. Date the request is made;

b. A clear description of the data requested;

c. Identification of the form in which the data is to be provided (e.g.,
inspection, copying, both inspection and copying, etc.); and

d. Method to contact the requestor (such as phone number, address, or
email address).

2. Unless specifically authorized by statute, the school district may not require
persons to identify themselves, state a reason for, or justify a request to gain
access to public government data. A person may be asked to provide certain
identifying or clarifying information for the sole purpose of facilitating access to
the data.

3. The identity of the requestor is public, if provided, but cannot be required by
the government entity.

4. The responsible authority may seek clarification from the requestor if the
request is not clear before providing a response to the data request.

B. The responsible authority will respond to a data request at reasonable times and
places as follows:

1. The responsible authority will notify the requestor in writing as follows:

a. The requested data does not exist; or

b. The requested data does exist but either all or a portion of the data is
not accessible to the requestor; or

(1) If the responsible authority determines that the requested data
is classified so that access to the requestor is denied, the
responsible authority will inform the requestor of the
determination in writing, as soon thereafter as possible, and
shall cite the specific statutory section, temporary
classification, or specific provision of federal law on which the
determination is based.

(2) Upon the request of a requestor who is denied access to data,
the responsible authority shall certify in writing that the
request has been denied and cite the specific statutory section,
temporary classification, or specific provision of federal law
upon which the denial was based.

c. The requested data does exist and provide arrangements for
inspection of the data, identify when the data will be available for
pick-up, or indicate that the data will be sent by mail. If the requestor
does not appear at the time and place established for inspection of the
data or the data is not picked up within ten (10) business days after
the requestor is notified, the school district will conclude that the data
is no longer wanted and will consider the request closed.

2. The school district’s response time may be affected by the size and complexity
of the particular request, including necessary redactions of the data, and also
by the number of requests made within a particular period of time.
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3. The school district will provide an explanation of technical terminology,
abbreviations, or acronyms contained in the responsive data on request.

4. The school district is not required by the MGDPA to create or collect new data
in response to a data request, or to provide responsive data in a specific form
or arrangement if the school district does not keep the data in that form or
arrangement.

5. The school district is not required to respond to questions that are not about a
particular data request or requests for data in general.

V. REQUEST FOR SUMMARY DATA

A. A request for the preparation of summary data shall be made in writing directed to the
responsible authority.

1. A request for the preparation of summary data must include the following
information:

a. Date the request is made;

b. A clear description of the data requested;

c. Identify the form in which the data is to be provided (e.g., inspection,
copying, both inspection and copying, etc.); and

d. Method to contact requestor (phone number, address, or email
address).

B. The responsible authority will respond within ten (10) business days of the receipt of a
request to prepare summary data and inform the requestor of the following:

1. The estimated costs of preparing the summary data, if any; and

2. The summary data requested; or

3. A written statement describing a time schedule for preparing the requested
summary data, including reasons for any time delays; or

4. A written statement describing the reasons why the responsible authority has
determined that the requestor’s access would compromise the private or
confidential data.

C. The school district may require the requestor to pre-pay all or a portion of the cost of
creating the summary data before the school district begins to prepare the summary
data.

VI. DATA BY AN INDIVIDUAL DATA SUBJECT

A. Collection and storage of all data on individuals and the use and dissemination of
private and confidential data on individuals shall be limited to that necessary for the
administration and management of programs specifically authorized by the legislature
or local governing body or mandated by the federal government.

B. Private or confidential data on an individual shall not be collected, stored, used, or
disseminated by the school district for any purposes other than those stated to the
individual at the time of collection in accordance with Minnesota Statutes
section 13.04, except as provided in Minnesota Statutes section 13.05, subdivision 4.
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C. Upon request to the responsible authority or designee, an individual shall be informed
whether the individual is the subject of stored data on individuals, and whether it is
classified as public, private or confidential. Upon further request, an individual who is
the subject of stored private or public data on individuals shall be shown the data
without any charge and, if desired, shall be informed of the content and meaning of
that data.

D. After an individual has been shown the private data and informed of its meaning, the
data need not be disclosed to that individual for six months thereafter unless a dispute
or action pursuant to this section is pending or additional data on the individual has
been collected or created.

E. The responsible authority or designee shall provide copies of the private or public data
upon request by the individual subject of the data. The responsible authority or
designee may require the requesting person to pay the actual costs of making and
certifying the copies.

F. The responsible authority or designee shall comply immediately, if possible, with any
request made pursuant to this subdivision, or within ten days of the date of the
request, excluding Saturdays, Sundays and legal holidays, if immediate compliance is
not possible.

G. An individual subject of the data may contest the accuracy or completeness of public
or private data. To exercise this right, an individual shall notify in writing the
responsible authority describing the nature of the disagreement. The responsible
authority shall within 30 days either: (1) correct the data found to be inaccurate or
incomplete and attempt to notify past recipients of inaccurate or incomplete data,
including recipients named by the individual; or (2) notify the individual that the
authority believes the data to be correct. Data in dispute shall be disclosed only if the
individual's statement of disagreement is included with the disclosed data.

H. The determination of the responsible authority may be appealed pursuant to the
provisions of the Administrative Procedure Act relating to contested cases. Upon
receipt of an appeal by an individual, the commissioner shall, before issuing the order
and notice of a contested case hearing required by Minnesota Statutes chapter 14, try
to resolve the dispute through education, conference, conciliation, or persuasion. If
the parties consent, the commissioner may refer the matter to mediation. Following
these efforts, the commissioner shall dismiss the appeal or issue the order and notice
of hearing.

I. Data on individuals that have been successfully challenged by an individual must be
completed, corrected, or destroyed by a government entity without regard to the
requirements of Minnesota Statutes section 138.17.

J. After completing, correcting, or destroying successfully challenged data, the school
district may retain a copy of the commissioner of administration's order issued under
Minnesota Statutes chapter 14 or, if no order were issued, a summary of the dispute
between the parties that does not contain any particulars of the successfully
challenged data.

VII. REQUESTS FOR DATA BY AN INDIVIDUAL SUBJECT OF THE DATA

A. All requests for individual subject data must be made in writing directed to the
responsible authority.

B. A request for individual subject data must include the following information:

1. Statement that one is making a request as a data subject for data about the
individual or about a student for whom the individual is the parent or
guardian;
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2. Date the request is made;

3. A clear description of the data requested;

4. Proof that the individual is the data subject or the data subject’s parent or
guardian;

5. Identification of the form in which the data is to be provided (e.g., inspection,
copying, both inspection and copying, etc.); and

6. Method to contact the requestor (such as phone number, address, or email
address).

C. The identity of the requestor of private data is private.

D. The responsible authority may seek clarification from the requestor if the request is
not clear before providing a response to the data request.

E. Policy 515 (Protection and Privacy of Pupil Records) addresses requests of students or
their parents for educational records and data.

VIII. COSTS

A. Public Data

1. The school district will charge for copies provided as follows:

a. 100 or fewer pages of black and white, letter or legal sized paper
copies will be charged at 25 cents for a one-sided copy or 50 cents for
a two-sided copy.

b. More than 100 pages or copies of other materials are charged based
upon the actual cost of searching for and retrieving the data and
making the copies or electronically sending the data, unless the cost is
specifically set by statute or rule.

(1) The actual cost of making copies includes employee time, the
cost of the materials onto which the data is copied (paper, CD,
DVD, etc.), and mailing costs (if any).

(2) Also, if the school district does not have the capacity to make
the copies, e.g., photographs, the actual cost paid by the
school district to an outside vendor will be charged.

2. All charges must be paid for [in cash or by check] in advance of receiving the
copies.

[Note: the district should identify the payment methods that it will accept.]

B. Summary Data

1. Any costs incurred in the preparation of summary data shall be paid by the
requestor prior to preparing or supplying the summary data.
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2. The school district may assess costs associated with the preparation of
summary data as follows:

a. The cost of materials, including paper, the cost of the labor required to
prepare the copies, any schedule of standard copying charges
established by the school district, any special costs necessary to
produce such copies from a machine-based record-keeping system,
including computers and microfilm systems;

b. The school district may consider the reasonable value of the summary
data prepared and, where appropriate, reduce the costs assessed to
the requestor.

C. Data Belonging to an Individual Subject

1. The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies.

The responsible authority shall not charge the data subject any fee in those
instances where the data subject only desires to view private data.

The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies. Based on the factors
set forth in Minnesota Rule 1205.0300, subpart 4, the school district
determines that a reasonable fee would be the charges set forth in section
VIII.A of this policy that apply to requests for data by the public. 

2. The school district may not charge a fee to search for or to retrieve
educational records of a child with a disability by the child’s parent or guardian
or by the child upon the child reaching the age of majority.

IX.     Annual Review and Posting

A. The responsible authority shall prepare a written data access policy and a written
policy for the rights of data subjects (including specific procedures the school district
uses for access by the data subject to public or private data on individuals). The
responsible authority shall update the policies no later than August 1 of each year, and
at any other time as necessary to reflect changes in personnel, procedures, or other
circumstances that impact the public’s ability to access data.

B. Copies of the policies shall be easily available to the public by distributing free copies
to the public or by posting the policies in a conspicuous place within the school district
that is easily accessible to the public or by posting them on the school district’s
website.

Data Practices Contacts

Responsible Authority:
Superintendent
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
data.request@isd709.org

Data Practices Compliance Official:
Executive Director of Business Services and Finance
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
data.request@isd709.org
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Data Practices Designee(s):
Business Services Coordinator
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
data.request@isd709.org

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 13.01 (Government Data)
Minn. Stat. § 13.02 (Definitions)
Minn. Stat. § 13.025 (Government Entity Obligation)
Minn. Stat. § 13.03 (Access to Government Data)
Minn. Stat. § 13.04 (Rights of Subjects to Data)
Minn. Stat. § 13.05 (Duties of Responsible Authority)
Minn. Stat. § 13.32 (Educational Data)
Minn. Rules Part 1205.0300 (Access to Public Data)
Minn. Rules Part 1205.0400 (Access to Private Data)

Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)

New Policy
Replacing: Policy 108
First Reading: 09-18-2018
Adopted: 10-16-2018
Reviewed: 10-15-2019
Reviewed: 07-21-2020
First Reading: 11-15-2022
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Duluth Public Schools
INDEPENDENT SCHOOL DISTRICT NO. 709

PUBLIC DATA REQUEST FORM

TO BE COMPLETED BY THE REQUESTOR

REQUESTOR NAME (NOT REQUIRED): PHONE NUMBER:*

ADDRESS:* EMAIL ADDRESS:*

DATE OF REQUEST:

DESCRIPTION OF THE INFORMATION REQUESTED: (attach additional page if necessary)

MANNER IN WHICH RESPONSIVE DATA IS TO BE PROVIDED:

INSPECTION ONLY COPIES ONLY** BOTH INSPECTION AND COPIES **

**Inspection is free, but there is a charge for copies. Payment must be received before copies will
be provided.

Written requests for data can be returned several ways:

Email: data.request@isd709.org
Fax: 218-336-8773
Mail: ISD 709 – Attn: Business Services

4316 Rice Lake Rd, Ste 108
Duluth, MN 55811

In Person: See mail address above

FOR OFFICE USE ONLY

DATE REQUEST RECEIVED: REQUEST RECEIVED BY:

DATE OF RESPONSE: RESPONSE PROVIDED BY:

* Requestor’s name is optional. However, contact information is necessary to mail/email the data.
Also, contact information is needed if the school district does not understand the request. We will not
work on such a request until clarified.

Policy 722 Form
2022 42



534 SCHOOL MEALS POLICY

I. PURPOSE

The purpose of this policy is to ensure that students receive healthy and nutritious meals
through the school district’s nutrition program and that school district employees, families,
and students have a shared understanding of expectations regarding meal charges. The
policy of the school district is to provide meals to students in a respectful manner and to
maintain the dignity of students by prohibiting lunch shaming or otherwise ostracizing the
student. The policy seeks to allow students to receive the nutrition they need to stay focused
during the school day and minimize identification of students with insufficient funds to pay for
school meals as well as to maintain the financial integrity of the school nutrition program.

II. PAYMENT OF MEALS

A. Payment for lunch is expected at the time the meal is served. Parents have
three options to put money in their child’s lunch account:

1. Online payments
2. Check sent to the child’s school or Administrative offices
3. Cash sent to the child’s school or Administrative offices

B. Families may apply for free/reduced-price meal benefits anytime during the
school year. Meal applications are distributed to all families in the district
prior to the student's first day of classes. In addition, applications are
available on the school district website or available to be mailed via USPS if
requested.

C. If the school district receives school lunch aid under Minnesota Statutes section
124D.111, it must make lunch available without charge to all participating students
who qualify for free or reduced-price meals regardless of account balance.

D. A student with an outstanding meal charge debt will be allowed to purchase a meal if
the student pays for the meal when it is received.

E. A student who has been determined to be eligible for free and reduced-price lunch
always must be served a reimbursable meal even if the student has an outstanding
debt.

F. Once a meal has been placed on a student’s tray or otherwise served to a student,
the meal may not be subsequently withdrawn from the student by the cashier or
other school official, whether or not the student has an outstanding meals balance.

G. If a parent or guardian chooses to send in one payment that is to be divided between
sibling accounts, the parent or guardian must specify how the funds are to be
distributed to the students’ accounts. Funds may not be transferred between sibling
accounts unless written permission is received from the parent or guardian.

III. LOW OR NEGATIVE ACCOUNT BALANCES – NOTIFICATION

A. The school district will make reasonable efforts to notify families when meal account
balances are low or fall below zero.

B. Reminders for payment of outstanding student meal balances will not demean or
stigmatize any student participating in the school lunch program, including, but not
limited to, dumping meals, withdrawing a meal that has been served, announcing or
listing students’ names publicly, or affixing stickers, stamps, or pins.
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IV. UNPAID MEAL CHARGES

A. The school district will make reasonable efforts to communicate with families to
resolve the matter of unpaid charges. Where appropriate, families may be
encouraged to apply for free and reduced-price meals for their children.

B. The school district will make reasonable efforts to collect unpaid meal charges
classified as delinquent debt. Unpaid meal charges are designated as delinquent debt
when payment is overdue, the debt is considered collectable, and efforts are being
made to collect it.

C. The school district may not enlist the assistance of non-school district employees,
such as volunteers, to engage in debt collection efforts.

D. The school district will not impose any other restriction prohibited under Minnesota
Statutes section 123B.37 due to unpaid student meal balances. The school district will
not limit a student’s participation in any school activities, graduation ceremonies, field
trips, athletics, activity clubs, or other extracurricular activities or access to materials,
technology, or other items provided to students due to an unpaid student meal
balance.

V. COMMUNICATION OF POLICY

A. This policy and any pertinent supporting information shall be provided in writing (i.e.,
mail, email, back-to-school packet, student handbook, etc.) to:

1. all households at or before the start of each school year;

2. students and families who transfer into the school district, at the time of
enrollment; and

3. all school district personnel who are responsible for enforcing this policy.

B. The school district will post this policy on the school district’s website, or the website
of the organization where the meal is served, in addition to providing the required
written notification described above.

C. If the school district contracts with a third party for its meal services, it will provide
the vendor with its school meals policy. The school district will ensure that any
third-party provider with whom the school district enters into either an original or
modified contract after July 1, 2021, adheres to the school district’s school meals
policy.

Legal References: Minn. Stat. § 123B.37 (Prohibited Fees)
Minn. Stat. § 124D.111 (School Meals Policies; Lunch Aid; Food Service
Accounting)
42 U.S.C. § 1751 et seq. (Healthy and Hunger-Free Kids Act)
7 C.F.R. § 210 et seq. (School Lunch Program Regulations)
7 C.F.R. § 220.8 (School Breakfast Program Regulations)
USDA Policy Memorandum SP 46-2016, Unpaid Meal Charges: Local Meal
Charge Policies (2016)
USDA Policy Memorandum SP 47-2016, Unpaid Meal Charges: Clarification on
Collection of Delinquent Meal Payments (2016)
USDA Policy Memorandum SP 23-2017, Unpaid Meal Charges: Guidance and
Q&A
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Cross References: None

New Policy:                 534
First Reading:             July 18, 2017
Adopted: August 22, 2017 ISD 709
First Reading: November 15, 2022
Adopted:
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Duluth Public Schools, ISD 709  • (218) 336-8752

 
Monthly Committee of the Whole Board Meeting

Duluth Public Schools, ISD 709
Agenda

Tuesday, December 6, 2022
UnitedHealth Group Building

4316 Rice Lake Road
Suite 108

Duluth, MN 55811
4:30 PM

 
1. CALL TO ORDER
2. ROLL CALL
3. AGENDA ITEMS

A. Action Items - Consent Agenda
1) Presentation Items Requiring Approval - None
2) Resolutions - None
3) Other Action Items - None

B. Informational Items
1) Presentations

a. Strategic Planning Update 
COO and Principal Consultant, Dr. Ray Queener
b. Duluth Public Schools Planning for our Operational Future
Managing Director Baird Public Finance, Michael Hoheisel 
c. District Legislature Platform

C. Other - None
4. ADJOURN
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Classroom To Boardroom
Comprehensive Strategic Planning

School Board Meeting Update

December 6, 2022
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© 2022 TeamWorks International, Inc. All Rights Reserved.

Purpose

• Provide a review of the Classroom to Boardroom process
• Provide an update on work completed to date
• Share draft Desired Daily Experience statements
• Share key next steps and timeline
• Strategic Roadmap
• Questions

2
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CLASSROOM TO BOARDROOM 
STRATEGIC PLANNING 
PROCESS

• Assessing Our Reality
• Storywall
• Environmental Scan
• Building and Dept Strengths & Needs

• Describing Our Vision
• Desired Daily Experience
• Theory of Action
• VisionCard

• Setting Our Strategic Plan
• 3-yr Operational Plan
• School Improvement Plans
• 3-yr Board Agenda

Community Engagement

Apr 27, May 5

Sep 15

Apr 25 - Oct 6

Oct 25

Nov 10

Dec 6, Jan 3, 17, 26

Feb 9
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Additional Dates and Sessions

• School Board and Public Updates
• February 28

• School and Department Improvement Plans with ActionCards
• February 13

4
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Storywall

For each time period:

• Key influential events
• Behaviors encouraged / rewarded
• Characteristics of successes
• Characteristics of challenges
• Lifecycle

6

Time Periods

• 1993-2004
• 2005-2011
• 2012-2016
• 2017-2019
• 2020-Present
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Environmental Scan

Edge and Emerging

• Student/staff increasing social/emotional needs

• Societal influences and political landscape 

impacting district direction

• Continuing divide across district

• Evolving student options and performance

• Changing employment trends

Established and Ebbing

• Student choice and shifting approaches to school 

programming

• Continual divide within community based in 

shifting political landscape and inequities

• Increasing challenges with current and future 

resources

• Increasing employment challenges impacting 

diversity and experience of staff to fill positions

Key Trends and Influences

7
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Desired Daily Experiences

The focus is to describe the desired daily experiences of the district’s three primary 
stakeholder groups — students, families and staff — as articulated by the 
stakeholders who participated in input sessions between April 25  and May 16, 
2022. 

Eight groups of middle and high school students representing a variety of 
achievement levels, student involvement, and race, ethnicity and gender.   About 
125 students participated in the sessions. The schools represented were:

• Ordean East and Lincoln Park Middle Schools (4)
• Duluth East and Denfeld High Schools (4)

8
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Desired Daily Experiences

Eight family groups, including about 30 parents, representing students 
in all grades and a variety of student achievement and involvement.  
The family group sessions were:

• Early Childhood, Elementary, Secondary, Education Equity 
Advisory Committee

Five groups of staff representing all grades and a variety of positions 
across the school district. About 45 staff members participated in the 
group conversations. Group sessions were as follows:

• Licensed staff, Non-licensed staff

9
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Desired Daily Experiences

Four community engagement sessions were opened to the public 
which included staff, families, and community members.  
Approximately 45 participants engaged in these sessions located at:

• Ordean East Middle School
• Lincoln Park Middle School
• Denfeld High School
• Duluth East High School

10
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Draft Desired Daily Experiences - Students

I am accepted, cared for, and respected regardless of the color of my skin, how I identify or my 

beliefs.

● I have multiple options for courses including “real life” classes and extracurricular activities.

● Staff and teachers keep me safe, believe I can succeed, hear my voice, and support me.

I enjoy school, have fun, and feel like I belong.

● I feel connected to my classmates and the staff.

● My school meals have a variety of options and I am given enough time to eat and socialize.

● I have access to physical and mental health support at school.

● I know what is expected from me and know that I am treated fairly if I make a mistake. 

● Important information is shared and is accessible to me.
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Draft Desired Daily Experiences - Families

My child’s school values equity, diversity and inclusivity.

● My child feels welcomed, seen, heard, engaged and happy at school.

● My family has a sense of belonging with the school community where we feel welcomed by 

school staff and other families.

● My voice is heard and I am informed through multiple communication methods.

My child’s school provides relevant and engaging academic learning experiences that support 

multiple pathways.

● My child has equitable access to many  activities before, during, and after school. 

● My child has access to resources that support their mental health and social-emotional 

learning.

● My child has class sizes that allow for individualized attention to meet their needs.

My child is treated respectfully when they make mistakes.

12
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Draft Desired Daily Experiences - Staff

I am part of a diverse workforce that values relationships, teamwork, and inclusivity. 
• I have systems and equitable resources to sustainably support students’ academic, 

social-emotional/behavioral, and socio-economical needs
• We have class sizes and caseloads that allow us to reach students' individual, 

social-emotional/behavioral and academic needs.
I enjoy my job and find it fulfilling.  
• I have dedicated and adequate time during my workday to collaborate, prepare, connect with 

colleagues and grow professionally.
• I have access to and the ability to use current, relevant, educational resources and technology. 
• I am provided with resources to support safety at my site for all staff and/or students.
• I have quality, meaningful professional development opportunities to support my role.
• I receive clear, timely, and relevant communication.
• I am a valued voice in the decision-making process with my colleagues and administration.

13

1459



© 2022 TeamWorks International, Inc. All Rights Reserved.

Process and Next Steps Update

• Next Session - January 4, 2023
• Finalize Draft Desired Daily Experiences
• Finalize District Theory of Action
• Finalize Draft Vision Card
• Finalize District Operational Plan

14
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District Strategic Roadmap
Mission, Vision, and Core Values

16
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Mission

Duluth Public Schools is working to inspire every student to achieve their potential 
and preparing students to lead productive, fulfilling lives as citizens of Duluth and 
the wider world.

17
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Mission Statement

1. Who do you serve?

 

2. What do you specifically do for those you serve?

 

3. Why do you do what you do?

 

4. How do you do what you do?

18
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Vision

We will build on our shared beliefs and values of unity, high achievement and 
responsible use of resources to create Duluth Public Schools and classrooms that 
are safe, supportive and inclusive. We will work to inspire every student to achieve 
their potential, and prepare students to lead productive, fulfilling lives as citizens of 
Duluth and the wider world.

Working together as educators, parents and citizens, we can make a difference for 
every student, every day.

19
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Vision Statement

Culture

• If you talk with a neighbor or a parent on the sideline, what will you be saying about school district academics?

• What will student to student relationships be like? Student and staff? Staff and family?

• In three years, what will you be most proud of in our schools?

 
Work

• What will be a premier program that people will be talking about in the school district?

• What resources or instruction will you see in the classroom that will prove the district is serving the Desired Daily Experiences of students, staff, families?

• Walk through the future facilities plan for 2025 – what will make you smile?

• What will staff say about their work and professional development?

 
Organization

• What are 3 words that describe how the board is supporting the academic model?

• What will communication about academics be like between school and home?

• What great things will be said internally about the academic focus of the schools?

• What will the external community and realtors say about the school’s academics?

20
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Core Values

● Teachers and staff are highly qualified and diverse, providing opportunities for students of every culture 

and ability to be successful.

● Schools are safe, respectful, caring environments for children and adults.

● We are closing the achievement gap by using best practices and by partnering with community, state and 

national organizations to bring the best possible education to our children.

● Class sizes are suitable and appropriate to students’ development and needs.

● A wide range of enriching activities and curriculum are provided for students before, during and after 

school.

● Our schools serve as community resources for residents of all ages.

● Strategies are sought to reduce costs and increase funding; people inside and outside schools are 

regularly invited to share ideas and creative options.

● People inside and outside schools feel comfortable asking questions and sharing concerns and feel 

satisfied that they are heard.

21
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Core Values

22

Beliefs

• Beliefs don’t need proof
• Beliefs are assumptions we 

make about others and 
ourselves

• Beliefs grow from what we 
experience and think about

• Beliefs affect our morals

Core Values

• Values stem from our beliefs
• Values govern the way we 

behave
• Values are things we deem 

important
• Values affect behavior and 

character

Robyn Roste - “What’s the Difference between Beliefs and Values?” 2368

https://www.insightforliving.ca/library/article/author/robyn-roste
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Core Values

Accountability:  To fulfill one’s roles and responsibilities and be 
responsive to the results.

Adaptability:  engaging in flexible, continuous and purposeful change 
grounded in data

Collaboration:  working together for common goals

Collaboration:  operating with a preference and capacity for 
partnership across our community

Community:  it’s about all of us, all the time

Compassion:  to show empathy, generosity, kindness, patience and 
sensitivity

Courage:  facing challenges with hope & persistence

Courage:  to do what is right and to support each other in courageous 
thought and action

Engagement:  showing up fully present with a Mission-focus and 

Values-driven attitude

Excellence:  to be our best, expect our best

Excellence:  high expectations for all and in all we do

Excellence:  to be inspired daily to become the very best we can be

Excellence:  A relentless and intentional effort in continuous 

improvement.

Expectations:  I will set a high bar for myself and others in learning, 

behavior, commitment to do one’s best and service to others and 

community    

Innovation:  finding new way to excel

23
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Core Values

Integrity:  I will do the right thing…even when no one is looking

Integrity:  by staying true to our convictions in all that we say and do 

even when no one is watching

Integrity:  Doing the “right thing” at all times with honesty and 

authenticity

Integrity:  Always aligning our actions with our values and beliefs.

Kids First:  Students’ diversity and needs drive decisions and actions

Knowledge:  Skilled in accessing, navigating and using a broad array 

of facts and viewpoints from a global perspective

Learning:  Continuous, meaningful, and challenging effort that results in 
student success.

Partnership:  I will engage in relationships and action which empowers 
learning for ALL

Partnership:  Together, we achieve more than alone

Respect:  I will honor the uniqueness of myself and others,  treating others 
as we wish to be treated

Respect:  pride in who we are, accepting of our differences

Respect:  in thought and action for the individual, for humanity and for the 
global community we all share

Responsibility:  Shared stewardship of and accountability for our words, 
acts, choices and results

Responsibility:   Working together interdependently and collaboratively, 
learning from one another, entrusting one’s self interest to another, and 
taking ownership  for our individual and collective actions and decisions.

24
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Strategic Directions

After final draft of operational plan

25
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Contact Information

•Ray Queener
•rayq@teamworksintl.net
•651.336.4015
•Twitter:  @queener1
•Instagram:  @rqueener

26
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Committee of the Whole 
December 6, 2022 
 

 
 
 Upcoming Operating Budget Challenges 

1) Personnel 
a. ESSER funded positions 
b. Class size optimization 
c. Scheduling 

i. Elementary: eight-day 
rotation 

ii. Middle: art curriculum 
mandate 

d. Maintain & attract quality staff 
 

2) Program Offerings 
a. Review 
b. Assessment 
c. Enhancement 

3) Technology 
a. Provide dedicated technology 

funding 
i. Maintain ESSER 1:1 initiative 
ii. Replacement cycles 
iii. Future technology flexibility 

 Investigate Expenditure Efficiencies 
 Explore Revenue Raising Funding Considerations 

1) Voter Approved Tax Requests 
a. Minimize additional local tax effort 
b. Use strategic phase-in approach 
c. Maximize student benefit 

2) Voter Approved Funding Mechanisms 
a. Operating Referendum Levy 
b. Capital Projects Levy 
c. Taxable Technology Bond 

 

 

 

 

 

 

 

 

Planning for our Operational Future – Focusing on the Next Ten Years 
Seeking Committee Permission to Explore the Following: 

2974



ISD 709 DULUTH
THE NEXT 10 YEARS
FINANCIAL PLANNING DISCUSSION

Robert W. Baird & Co. Incorporated is providing this information to you for discussion purposes.  The materials do not 
contemplate or relate to a future issuance of municipal securities.  Baird is not recommending that you take any action, and this 
information is not intended to be regarded as “advice”’ within the meaning of Section 15B of the Securities Exchange Act of 1934 
or the rules thereunder. 

PREPARED BY: MICHAEL HOHEISEL
MATT RANTAPAA
SAM HYLLE
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HISTORICAL ENROLLMENT INFORMATION

2
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WHAT IS THE 
DISTRICT'S 
HISTORICAL CAPTURE 
RATE?

◼ Capture rate focuses solely on the number of resident students the 
District is educating or paying tuition for to educate within their 
system

3
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ISD 709 – HISTORY OF DEBT IMPACTING OPERATIONS

6

Drop from taxes payable 2018 / 2019 attributable to the Series 
2019A refunding/restructuring of COPs which provided $694K of 
PV Savings
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REVENUE, EXPENDITURE, AND FUND BALANCE HISTORY

7
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ESTIMATED 
PAY 2023 TAX 
BASE 
COMPOSITION

SOURCE: MN 
DOR PRISM

8
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ISD 709 – HISTORY OF RMV (REFERENDUM MARKET VALUE) REVENUE 

9
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ISD 709 – HISTORY OF DEBT IMPACTING THE LEVY

10
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ISD 709 – SCHOOL PORTION HISTORY OF TAXES

11
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OPERATING 
REFERENDUM 
LEVY - WHAT IS IT?

12

An operating levy (otherwise known as a 
referendum revenue request or excess 
operating levy referendum) is a procedure 
which allows school districts to raise 
additional funds to supplement regular state 
education funding.

The State of Minnesota equalizes many 
educational levies based upon the district’s 
ability to pay (Equalization Aid).  This is one of 
those levies.

4186



OPERATING 
LEVY HISTORY

13
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REFERENDUM 
PHASEOUT 
REPORT

❑ For taxes payable 2023, this $646.78/APU of operating levy authority 
generated $5,651,777.08 in revenue

❑ Last year of collection for current operating levy authority is taxes payable 
2028/ FY 2029

❑ Next available referendum date: November 7, 2023, for regular ballot
❑ Commencing revenue in taxes payable 2024 requires revoke / replace 

ballot language which will have disclaimer as follows: “BY VOTING “YES” 
ON THIS BALLOT QUESTION, YOU ARE VOTING FOR A PROPERTY TAX 
INCREASE. PASSAGE OF THIS REFERENDUM WILL RESULT IN AN 
INCREASE IN YOUR PROPERTY TAXES.”

14
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NEIGHBOR 
COMPARISON – TOTAL 
VOTER – APPROVED 
OPERATING REVENUE 
AND APU

16
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NEW $100/APU NET REVENUE AND TAX IMPACT

17
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CAPITAL PROJECTS 
REFERENDUM 
LEVY - WHAT IS IT?

18

Voter-Approved Levy May be used to provide dollars for eligible costs on 
an annual basis pursuant to M.S. 126C.10 subd. 14

Maximum duration of a capital projects referendum request is 10 levy 
years

Levy spread on the net tax capacity base of the district

Voters approve a tax rate and subsequent tax collections are generated 
on the approved tax rate (not on a dollar approved basis)

Review and Comment submittal to MDE is not required for a Capital 
projects Levy Referendum if the dollars are being used solely to fund 
technology and the District submits a school board resolution stating 
that funds approved by the voters will be used only as authorized in 
section 126C.10, subdivision 14.
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CAPITAL 
PROJECTS LEVY 
REFERENDUM 
ELIGIBLE USES

19
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CAPITAL 
PROJECTS LEVY 
REFERENDUM 
ELIGIBLE USES 
(CONTINUED)

20

Items highlighted in yellow 
are the most common 
uses of the capital 
projects levy across the 
State 4994



CAPITAL PROJECTS LEVY 
INTERACTIVE MODEL– ANNUAL 
TAX IMPACT

21
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TAXABLE 
TECHNOLOGY BOND

◼ Use a voter – approved general 
obligation bond consisting of tax – 
exempt and taxable components to 
fund technology needs into the 
foreseeable future while structuring 
payments around existing debt 
expiration to mitigate additional tax 
impact to constituents

225196



DISTRICT NEEDS, WANTS, AND IDEAS

Personnel
• Previously funded with ESSER dollars – new funding source needed after FY 2024 to retain 

personnel integral to delivering necessary services
• Class size restructuring

• District may explore adding new teaching positions
• For assumption purposes: Total cost per teacher inclusive of salary & benefits: $125,000
• Will need to raise an additional $5 million if 40 new positions were added (40 X $125,000)

• Contractual Examination and Restructuring Alternatives
• Explore ability to offer early retirement/retirement options/incentives

• Assumption: For each personal development day, the estimated cost is $600,000
Technology

• $2 million annually needed to maintain current replacement cycles
• Previously funded 1:1 initiative with ESSER and need to provide funding to maintain
• Explore use of operating capital account (where recent sale proceeds of 2 school buildings were 

placed) to begin tech funding and phase in recurring funding source to coincide with other future 
levy reductions

23
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ISD 709 – HISTORY OF DEBT IMPACTING THE LEVY

24

Reminder – information 
previously shared on slide 
10. Increased levy 
capacity after taxes 
payable 2027 with debt 
expiring if taxpayers are 
willing to forego this 
decrease.
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PLAN DEVELOPMENT/COMMUNICATING WITHIN OUR 
ORGANIZATION FIRST

25
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KEY OPERATING LEVY ELECTION DATES – 2023 AND 2024

26

ELECTION DAY

Tuesday, November 7, 2023 Tuesday, November 5, 2024

MAIL BALLOTS FORWARDED IF APPLICABLE / FIRST DAY TO VOTE ABSENTEE

Friday, September 22, 2023 Friday, September 20, 2024

WHO PAYS FOR ELECTION

District Only District Pays Proportional Share

ELECTION INFORMATION

Special Election -  Regular Ballot Special Election - Regular Ballot

LAST DAY TO ADOPT RESOLUTION CALLING FOR AN ELECTION

Friday, August 25, 2023 Friday, August 23, 2024 

Based on District's 
financial status (not in 
SOD), the District can 
only ask for a voter 
approved operating 
referendum from voters 
once a calendar year. If 
the voter approved 
request is not held on the 
November general 
election date, it must be 
by mail ballot. 

Pros of a 2023 Election:
• Statistically better 

passage rate in odd 
years

• Avoid November 
2024 General 
Election
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BAIRD’S SERVICE PACKAGE
OPERATING LEVY REFERENDUM 
ASSISTANCE 27

Provide a history of 
District operating 
revenue and 
operating election 
results

Prepare an 
interactive 
document for 
District use to help 
determine revenue 
generated by such 
options as Straight 
Renewal or Renewal 
plus new amount

Baird coordinates 
with legal counsel to 
provide resolution 
calling for election at 
future School Board 
meeting

Base Package cost 
of $1,000 which 
includes two on-site 
meetings with 
District

Additional Services 
packaged to meet 
your needs

Baird provides website tax 
calculator for every specific 
parcel $1,000
Election notice printing and 
mailing - $1,000 plus the 
costs incurred by Baird 
from the County, Print 
Shop and Mailing Service 
Informational Post Card 
printing and mailing - 
$1,000 plus the costs 
incurred by Baird from the 
County, Print Shop and 
Mailing Service 
Additional meetings 
beyond the two meetings 
included in base package 
will be invoiced at $500 per 
meeting. 

BAIRD’S SERVICE PACKAGE
OPERATING LEVY REFERENDUM ASSISTANCE

•Baird provides 
website tax 
calculator for every 
specific parcel 
$1,000
•Election notice 

printing and mailing 
- $1,000 plus the 
costs incurred by 
Baird from the 
County, Print Shop 
and Mailing Service 
• Informational Post 

Card printing and 
mailing - $1,000 
plus the costs 
incurred by Baird 
from the County, 
Print Shop and 
Mailing Service 
•Additional 

meetings beyond 
the two meetings 
included in base 
package will be 
invoiced at $500 
per meeting. 

56101



FURTHER 
THOUGHTS/QUESTIONS 
REGARDING OPERATING  
REFERENDUM?

28
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DRAFT

Duluth Public Schools – 2023 Legislative Priorities

Duluth Public Schools 2023 Legislative Priorities will help our local legislators as they
determine the two -year operating budgets for every school district in the state. We believe that
critical choices must be made to stabilize and increase public education funding.

In 2023, Duluth Public Schools is prioritizing supporting the following legislative initiatives…

Increased State Aid for Public Education: Support an additional annual increase in the
education formula by at least 5% and indexed for inflation. Increased state aid would allow the
Duluth Public Schools to invest in:

● Staffing to provide much needed literacy and math interventionists and improved student
to teacher ratios

● Revitalizing significantly outdated technology and curriculum resources
● Additional mental and emotional health supports and services for students
● Enhancing safety and behavioral supports
● Improved family and community engagement

Special Education: Support the state fully funding the special education cross subsidy for our
schools.

Special Education Funding for Duluth: Support Duluth Public School’s special legislation to
recapture one-time special education correction funding of $2 million dollars.

Construction Sales Tax Exemption: Support legislation exemption Duluth Public Schools
from paying sales tax on construction material related to the new District Services Building and
Transportation Center.

MTSS Framework: Support funding for MTSS framework support from MDE (the pipeline)
and grants to support district resources to continue to implement.

CTE Support: Support a one-time investment in Career and Technical Education, allowing
funds to be used for equipment, supply, and technology to support the CTE mission.

School Safety: Support a one-time $500 allocation per pupil for school safety and support
allowing local authority for schools to increase safe school levy revenue to address safety
concerns.

LTFM Flexibility: Support an increase in the Long-Term Facility Maintenance (LTFM) and
expand allowable uses of LTFM funds.  Remove the per pupil limit and broaden eligible uses.

Operating Levies: Allow school board renewal of existing and future operating levies.
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DRAFT

Solar & EV: Support adding additional funding to the Solar for Schools Grant Program and
increase the grant opportunity to 100% of installation costs for a 40-megawatt array and help
schools with federal matching dollars for EV charging stations at school properties.
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Duluth Public Schools, ISD 709  • (218) 336-8752

 
Policy Committee Meeting

Duluth Public Schools, ISD 709
Agenda

Tuesday, December 6, 2022
United Health Group (UHG)

4316 Rice Lake Rd
Suite 108

Duluth, MN 55811
3:30 PM

 
1. AGENDA ITEMS
2. POLICIES FOR FIRST READING

A. Policy 408 - Subpoena of a School District Employee 
B. Policy 410 - Family and Medical Leave Policy to replace Policy 4111

3. POLICIES FOR SECOND READING
A. Policy 722 Public Data and Data Subject Requests
B. Policy 534 School Meals Policy

4. REGULATIONS - Informational - None
5. OTHER 

2
4

16
39

1
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Adopted:                              MSBA/MASA Model Policy 408
Orig. 1995

Revised:                               Rev. 2022

408 SUBPOENA OF A SCHOOL DISTRICT EMPLOYEE

I. PURPOSE

The purpose of this policy is to protect the privacy rights of school district employees and 
students under both state and federal law when requested to testify or provide educational 
records for a judicial or administrative proceeding.

II. GENERAL STATEMENT OF POLICY

This policy is to provide guidance and direction for school district employees who may be 
subpoenaed to testify and/or provide educational records for a judicial or administrative 
proceeding.

III. DATA CLASSIFICATION

A. Educational Data

1. State Law

The Minnesota Government Data Practices Act (MGDPA), Minnesota Statutes 
chapter 13, classifies all educational data, except for directory information as 
designated by the school district, as private data on individuals.  The state 
statute provides that private data on individuals may not be released, 
except pursuant to a valid court order or informed consent by the 
subject of the data or a parent if the subject of the data is a minor.

2. Federal Law

The Family Educational Rights and Privacy Act (FERPA), 20 United States Code 
section 1232g, provides that educational data may not be released, except 
pursuant to informed consent by the individual subject of the data or any 
lawfully issued subpoena.  Regulations promulgated under the federal law 
require that the school district must first make a reasonable effort to notify the 
parent of the student, or the student if the student is 18 years of age or older, 
of the subpoena in advance of releasing the information pursuant to the 
subpoena.

B. Personnel Data

The MGDPA, also classifies all personnel data, except for certain data specifically 
classified as public, as private data on individuals.  The state statute provides that 
private data on individuals may not be released, except pursuant to a valid 
court order or informed consent by the subject of the data.

IV. APPLICATION AND PROCEDURES

A. Any employee who receives a subpoena for any purpose related to employment is to 
inform the building administrator or designated supervisor when the employee receives 

2
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the subpoena.  The building administrator or designated supervisor shall immediately 
inform the superintendent that the employee has received a subpoena.

B. No employee may release educational data, personnel data, or any other data of any 
kind without consultation in advance with the school district official who is designated 
as the authority responsible for the collection, use and dissemination of data.

C. Payment for attendance at judicial or administrative proceedings and the retention of 
witness and mileage fees is to be determined in accordance with the applicable school 
board policies and collective bargaining agreements.

D. The administration shall not release any information except in strict compliance with 
state and federal law and this policy.  Recognizing that an unauthorized release may 
expose the school district or its employees to civil or criminal penalties or loss of 
employment, the administration shall confer with school district legal counsel prior to 
release of such data.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Rules 1205.0100, Subp. 5 (How These Rules Apply)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)

Cross References: MSBA/MASA Model Policy 211 (Criminal or Civil Action Against School District, 
School Board Member, Employee, or Student)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA Law Bulletin “I” (School Records – Privacy – Access to Data)

3
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Adopted:                              MSBA/MASA Model Policy 410
Orig. 1995

Revised:                               Rev. 2022

410 FAMILY AND MEDICAL LEAVE POLICY

I. PURPOSE

The purpose of this policy is to provide for family and medical leave to school district employees 
in accordance with the Family and Medical Leave Act of 1993 (FMLA) and also with parenting 
leave under state law.

II. GENERAL STATEMENT OF POLICY

The following procedures and policies regarding family and medical leave are adopted by the 
school district, pursuant to the requirements of the FMLA and consistent with the requirements 
of the Minnesota parenting leave laws.

III. DEFINITIONS

A. “Covered active duty” means:

1. in the case of a member of a regular component of the Armed Forces, duty 
during the deployment of the member with the Armed Forces to a foreign 
country; and

2. in the case of a member of a reserve component of the Armed Forces, duty 
during the deployment of the member with the Armed Forces to a foreign 
country under a call or order to active duty under a provision of law referred to 
in 10 United States Code section 101(a)(13)(B).

B. “Covered servicemember” means:

1. a member of the Armed Forces, including a member of the National Guard or 
Reserves, who is undergoing medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary disability retired 
list, for a serious injury or illness; or

2. a covered veteran who is undergoing medical treatment, recuperation, or 
therapy for a serious injury or illness and who was a member of the Armed 
Forces, including a member of the National Guard or Reserves, and was 
discharged or released under conditions other than dishonorable, at any time 
during the period of five years preceding the first date the eligible employee 
takes FMLA leave to care for the covered veteran.

C. “Eligible employee” means an employee who has been employed by the school district 
for a total of at least 12 months and who has been employed for at least 1,250 hours of 
service during the 12-month period immediately preceding the commencement of the 
leave.  An employee returning from fulfilling his or her Uniformed Services Employment 
and Reemployment Rights Act (USERRA)-covered service obligation shall be credited 
with the hours of service that would have been performed but for the period of absence 
from work due to or necessitated by USERRA-covered service.   In determining whether 
the employee met the hours of service requirement, and to determine the hours that 
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would have been worked during the period of absence from work due to or necessitated 
by USERRA-covered service, the employee’s pre-service work schedule can generally be 
used for calculations.  While the 12 months of employment need not be consecutive, 
employment periods prior to a break in service of seven years or more may not be 
counted unless: (1) the break is occasioned by the employee’s fulfillment of his or her 
USERRA-covered service obligation; or (2) a written agreement, including a collective 
bargaining agreement, exists concerning the school district’s intention to rehire the 
employee after the break in service.

D. “Military caregiver leave” means leave taken to care for a covered servicemember with 
a serious injury or illness.

E. “Next of kin of a covered servicemember” means the nearest blood relative other than 
the covered servicemember’s spouse, parent, son, or daughter, in the following order 
of priority:  blood relatives who have been granted legal custody of the covered 
servicemember by court decree or statutory provisions, brothers and sisters, 
grandparents, aunts and uncles, and first cousins, unless the covered servicemember 
has specifically designated in writing another blood relative as his or her nearest blood 
relative for purposes of military caregiver leave under the FMLA.  When no such 
designation is made and there are multiple family members with the same level of 
relationship to the covered servicemember, all such family members shall be considered 
the covered servicemember’s next of kin, and the employee may take FMLA leave to 
provide care to the covered servicemember, either consecutively or simultaneously.  
When such designation has been made, the designated individual shall be deemed to be 
the covered servicemember’s only next of kin.

F. “Outpatient status” means, with respect to a covered servicemember who is a current 
member of the Armed Forces, the status of a member of the Armed Forces assigned to:

1. a military medical treatment facility as an outpatient; or

2. a unit established for the purpose of providing command and control of members 
of the Armed Forces receiving care as outpatients.

G. “Qualifying exigency” means a situation where the eligible employee seeks leave for one 
or more of the following reasons:

1. to address any issues that arise from a short-notice deployment (seven calendar 
days or less) of a covered military member;

2. to attend military events and related activities of a covered military member;

3. to address issues related to childcare and school activities of a covered military 
member’s child;

4. to address financial and legal arrangements for a covered military member;

5. to attend counseling provided by someone other than a health care provider for 
oneself, a covered military member, or his/her child;

6. to spend up to 15 calendar days with a covered military member who is on 
short-term, temporary rest and recuperation leave during a period of 
deployment;

7. to attend post-deployment activities related to a covered military member;
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8. to address care needs of a covered military member’s parent who is incapable 
of self-care; and

9. to address other events related to a covered military member that both the 
employee and school district agree is a qualifying exigency.

H. “Serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involves:

1. inpatient care in a hospital, hospice, or residential medical care facility; or

2. continuing treatment by a health care provider.

I. “Spouse” means a husband or wife.  For purposes of this definition, husband or wife 
refers to the other person with whom an individual entered into marriage as defined or 
recognized under state law for purposes of marriage in the state in which the marriage 
was entered into or, in the case of a marriage entered into outside of any state, if the 
marriage is valid in the place where entered into and could have been entered into in at 
least one state.  This definition includes an individual in a same-sex or common law 
marriage that either: (1) was entered into in a state that recognizes such marriages; or 
(2) if entered into outside of any state, is valid in the place where entered into and could 
have been entered into in at least one state.

J. “Veteran” has the meaning given in 38 United States Code section 101.

IV. LEAVE ENTITLEMENT

A. Twelve-week Leave under Federal Law

1. Eligible employees are entitled to a total of 12 work weeks of unpaid family or 
medical leave during the applicable 12-month period as defined below, plus any 
additional leave as required by law.  Leave may be taken for one or more of the 
following reasons in accordance with applicable law:

a. birth of the employee’s child and to care for such child;

b. placement of an adopted or foster child with the employee;

c. to care for the employee’s spouse, son, daughter, or parent with a 
serious health condition;

d. the employee’s serious health condition makes the employee unable to 
perform the functions of the employee’s job; and/or

e. any qualifying exigency arising from the employee’s spouse, son, 
daughter, or parent being on covered active duty, or notified of an 
impending call or order to covered active duty in the Armed Forces.

2. For the purposes of this policy, “year” is defined as a rolling 12-month period 
measured backward from the date an employee’s leave is to commence.

3. An employee’s entitlement to FMLA leave for the birth, adoption, or foster care 
of a child expires at the end of the 12-month period beginning on the date of 
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the birth or placement.

4. A “serious health condition” typically requires either inpatient care or continuing 
treatment by or under the supervision of a health care provider, as defined by 
applicable law.  Family and medical leave generally is not intended to cover 
short-term conditions for which treatment and recovery are very brief.

5. A “serious injury or illness,” in the case of a member of the Armed Forces, 
including a member of the National Guard or Reserves, means:

a. injury or illness that was incurred by the member in the line of duty on 
active duty in the Armed Forces or that existed before the beginning of 
the member’s active duty and was aggravated by service in the line of 
duty on active duty in the Armed Forces and that may render the 
member medically unfit to perform the duties of the member’s office, 
grade, rank, or rating; and

b. in the case of a covered veteran who was a member of the Armed 
Forces, including a member of the National Guard or Reserves, at any 
time, during the period of five years preceding the date on which the 
veteran undergoes the medical treatment, recuperation, or therapy, 
means a qualifying injury or illness that was incurred by the member in 
the line of duty on active duty in the Armed Forces or that existed before 
the beginning of the member’s active duty and was aggravated by 
service in the line of duty in the Armed Forces and that manifested itself 
before or after the member became a veteran, and is:

(1) a continuation of a serious injury or illness that was 
incurred or aggravated when the covered veteran was a 
member of the Armed Forces and rendered the 
servicemember unable to perform the duties of the 
servicemember’s office, grade, rank, or rating; or

(2) a physical or mental condition for which the covered 
veteran has received a U.S. Department of Veterans 
Affairs Service-Related Disability (VASRD) rating of 50 
percent or greater and such VASRD rating is based, in 
whole or in part, on the condition precipitating the need 
for military caregiver leave; or

(3) a physical or mental condition that substantially impairs 
the covered veteran’s ability to secure or follow a 
substantially gainful occupation by reason of a disability 
or disabilities related to military service, or would do so 
absent treatment; or

(4) an injury, including a psychological injury, on the basis 
of which the covered veteran has been enrolled in the 
Department of Veterans Affairs Program of 
Comprehensive Assistance for Family Caregivers.

6. Eligible spouses employed by the school district are limited to an aggregate of 
12 weeks of leave during any 12-month period for the birth and care of a 
newborn child or adoption of a child, the placement of a child for foster care, or 
to care for a parent.  This limitation for spouses employed by the school district 
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does not apply to leave taken: by one spouse to care for the other spouse who 
is seriously ill; to care for a child with a serious health condition; because of the 
employee’s own serious health condition; or pursuant to Paragraph IV.A.1.e. 
above.

7. Depending on the type of leave, intermittent or reduced schedule leave may be 
granted in the discretion of the school district or when medically necessary.  
However, part-time employees are only eligible for a pro-rata portion of leave 
to be used on an intermittent or reduced schedule basis, based on their average 
hours worked per week.  Where an intermittent or reduced schedule leave is 
foreseeable based on planned medical treatment, the school district may 
transfer the employee temporarily to an available alternative position for which 
the employee is qualified and which better accommodates recurring periods of 
leave than does the employee’s regular position, and which has equivalent pay 
and benefits.

8. If an employee requests a leave for the serious health condition of the employee 
or the employee’s spouse, child, or parent, the employee will be required to 
submit sufficient medical certification.  In such a case, the employee must 
submit the medical certification within 15 days from the date of the request or 
as soon as practicable under the circumstances.

9. If the school district has reason to doubt the validity of a health care provider’s 
certification, it may require a second opinion at the school district’s expense.  If 
the opinions of the first and second health care providers differ, the school 
district may require certification from a third health care provider at the school 
district’s expense.  An employee may also be required to present a certification 
from a health care provider indicating that the employee is able to return to 
work.

10. Requests for leave shall be made to the school district.  When leave relates to 
an employee’s spouse, son, daughter, parent, or covered servicemember being 
on covered active duty, or notified of an impending call or order to covered 
active duty pursuant to Paragraph IV.A.1.e. above, and such leave is 
foreseeable, the employee shall provide reasonable and practical notice to the 
school district of the need for leave.  For all other leaves, employees must give 
30 days’ written notice of a leave of absence where practicable.  The failure to 
provide the required notice may result in a delay of the requested leave. 
Employees are expected to make a reasonable effort to schedule leaves resulting 
from planned medical treatment so as not to disrupt unduly the operations of 
the school district, subject to and in coordination with the health care provider.

11. The school district may require that a request for leave under Paragraph 
IV.A.1.e. above be supported by a copy of the covered military member’s active 
duty orders or other documentation issued by the military indicating active duty 
or a call to active duty status and the dates of active duty service.  In addition, 
the school district may require the employee to provide sufficient certification 
supporting the qualifying exigency for which leave is requested.

12. During the period of a leave permitted under this policy, the school district will 
provide health insurance under its group health plan under the same conditions 
coverage would have been provided had the employee not taken the leave.  The 
employee will be responsible for payment of the employee contribution to 
continue group health insurance coverage during the leave.  An employee’s 
failure to make necessary and timely contributions may result in termination of 
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coverage.  An employee who does not return to work after the leave may be 
required, in some situations, to reimburse the school district for the cost of the 
health plan premiums paid by it.

13. The school district may request or require the employee to substitute accrued 
paid leave for any part of the 12-week period.  Employees may be allowed to 
substitute paid leave for unpaid leave by meeting the requirements set out in 
the administrative directives and guidelines established for the implementation 
of this policy, if any.  Employees eligible for leave must comply with the family 
and medical leave directives and guidelines prior to starting leave.  The 
superintendent shall be responsible to develop directives and guidelines as 
necessary to implement this policy.  Such directives and guidelines shall be 
submitted to the school board for annual review.

The school district shall comply with written notice requirements as set forth in 
federal regulations.

14. Employees returning from a leave permitted under this policy are eligible for 
reinstatement in the same or an equivalent position as provided by law.  
However, the employee has no greater right to reinstatement or to other 
benefits and conditions of employment than if the employee had been 
continuously employed during the leave.

B. Twelve-week Leave under State Law

An employee who does not qualify for parenting leave under Paragraphs IV.A.1.a. or 
IV.A.1.b. above may qualify for a 12-week unpaid leave which is available to a biological 
or adoptive parent in conjunction with the birth or adoption of a child, or to a female 
employee for prenatal care or incapacity due to pregnancy, childbirth, or related health 
conditions. The length of the leave shall be determined by the employee but must not 
exceed 12 weeks unless agreed to by the school district.  The employee may qualify if 
he or she has worked for the school district for at least 12 months and has worked an 
average number of hours per week equal to one-half of the full time equivalent during 
the 12-month period immediately preceding the leave.  This leave is separate and 
exclusive of the family and medical leave described in the preceding paragraphs but 
may be reduced by any period of paid parental, disability, personal, or medical, or sick 
leave, or accrued vacation provided by the school district so that the total leave does 
not exceed 12 weeks, unless agreed to by the school district, or leave taken for the 
same purpose under the FMLA.  The leave taken under this section shall begin at a time 
requested by the employee.  An employee who plans to take leave under this section 
must give the school district reasonable notice of the date the leave shall commence 
and the estimated duration of the leave.  For leave taken by a biological or adoptive 
parent in conjunction with the birth or adoption of a child, the leave must begin within 
12 months of the birth or adoption; except that, in the case where the child must remain 
in the hospital longer than the mother, the leave must begin within 12 months after the 
child leaves the hospital.

C. Twenty-six-week Servicemember Family Military Leave

1. An eligible employee who is the spouse, son, daughter, parent, or next of kin of 
a covered servicemember shall be entitled to a total of 26 work weeks of leave 
during a 12-month period to care for the servicemember.  The leave described 
in this paragraph shall be available only during a single 12-month period.  For 
purposes of this leave, the need to care for a servicemember includes both 
physical and psychological care.
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2. During a single 12-month period, an employee shall be entitled to a combined 
total of 26 work weeks of leave under Paragraphs IV.A. and IV.C. above.

3. The 12-month period referred to in this section begins on the first day the 
eligible employee takes leave to care for a covered servicemember and ends 12 
months after that date.

4. Eligible spouses employed by the school district are limited to an aggregate of 
26 weeks of leave during any 12-month period if leave is taken for birth of the 
employee’s child or to care for the child after birth; for placement of a child with 
the employee for adoption or foster care or to care for the child after placement; 
to care for the employee’s parent with a serious health condition; or to care for 
a covered servicemember with a serious injury or illness.

5. The school district may request or require the employee to substitute accrued 
paid leave for any part of the 26-week period.  Employees may be allowed to 
substitute paid leave for unpaid leave by meeting the requirements set out in 
the administrative directives and guidelines established for the implementation 
of this policy, if any.  Employees eligible for leave must comply with the family 
and medical leave directives and guidelines prior to starting leave.

6. An employee will be required to submit sufficient medical certification issued by 
the health care provider of the covered servicemember and other information in 
support of requested leave and eligibility for such leave under this section within 
15 days from the date of the request or as soon as practicable under the 
circumstances.

7. The provisions of Paragraphs IV.A.7., IV.A.10., IV.A.12., IV.A.13., and IV.A.14. 
above shall apply to leaves under this section.

V. SPECIAL RULES FOR INSTRUCTIONAL EMPLOYEES

A. An instructional employee is one whose principal function is to teach and instruct 
students in a class, a small group, or an individual setting. This includes, but is not 
limited to, teachers, coaches, driver’s education instructors, and special education 
assistants.

B. Instructional employees who request foreseeable medically necessary intermittent or 
reduced work schedule leave greater than 20 percent of the workdays in the leave period 
may be required to:

1. take leave for the entire period or periods of the planned medical treatment; or

2. move to an available alternative position for which the employee is qualified, 
and which provides equivalent pay and benefits, but not necessarily equivalent 
duties.

C. Instructional employees who request continuous leave near the end of a semester may 
be required to extend the leave through the end of the semester. The number of weeks 
remaining before the end of a semester does not include scheduled school breaks, such 
as summer, winter, or spring break.

1. If an instructional employee begins leave for any purpose more than five weeks 
before the end of a semester and it is likely the leave will last at least three 
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weeks, the school district may require that the leave be continued until the end 
of the semester.

2. If the instructional employee begins leave for a purpose other than the 
employee’s own serious health condition during the last five weeks of a 
semester, the school district may require that the leave be continued until the 
end of the semester if the leave will last more than two weeks or if the 
employee’s return from leave would occur during the last two weeks of the 
semester.

3. If the instructional employee begins leave for a purpose other than the 
employee’s own serious health condition during the last three weeks of the 
semester and the leave will last more than five working days, the school district 
may require the employee to continue taking leave until the end of the semester.

4. If the school district requires an instructional employee to extend leave through 
the end of a semester as set forth in this paragraph, only the period of leave 
until the employee is ready and able to return to work shall be charged against 
the employee's FMLA leave entitlement.  Any additional leave required by the 
school district to the end of the school term is not counted as FMLA leave but as 
an unpaid or paid leave, to the extent the instructional employee has accrued 
paid leave available and the school district shall maintain the employee's group 
health insurance and restore the employee to the same or equivalent job, 
including other benefits, at the conclusion of the leave.

VI. OTHER

A. The provisions of this policy are intended to comply with applicable law, including the 
FMLA and applicable regulations.  Any terms used from the FMLA will have the same 
meaning as defined by the FMLA and/or applicable regulations.  To the extent that this 
policy is ambiguous or contradicts applicable law, the language of the applicable law will 
prevail.

B. The requirements stated in the collective bargaining agreement between employees in 
a certified collective bargaining unit and the school district regarding family and medical 
leaves (if any) shall be followed.

VII. DISSEMINATION OF POLICY

A. A poster prepared by the U.S. Department of Labor summarizing the major provisions 
of the Family and Medical Leave Act and informing employees how to file a complaint 
shall be conspicuously posted in each school district building in areas accessible to 
employees and applicants for employment.

B. This policy will be reviewed at least annually for compliance with state and federal law.

Legal References: Minn. Stat. §§ 181.940-181.944 (Parenting Leave and Accommodations)
10 U.S.C. § 101 et seq. (Armed Forces General Military Law)
29 U.S.C. § 2601 et seq. (Family and Medical Leave Act)
38 U.S.C. § 101 (Definitions)
29 C.F.R. Part 825 (Family and Medical Leave Act)

Cross References: MSBA School Law Bulletin “M” (Licensed and Non-Licensed School District 
Employee Leave)
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4111 FAMILY AND MEDICAL LEAVE ACT POLICY

The Family and Medical Leave Act of 1993 (FMLA) provides for up to 12 weeks of
job-protected leave to eligible employees for certain family and medical reasons.  The
purpose of this policy is to provide guidelines for implementation of the FMLA.  Terms used
in this policy are intended to have the meaning set forth in the FMLA and accompanying
U.S. Department of Labor regulations.  Any aspect of FMLA leave not specifically addressed
in this policy shall be handled in accordance with the FMLA and accompanying U.S.
Department of Labor regulations and applicable policies of the Employer.

An employee must meet the following requirements to be eligible for FMLA leave:
1. The employee must have worked for the Employer for at least 12 months; and
2. The employee must have worked at least 1,250 hours during the 12 months

immediately preceding the request.

FMLA  leave may be requested for the following reasons:
1. For the birth of a child, and to care for the newborn child;
2. For the placement with the employee of a child for adoption or foster care;
3. To care for the employee's spouse, son or daughter, or parent, who has a  serious

health condition; or
4. For a serious health condition that makes the employee unable to perform the

essential functions of the employee's job.

Eligibility for FMLA leave for birth or placement of a child expires 12 months after the birth
or placement of the child.  Circumstances may require that leave for the birth of a child, or
for placement for adoption or foster care, commence prior to actual birth or placement.

An eligible employee may qualify for up to 12 weeks of FMLA leave in any 12 month period. 
From the 12 week maximum, any FMLA leave which the employee has taken during the 12
months preceding commencement of the requested leave will be subtracted to determine
the maximum leave for which the employee may be eligible presently.

In accordance with the FMLA, the Employer may require that an instructional employee's
FMLA leave continue until the end of the academic semester under circumstances where the
employee would otherwise be returning from leave near the end of the academic semester.

When FMLA leave is taken to care for a spouse, son or daughter, or parent, with a serious
health condition, or for an employee's own serious health condition, leave may be taken
intermittently or on a reduced schedule if shown to be "medically necessary".  Where leave
is taken for the birth or placement of a child for adoption or foster care, leave may be taken
on an intermittent or reduced leave schedule only if the Employer agrees.

If an eligible instructional employee requests intermittent leave or leave on a reduced leave
schedule to care for a family member, or for the employee's own serious health condition,
which is foreseeable based on planned medical treatment, and the employee would be on
leave for more than 20 percent of the total number of working days over the period the
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leave would extend, the employer may require the employee to choose either to:
1. Take leave for a period or periods of a fixed duration, not greater than the duration

of the planned treatment; or
2. Transfer temporarily to an available alternate position for which the employee is

qualified, which has equivalent pay and benefits and which better accommodates
recurring periods of leave than does the employee's regular position.

"Periods of a particular duration" means a block, or blocks, of time beginning no earlier than
the first day for which leave is needed and ending no later than the last day on which leave
is needed, and may include an uninterrupted period of leave.

Unpaid Leave

Generally FMLA leave is unpaid.  However, an employee shall substitute accumulated paid
sick leave for a portion of the FMLA leave in any situation where the employee would
normally be allowed to use sick leave.  An employee shall also substitute accumulated
personal leave for a portion of the FMLA leave.
Minnesota law allows for unpaid parental leave and for use of paid sick leave to care for
dependent family members under certain circumstances.  These leaves remain available
under FMLA but do not extend the maximum FMLA leave for which an employee is eligible.

Authorization

An eligible employee must ordinarily provide the Employer with 30 days advance notice
when the FMLA leave is foreseeable.  If 30 days advance notice is not possible, the
employee will be required to give the Employer notice as soon as practical which shall
normally be within two business days after the employee learns of the need for the leave. 
The Employer reserves the right to deny a leave request absent timely advance notice.  The
employee must attempt to schedule foreseeable FMLA leave so as not to unduly disrupt the
Employer's operations.
An employee requesting leave shall provide to the Employer, in writing, the proposed date
the leave is to commence, the approximate duration of the leave, and the qualifying reason
(s) for the leave.  The Employer will normally require medical certification to support a FMLA
leave request either to care for an employee's seriously ill family member or because of the
employee's serious health condition.  The medical certification shall be provided to the
Employer as soon as possible, and not more than 15 days later.  The Employer reserves the
right to require a second medical opinion at the Employer's expense, as allowed by the
FMLA.

The Employer reserves the right to require the employee to provide recertification of the
need for the leave every 30 days.  Recertification may also be required sooner than every
30 days if (1) the employee requests an extension of the leave; (2) there are changed
circumstances regarding the nature of the medical condition; (3) the Employer receives
information casting doubt on the continued validity of the most recent certification.  The
Employer may request a medical fitness-for-duty report upon the employee's return to
work.
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Benefit Continuation

During an approved FMLA leave, the employee and dependent health and dental insurance
coverage (if any) shall be maintained on the same basis as coverage would have been
provided if employee had been continuously employed during the entire leave period. 
Employees who receive partial employer contribution must continue to pay their portion of
the premium in order to retain this coverage.  If an employee fails to make their premium
payment, the employee will lose coverage and will not be covered for any claims which may
have occurred while on FMLA leave.  However, an employee may voluntarily choose not to
pay the premium and thus not retain these coverages.  The coverages will be reinstated
upon the employee's return to work.

An employee on FMLA leave may also continue other insurance coverages which the
employee had in effect through the Employer prior to going on FMLA leave.  The employee
will be required to pay the full cost of the premium.

The Employer's obligation to maintain health and dental insurance benefits ceases if and
when the employee informs the Employer of the employee's intent not to return from leave;
if the employee fails to return from leave, thereby terminating employment; or if the
employee exhausts the employee's FMLA leave entitlement.  In some of these situations,
employees may be entitled by law to continue their health care coverage at their own
expense.

Return to Work

An employee returning from FMLA leave of longer than one month must notify the
Employer  at least two weeks prior to return from leave.
An employee returning from FMLA leave shall be entitled to be restored to the same position
and shift that the employee held when the FMLA leave began, or to an equivalent position
and shift with equivalent benefits, pay and other terms and conditions of employment. 
Benefits of employment and seniority will be resumed at the same level and in the same
manner as were provided at the time the leave began.  Any increases in pay or changes in
benefits that are not dependent upon seniority or accrual during the leave period also must
be made effective upon the employee's return to work.  However, an employee on FMLA
leave shall not be entitled to benefit or seniority accrual during the leave except as may be
required by the employee's collective bargaining agreement.

Failure to Return to Work

If an employee on FMLA leave decides not to return to work, the employee shall notify the
Employer as soon as it is foreseeable that the employee will not be returning to work.

If an employee does not return to work for reasons beyond the employee's control or
because the employee has a serious health condition which prevents the employee from
returning to work, then the employee will not be required to repay health insurance
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premiums paid by the Employer during the FMLA leave.  If the employee does not return to
work for any other reason, then the employee will be required to repay the Employer for
those premiums.

An employee who chooses not to return to work or is unable to return to work shall be
considered to have voluntarily resigned.

Adopted: 01-23-1996  ISD 709
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722 PUBLIC DATA AND DATA SUBJECT REQUESTS

I. PURPOSE

The school district recognizes its responsibility relative to the collection, maintenance, and
dissemination of public data as provided in state statutes.

II. GENERAL STATEMENT OF POLICY

The school district will comply with the requirements of the Minnesota Government Data
Practices Act, Minnesota Statutes chapter 13 (MGDPA), and Minnesota Rules parts
1205.0100-1205.2000 in responding to requests for public data.

III. DEFINITIONS

A. Confidential Data on Individuals

Data made not public by statute or federal law applicable to the data and are
inaccessible to the individual subject of those data.

B. Data on Individuals

All government data in which any individual is or can be identified as the subject of
that data, unless the appearance of the name or other identifying data can be clearly
demonstrated to be only incidental to the data and the data are not accessed by the
name or other identifying data of any individual.

C. Data Practices Compliance Officer

The data practices compliance official is the designated employee of the school district
to whom persons may direct questions or concerns regarding problems in obtaining
access to data or other data practices problems. The responsible authority may be the
data practices compliance official.

D. Government Data

All data collected, created, received, maintained or disseminated by any government
entity regardless of its physical form, storage media or conditions of use.

E. Individual

“Individual” means a natural person. In the case of a minor or an incapacitated person
as defined in Minnesota Statutes section 524.5-102, subdivision 6, "individual"
includes a parent or guardian or an individual acting as a parent or guardian in the
absence of a parent or guardian, except that the responsible authority shall withhold
data from parents or guardians, or individuals acting as parents or guardians in the
absence of parents or guardians, upon request by the minor if the responsible
authority determines that withholding the data would be in the best interest of the
minor.

F. Inspection

“Inspection” means the visual inspection of paper and similar types of government
data. Inspection does not include printing copies by the school district, unless printing
a copy is the only method to provide for inspection of the data. For data stored in
electronic form and made available in electronic form on a remote access basis to the
public by the school district, typically through an online portal or the government
entity’s website, inspection includes remote access to the data by the public and the
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ability to print copies of or download the data on the public’s own computer
equipment.

G. Not Public Data

Any government data classified by statute, federal law, or temporary classification as
confidential, private, nonpublic, or protected nonpublic.

H. Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data: (a) not
accessible to the public; and (b) accessible to the subject, if any, of the data.

I. Private Data on Individuals

Data made by statute or federal law applicable to the data: (a) not public; and (b)
accessible to the individual subject of those data.

J. Protected Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data (a) not
public and (b) not accessible to the subject of the data.

K. Public Data

All government data collected, created, received, maintained, or disseminated by the
school district, unless classified by statute, temporary classification pursuant to
statute, or federal law, as nonpublic or protected nonpublic; or, with respect to data on
individuals, as private or confidential.

L. Public Data Not on Individuals

Data accessible to the public pursuant to Minnesota Statutes section 13.03.

M. Public Data on Individuals

Data accessible to the public in accordance with the provisions of section 13.03.

N. Responsible Authority

The individual designated by the school board as the individual responsible for the
collection, use, and dissemination of any set of data on individuals, government data,
or summary data, unless otherwise provided by state law. Until an individual is
designated by the school board, the responsible authority is the superintendent.

O. Summary Data

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 an individual is ascertainable. Unless classified pursuant to
Minnesota Statutes section 13.06, another statute, or federal law, summary data is
public.

IV. REQUESTS FOR PUBLIC DATA

A. All requests for public data must be made in writing using the data practices form and
directed to the responsible authority.

1. A request for public data must include the following information:

722- 2 of 8

Duluth Public Schools | Duluth, MN | (218) 336-8752

17

121



a. Date the request is made;

b. A clear description of the data requested;

c. Identification of the form in which the data is to be provided (e.g.,
inspection, copying, both inspection and copying, etc.); and

d. Method to contact the requestor (such as phone number, address, or
email address).

2. Unless specifically authorized by statute, the school district may not require
persons to identify themselves, state a reason for, or justify a request to gain
access to public government data. A person may be asked to provide certain
identifying or clarifying information for the sole purpose of facilitating access to
the data.

3. The identity of the requestor is public, if provided, but cannot be required by
the government entity.

4. The responsible authority may seek clarification from the requestor if the
request is not clear before providing a response to the data request.

B. The responsible authority will respond to a data request at reasonable times and
places as follows:

1. The responsible authority will notify the requestor in writing as follows:

a. The requested data does not exist; or

b. The requested data does exist but either all or a portion of the data is
not accessible to the requestor; or

(1) If the responsible authority determines that the requested data
is classified so that access to the requestor is denied, the
responsible authority will inform the requestor of the
determination in writing, as soon thereafter as possible, and
shall cite the specific statutory section, temporary
classification, or specific provision of federal law on which the
determination is based.

(2) Upon the request of a requestor who is denied access to data,
the responsible authority shall certify in writing that the
request has been denied and cite the specific statutory section,
temporary classification, or specific provision of federal law
upon which the denial was based.

c. The requested data does exist and provide arrangements for
inspection of the data, identify when the data will be available for
pick-up, or indicate that the data will be sent by mail. If the requestor
does not appear at the time and place established for inspection of the
data or the data is not picked up within ten (10) business days after
the requestor is notified, the school district will conclude that the data
is no longer wanted and will consider the request closed.

2. The school district’s response time may be affected by the size and complexity
of the particular request, including necessary redactions of the data, and also
by the number of requests made within a particular period of time.
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3. The school district will provide an explanation of technical terminology,
abbreviations, or acronyms contained in the responsive data on request.

4. The school district is not required by the MGDPA to create or collect new data
in response to a data request, or to provide responsive data in a specific form
or arrangement if the school district does not keep the data in that form or
arrangement.

5. The school district is not required to respond to questions that are not about a
particular data request or requests for data in general.

V. REQUEST FOR SUMMARY DATA

A. A request for the preparation of summary data shall be made in writing directed to the
responsible authority.

1. A request for the preparation of summary data must include the following
information:

a. Date the request is made;

b. A clear description of the data requested;

c. Identify the form in which the data is to be provided (e.g., inspection,
copying, both inspection and copying, etc.); and

d. Method to contact requestor (phone number, address, or email
address).

B. The responsible authority will respond within ten (10) business days of the receipt of a
request to prepare summary data and inform the requestor of the following:

1. The estimated costs of preparing the summary data, if any; and

2. The summary data requested; or

3. A written statement describing a time schedule for preparing the requested
summary data, including reasons for any time delays; or

4. A written statement describing the reasons why the responsible authority has
determined that the requestor’s access would compromise the private or
confidential data.

C. The school district may require the requestor to pre-pay all or a portion of the cost of
creating the summary data before the school district begins to prepare the summary
data.

VI. DATA BY AN INDIVIDUAL DATA SUBJECT

A. Collection and storage of all data on individuals and the use and dissemination of
private and confidential data on individuals shall be limited to that necessary for the
administration and management of programs specifically authorized by the legislature
or local governing body or mandated by the federal government.

B. Private or confidential data on an individual shall not be collected, stored, used, or
disseminated by the school district for any purposes other than those stated to the
individual at the time of collection in accordance with Minnesota Statutes
section 13.04, except as provided in Minnesota Statutes section 13.05, subdivision 4.
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C. Upon request to the responsible authority or designee, an individual shall be informed
whether the individual is the subject of stored data on individuals, and whether it is
classified as public, private or confidential. Upon further request, an individual who is
the subject of stored private or public data on individuals shall be shown the data
without any charge and, if desired, shall be informed of the content and meaning of
that data.

D. After an individual has been shown the private data and informed of its meaning, the
data need not be disclosed to that individual for six months thereafter unless a dispute
or action pursuant to this section is pending or additional data on the individual has
been collected or created.

E. The responsible authority or designee shall provide copies of the private or public data
upon request by the individual subject of the data. The responsible authority or
designee may require the requesting person to pay the actual costs of making and
certifying the copies.

F. The responsible authority or designee shall comply immediately, if possible, with any
request made pursuant to this subdivision, or within ten days of the date of the
request, excluding Saturdays, Sundays and legal holidays, if immediate compliance is
not possible.

G. An individual subject of the data may contest the accuracy or completeness of public
or private data. To exercise this right, an individual shall notify in writing the
responsible authority describing the nature of the disagreement. The responsible
authority shall within 30 days either: (1) correct the data found to be inaccurate or
incomplete and attempt to notify past recipients of inaccurate or incomplete data,
including recipients named by the individual; or (2) notify the individual that the
authority believes the data to be correct. Data in dispute shall be disclosed only if the
individual's statement of disagreement is included with the disclosed data.

H. The determination of the responsible authority may be appealed pursuant to the
provisions of the Administrative Procedure Act relating to contested cases. Upon
receipt of an appeal by an individual, the commissioner shall, before issuing the order
and notice of a contested case hearing required by Minnesota Statutes chapter 14, try
to resolve the dispute through education, conference, conciliation, or persuasion. If
the parties consent, the commissioner may refer the matter to mediation. Following
these efforts, the commissioner shall dismiss the appeal or issue the order and notice
of hearing.

I. Data on individuals that have been successfully challenged by an individual must be
completed, corrected, or destroyed by a government entity without regard to the
requirements of Minnesota Statutes section 138.17.

J. After completing, correcting, or destroying successfully challenged data, the school
district may retain a copy of the commissioner of administration's order issued under
Minnesota Statutes chapter 14 or, if no order were issued, a summary of the dispute
between the parties that does not contain any particulars of the successfully
challenged data.

VII. REQUESTS FOR DATA BY AN INDIVIDUAL SUBJECT OF THE DATA

A. All requests for individual subject data must be made in writing directed to the
responsible authority.

B. A request for individual subject data must include the following information:

1. Statement that one is making a request as a data subject for data about the
individual or about a student for whom the individual is the parent or
guardian;

722- 5 of 8

Duluth Public Schools | Duluth, MN | (218) 336-8752

20

124



2. Date the request is made;

3. A clear description of the data requested;

4. Proof that the individual is the data subject or the data subject’s parent or
guardian;

5. Identification of the form in which the data is to be provided (e.g., inspection,
copying, both inspection and copying, etc.); and

6. Method to contact the requestor (such as phone number, address, or email
address).

C. The identity of the requestor of private data is private.

D. The responsible authority may seek clarification from the requestor if the request is
not clear before providing a response to the data request.

E. Policy 515 (Protection and Privacy of Pupil Records) addresses requests of students or
their parents for educational records and data.

VIII. COSTS

A. Public Data

1. The school district will charge for copies provided as follows:

a. 100 or fewer pages of black and white, letter or legal sized paper
copies will be charged at 25 cents for a one-sided copy or 50 cents for
a two-sided copy.

b. More than 100 pages or copies of other materials are charged based
upon the actual cost of searching for and retrieving the data and
making the copies or electronically sending the data, unless the cost is
specifically set by statute or rule.

(1) The actual cost of making copies includes employee time, the
cost of the materials onto which the data is copied (paper, CD,
DVD, etc.), and mailing costs (if any).

(2) Also, if the school district does not have the capacity to make
the copies, e.g., photographs, the actual cost paid by the
school district to an outside vendor will be charged.

2. All charges must be paid for [in cash or by check] in advance of receiving the
copies.

[Note: the district should identify the payment methods that it will accept.]

B. Summary Data

1. Any costs incurred in the preparation of summary data shall be paid by the
requestor prior to preparing or supplying the summary data.
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2. The school district may assess costs associated with the preparation of
summary data as follows:

a. The cost of materials, including paper, the cost of the labor required to
prepare the copies, any schedule of standard copying charges
established by the school district, any special costs necessary to
produce such copies from a machine-based record-keeping system,
including computers and microfilm systems;

b. The school district may consider the reasonable value of the summary
data prepared and, where appropriate, reduce the costs assessed to
the requestor.

C. Data Belonging to an Individual Subject

1. The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies.

The responsible authority shall not charge the data subject any fee in those
instances where the data subject only desires to view private data.

The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies. Based on the factors
set forth in Minnesota Rule 1205.0300, subpart 4, the school district
determines that a reasonable fee would be the charges set forth in section
VIII.A of this policy that apply to requests for data by the public. 

2. The school district may not charge a fee to search for or to retrieve
educational records of a child with a disability by the child’s parent or guardian
or by the child upon the child reaching the age of majority.

IX.     Annual Review and Posting

A. The responsible authority shall prepare a written data access policy and a written
policy for the rights of data subjects (including specific procedures the school district
uses for access by the data subject to public or private data on individuals). The
responsible authority shall update the policies no later than August 1 of each year, and
at any other time as necessary to reflect changes in personnel, procedures, or other
circumstances that impact the public’s ability to access data.

B. Copies of the policies shall be easily available to the public by distributing free copies
to the public or by posting the policies in a conspicuous place within the school district
that is easily accessible to the public or by posting them on the school district’s
website.

Data Practices Contacts

Responsible Authority:
Superintendent
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
data.request@isd709.org

Data Practices Compliance Official:
Executive Director of Business Services and Finance
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
data.request@isd709.org
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Data Practices Designee(s):
Business Services Coordinator
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
data.request@isd709.org

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 13.01 (Government Data)
Minn. Stat. § 13.02 (Definitions)
Minn. Stat. § 13.025 (Government Entity Obligation)
Minn. Stat. § 13.03 (Access to Government Data)
Minn. Stat. § 13.04 (Rights of Subjects to Data)
Minn. Stat. § 13.05 (Duties of Responsible Authority)
Minn. Stat. § 13.32 (Educational Data)
Minn. Rules Part 1205.0300 (Access to Public Data)
Minn. Rules Part 1205.0400 (Access to Private Data)

Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)

New Policy
Replacing: Policy 108
First Reading: 09-18-2018
Adopted: 10-16-2018
Reviewed: 10-15-2019
Reviewed: 07-21-2020
First Reading: 11-15-2022
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Duluth Public Schools
INDEPENDENT SCHOOL DISTRICT NO. 709

PUBLIC DATA REQUEST FORM

TO BE COMPLETED BY THE REQUESTOR

REQUESTOR NAME (NOT REQUIRED): PHONE NUMBER:*

ADDRESS:* EMAIL ADDRESS:*

DATE OF REQUEST:

DESCRIPTION OF THE INFORMATION REQUESTED: (attach additional page if necessary)

MANNER IN WHICH RESPONSIVE DATA IS TO BE PROVIDED:

INSPECTION ONLY COPIES ONLY** BOTH INSPECTION AND COPIES **

**Inspection is free, but there is a charge for copies. Payment must be received before copies will
be provided.

Written requests for data can be returned several ways:

Email: data.request@isd709.org
Fax: 218-336-8773
Mail: ISD 709 – Attn: Business Services

4316 Rice Lake Rd, Ste 108
Duluth, MN 55811

In Person: See mail address above

FOR OFFICE USE ONLY

DATE REQUEST RECEIVED: REQUEST RECEIVED BY:

DATE OF RESPONSE: RESPONSE PROVIDED BY:

* Requestor’s name is optional. However, contact information is necessary to mail/email the data.
Also, contact information is needed if the school district does not understand the request. We will not
work on such a request until clarified.

Policy 722 Form
2022
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Adopted: ______________ MSBA/MASA Model Policy 722
Orig. 2017

Revised: ______________                                                                                              Rev. 2022

722 PUBLIC DATA AND DATA SUBJECT REQUESTS

[Note: School districts are required by statute to establish procedures consistent
with the Minnesota Government Data Practices Act for public data requests and data
subject requests.]

I. PURPOSE

The school district recognizes its responsibility relative to the collection, maintenance, and
dissemination of public data as provided in state statutes.

II. GENERAL STATEMENT OF POLICY

The school district will comply with the requirements of the Minnesota Government Data
Practices Act, Minnesota Statutes chapter 13 (MGDPA), and Minnesota Rules parts
1205.0100-1205.2000 in responding to requests for public data.

III. DEFINITIONS

A. Confidential Data on Individuals

Data made not public by statute or federal law applicable to the data and are
inaccessible to the individual subject of those data.

B. Data on Individuals

All government data in which any individual is or can be identified as the subject of
that data, unless the appearance of the name or other identifying data can be clearly
demonstrated to be only incidental to the data and the data are not accessed by the
name or other identifying data of any individual.

C. Data Practices Compliance Officer

The data practices compliance official is the designated employee of the school district
to whom persons may direct questions or concerns regarding problems in obtaining
access to data or other data practices problems. The responsible authority may be the
data practices compliance official.

D. Government Data

All data collected, created, received, maintained or disseminated by any government
entity regardless of its physical form, storage media or conditions of use.

E. Individual

“Individual” means a natural person. In the case of a minor or an incapacitated person
as defined in Minnesota Statutes section 524.5-102, subdivision 6, "individual"
includes a parent or guardian or an individual acting as a parent or guardian in the
absence of a parent or guardian, except that the responsible authority shall withhold
data from parents or guardians, or individuals acting as parents or guardians in the
absence of parents or guardians, upon request by the minor if the responsible
authority determines that withholding the data would be in the best interest of the
minor.
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F. Inspection

“Inspection” means the visual inspection of paper and similar types of government
data. Inspection does not include printing copies by the school district, unless printing
a copy is the only method to provide for inspection of the data. For data stored in
electronic form and made available in electronic form on a remote access basis to the
public by the school district, typically through an online portal or the government
entity’s website, inspection includes remote access to the data by the public and the
ability to print copies of or download the data on the public’s own computer
equipment.

G. Not Public Data

Any government data classified by statute, federal law, or temporary classification as
confidential, private, nonpublic, or protected nonpublic.

H. Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data: (a) not
accessible to the public; and (b) accessible to the subject, if any, of the data.

I. Private Data on Individuals

Data made by statute or federal law applicable to the data: (a) not public; and (b)
accessible to the individual subject of those data.

J. Protected Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data (a) not
public and (b) not accessible to the subject of the data.

K. Public Data

All government data collected, created, received, maintained, or disseminated by the
school district, unless classified by statute, temporary classification pursuant to
statute, or federal law, as nonpublic or protected nonpublic; or, with respect to data on
individuals, as private or confidential.

L. Public Data Not on Individuals

Data accessible to the public pursuant to Minnesota Statutes section 13.03.

M. Public Data on Individuals

Data accessible to the public in accordance with the provisions of section 13.03.

N. Responsible Authority

The individual designated by the school board as the individual responsible for the
collection, use, and dissemination of any set of data on individuals, government data,
or summary data, unless otherwise provided by state law. Until an individual is
designated by the school board, the responsible authority is the superintendent.

O. Summary Data

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 an individual is ascertainable. Unless classified pursuant to
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Minnesota Statutes section 13.06, another statute, or federal law, summary data is
public.

IV. REQUESTS FOR PUBLIC DATA

A. All requests for public data must be made in writing using the data practices form and
directed to the responsible authority.

1. A request for public data must include the following information:

a. Date the request is made;

b. A clear description of the data requested;

c. Identification of the form in which the data is to be provided (e.g.,
inspection, copying, both inspection and copying, etc.); and

d. Method to contact the requestor (such as phone number, address, or
email address).

2. Unless specifically authorized by statute, the school district may not require
persons to identify themselves, state a reason for, or justify a request to gain
access to public government data. A person may be asked to provide certain
identifying or clarifying information for the sole purpose of facilitating access to
the data. A requestor is not required to explain the reason for the data
request.

3. The identity of the requestor is public, if provided, but cannot be required by
the government entity.

4. The responsible authority may seek clarification from the requestor if the
request is not clear before providing a response to the data request.

B. The responsible authority will respond to a data request at reasonable times and
places as follows:

1. The responsible authority will notify the requestor in writing as follows:

a. The requested data does not exist; or

b. The requested data does exist but either all or a portion of the data is
not accessible to the requestor; or

(1) If the responsible authority determines that the requested data
is classified so that access to the requestor is denied, the
responsible authority will inform the requestor of the
determination in writing, as soon thereafter as possible, and
shall cite the specific statutory section, temporary
classification, or specific provision of federal law on which the
determination is based.

(2) Upon the request of a requestor who is denied access to data,
the responsible authority shall certify in writing that the
request has been denied and cite the specific statutory section,
temporary classification, or specific provision of federal law
upon which the denial was based.
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c. The requested data does exist and provide arrangements for
inspection of the data, identify when the data will be available for
pick-up, or indicate that the data will be sent by mail. If the requestor
does not appear at the time and place established for inspection of the
data or the data is not picked up within ten (10) business days after
the requestor is notified, the school district will conclude that the data
is no longer wanted and will consider the request closed.

2. The school district’s response time may be affected by the size and complexity
of the particular request, including necessary redactions of the data, and also
by the number of requests made within a particular period of time.

3. The school district will provide an explanation of technical terminology,
abbreviations, or acronyms contained in the responsive data on request.

4. The school district is not required by the MGDPA to create or collect new data
in response to a data request, or to provide responsive data in a specific form
or arrangement if the school district does not keep the data in that form or
arrangement.

5. The school district is not required to respond to questions that are not about a
particular data request or requests for data in general.

V. REQUEST FOR SUMMARY DATA

A. A request for the preparation of summary data shall be made in writing directed to the
responsible authority.

1. A request for the preparation of summary data must include the following
information:

a. Date the request is made;

b. A clear description of the data requested;

c. Identify the form in which the data is to be provided (e.g., inspection,
copying, both inspection and copying, etc.); and

d. Method to contact requestor (phone number, address, or email
address).

B. The responsible authority will respond within ten (10) business days of the receipt of a
request to prepare summary data and inform the requestor of the following:

1. The estimated costs of preparing the summary data, if any; and

2. The summary data requested; or

3. A written statement describing a time schedule for preparing the requested
summary data, including reasons for any time delays; or

4. A written statement describing the reasons why the responsible authority has
determined that the requestor’s access would compromise the private or
confidential data.

C. The school district may require the requestor to pre-pay all or a portion of the cost of
creating the summary data before the school district begins to prepare the summary
data.

VI. DATA BY AN INDIVIDUAL DATA SUBJECT
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A. Collection and storage of all data on individuals and the use and dissemination of
private and confidential data on individuals shall be limited to that necessary for the
administration and management of programs specifically authorized by the legislature
or local governing body or mandated by the federal government.

B. Private or confidential data on an individual shall not be collected, stored, used, or
disseminated by the school district for any purposes other than those stated to the
individual at the time of collection in accordance with Minnesota Statutes
section 13.04, except as provided in Minnesota Statutes section 13.05, subdivision 4.

C. Upon request to the responsible authority or designee, an individual shall be informed
whether the individual is the subject of stored data on individuals, and whether it is
classified as public, private or confidential. Upon further request, an individual who is
the subject of stored private or public data on individuals shall be shown the data
without any charge and, if desired, shall be informed of the content and meaning of
that data.

D. After an individual has been shown the private data and informed of its meaning, the
data need not be disclosed to that individual for six months thereafter unless a dispute
or action pursuant to this section is pending or additional data on the individual has
been collected or created.

E. The responsible authority or designee shall provide copies of the private or public data
upon request by the individual subject of the data. The responsible authority or
designee may require the requesting person to pay the actual costs of making and
certifying the copies.

F. The responsible authority or designee shall comply immediately, if possible, with any
request made pursuant to this subdivision, or within ten days of the date of the
request, excluding Saturdays, Sundays and legal holidays, if immediate compliance is
not possible.

G. An individual subject of the data may contest the accuracy or completeness of public
or private data. To exercise this right, an individual shall notify in writing the
responsible authority describing the nature of the disagreement. The responsible
authority shall within 30 days either: (1) correct the data found to be inaccurate or
incomplete and attempt to notify past recipients of inaccurate or incomplete data,
including recipients named by the individual; or (2) notify the individual that the
authority believes the data to be correct. Data in dispute shall be disclosed only if the
individual's statement of disagreement is included with the disclosed data.

H. The determination of the responsible authority may be appealed pursuant to the
provisions of the Administrative Procedure Act relating to contested cases. Upon
receipt of an appeal by an individual, the commissioner shall, before issuing the order
and notice of a contested case hearing required by Minnesota Statutes chapter 14, try
to resolve the dispute through education, conference, conciliation, or persuasion. If
the parties consent, the commissioner may refer the matter to mediation. Following
these efforts, the commissioner shall dismiss the appeal or issue the order and notice
of hearing.
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I. Data on individuals that have been successfully challenged by an individual must be
completed, corrected, or destroyed by a government entity without regard to the
requirements of Minnesota Statutes section 138.17.

J. After completing, correcting, or destroying successfully challenged data, the school
district may retain a copy of the commissioner of administration's order issued under
Minnesota Statutes chapter 14 or, if no order were issued, a summary of the dispute
between the parties that does not contain any particulars of the successfully
challenged data.

VII. REQUESTS FOR DATA BY AN INDIVIDUAL SUBJECT OF THE DATA

A. All requests for individual subject data must be made in writing directed to the
responsible authority.

B. A request for individual subject data must include the following information:

1. Statement that one is making a request as a data subject for data about the
individual or about a student for whom the individual is the parent or
guardian;

2. Date the request is made;

3. A clear description of the data requested;

4. Proof that the individual is the data subject or the data subject’s parent or
guardian;

5. Identification of the form in which the data is to be provided (e.g., inspection,
copying, both inspection and copying, etc.); and

6. Method to contact the requestor (such as phone number, address, or email
address).

C. The identity of the requestor of private data is private.

D. The responsible authority may seek clarification from the requestor if the request is
not clear before providing a response to the data request.

E. Policy 515 (Protection and Privacy of Pupil Records) addresses requests of students or
their parents for educational records and data.

VIII. COSTS

A. Public Data

1. The school district will charge for copies provided as follows:

a. 100 or fewer pages of black and white, letter or legal sized paper
copies will be charged at 25 cents for a one-sided copy or 50 cents for
a two-sided copy.

b. More than 100 pages or copies on other materials are charged based
upon the actual cost of searching for and retrieving the data and
making the copies or electronically sending the data, unless the cost is
specifically set by statute or rule.
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(1) The actual cost of making copies includes employee time, the
cost of the materials onto which the data is copied (paper, CD,
DVD, etc.), and mailing costs (if any).

(2) Also, if the school district does not have the capacity to make
the copies, e.g., photographs, the actual cost paid by the
school district to an outside vendor will be charged.

2. All charges must be paid for in cash or by check in advance of receiving the
copies.

B. Summary Data

1. Any costs incurred in the preparation of summary data shall be paid by the
requestor prior to preparing or supplying the summary data.

2. The school district may assess costs associated with the preparation of
summary data as follows:

a. The cost of materials, including paper, the cost of the labor required to
prepare the copies, any schedule of standard copying charges
established by the school district, any special costs necessary to
produce such copies from a machine-based record-keeping system,
including computers and microfilm systems;

b. The school district may consider the reasonable value of the summary
data prepared and, where appropriate, reduce the costs assessed to
the requestor.

C. Data Belonging to an Individual Subject

1. The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies.

The responsible authority shall not charge the data subject any fee in those
instances where the data subject only desires to view private data.

The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies. Based on the factors
set forth in Minnesota Rule 1205.0300, subpart 4, the school district
determines that a reasonable fee would be the charges set forth in section
VIII.A of this policy that apply to requests for data by the public. 

2. The school district may not charge a fee to search for or to retrieve
educational records of a child with a disability by the child’s parent or guardian
or by the child upon the child reaching the age of majority.

IX. Annual Review and Posting

A. The responsible authority shall prepare a written data access policy and a written
policy for the rights of data subjects (including specific procedures the school district
uses for access by the data subject to public or private data on individuals). The
responsible authority shall update the policies no later than August 1 of each year, and
at any other time as necessary to reflect changes in personnel, procedures, or other
circumstances that impact the public’s ability to access data.
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B. Copies of the policies shall be easily available to the public by distributing free copies
to the public or by posting the policies in a conspicuous place within the school district
that is easily accessible to the public or by posting them on the school district’s
website.

Data Practices Contacts

Responsible Authority:
Superintendent
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
Data.Request@isd709.org

Data Practices Compliance Official:
Executive Director of Business Services and Finance
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
Data.Request@isd709.org

Data Practices Designee(s):
Business Services Coordinator
4316 Rice Lake Rd., Suite 108
Duluth, MN 55811
Data.Request@isd709.org

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 13.01 (Government Data)
Minn. Stat. § 13.02 (Definitions)
Minn. Stat. § 13.025 (Government Entity Obligation)
Minn. Stat. § 13.03 (Access to Government Data)
Minn. Stat. § 13.04 (Rights of Subjects to Data)
Minn. Stat. § 13.05 (Duties of Responsible Authority)
Minn. Stat. § 13.32 (Educational Data)
Minn. Rules Part 1205.0300 (Access to Public Data)
Minn. Rules Part 1205.0400 (Access to Private Data)

Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
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722 PUBLIC DATA REQUESTS 
 
I. PURPOSE 
 

The school district recognizes its responsibility relative to the collection, 
maintenance, and dissemination of public data as provided in state statutes. 

 
II. GENERAL STATEMENT OF POLICY 
 

The school district will comply with the requirements of the Minnesota Government 
Data Practices Act, Minn. Stat. Ch. 13 (MGDPA), and Minn. Rules Parts 1205.0100- 
1205.2000 in responding to requests for public data. 

 
III. DEFINITIONS 
 

A. Government Data 
 
“Government data” means all recorded information that the school district has, 
including paper, email, flash drives, CDs, DVDs, photographs, etc. 

 
B. Inspection 

 
“Inspection” means the visual inspection of paper and similar types of government 
data.   Inspection does not include printing copies by the school district, unless 
printing a copy is the only method to provide for inspection of the data.  For data 
stored in electronic form and made available in electronic form on a remote access 
basis to the public by the school district, inspection includes remote access to the 
data by the public and the ability to print copies of or download the data on the 
public’s own computer equipment. 

 
C. Public Data 

 
“Public data” means all government data collected, created, received, maintained, 
or disseminated by the school district, unless classified by statute, temporary 
classification pursuant to statute, or federal law, as nonpublic or protected 
nonpublic; or, with respect to data on individuals, as private or confidential. 
 

D. Responsible Authority 
 
“Responsible authority” means the individual designated by the school board as 
the individual responsible for the collection, use, and dissemination of any set of 
data on individuals, government data, or summary data, unless otherwise provided 
by state law. Until an individual is designated by the school board, the responsible 
authority is the superintendent. 

 
E. 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 an individual is 
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ascertainable. 
 
IV. REQUESTS FOR PUBLIC DATA 
 

A. All requests for public data must be made in writing directed to the responsible 
authority.  A member of the public may use the Data Request Form (which appears 
at the end of this policy), or submit a written request which much include the 
following information: 

 
• Date the request is made; 
 
• A clear description of the data requested, including date spans if 

applicable; 
 
• Identification of the form in which the data is to be provided (e.g., 

inspection, copying, both inspection and copying, etc.); and 
 
• Method to contact the requestor (such as phone number, address, or 

email address). 
 

1. A requestor is not required to explain the reason for the data request. 
 

2. The identity of the requestor is public, if provided, but cannot be required 
by the government entity. 

 
3. The responsible authority may seek clarification from the requestor if the 

request is not clear before providing a response to the data request. 
 

4. Written requests for data can be returned several ways: 
 

Email:     data.request@isd709.org 
Fax:   218-336-8773 
Mail:   ISD 709 – Attn: Business Services 
    215 N 1st Ave E, Room 215 
    Duluth, MN  55802 
In Person: see mail address above 

 
B. The responsible authority will respond to a data request at reasonable times and 

places as follows: 
 

1. The responsible authority will notify the requestor in writing as follows: 
 

a. The requested data does not exist; or 
 

b. The requested data does exist but either all or a portion of the data is 
not accessible to the requestor; or 

 
(1) If the responsible authority determines that the requested data 

is classified so that access to the requestor is denied, the 
responsible authority will inform the requestor of the 
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determination in writing, as soon thereafter as possible, and 
shall cite the specific statutory section, temporary classification, 
or specific provision of federal law on which the determination is 
based. 
 

(2) Upon the request of a requestor who is denied access to data, 
the responsible authority shall certify in writing that the request 
has been denied and cite the specific statutory section, temporary 
classification, or specific provision of federal law upon which the 
denial was based. 

 
c. The requested data does exist and provide arrangements for inspection 

of the data, identify when the data will be available for pick-up, or 
indicate that the data will be sent by mail.  If the requestor does not 
appear at the time and place established for inspection of the data or 
the data is not picked up within ten (10) business days after the 
requestor is notified, the school district will conclude that the data is no 
longer wanted and will consider the request closed. 

 
2. The school district’s response time may be affected by the size and 

complexity of the particular request, including necessary redactions of the 
data, and also by the number of requests made within a particular period 
of time. 

 
3. The school district will provide an explanation of technical terminology, 

abbreviations, or acronyms contained in the responsive data on request. 
 

4. The school district is not required by the MGDPA to create or collect new 
data in response to a data request, or to provide responsive data in a 
specific form or arrangement if the school district does not keep the data in 
that form or arrangement. 

 
5. The school district is not required to respond to questions that are not 

about a particular data request or requests for data in general. 
 

V. REQUEST FOR SUMMARY DATA 
 

A. A request for the preparation of summary data shall be made in writing directed 
to the responsible authority. 

 
1. A  request  for  the  preparation  of  summary  data  must  include  the 

following information: 
 

a. Date the request is made; 
 

b. A clear description of the data requested; 
 

c. Identify the form in which the data is to be provided (e.g., 
inspection, copying, both inspection and copying, etc.); and 

d. Method to contact requestor (phone number, address, or email 
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address). 
 

B. The responsible authority will respond within ten (10) business days of the 
receipt of a request to prepare summary data and inform the requestor of the 
following: 

 
1. The estimated costs of preparing the summary data, if any; and 

 
2. The summary data requested; or 

 
3. A written statement describing a time schedule for preparing the requested 

summary data, including reasons for any time delays; or 
 

4. A written statement describing the reasons why the responsible authority 
has determined that the requestor’s access would compromise the private 
or confidential data. 

 
C. The school district may require the requestor to pre-pay all or a portion of the cost 

of creating the summary data before the school district begins to prepare the 
summary data. 

 
VI. COSTS 
 

A. Public Data 
 

1. The school district will charge for copies provided as follows: 
 

a. 100 or fewer pages of black and white, letter or legal sized paper 
copies will be charged at 25 cents for a one-sided copy or 50 
cents for a two-sided copy. 

 
b. More than 100 pages or copies on other materials are charged 

based upon the actual cost of searching for and retrieving the 
data and making the copies or electronically sending the data, 
unless the cost is specifically set by statute or rule. 

 
(1) The actual cost of making copies includes employee time, the 

cost of the materials onto which the data is copied (paper, 
CD, DVD, etc.), and mailing costs (if any). 

 
(2) Also, if the school district does not have the capacity to make 

the copies, e.g., photographs, the actual cost paid by  the  
school  district  to  an  outside  vendor  will  be charged. 

 
2. All charges must be paid for in cash in advance of receiving the copies.   

 

B. Summary Data 
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1. Any costs incurred in the preparation of summary data shall be paid by the 
requestor prior to preparing or supplying the summary data. 

 
2. The school district may assess costs associated with the preparation of 

summary data as follows: 
 

a. The cost of materials, including paper, the cost of the labor 
required to prepare the copies, any schedule of standard copying 
charges established by the school district, any special costs 
necessary to produce such copies from a machine-based record- 
keeping system, including computers and microfilm systems; 

 
b. The school district may consider the reasonable value of the 

summary data prepared and, where appropriate, reduce the costs 
assessed to the requestor. 

 
 
Data Practices Contacts 
 

Responsible Authority: 
Superintendent 
215 North First Avenue East, Room 213 
Duluth, MN 55802 
Data.Request@isd709.org 

 
Data Practices Compliance Official: 
Chief Financial Officer 
215 North First Avenue East, Room 215 
Duluth, MN  55802 
Data.Request@isd709.org 

 
 
 
Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act) 
 
Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 

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

New Policy 
Replacing: Policy 108 
First Reading: 09-18-2018 
Adopted:          10-16-2018 
Reviewed:        10-15-2019 
Reviewed:        07-21-2020  
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DULUTH PUBLIC SCHOOLS - DATA REQUEST FORM 
 
Date of Request: _____________________ 
 
Description of requested data (please be specific, include date spans):  
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
              
 
_________________________________________________________________________ 
 
 
Requested method to access data: 
 
Inspection Only:  ____ Copies Only:* ____      Both Inspection and Copies:* ____ 
 
* Note:  There will be a cost charged to provide copies of public data 
 
Contact Information (optional) ** 
Name:              

Phone Number:             

Email address:             

Address:              

 
** Note: You do not have to provide any contact information.  However, if you want Duluth 
Public Schools to mail/email copies of data to you, some type of contact information must be 
provided.  Duluth Public Schools would also need contact information from you if it is necessary 
to clarify your request.  We will not work on such a request until clarified. 
 
Duluth Public Schools will respond to your request as soon as possible. 
 
Written requests for data can be returned several ways: 
Email:       data.request@isd709.org 
Fax:         218-336-8773 
Mail:         ISD 709 – Attn: Business Services 
               215 N 1st Ave E, Room 215 
               Duluth, MN  55802 
In Person: see mail address above 
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534 SCHOOL MEALS POLICY

I. PURPOSE

The purpose of this policy is to ensure that students receive healthy and nutritious meals
through the school district’s nutrition program and that school district employees, families,
and students have a shared understanding of expectations regarding meal charges. The
policy of the school district is to provide meals to students in a respectful manner and to
maintain the dignity of students by prohibiting lunch shaming or otherwise ostracizing the
student. The policy seeks to allow students to receive the nutrition they need to stay focused
during the school day and minimize identification of students with insufficient funds to pay for
school meals as well as to maintain the financial integrity of the school nutrition program.

II. PAYMENT OF MEALS

A. Payment for lunch is expected at the time the meal is served. Parents have
three options to put money in their child’s lunch account:

1. Online payments
2. Check sent to the child’s school or Administrative offices
3. Cash sent to the child’s school or Administrative offices

B. Families may apply for free/reduced-price meal benefits anytime during the
school year. Meal applications are distributed to all families in the district
prior to the student's first day of classes. In addition, applications are
available on the school district website or available to be mailed via USPS if
requested.

C. If the school district receives school lunch aid under Minnesota Statutes section
124D.111, it must make lunch available without charge to all participating students
who qualify for free or reduced-price meals regardless of account balance.

D. A student with an outstanding meal charge debt will be allowed to purchase a meal if
the student pays for the meal when it is received.

E. A student who has been determined to be eligible for free and reduced-price lunch
always must be served a reimbursable meal even if the student has an outstanding
debt.

F. Once a meal has been placed on a student’s tray or otherwise served to a student,
the meal may not be subsequently withdrawn from the student by the cashier or
other school official, whether or not the student has an outstanding meals balance.

G. If a parent or guardian chooses to send in one payment that is to be divided between
sibling accounts, the parent or guardian must specify how the funds are to be
distributed to the students’ accounts. Funds may not be transferred between sibling
accounts unless written permission is received from the parent or guardian.

III. LOW OR NEGATIVE ACCOUNT BALANCES – NOTIFICATION

A. The school district will make reasonable efforts to notify families when meal account
balances are low or fall below zero.

B. Reminders for payment of outstanding student meal balances will not demean or
stigmatize any student participating in the school lunch program, including, but not
limited to, dumping meals, withdrawing a meal that has been served, announcing or
listing students’ names publicly, or affixing stickers, stamps, or pins.
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IV. UNPAID MEAL CHARGES

A. The school district will make reasonable efforts to communicate with families to
resolve the matter of unpaid charges. Where appropriate, families may be
encouraged to apply for free and reduced-price meals for their children.

B. The school district will make reasonable efforts to collect unpaid meal charges
classified as delinquent debt. Unpaid meal charges are designated as delinquent debt
when payment is overdue, the debt is considered collectable, and efforts are being
made to collect it.

C. The school district may not enlist the assistance of non-school district employees,
such as volunteers, to engage in debt collection efforts.

D. The school district will not impose any other restriction prohibited under Minnesota
Statutes section 123B.37 due to unpaid student meal balances. The school district will
not limit a student’s participation in any school activities, graduation ceremonies, field
trips, athletics, activity clubs, or other extracurricular activities or access to materials,
technology, or other items provided to students due to an unpaid student meal
balance.

V. COMMUNICATION OF POLICY

A. This policy and any pertinent supporting information shall be provided in writing (i.e.,
mail, email, back-to-school packet, student handbook, etc.) to:

1. all households at or before the start of each school year;

2. students and families who transfer into the school district, at the time of
enrollment; and

3. all school district personnel who are responsible for enforcing this policy.

B. The school district will post this policy on the school district’s website, or the website
of the organization where the meal is served, in addition to providing the required
written notification described above.

C. If the school district contracts with a third party for its meal services, it will provide
the vendor with its school meals policy. The school district will ensure that any
third-party provider with whom the school district enters into either an original or
modified contract after July 1, 2021, adheres to the school district’s school meals
policy.

Legal References: Minn. Stat. § 123B.37 (Prohibited Fees)
Minn. Stat. § 124D.111 (School Meals Policies; Lunch Aid; Food Service
Accounting)
42 U.S.C. § 1751 et seq. (Healthy and Hunger-Free Kids Act)
7 C.F.R. § 210 et seq. (School Lunch Program Regulations)
7 C.F.R. § 220.8 (School Breakfast Program Regulations)
USDA Policy Memorandum SP 46-2016, Unpaid Meal Charges: Local Meal
Charge Policies (2016)
USDA Policy Memorandum SP 47-2016, Unpaid Meal Charges: Clarification on
Collection of Delinquent Meal Payments (2016)
USDA Policy Memorandum SP 23-2017, Unpaid Meal Charges: Guidance and
Q&A
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Cross References: None

New Policy:                 534
First Reading:             July 18, 2017
Adopted: August 22, 2017 ISD 709
First Reading: November 15, 2022
Adopted:

534 - 3 of 3

Duluth Public Schools | Duluth, MN | (218) 336-8752

41

145



Adopted: MSBA/MASA Model Policy 534
Orig. 2017

Revised: Rev. 2021

534 SCHOOL MEALS POLICY

[Note: In 2021, the Minnesota legislature amended Minnesota Statutes section
124D.111, that now states that Minnesota school districts that participate in the
national school lunch program must adopt a school meals policy].

[Note: This MSBA/MASA model policy is drafted to be consistent for all grade levels.
However, local school districts may vary the meal charge policy for elementary,
middle, and high schools.]

[Note: School districts must follow appropriate debt collection practices when
attempting to recover unpaid meal charges.]

I. PURPOSE

The purpose of this policy is to ensure that students receive healthy and nutritious meals
through the school district’s nutrition program and that school district employees, families,
and students have a shared understanding of expectations regarding meal charges. The
policy of the school district is to provide meals to students in a respectful manner and to
maintain the dignity of students by prohibiting lunch shaming or otherwise ostracizing the
student. The policy seeks to allow students to receive the nutrition they need to stay focused
during the school day and minimize identification of students with insufficient funds to pay for
school meals as well as to maintain the financial integrity of the school nutrition program.

II. PAYMENT OF MEALS

A. Payment for lunch is expected at the time the meal is served. Parents have
three options to put money in their child’s lunch account:

1. Online payments
2. Check sent to the child’s school or Administrative offices
3. Cash sent to the child’s school or Administrative offices

B. Families may apply for free/reduced-price meal benefits anytime during the
school year. Meal applications are distributed to all families in the district
prior to the student's first day of classes. In addition, applications are
available on the school district website or available to be mailed via USPS if
requested.

C. If the school district receives school lunch aid under Minnesota Statutes section
124D.111, it must make lunch available without charge to all participating students
who qualify for free or reduced-price meals regardless of account balance.

D. A student with an outstanding meal charge debt will be allowed to purchase a meal if
the student pays for the meal when it is received.

E. A student who has been determined to be eligible for free and reduced-price lunch
always must be served a reimbursable meal even if the student has an outstanding
debt.
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F. Once a meal has been placed on a student’s tray or otherwise served to a student,
the meal may not be subsequently withdrawn from the student by the cashier or
other school official, whether or not the student has an outstanding meals balance.

F. The school district may provide an alternate meal that meets federal and state
requirements to a student who does not have sufficient funds in the student’s account
or cannot pay cash for a meal. The school district will accommodate special dietary
needs with respect to alternate meals. The cost of the alternative meal ($[insert
amount]) will be charged to the student’s account or otherwise charged to the
student.

G. When a student has a negative account balance, the student will not be allowed to
charge a snack item.

G. If a parent or guardian chooses to send in one payment that is to be divided between
sibling accounts, the parent or guardian must specify how the funds are to be
distributed to the students’ accounts. Funds may not be transferred between sibling
accounts unless written permission is received from the parent or guardian.

III. LOW OR NEGATIVE ACCOUNT BALANCES – NOTIFICATION

A. The school district will make reasonable efforts to notify families when meal account
balances are low or fall below zero.

B. Families will be notified of an outstanding negative balance once the negative balance
reaches $[insert amount] or [insert number of meals]. Families will be notified by
[insert the method used to notify families (e.g., automated calling system, email,
letters sent home)].

C. Reminders for payment of outstanding student meal balances will not demean or
stigmatize any student participating in the school lunch program, including, but not
limited to, dumping meals, withdrawing a meal that has been served, announcing or
listing students’ names publicly, or affixing stickers, stamps, or pins.

IV. UNPAID MEAL CHARGES

A. The school district will make reasonable efforts to communicate with families to
resolve the matter of unpaid charges. Where appropriate, families may be

encouraged to apply for free and reduced-price meals for their children.

B. The school district will make reasonable efforts to collect unpaid meal charges
classified as delinquent debt. Unpaid meal charges are designated as delinquent debt
when payment is overdue, the debt is considered collectable, and efforts are being
made to collect it.

C. Negative balances of more than $[insert amount], not paid prior to [enter time period
(e.g., end of the month, end of the semester, end of the school year)], will be turned
over to the superintendent or superintendent’s designee for collection. In some
instances, the school district does use a collection agency to collect unpaid school
meal debts after reasonable efforts first have been made by the school district to
collect the debt. Collection options may include, but are not limited to, use of
collection agencies, claims in the conciliation court, or any other legal method
permitted by law.

D. The school district may not enlist the assistance of non-school district employees,
such as volunteers, to engage in debt collection efforts.

E. The school district will not impose any other restriction prohibited under Minnesota
Statutes section 123B.37 due to unpaid student meal balances. The school district will

534 - 2 of 3

Duluth Public Schools | Duluth, MN | (218) 336.8752

43

147



not limit a student’s participation in any school activities, graduation ceremonies, field
trips, athletics, activity clubs, or other extracurricular activities or access to materials,
technology, or other items provided to students due to an unpaid student meal
balance.

V. COMMUNICATION OF POLICY

A. This policy and any pertinent supporting information shall be provided in writing (i.e.,
mail, email, back-to-school packet, student handbook, etc.) to:

1. all households at or before the start of each school year;

2. students and families who transfer into the school district, at the time of
enrollment; and

3. all school district personnel who are responsible for enforcing this policy.

B. The school district will post this policy on the school district’s website, or the website
of the organization where the meal is served, in addition to providing the required
written notification described above.

C. If the school district contracts with a third party for its meal services, it will provide
the vendor with its school meals policy. The school district will ensure that any
third-party provider with whom the school district enters into either an original or
modified contract after July 1, 2021, adheres to the school district’s school meals
policy.

Legal References: Minn. Stat. § 123B.37 (Prohibited Fees)
Minn. Stat. § 124D.111 (School Meals Policies; Lunch Aid; Food Service
Accounting)
42 U.S.C. § 1751 et seq. (Healthy and Hunger-Free Kids Act)
7 C.F.R. § 210 et seq. (School Lunch Program Regulations)
7 C.F.R. § 220.8 (School Breakfast Program Regulations)
USDA Policy Memorandum SP 46-2016, Unpaid Meal Charges: Local Meal
Charge Policies (2016)
USDA Policy Memorandum SP 47-2016, Unpaid Meal Charges: Clarification on
Collection of Delinquent Meal Payments (2016)
USDA Policy Memorandum SP 23-2017, Unpaid Meal Charges: Guidance and
Q&A

Cross References: None

New Policy:                 534
First Reading:             July 18, 2017
Adopted: August 22, 2017 ISD 709
First Reading:
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534 UNPAID MEAL CHARGES 

 

I. PURPOSE 

 

The purpose of this policy is to ensure that students receive healthy and nutritious 

meals through the school district’s nutrition program and that school district 

employees, families, and students have a shared understanding of expectations 

regarding meal charges.  The policy seeks to allow students to receive the nutrition 

they need to stay focused during the school day and minimize identification of 

students with insufficient funds to pay for school meals as well as to maintain the 

financial integrity of the school nutrition program. 

 

II. PAYMENT OF MEALS  

 

A. Payment for lunch is expected at the time the meal is served.  Parents have 

three options to put money in their child’s lunch account: 

 

1. Online payment  

2. Check 

3. Cash  

 

When a student lunch balance reaches zero or becomes negative:  All 

students, elementary, middle and high school will be allowed to charge lunch 

meals regardless of a zero or negative balance but not allowed to make a la 

carte purchases 

 

B. If the school district receives school lunch aid under Minn. Stat. § 124D.111, 

it must make lunch available without charge to all participating students who 

qualify for free or reduced-price meals regardless of account balance. 

 

C. In the instance of a student who has an outstanding meal charge debt, the 

student will be allowed to pay for a full price meal without applying the 

student’s money toward the meal debt balance. 

 

E. When a student has a negative account balance, the student will not be 

allowed to charge a la carte items. 

 

D. If a parent or guardian chooses to send in one payment that is to be divided 

between sibling accounts, the parent or guardian must specify how the funds 

are to be distributed to the students’ accounts.  Funds may not be transferred 

between sibling accounts unless verbal or written permission is received from 

the parent or guardian. 

 

III. LOW OR NEGATIVE ACCOUNT BALANCES – NOTIFICATION  

 

 A. The school district will make reasonable efforts to notify families when meal 

account balance are low.  

 

 B. Reminders for payment of outstanding student meal balances will not demean 

or stigmatize any student participating in the school lunch program. 
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IV. UNPAID MEAL CHARGES 

 

 A. The school district will make reasonable efforts to communicate with families 

to resolve the matter of unpaid charges. Where appropriate, families may be 

encouraged to apply for free and reduced-price meals for their children. 

  

 B. The school district will make reasonable efforts to collect unpaid meal charges 

classified as delinquent debt.  Unpaid meal charges are designated as 

delinquent debt when payment is overdue, the debt is considered collectable, 

and efforts are being made to collect it. 

 

C. Consistent with the treatment of other debts owed to the district, negative  

balances of $50.00 or more, incurred by families and not paid prior to end of 

the school year, will be subject to handling by a collection agency.  Collection 

options may include, but are not limited to, use of collection agencies, claims 

in the conciliation court, or any other legal method permitted by law.  Student 

lunch debt of $49.99 or less is transferred with the student to the next school 

year by the Child Nutrition Department.  Positive lunch balances/monies in 

the student’s account advance with the student as well.  Parents’ may request 

a refund of a positive lunch balance/monies.   

 

V. COMMUNICATION OF POLICY  

A. This policy and any pertinent supporting information shall be provided in 

writing (i.e., mail, email, back-to-school packet, student handbook, etc.) to:  

 

1. all households at or before the start of each school year; 

  

2. students and families who transfer into the school district, at the time of 

enrollment; and 

 

3. all school district personnel who are responsible for enforcing this policy. 

  

 B. The school district may post the policy on the school district’s website, in 

addition to providing the required written notification described above. 

 

 

 

Legal References: Minn. Stat. § 124D.111, Subd. 4  

 42 U.S.C. § 1751 et seq. (Healthy and Hunger-Free Kids Act) 

 7 C.F.R. § 210 et seq. (School Lunch Program Regulations) 

 7 C.F.R. § 220.8 (School Breakfast Program Regulations) 

 USDA Policy Memorandum SP 46-2016, Unpaid Meal Charges: Local 

Meal Charge Policies (2016)  

 USDA Policy Memorandum SP 47-2016, Unpaid Meal Charges: 

Clarification on Collection of Delinquent Meal Payments (2016)  

 USDA Policy Memorandum SP 23-2017, Unpaid Meal Charges: 

Guidance and Q&A 

 

New Policy: 534  

First Reading: July 18, 2017 

Adopted: August 22, 2017 ISD 709 

  

46

150



Duluth Public Schools, ISD 709  • (218) 336-8752

 
HR / Business Services Committee

Duluth Public Schools, ISD 709
Agenda

Tuesday, December 13, 2022
United Health Group (UHG)

4316 Rice Lake Rd
Suite 108

Duluth, MN 55811
4:30 PM

 
1. Guest Presentations for this Meeting - Safe Routes to School - City of Duluth Grant 
Application - Attachment Pending
2. Department Reports

A. Human Resources
1) HR Monthly Department Summary Report
2) Recommendation to Recognize Two New District Holidays - MLK 
Day and Juneteenth - PLACEHOLDER

B. Business Services
1) Finance Department Report - Verbal
2) Enrollment Report
3) Child Nutrition Department Report
4) Facilities Department Report
5) Technology Department Report
6) Transportation Department Report

3. Recommended Resolutions
A. B-12-22-3925 - Certified Tax Levy 2022 Payable 2023 - example 
attached (final pending)
B. B-12-22-3926 - Resolution Reestablishing Precincts and Polling Places 
for the Duluth Public School District in 2023
C. B-12-22-3927 - Resolution of Support for the Transportation Alternative 
Grant for Campus Connector Segment Six to Provide Improvements to the 
Intersection of E. Superior St. and Congdon Park Dr. in the City of Duluth
D. B-12-22-3928 - Authorized Bank Account Signer
E. B-12-22-3929 - Acceptance of Donations to Duluth Public Schools
F. B-12-22-3930 - Acceptance of Grant Awards to Duluth Public Schools

4. Consent Agenda
A. HR Staffing Report

1) Job Description for MARSS Coordinator/EDFI Analyst
 

B. Finances
1) Financial Report
2) Fiscal Year 22 Audit (in substantial form) Attachment Pending
3) Fundraisers

C. Bids, RFPs, and Quotes

3
5

6
8
9
10
11

12

45

47

48
50
52

53
54

58

59
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Duluth Public Schools, ISD 709  • (218) 336-8752

1) Bid #1307 Data Center Colocations Services - PLACEHOLDER
D. Contracts, Change Orders and Leases

1) Change Order - St. Germain's CO#2-2022 Congdon Window Project
5. Miscellaneous Informational Items (no action required)

A. District Properties Update
B. Expenditure Contracts
C. No Cost Contracts
D. Revenue Contracts
E. Grant Applications
F. Change Orders Signed - None

60

62

66
71
226
234
252
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Human Resources Report Summary
December 2022 Activities

Staffing Updates:
Number of staffing changes Received by HR during the month of November. This is a summary
of the consent agenda.

Certified Non-Certified

# New Hires 9 11

# Retirements 1 1

# Resignations 0 4

# Leave of Absences 0 5

HR Department Updates:

The HR Department is currently posting to fill the Human Resources Manager position, a Human
Resources Assistant-Front Desk position and the Human Resources Assistant-Benefits position.
Kinsey Klasnich, our previous Human Resources Assistant-Benefits, has agreed to assume the
responsibilities of the Benefits Coordinator on a temporary basis while we assess the
departmental needs.

Staff will be working in late December on process mapping related to leaves of absences, payroll
processing, and Skyward reporting in order to find additional system improvements and
efficiencies.

EEO-5 reporting was finalized and certified on November 22, 2022, with significant efforts from
Miranda Fox, our HRIS Specialist and Nate Kinsey, Database Specialist.

Benefits Updates:

Another retirement information session was held on November 28, with 22 employees attending
across several bargaining units. There is a session scheduled for December 16, 2022 and two
sessions planned for January.  Open enrollment processing has been completed for all
employees and retirees for Dental, Vision, Flex Spending and LTD.

Currently, staff are working to complete over 35 retirement benefit estimates that have been
requested.  Those estimates will be sent to employees by January 1, 2023.

3153



Hiring Updates:

Current Openings as of December 8, 2022

Licensed:
Teachers, Adult Basic Education (1)
Teachers, District Wide (4)
Teachers, Elementary (1)
Teachers, High School (2)
Teachers, Middle School (2)
Teachers, Special Education (3)

Non-Licensed:

Activities/Athletics (1)
Administrative/Management (2)
Child Nutrition (15)
Human Resources (3)
Maintenance/Transportation (7)
School Custodian
Auto Mechanic (2)
Second Shift Engineer (1)
School Bus Driver (3)
Playground/Cafeteria Monitor (9)

Paraprofessionals (24)
American Indian Home School Liaison (1)
Instructional Paraprofessional (1)
Licensed Sign Language Interpreter (2)
Mental Health Practitioner (2)
Paraprofessional, ECFE (1)
Special Education Building Wide Paraprofessional (2)
Special Education Program Paraprofessional (5)
Special Education Student Specific Setting III
Paraprofessional (6)
Supervisory Paraprofessional (4)

Contract Negotiations:

An alternate proposal was presented to the Fireman and Oilers bargaining unit based on
extensive conversations with the union leadership.  The bargaining unit has scheduled a vote on
December 17, 2022.
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MEMORANDUM

TO: Duluth School Board

FROM: Theresa Severance, Executive Director, Human Resources and Operations

DATE: December 8, 2022

RE: Martin Luther King Jr day and Juneteenth Holidays

Equity for students, families and staff is a key priority for Duluth Public Schools. As part of our
efforts to ensure that our practices align with our beliefs, we are modifying our calendar to
recognize Martin Luther King Jr day and Juneteenth as employee holidays.

Martin Luther King Jr. Day is a federal holiday in the United States marking the birthday of
Martin Luther King Jr. It is observed on the third Monday of January each year.

Juneteenth is a federal holiday in the United States commemorating the emancipation of
enslaved African Americans. It is celebrated on June 19 of each year.

We will work with respective bargaining units to approve a memorandum of understanding with
the intent to start the recognition of these days as employee holidays in 2023.

We will continue to examine our practices of holiday recognition through our District calendar
committee.
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Duluth Public Schools Projected Average Daily Membership (ADM) Report
DECEMBER 2022

Grade

Total Number 
of 

Enrollments

Unique 
Student 
Count

Current 
Enrollments

Projected 
ADM

Budgeted 
ADM

Enrollments 
/ADM ADM /Student  

EC 485 386 300 144.09 102.00 3.37 0.37

PK 63 53 59 40.61 42.65 1.55 0.77
HK 131 116 113 119.43 90.00 1.09 1.03
KG 549 502 520 515.12 522.00 1.08 1.01

1 706 625 584 579.94 605.00 1.22 0.92
2 725 648 613 608.74 602.00 1.20 0.94
3 681 628 590 585.90 586.00 1.17 0.93
4 703 646 605 592.15 585.00 1.19 0.92
5 675 637 607 594.10 604.00 1.13 0.93
6 628 563 515.75 504.79 509.00 1.24 0.90
7 733 640 603.15 589.62 559.00 1.24 0.92
8 742 646 595.3 581.95 585.00 1.27 0.90
9 1080 788 737.05 703.15 648.00 1.52 0.90

10 1256 765 676.63 645.51 650.00 1.92 0.85
11 1407 835 718.15 685.12 680.00 2.03 0.83
12 1482 906 639.85 610.42 625.00 2.40 0.68
PS 245 166

Total: 12046 9384 8476.88 8100.62 7994.65 1.48 0.87
+proj-budg> 105.97 <<42 of this is ECSE

GRADE
20-21             

OCT 1 Count
20-21     

FINAL ADM
21-22            

Oct 1 Count
21-22       

FINAL ADM
Oct 1 Cnt         
To Prev Yr

22-23             
Oct 1 Count

22-23      
PROJECTED 

EC 186 95.45 156 114.57 -41.43 205 144.09
PK 68 41.58 70 40.57 -29.43 51 40.61
HK 77 83.52 101 113.54 12.54 114 119.43
KG 520 516.69 502 487.64 -14.36 524 515.12
1 596 588.40 616 614.82 -1.18 589 579.94
2 582 574.16 593 597.78 4.78 610 608.74
3 617 597.62 603 590.84 -12.16 593 585.90
4 523 507.84 621 605.84 -15.16 598 592.15
5 558 540.73 527 516.78 -10.22 600 594.10
6 576 542.05 577 561.90 -15.10 517 504.79
7 586 581.07 604 593.59 -10.41 599 589.62
8 576 555.74 601 587.95 -13.05 599 581.95
9 723 695.44 687 658.15 -28.85 733 703.15

10 680 650.09 717 690.45 -26.55 700 645.51
11 734 672.61 680 638.94 -41.06 753 685.12
12 756 621.11 832 669.75 -162.25 789 610.42

Total: 8358 7864.10 8487 8083.11 -403.89 8574 8100.62
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400.00

500.00

600.00

700.00
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21-22       FINAL ADM

22-23      PROJECTED ADM

EC      PK HK       KG         1         2        3          4          5         6        7          8          9        10       11         12

ADM By Grade Level  20-21  - Present
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Duluth Public Schools: Enrollments, Students and  Projected Average Daily Membership (ADM)
DECEMBER   2022

Grade

Total Number 
of 

Enrollments

Unique 
Student 
Count

Current 
Enrollments

Projected 
ADM Budgeted ADM

Enrollments 
/ADM ADM /Student  

EC 485 386 300 144.09 102.00 3.37 0.37

PK 63 53 59 40.61 42.65 1.55 0.77
HK 131 116 113 119.43 90.00 1.09 1.03
KG 549 502 520 515.12 522.00 1.08 1.01

1 706 625 584 579.94 605.00 1.22 0.92
2 725 648 613 608.74 602.00 1.20 0.94
3 681 628 590 585.90 586.00 1.17 0.93
4 703 646 605 592.15 585.00 1.19 0.92
5 675 637 607 594.10 604.00 1.13 0.93
6 628 563 515.75 504.79 509.00 1.24 0.90
7 733 640 603.15 589.62 559.00 1.24 0.92
8 742 646 595.3 581.95 585.00 1.27 0.90
9 1080 788 737.05 703.15 648.00 1.52 0.90

10 1256 765 676.63 645.51 650.00 1.92 0.85
11 1407 835 718.15 685.12 680.00 2.03 0.83
12 1482 906 639.85 610.42 625.00 2.40 0.68
PS 245 166

Total: 12046 9384 8476.88 8100.62 7994.65 1.48 0.87
+proj-budg> 105.97
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2.50
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0.00

1.00

2.00

3.00

4.00

5.00

6.00

7.00

ENRT/ADM ADM/ Student

EC      PK       HK     KG      1       2        3        4      5        6         7       8         9       10      11     12

EC    PK     HK    KG   1      2       3       4      5      6      7       8       9     10     11   12

21-22  FINAL ADM to Enrollments and Students

1617  Final ADMS to Enrollments and Students

0.00

1.00

2.00

3.00

4.00

5.00

6.00

ENRT/ADM ADM/Student

20-21  FINAL ADM to Enrollments and Students

EC     PK HK      KG       1        2        3        4         5       6        7         8       9      10        11     12

7157



Child Nutrition Report
November 2022

Supply Chain Issues
Supply chain issues are still affecting our meal services off and on.  This leads to substitutions 
on the menus.  Manufacturing companies are still short staffed, as well as transportation 
teams.  

Health Department
The Minnesota Health Department has completed round one of their 2 per year inspections in 
all of our kitchens.  No issues were brought forth.  Good reviews at all of the schools reinforces 
that our program, employees, and managers are putting food safety as a top priority.   

New Employee
Stacy Bergstedt started as the Food Service Field Supervisor.  She replaces Betsy Sislo.
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Facilities Management & Capital Project Status Report
November 2022

Facilities Management – Maintenance and Operations - General
● In the past month, the Facilities maintenance crews have completed  229 work orders and are currently

working on 310 open work orders.

Capital Construction

● Denfeld tower work is almost complete.  The spire and finial are all that is left to fabricate and install..
● The Congdon Park window replacement project is done and a punch list was just created.
● New Denfeld SPED bathroom construction is nearing completion.
● FY24 Congdon playground construction is being designed to bid early 2023.

● Ongoing Discussion with Legal Representation
➢ PSS Track Lane 1 Ponding Remediation is ongoing.

● Construction Tasks “On The Hill”
➢ Final tasks are ongoing in the existing Facilities building which is close to complete.
➢ Interior work is starting/ongoing at the DSC and Transportation Building.
➢ CHS is being taken down at this time..

Building Operations
·

● With many vacancies, our Operations staff have been performing an excellent job of cleaning, and the
buildings are looking as good as could be expected.

● There are 23 vacancies in the Facilities Operations that we are working hard as well as need to fill.

Health, Safety & Environmental Management

● 3rd Safety committee held for the 22-23 school year
● Security surveys of the schools completed. Action items to be reviewed by the safety

committee
● Gym repairs scheduled to be completed in December - Lowell, LPMS, OEMS, and EHS

Workers’ Compensation Activities
November 2022

● First report of incidents:----------------------------- 24
● OSHA recordable incidents:------------------------ 0
● Days away from work:------------------------------ 0
● Days of restricted work:----------------------------- 0

2022 YTD Incidents (January 1, 2022 - December 31, 2022)
● First report of incidents:----------------------------- 158
● OSHA recordable incidents:------------------------ 20
● Days away from work:------------------------------- 123
● Days of restricted work:----------------------------- 338

1
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Technology Department - November Report (11/1 - 10/30)

● Cybersecurity
○ Google Security

■ Gmail

● 1.3M Emails Messages Accepted/Delivered

○ 131K were rejected

○ 1.5M were identified as Spam

○ 6.1K were identified as Phishing

○ 45 were identified having a suspicious attachments

○ 7.4K were identified as Spoofing
○ 0 emails were identified as Malware

■ Account Information

● 10,876 Active Accounts

● 23.9TB of storage

● 598.1K Files shared externally

● 513 Suspicious login attempts

● 1.5K Failed user login attempts
● 26 Data Loss Prevention (DLP) policy High Severity Incidents that

were blocked

● E-Rate RFP/Bid
○ Bid-1307 Data Center Colocation Services was opened at 2:00 pm on Tuesday,

November 29, 2022
■ One bid received - Involta (Current Provider)

● The five (5) year maximum bid value cannot exceed $534,480.  We
anticipate our five (5) year to be less than half at ~$199,260

○ Near future
■ E-Rate Bid-1308 Netowrk Infrastructure (network switches) should be posted

on the FCC USAC E-Rate website
■ E-Rate Bid-13## Wireless Network Controller will be posted on the FCC

USAC E-Rate website before January 1, 2023

● Technology Help Desk Tickets
○ 409 New Technology Support Tickets Created (25%)

○ 407 Tickets were resolved (48%)

○ 206 Tickets remain unresolved (52%)

● Projects
○ Cybersecurity - Continue working on security vulnerabilities that have been identified

by Arctic Wolf.
○ This year we are using Infoseq IQ to run phishing campaigns and provide as needed

phishing training for our staff.  This service is required to comply with our Beazley
Cybersecurity Insurance Policy requirements.

○ work with Benson Electric to install/move wireless access points following our
Blended Learning Wireless Assessment report

○ We have received some of the new AV equipment for the DSC School Board Meeting
Space. 10160



Transportation Report
November 2022 Activities

The ISD #709 Transportation department manages both a district owned fleet of vehicles and district 
employees, including bus drivers, monitors, and mechanics, along with the coordination of contracted 
transportation services through Voyageur Bus Company.

We continue to await the arrival of our two new buses which are expected to be delivered in March. 

We are transitioning to using Transversa for routing. Implementation is expected in December. 
Transportation currently uses Versatrans for routing. Our department continues to navigate daily 
changes in routing per school requests. 

There are daily changes on a total of 434 individual routes (routing, day changes, time changes, etc.).

The department continues to work on fine tuning routes.  

• 65 trips in November, 2022
• 63 scheduled so far for December, 2022

Staffing (comments and concerns)
• Hired 1 driver who is trying to get back to food service
• Jeremy Kasapidis (Mechanic) was promoted to Assistant Manager leaving us without a 

mechanic
• I (Steven Johnson) have tendered my resignation

Covid continues to be a concern for our staff due to quarantine time. 

Bus Maintenance 
• Maintenance on (non-transportation) vehicles x6.
• A&B scheduled maintenance inspection (checklist of items checked on each bus)
• Jump starts x approx. 0. 
• Manual regenerations (multiple) (Emissions system) weekly shop item
• Electrical maintenance to correct wiring issues (ongoing)
• Bus services (Tires, body work, replacement windows) (Multiple)
• Gen maintenance

The average fleet age is 7.5 years. Current average mileage is 75,830 (goal is 50,000 – 60,000).

ELDT is still and will likely continue to be troublesome for some time. ELDT stands for Entry Level 
Drivers Training. It is a new requirement by the FMCSA (Federal Motor Carriers Safety Administration) that 
started on February 2nd of this year. Basically, the new requirement makes us train drivers to a different 
standard than we have for many years and adds in training that is not specific to bus drivers, or training that 
has not been required in the past.

Steve Johnson is training Jeremy Kasapidis in some of his responsibilities and is also training Deb P. 
to train new drivers. Once Steve Johnson leaves his position, Deb P. will be the only one who can 
legally train new drivers in.
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 R E S O L U T I O N
Certified Tax Levy 2022 Payable 2023

BE IT RESOLVED, By the School Board of Independent School District No. 709, St. 

Louis County, Minnesota, to hereby set the Tax Levy for 2022 Payable 2023 at 

$XX,XXX,XXX.XX.

Resolution B-12-22-3925                 December 20, 2022
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DULUTH PUBLIC SCHOOLS
Independent School District 709

2022 PAYABLE 2023
PROPERTY TAX HEARING

For the school budget year
July 1, 2022 – June 30, 2023

Prepared by: 
John Magas, Superintendent

Simone Zunich, Executive Director of Finance & Business Services
Michael Hoheisel, Managing Director, R.W. Baird & Co.
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REQUIREMENTS OF THE TRUTH IN TAXATION HEARING

• The 2022 Pay 2023 Proposed Property Tax Levy
– Proposed Changes
– Specific Purposes for Changes

• Current Year Budget
– Distribution of Revenues by Revenue Source
– Spending by Program Area

• Public Comments and Questions

Minnesota Statute 275.065
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School District Levy and School District Funds
School District Levy

• Taxes levied in the fall of 2022 are payable and collected in 2023
• District Revenue for 2023-2024 school year
• Fiscal year 2024

School District Funds

General Fund Levy
A. Based on student enrollment

Community Education Fund Levy
A. Based on the population of the District

1. Includes basic community education revenue, youth services and 
after school revenue

2. Early childhood family education levy is based on number of 
children under 5 years of age in district

3
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School District Levy and School District Funds

School District Funds (continued)

Debt Service Fund Levy
A. Based on annual debt retirement schedules

1. Annual levy is what is needed to pay principal and interest 
payments of bonded debt plus 5%

2. A calculation is done annually by the Minnesota Department of 
Education to determine level of fund balance 
a. If over cap of 5% a levy reduction will be made to bring 

debt fund balance to the 5% over levy requirement
3. Debt Service Fund may be composed of voter-approved bonds, as 

well as non-voter approved bonds such as abatement bonds, 
alternative facilities bonds, capital equipment notes, capital 
facilities bonds and long-term facilities maintenance bonds

4
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How will your payable 2023 School Taxes be spent?

5

General Fund        Percent
Provides funding for district regular and special education
instructional programs including but not limited to support 
services, transportation, instructional, athletic, and operational
equipment, technology, building maintenance, etc. 

38.50%
Community Education Fund

Funding for Community Education programs 
Early Childhood Family Education and School Readiness  2.40%

Debt Service Fund 
Levy for repayment of principal and interest on District debt  59.10%

Total Levy before credits and exclusions:        100.00%
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The School District Levy is changing by

$873,087.04
Or

2.03%
Source: MDE Levy Limitation and Certification Report for taxes payable 2023 (page 30 of 39)

6
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7

SCHOOL DISTRICT BUDGET

CURRENT SCHOOL YEAR
2022-2023
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Local Financial Reminders

November 6, 2018 Operating Levy 
Referendum

Question 1: Renewal of 
$371.78 Per Pupil of Current 

Authority

Result: PASS

Yes Votes: 
32,248 or 
73.27%

No Votes: 
12,314 or 
27.63%

Question 2: Increase Authority 
by $575 Per Pupil

Result: PASS

Yes Votes: 
23,805 or 
53.92%

No Votes: 
20,346 or 
46.08% 

Question 3: Increase Authority 
by an Additional $335 Per 

Pupil

Result: FAIL

Yes Votes: 
21,387 or 
48.65%

No Votes: 
22,575 or 
51.35% 
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Local Financial Reminders Continued 

November 6, 2018 Operating 
Levy Referendum

New Authority 
effective taxes 
payable 2019 

and be 
applicable for 

10 years

Last year of 
collection for 

current 
operating levy 

authority is 
taxes payable 

2028 / FY 2029

In Taxes 
Payable 2023, 
this authority 

generated 
$5,651,777.08 

in revenue
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Local Financial Reminders - continued

§ Student Enrollment Information
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Estimated Pay 2023 Tax Base Composition 

17
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HOW ARE STATE AID 
AND LOCAL LEVIES 

DETERMINED?
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AUTHORITY FOR SCHOOL LEVIES

A SCHOOL DISTRICT TAX LEVY MAY BE EITHER:

SET BY STATE FORMULA

OR

VOTER APPROVED
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WHAT ARE THE MAIN VARIABLES 
THAT MAY CAUSE PROPERTY 

TAX INCREASES AND 
DECREASES?

1. Changes in market values
2. Changes in class rates/history
3. Market value exclusion
4. Voter approved referendums
5.  State adjustments

(i.e. Ag2School Tax Credit Program)

6. New programs authorized or 
mandated by legislature  

(i.e. Long-Term Facilities Maintenance [LTFM] Revenue Program)
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CHANGES IN MARKET VALUE

The market values are final and are not a 
subject for the upcoming budget hearings.  
They were discussed at the local County Board 
of Review and County Board of Equalization 
hearings held earlier this year.  The final 
taxable market values may reflect a reduction 
under the limited value law.  If this property is 
a qualifying homestead, the final taxable 
market values may exclude improvements 
which you made to this property.
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27

Source: Preliminary Pay 2023 figures are 
from the St. Louis County Auditor
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State Legislative change in the Market 
Value Homestead credit to Homestead 
Market Value Exclusion

• The 2011 Legislature repealed the Homestead 
Market Value Credit (the homestead credit) and 
replaced it with a new Homestead Market Value 
Exclusion.

• The exclusion began for property taxes payable in 
2012 and continues for taxes payable in 2023.
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Pay 2022 vs. Pay 2023 School Portion of Tax
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Pay 2022 vs. Pay 2023 School Portion of Tax
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Whereas, Pursuant to Minnesota Statutes the School Board 
of Independent School District No. 709, Duluth, Minnesota, 
is authorized to make the following proposed tax levies for 
general purposes:

General Fund $ 16,907,610.13
Community Services $   1,068,734.03
Debt $  25,982,622.71
Total Proposed Tax Levy $  43,958,966.87

  
Now Therefore, Be it resolved by the School Board of 
Independent School District No. 709, Duluth, Minnesota, 
that the levy to be levied in 2022 to be collected in 2023 is 
set at $43,958,966.87. The clerk of the ISD 709 School 
Board is authorized to certify the proposed levy to the 
County Auditor of St. Louis County, Minnesota.
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Public Comments
 and 

Questions?
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R E S O L U T I O N

RESOLUTION REESTABLISHING PRECINCTS AND POLLING PLACES FOR THE 
DULUTH PUBLIC SCHOOL DISTRICT IN 2023

WHEREAS, the precinct boundaries of the Duluth Public School District (District) which 
consists of the territories of the City of Duluth, City of Rice Lake, Normana, North Star & Unorg 
23, Gnesen & Unorg 2, and Lakewood Townships remain as listed below following state 
legislative redistricting; and

WHEREAS, the District reestablishes these precincts with those boundaries as required 
by Minnesota Statutes 204B.14, subdivision 3(c); and

WHEREAS, the District will utilize the polling places for the City of Duluth as 
authorized by the City of Duluth which are currently located here:

1 - St. Michael's Catholic Church (lower level) 4901 East Superior Street
2 - Lakeside Presbyterian Church (lower level) 4430 McCullough Street
3 - Lutheran Church of the Good Shepherd (lower level) 1325 North 45th Avenue East
4 - Faith Lutheran Church Bldg. (lower level) 1814 North 51st Avenue East
5 - Lakeview Covenant Church (lower level) 1001 Jean Duluth Road
6 - Woodland Community Club 3211 Allendale Avenue
7 - Glen Avon Presbyterian Church (lower level) 2105 Woodland Avenue
8 - Duluth Congregational Church (lower level) 3833 East Superior Street
9 - Pilgrim Congregational Church (lower level) 2310 East Fourth Street
10 - U.M.D. Kirby Student Center 1120 Kirby Drive
11 - Vineyard Christian Fellowship (auditorium) 1533 West Arrowhead Road
12 - Unitarian Universalist Congregation of Duluth 835 West College Street
13 - Mt. Olive Lutheran Church (lower level) 2012 East Superior Street
14 - First Lutheran Church (lower level) 1100 East Superior Street
15 - Peace United Church of Christ 1111 North 11th Ave. East
16 - First United Methodist Church (Lakeview social hall) 230 East Skyline Parkway
17 - Washington Center (gymnasium) 310 North 1st Avenue West
18 - Lafayette Square (upper level) 3026 Minnesota Avenue
19 - Duluth Public Library (Green Room) 520 West Superior Street
21 - Lincoln Park Senior Center (lower level) 2014 West Third Street
22 - Holy Cross Lutheran Church 410 North Arlington Avenue
23 - Shepherd of the Hills Lutheran 802 Maple Grove Road

Church (fellowship hall)
24 - Christ Lutheran Church (rear lower level entrance) 2415 Ensign Street
25 - St. Lawrence Church 2410 Morris Thomas Road
26 - Holy Family Catholic Church 2430 West Third Street
27 - Harrison Community Club 3002 West Third Street
28 - City Center West 5830 Grand Avenue
29 - Our Savior’s Lutheran Church (lower level) 4831 Grand Avenue
30 - Elim Lutheran Church (social hall) 6101 Cody Street
31 - Zenith Terrace Community Center 2 Foxtail Avenue
32 - Asbury United Methodist Church (lower level) 6822 Grand Ave
33 - Goodfellowship Community Center (warming area) 1242 88th Avenue West
34 - Gary New Duluth Community Recreation Center 801 101st Avenue West

45195



WHEREAS, the polling places for the City of Rice Lake, Normana, North Star & Unorg 
23, Gnesen & Unorg 2, and Lakewood Townships in the state of Minnesota remain at the 
following:

1 - City of Rice Lake City Hall 4107 Beyer Road
2 - Normana Town Hall 6472 French River Road
3 - North Star Township Hall 7700 Pequaywan Lake Road 
4 - Gnesen Community Center 6356 Howard Gnesen Road 
5 - Lakewood Town Hall 3110 Strand Road

the District hereby reestablishes these locations as the designated polling places for these 
precincts in accordance with Minnesota Statutes 204B.16.

Resolution B-12-22-3926        December 20, 2022
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R E S O L U T I O N

Resolution of Support for the Transportation Alternative Grant for Campus Connector Segment 
Six to Provide Improvements to the Intersection of E. Superior Street and Congdon Park Drive in 

the City of Duluth

RESOLVED, that the city of Duluth (“city”) act as the legal sponsor for the 
transportation alternative project as contained in the 2022 grant applications to be submitted 
prior to January 13, 2023, and that the mayor and clerk are hereby authorized to apply to the 
Minnesota Department of Transportation, Federal Highway Administration for a grant not to 
exceed $600,000 for funding of campus connector segment six shared use path;

FURTHER RESOLVED, that the city has the legal authority to apply for financial 
assistance, and the institutional, managerial and financial capability to ensure adequate project 
administration;

FURTHER RESOLVED, that if awarded the funding, the school district commits to 
provide any permeant easements at the Congdon Park Elementary School;

FURTHER RESOLVED, that the mayor and clerk are hereby authorized to execute such 
documents as are necessary to implement the project on behalf of the city.

Resolution B-12-22-3927 December 20, 2022
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RESOLUTION
          Authorized Bank Account Signer – December 2022

RESOLVED, by the School Board of Independent School District No.  709, St. Louis 
County, Minnesota, that it hereby authorizes the following:

District
Building

Banking
Institution

Account
Number

Addition of
Authorized Signer

Removal of
Authorized Signer

Community 
Ed

Harbor Pointe
Credit Union XXXX9 Lauren Ballmer

Jeremy Rupp Cindy McLeod

Resolution B-12-22-3928           December 20, 2022
48198
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RESOLUTION
Acceptance of Donations to Duluth Public Schools

WHEREAS, Minnesota Statute 465.03 requires a school district to accept donations by 
resolution expressed in the terms prescribed by the donor in full; and,

WHEREAS, acceptance of the donations in accordance with the donor’s terms is in the 
best interest of the Duluth Public Schools:

NOW, THEREFORE, BE IT RESOLVED that the Duluth Public Schools does accept the 
below-described donations from said organizations in accordance with the terms set forth herein.

BE IT FURTHER RESOLVED that the Duluth Public Schools wishes to extend its 
grateful appreciation to these various individuals and organizations.

SCHOOL DONOR AMOUNT RESTRICTION COMMENTS

Stowe ES Joanne Regan In-kind Handknit scarves and 
headbands for students

Stowe ES Adelle 
Wellens In-kind

Warm winter accessories & 
treats for teachers/staff 
lounge

Stowe ES Susan Coen In-kind 5th Graders

Stowe ES Ashley 
McArthur In-kind Misc. books and toys

Piedmont ES
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Laura MacArthur 
ES

Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Condgon ES
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Congdon ES 

Lutheran 
Church of the 
Good 
Shepherd

In-kind Donation of snacks for 
students

Lester Park ES
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Homecroft ES
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Lakewood ES
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge
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Myers-Wilkins 
ES

Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Lowell ES
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Area Learning 
Center

Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Area Learning 
Center

A&L 
Properties In-kind Holiday Auction

Craftsman home tool 
kit/mechanics tools kit, 57-
piece (For the Holiday 
Auction)

Rockridge 
Academy

Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Duluth Adult 
Education

Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Ordean East MS
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Lincoln Park MS
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Lincoln Park MS Hillary 
Brooks In-kind Donation of two gently used 

violins

Denfeld HS 
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

Denfeld HS 
Irving 
Community 
Association

$1,000.00 Jazz Band

East HS
Maurices — 
Katie 
Robarge

In-kind
Warm winter accessories & 
treats for teachers/staff 
lounge

East HS 
Roger & 
Nancy 
Ralston

$200.00 Duluth East High 
School Orchestra

Duluth Head Start Jane Killough $50.00 Duluth Head Start

Resolution B-12-22-3929           December 20, 2022
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RESOLUTION
Acceptance of Grant Awards to Duluth Public Schools

WHEREAS, Minnesota Statute 465.03 requires a school district to accept grants by resolution 
expressed in the terms prescribed by the donor in full; and,

WHEREAS, acceptance of the grant in accordance with the donor’s terms is in the best interest 
of the Duluth Public Schools:

NOW, THEREFORE, BE IT RESOLVED that the Duluth Public Schools does accept the below-
described grant from said organization in accordance with the terms set forth herein.

BE IT FURTHER RESOLVED that the Duluth Public Schools wishes to extend its grateful 
appreciation to this organization.

Organization Authors or 
Contacts School Award 

Amount Terms

Citadel Funding Tom Tusken Denfeld High 
School $5,000

AP computer science course 
for 2023-24, prioritize teacher 
professional development in 
the summer prior to the start 

of school.

Greater Denfeld 
Foundation Grant

Geraldine 
Davidson

Denfeld High 
School $960

The funds will be used to 
purchase the supplies needed 
to create under computer desk 

bookshelves to create extra 
storage for classroom 

textbooks that are stored in the 
library.

Resolution B-12-22-3930                             December 20, 2022
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HUMAN RESOURCES ACTION ITEMS FOR:  December 20, 2022

CERT APPOINTMENT POSITION
ARDREN, RACHAEL J GRADE 4/CONGDON PARK, (BA) III 3 08/29/2022
BASTIAN, MISTY J OCCUPATIONAL THERAPIST/DW, (MA) IV 9 11/14/2022
BJORSEN, ANNA M SCIENCE TEACHER/LINCOLN PARK, (BA) III 5 09/01/2022
CHRISTIANSEN, SHERRY A SPANISH TEACHER/EAST/LINCOLN, (BA+30) III 8 08/29/2022
DERRICK, JENNIFER T SPEC ED RESIDENTIAL/MERRITT CREEK, (MA) IV 9 11/02/2022
ELIASON, KAITLYN J SPEECH LANGUAGE PATHOLOGIST/DW, (MA) IV 2, NEW POS 12/05/2022
EVANS, MARAH E SPEC ED SOCIAL WORKER/DW, (MA+30) IV 3 11/28/2022
GEISSLER, EMILY I SPEC ED TEACHER/EAST, (MA) IV 9 09/30/2022
JOHNSON, BENJAMIN J LTS SOCIAL STUDIES/EAST, (BA) III 3, S RICE 09/07/2022
LENNEMAN, LOGAN C BUSSINESS ED TEACHER/LINCOLN PARK, (BA) III 1 08/29/2022
LONG, CATHERINE G ALT TO SUSPENSION COORD/DENFELD, (MA) IV 9 11/07/2022
NELSON, TIMOTHY W ART TEACHER TOSA/ALC, (MA) IV 9 08/29/2022
OSTRAND, EMILY J SPEC ED SPEECH PATHOLOGIST/DW, (MA) IV 2 11/14/2022
PELKEY, RYAN J LTS SPECIAL ED TEACHER/DENFELD, (BA) III 1, P.CHESELSKI 11/21/2022
RAPP, ALYSSA B PRESCHOOL TEACHER/LOWELL, (MA) IV 2 11/07/2022
STONEBURNER, TINA M SPEC ED/LAURA MACARTHUR, (MA) IV 9 11/07/2022

CERT RETIREMENT POSITION
PARO-STROTHER, DAWN R GRADE 6/ORDEAN EAST-RESCINDED

NON CERT APPOINTMENT POSITION
BERGSTEDT, STACY M FOOD SERVICE SUPERVISOR/DW, $1,124/WK 12/01/2022
CAPISTRANT-KINNEY, ELSA H INSTRUCTIONAL PARA/LAURA MACARTHUR, 19/38WKS, $15.31/HR 11/14/2022
COOKE, GAIL C NUTRITIONAL ASST/LAKEWOOD, 20/38WKS, $13.22/HR 11/28/2022
ELSTAD, JODI R NUTRITIONAL ASST/DW, 30/38WKS, $13.22/HR 11/28/2022
GEISSLER, SUSAN K BUS DRIVER/TRANSPORTATION, 25/38WKS, $19.54/HR 11/09/2022
LEE, MARY F SPEC ED PARA/CHESTER CREEK, 25/38WKS, $19.77/HR 11/30/2022
LUTHER, JACKSON A SPECIAL ED PARA/MERRITT CREEK, 31.25/38WKS, $18.61/HR 10/24/2022 1/2/2023
PREBEG, BRITTANY K SPEC ED PARA/CONGDON PARK, 31.25/38WKS, $17.77/HR 12/01/2022
RUPP, JEREMYJ COMMUNITY EDUCATION COORDINATOR 10/17/2022
SOLEM, ROSE E PRESCHOOL PARA/PIEDMONT, 23/38WKS, $17.77/HR 11/30/2022
SZUKIS, KIRK TW SPECIAL ED PARA/DENFELD, 32.5/38WKS, $19.86/HR 10/31/2022
WIGHT, KATELYN A SPECC ED PARA/CHESTER CREEK, 31.25/38WKKS, $18.74/HR 10/17/2022

NON CERT RESIGNATION POSITION
FIEDLER, KARA A SPEC ED PARAPROFESSIONAL/DISTRICT WIDE 11/18/2022
LEE, YU L SPEC ED PARAPROFESSIONAL/MYERS WILKINS 11/11/2022
MAXIM, GALEN M SPEC ED PARAPROFESSIONAL/PIEDMONT 11/18/2022
NOVITSKI, FRANK E BUS DRIVER II/TRANSPORTATION 12/14/2022
PIETRUSA, AMBER BENEFITS COORDINATOR/UHG 12/01/2022

NON CERT RETIREMENT POSITION
LOWE, RUSSELL R SCHOOL CUSTODIAN II/LINCOLN PARK 2/1/2023

NON CERT LEAVE OF ABSENCE POSITION
GEISSLER, SUSAN K SATELLITE MANAGER I/LINCOLN PARK - TO SERVE AS BUS DRIVER 11/28/2022
KALWITE, MICHELLE R.U. NUTRITION SERVICES ASSISTANT/EAST 12/02/2022 12/09/2022
PERRAULT, JUDITH I NUTRITION SERVICES ASSISTANT/EAST 01/17/2023 01/20/2023
SISLO, BETTY R CHILD NUTRITION AREA SITE SUPV/DW 01/09/2023 01/09/2024
WATCZAK, JAMES F NUTRITION SERVICES ASSISTANT/LOWELL 01/30/2023 02/17/2023

NON CERT TERMINATION POSITION
TOMECK, SOPHIA EEA CLERICAL HR ASSISTANT/UHG 12/2/2022

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES

EFFECTIVE DATES
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
Title of Immediate 
Supervisor:  Executive 
Director of Business 
Services and Finance

Department: 
Business Services

FLSA Status:
Exempt

Accountable For (Job 
Titles): 
Clerical Level F, Clerical 
Level E, or Clerical Level 
D

Pay Grade Assignment:
Non-Certified Business 
Division, Pay Class VIII

General Summary or Purpose Of Job:
Works directly with the Director of Business Services to ensure the District's student reporting 
activities are conducted in compliance with School Board policies and procedures, government 
regulations and MDE Guidance to maximize district revenue.  The Analyst works independently in 
the study of EDFI and MARSS student reporting, processing problems, designing, updating and 
implementing reporting solutions using system software and self-architected spreadsheets to realize 
the District’s maximum ADM from its investment in student instructional programs and business 
processes. The Analyst acts as a liaison between business services, technology, administrative staff 
and school staff to ensure that data integrity and integration is maintained within the District's 
Student Information Management Systems. The Analyst works as a team member to ensure data 
required by multiple users from various departments and outside agencies is accurate and accessible 
in a user-friendly format by designing the processing steps, and formatting the output to best meet 
end users' needs. The Analyst in-directly supervises enrollment, guidance and attendance staff in the 
specialty area of EDFI/MARSS reporting.  Trains staff on student information systems and 
MARSS/EDFI reporting protocols, to ensure the timely, accurate completion of the district’s student 
reporting. Consults with direct supervisors regarding staff improvement.

DUTY
NO. ESSENTIAL DUTIES: (These duties are a representative sample; 

position assignments may vary.)

FRE-
QUENCY

 1. Serves as the subject matter expert for student data collection for state 
and federal reporting. Conducts quality control audits of data input 
into the student information systems. Maps, analyzes and evaluates 
student reporting processes, identifies options for improving accuracy 
of reporting; acts as the liaison between business services, technology 
and school operations staff to successfully process MARSS and EDFI 
student data collection and reporting.   

35%
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
 2. Provides technical assistance to site staff and administrators in School 

Operations, Curriculum, Assessment, and Technology to resolve day-
to-day systems and reporting problems, including specific project 
support or computer-based applications as related to student 
accounting. Resolves daily operating problems.  Communicates 
effectively with system users regarding processes or special situations. 
Provides training for state reporting on both the technical and end user 
level.

25%

3. Creates and maintains spreadsheets and reports related to student 
enrollment, demographics, mobility, general education revenue, 
compensatory revenue and other projects. Regularly researches, 
analyzes and summarizes state reports based on data collection periods 
for the purpose of determining the accuracy, reliability and 
completeness of student records and reports. Reconciles cross district 
funding errors. Initiates research, identifies the business or operational 
issues that affect the district's student reporting, recommends ways of 
improving the existing system and processes

25%

4. Prepares monthly analyses of student enrollment and budgeted ADM.  
Develops queries and reports needed to verify information reported to 
state and federal agencies. Assists with preparation of annual budget 
as related to student enrollment projections, and applied FTE. Makes 
recommendations regarding project sustainability, priority and 
implementation using clear, concise, grammatically correct written 
and verbal communications to multiple levels of staff.  

10%

5. Performs other duties of a comparable level or type. 5%

Minimum Qualifications:  (necessary qualifications to gain entry into the job not 
preferred or desirable qualifications)

Requires a minimum of a baccalaureate degree in Business, Statistics or Computer Science and 
5-8  years of progressive experience working with confidential public sector data; minimum 5-
7 years professional level experience processing technical information or data in a key 
functional role and or a range of process and systems; two years in first level management role 
with responsibility to manage student reporting processes and /or database function;  or an 
equivalent combination of education, training and experience necessary to successfully perform 
the essential function of the position.

Knowledge Requirements:
Requires knowledge of:
▪ Duluth Public Schools Operational and administrative policies
▪ Applicable laws, codes, regulations, standards, methods and practices related to confidential 

student accounting.  
▪ Database management, technical information systems. concepts and statistical analysis 
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
methodology for the purpose of providing practical reporting, advice and data. 

▪ Advanced Windows based software and applications used in general office environments to 
enhance reporting, training and communication. 

▪ Advanced MS Office and financial systems computer software applications skills.

Skill Requirements:
Skilled in:
▪ Ability to read, analyze and interpret general business periodicals, professional journals, 

technical procedures and governmental regulations. 
▪ Ability to write reports, business correspondence, and procedure manuals with clear and 

transparent instruction/documentation. 
▪ Ability to effectively present information and respond to questions from groups of 

managers, client’s customers and the general public; ability to transfer knowledge and 
skills to others using a variety of mediums as appropriate to audience 

▪ Ability to understand, interpret, apply, and use mathematics and statistical methods and 
procedures typically gained through professional and post-secondary education. 

▪ Ability to analyze/interpret data for integrity purposes, performance, and other related 
tasks 

▪ Ability to research, evaluate, analyze, interpret, summarize and communicate statistical 
data in a timely, meaningful way. 

▪ Ability to use persuasion, customer service and human relation skills in dealing with 
people both inside and outside of the organization. 

▪ Ability to influence, instruct and negotiate with administrators, staff and peers to gain 
understanding, cooperation and action. 

▪ Ability to work both independently and in team-based environments for problem solving 
purposes; ability to lead the work of others by monitoring, training, reviewing, and 
delegating tasks. 

▪ Ability to develop and implement processes to improve district communication, student 
reporting and overall efficiency. 

▪ Ability to use judgment, discretion, and initiative to address time and resource 
management as related to student accounting procedures. 

▪ Ability to manage time and prioritize projects effectively.

Physical Requirements:  Indicate according to the requirements of the essential 
duties/responsibilities
Employee is required to: Never 1-33% 

Occasionally
34-66% 

Frequently
66-100% 

Continuously
Stand 
Walk 

Sit 
Use hands dexterously (use fingers to handle, 

feel)


Reach with hands and arms 
Climb or balance 

Stoop/kneel/crouch or crawl 
Talk and hear 
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CLASSIFICATION DESCRIPTION
   

TITLE: EdFi Analyst/MARSS Coordinator
Taste and smell 

Lift & Carry:                         Up to 10 lbs. 
Up to 25 lbs. 
Up to 50 lbs. 

Up to 100 lbs. 
More than 100 lbs. 

General Environmental Conditions:
Work is performed under normal office conditions and there are minimal environmental 
risks or disagreeable conditions associated with the work.  The typical noise level is 
considered to be moderate.

General Physical Conditions:
Work can be generally characterized as:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
force frequently, and/or a negligible amount of force constantly to move objects.

Vision Requirements:  Check box if relevant                             Yes       No
No special vision requirements 

Close Vision (20 in. of less)
Distance Vision (20 ft. of more)

Color Vision 
Depth Perception
Peripheral Vision

Job Classification History:

Classification reviewed Bjorkland., Human Resource Management Consulting
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Dec 13, 2022 Board Meeting 12/8/2022
REVENUES 22-23 22-23 22-23 22-23 22-23

CURRENT YEAR ADOPTED BUDGET CURRENT YEAR REVISED BUDGET RECEIVED TO YEAR TO DATE RECEIVED ENCUMBERED BUDGET BALANCE
FUND Jul-22 JULY 22 -23 July - Sept July -Sept July- Sept

General 1 107,743,537.86$                   107,813,250.73$                                                               29,028,355.16$                         78,784,895.57$       
Food Service 2 3,985,000.00$                        3,985,000.00$                                                                    903,956.64$                              -$                         3,081,043.36$         
Transportation 3 5,900,000.00$                        5,900,000.00$                                                                    1,107,312.01$                           4,792,687.99$         
Community Ed 4 8,114,000.00$                        8,114,000.00$                                                                    2,228,479.05$                           5,885,520.95$         
Operating Captial 5 5,462,130.31$                        5,462,130.31$                                                                    341,228.65$                              -$                         5,120,901.66$         
Building Construction 6 -$                                         -$                          
Debt Service Fund 7 22,979,390.64$                      22,979,390.64$                                                                  1,869,041.28$                           21,110,349.36$       
Trust Fund 8 258,575.00$                           258,575.00$                                                                       258,575.00$            
Dental Insurance Fund 20 917,000.00$                           917,000.00$                                                                       359,188.12$                              -$                         557,811.88$            
Student Acitivity 79 236,006.00$                           236,006.00$                                                                       101,777.15$                              8,424.00$               125,804.85$            
REVENUE TOTALS: 155,595,639.81$                   155,665,352.68$                                                               35,939,338.06$                         -$           8,424.00$               -$                     119,717,590.62$    

EXPENSES 22-23 22-23 22-23 22-23 22-23
CURRENT YEAR ADOPTED  BUDGET CURRENT YEAR REVISED BUDGET EXPENSES TO YEAR TO DATE EXPENSES ENCUMBERED BUDGET BALANCE

FUND Jul-22 JULY 22-23 July - Sept July -Sept July-Sept
General 1 104,358,876.11$                   104,428,588.98$                                                               40,539,505.76$                         2,820,648.29$       61,068,434.93$       
Food Service 2 4,427,346.56$                        4,427,346.56$                                                                    1,352,057.11$                           1,296,163.15$       1,779,126.30$         
Transportation 3 6,176,300.00$                        6,176,300.00$                                                                    2,403,462.39$                           390,785.19$           3,382,052.42$         
Community Ed 4 8,658,980.50$                        8,658,980.50$                                                                    2,747,157.61$                           29,383.35$             5,882,439.54$         
Operating Captial 5 8,394,018.57$                        8,394,019.57$                                                                    2,740,187.03$                           1,264,247.34$       4,389,584.20$         
Building Construction 6 -$                                         10,651,653.42$                                                                  9,672,277.82$                           979,375.60$           -$                          
Debt Service Fund 7 24,691,484.56$                      24,691,484.56$                                                                  2,568,157.81$                           22,123,326.75$       
Trust Fund 8 250,000.00$                           250,000.00$                                                                       -$                                             250,000.00$            
Dental Insurance Fund 20 924,000.00$                           924,000.00$                                                                       362,517.83$                              561,482.17$            
Student Acitivity 79 414,040.00$                           414,040.00$                                                                       56,887.63$                                 1,087.12$               356,065.25$            
EXPENSE TOTALS 158,295,046.30$                   169,016,413.59$                                                               62,442,210.99$                         -$           6,781,690.04$       -$                     99,792,511.56$      

Fin 160 ESSER III Expenses Fund 06 Building construction Expenses Ex Curricular Fund 01
Program 030 Admin 15,000.00$                 debt serv payment/prof serv  course 000/000 1,113,211.81$                           Program 298 Revenue 260,663.65$            
Program 108  Tech 1,848,862.00$           admin owner pymnt course 800 5,547.53$                                   Program 298 Expense 203,957.25$            
Program 203  Elem 624,320.45$               admin design serv course 801 65,645.32$                                 
Program 211  Secondary 164,562.52$               admin constru mngmt course 802 79,906.62$                                 
Program 805 Operations 86,592.41$                 admin commissions course 803 15,076.17$                                 
Program 740 Pupil Engage 67,919.99$                 interior surf constr costs course 804 9,125,936.52$                           

2,807,257.37$           admin site services 805 120,957.17$                              
long term lease 806 1,650.00$                                   

10,527,931.14$                         

HR/BS Services Committee Monthly Fund Balance Report
Dec 13 2022 Committee Meeting

58208



Fundraisers Reported
November 2022

The following fundraisers were reported in the above timeframe and per Policy 511–Fundraising, 
require School Board approval:

School Organization 
Fundraising

Estimated
Profit Description of Fundraiser

ECFE – 
Districtwide

ECFE Citywide 
Advisory Council 
(parent advisory)

$1,000.00

Duluth Coffee Company sales - Money 
raised will support bringing The Teddy 
Bear Band to Duluth in March and 
classroom materials or fieldtrips.

East HS Science Fair Club $430.00 Concession Sales

Homecroft ES 5th Grade $1,800.00 Wolf Ridge fundraising
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ISD #709
Duluth Public Schools

HOCHS Relocation Project

Monthly Progress Report
November 2022

Project(s) Address: 730 E Central Entrance, Duluth, MN 55802

Recent Progress and Activities:
• The Facilities remodel project construction progress:

o The Final Client Occupancy inspection took place. 
o Fire and Access monitoring panel was installed. 

• The Public Roadway/DSC/Transportation project construction progress:
o Interior metal stud framing completed on the 1st level at the DSC building.

▪ Drywall installation continues throughout. 
o Duct work installation continued on the 1st & 2nd level at the DSC building. 
o Final HVAC duct connections were made to the Mechanical equipment for the DSC building. 
o The roof drains were tied into the storm water line at the DSC building.
o Low voltage rough ins commenced at the DSC building. 

▪ This is for door access control and smoke alarms. 
o Plumbing, electrical, and fire suppression rough ins have been ongoing at the DSC building. 
o Area A (Administration) roof work has continued at the Transportation building. 
o The CIP slabs in the Wash Bay, Service Bay, and Tool storage area were poured.
o Door frame installation commenced at the Transportation building. 
o The Bus Garage siding installation was completed. 
o The storm and sewer installation continued at the Transportation loop road.                                                                                                                                                                 

• Demolition of Central High School:
o Demolition commenced and has been ongoing. 

Upcoming Activities and Next Steps:

• Upcoming construction scope:
a. Facilities:

i. The district will receive Final Certificate of Occupancy. 
 

b. DSC/Transportation/Roadways:
i. Drywall installation will continue throughout.  

1. Coating to follow. 
ii. HVAC duct installation will continue throughout at the DSC building. 

iii. Fire suppression, electrical, and plumbing rough ins will continue at the DSC building. 
iv. Underground MEP work will continue at the Transportation building (office area). 
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v. Storm and sewer installation will continue at the Transportation loop. 
vi. The remaining sidewalk areas to be prepped and poured.

vii. Door frame installation to be completed at the Transportation building. 
viii. Glazing & Door Frame installation will commence at the DSC building. 

c. Demolition of Central High School:
i. Demolition to continue throughout the month of December.  
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230 East Superior Street • Duluth, MN 55802 • 218.310.0013 • gregfollmer@gmail.com 

 

 

 

December 5, 2022 

 

 

John Magas 

Superintendent of Schools 

David J. Spooner, C.P.E. 

Manger of Facilities 

Simone Zunich 

Executive Director of Finance & Business Services 

 

Duluth Public Schools 

215 N 1st Ave E 

Duluth, MN  55802 

RE: Marketing Update 

 800 E Central Entrance “Central High School Property” 

800 E. Central Entrance “Central High School Property” 

• Pending 

Website Advertising 

• Loopnet – visible to CoStar members 

• MNCAR – Minnesota Association of Commercial Realtors – membership data base 

• GregFollmer.com 

• Crexi.com – publicly accessible site 

• Social Media Sites Facebook, Twitter, Instagram 

 

Respectfully, 

 

 

Greg Follmer 

Broker 

70220
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Expenditure Contracts Signed 
November 2022

For your information, the Superintendent or the CFO, Executive Director of Business Services has signed 
the following expenditure contracts during the above timeframe.

* Not to Exceed:  If asterisk is noted, then the contract has a guaranteed maximum price; District may 
not pay more than the dollar amount listed (this does not mean the vendor will invoice this amount and 
may invoice much less). 

** Contract is paid via monies from:
DR = Department Restricted (LTFM, Indian Education Funds, Compensatory, Achievement Integration)
DU = Department Unrestricted (General Fund)
G = Grant (external grants from foundations such as Northland, Duluth Superior Area Community)
SAF = Student Activity Funds (monies raised by students, gate fees, etc.)

Name Amount* Contract Source** Description 

Per Mar Security 
Services $1,261.88 Facilities (DR) Security services for DSC 

construction site 

Per Mar Security 
Services $500.00 Facilities (DR) Installation of CCTV Video Cradle 

Point

Per Mar Security 
Services $4,500.00 Facilities (DR) CCTV Service Agreement – 

Intelligent Video Monitoring (IVM)

Sinnott Contracting, 
LLC $36,282.00 Facilities (DR) Replacement of basketball courts at 

Lowell ES

AIM Electronics $23,135.00* Facilities (DR) Replacement of Duluth East outdoor 
baseball scoreboard

Beth Shermoen $250.00* TLE (DR) Training for staff development day 
Nov. 7, 2022

Peggy Carlson $200.00* TLE (DR) Training for staff development day 
Nov. 7, 2022

Ann Robertson $200.00* TLE (DR) Training for staff development day 
Nov. 7, 2022

Brent Wetzel $250.00 TLE (DR) Training for staff development day 
Nov. 7, 2022

Happy Time Daycare 
Center $3,822.00* Special Services (DU) Providing services for student IEP

71221



Happy Time Daycare 
Center $2,205.00* Special Services (DU) Providing services for student IEP

Regents of the UofM $3,500.00* Curriculum (DU) One, full-day workshop on Dec. 7, 
2022

Joseph Montano Sr. $5,250.00* Am. Indian Edu (DR) Providing culturally responsive 
curriculum and activities

Mary Moose $5,250.00* Am. Indian Edu (DR)
Providing culturally responsive 
curriculum translations and lesson 
plans alongside Misaabekong staff

Ian Proulx $4,500.00* Am. Indian Edu (DR) Cultural drum and singing 
presentation

Frank Montano $2,500.00* Am. Indian Edu (DR)

Providing cultural opportunities for 
the Am. Indian Edu Dept., 
districtwide, through storytelling and 
music performances 

Brian Stillday Jr. $6,000.00* Am. Indian Edu (DR) Cultural drum and singing 
presentation

Anya Hulsebus $480.00* Office of Education 
Equity (DR)

Assisting with implementation of 
Chinese after school program 

Tiffany Fenner $375.00* Office of Education 
Equity (DR) Provided six classroom presentations 

Chi Ma’iingan $540.00* Office of Education 
Equity (DR)

Provided three classroom 
presentations 

Chashm Zahra $480.00* Office of Education 
Equity (DR)

Providing lessons for Chinese after 
school program 

Blackboard | Finalsite $1,890.00* Communications 
Officer (DR)

Addendum increasing price of new 
website implementation by $1,890.00 
for a total of $42,404.27

Frontline Education $99,495.00* Finance (DU) Purchase of a 5-year budget 
forecasting model 

3 Owls $2,500.00* ECFE | ECSE (DR)

Addendum to increase the total cost 
for 3 Owls contract – NTE amount 
was $4,500.00 and is not at 
$7,000.00

Lake Superior College $160.00* ECFE | ECSE (DR) Room rental for two staff meetings 
taking place at LSC

3D Institute $8,925.00* East/Denfeld Athletic 
Directors (DR)

Virtual professional development 
training for ISD 709 coaches

Wolf Ridge $10,320.00* Lakewood ES (DU) 5th grade field trip for 60 students 
Feb 13-15, 2023 72222



Booster $500.00* Stowe ES (DR) Assistance in fundraising (paid for by 
student activity funds)

Mark Fleischer $1,500.00* East HS (DU) Sports PA announcer and scoreboard 
operations 

DECC $2,820.00* East HS (DU) East High School Holiday Concert
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75225



76226



77227



78228



79229



80230



81231



82232



83233



84234



85235



86236



87237



88238



89239



90240



91241



92242



93243



94244



95245



96246



97247



98248



99249



100250



101251
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103253
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107257



108258



109259



110260



111261



112262



113263



114264



115265



116266



117267



118268



119269



120270



121271



122272



123273



124274



125275



126276



127277



128278



129279



130280



131281



132282



133283



134284



135285



136286



137287



138288



139289



140290



141291



142292



143293



144294



145295



146296



147297



148298



149299



150300



151301



152302



153303



154304



155305



156306



157307



158308



159309



160310



161311



162312



163313



164314



165315



166316



167317



168318



169319



170320



171321



172322



173323



174324



175325



176326



177327



178328



179329



180330



181331



182332



183333



184334



185335



186336



187337



188338



189339



190340



191341



192342



193343



194344



195345



196346



197347



198348



199349



200350



201351



202352



203353



204354



205355



206356



207357



208358



209359



210360



211361



212362



213363



214364



215365



216366



217367



218368



219369



220370



221371



222372



223373



224374



225375



No Cost Contracts Signed
November 2022

For your information, the Superintendent or the Executive Director of Business Services has 
signed the following no cost contracts during the above timeframe: 

Name Contract Source Description 

Arctic Wolf Technology Incident Response Retainer Offering – no cost

Fond du Lac Band of Lake 
Superior Chippewa TLE | MTTS

MOU encouraging cooperation between Fond 
du lac Human Services and Duluth Public 
Schools 

226376



227377



228378



229379



230380



231381



232382



233383



Revenue Contracts Signed
November 2022

For your information, the Superintendent or the Executive Director of Business Services has 
signed the following revenue contracts during the above timeframe: 

Name 
Amount or 
Estimated
Amount*

Contract Source Description 

Northeast Service 
Cooperative $3,600.00* Special Services Providing school nursing supports in 

northeast Minnesota 

St. Louis County - Youth 
in Action $1,000.00* East HS

Youth in Action (or YIA) is a St. Louis 
County program that promotes 
leadership by getting students involved 
in school and community projects that 
make a positive impact

234384
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240390



241391



242392



243393



244394



245395



246396



247397



248398



249399



250400



251401



Grant Applications
November 2022

For your information, the Assistant Superintendent and/or the CFO, Executive Director of 
Business Services have approved the following grant applications during the above month:

Organization Author/Contact Project Title Amount 
Requested Terms

Miller-Dwan 
Foundation

Leigh Ann Viche / 
DAPE Teacher

Miller Dawn 
Foundation Grant $2,500

Adapter training wheels and 
adapted scooter fir DAPE 

students

MN Department 
of Transportation

Kathi Kusch 
Marshall/ Principal 
Congdon Park Elem

MN Safe Route to 
School Grant $49,634 Safe route to school plan

252402
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