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INDEPENDENT SCHOOL DISTRICT NO. 831
Forest Lake, Minnesota 55025

Policy Committee Meeting
November 15, 2018 — 7:00 p.m. — District Office Boardroom

AGENDA

eol D Q) e 52 (1D

School Board Member Reimbursement Guidelines Policy 103A — Annual Review — MSBA doesn’t have
a comparable policy.

Out-of-State Travel by School Board Members Policy 103B — Annual Review — No changes from MSBA
The School Board Policy 103 — Changes Recommended

Orientation of New Board Members Policy 111 — Changes Recommended

Use of Student Records Policy 505 — Changes Recommended

School Visitors Policy 704 — Changes Recommended

Student Transportation Safety Policy 531 — No changes from John Gray

Transportation Employee Drug & Alcohol Policy 430 — Changes Recommended — Hand out @ meeting

10.

11.

12.

13.

Consideration of Other Policies to be Scheduled for Review
Other Matters

Annual/Requested Policy Reviews

- Bullying Prohibition Policy 541 (December 2018)

- Crisis Management Policy 538 (December 2022 — 5 year recall)

- Harassment and Violence Policy 425 (January 2019)

- Discipline Policy 515 (March 2019)

- Wellness Policy 546 (April 2019)

- Family & Medical Leave Policy 428 (September 2019)

- Mandated Reporting of Maltreatment of Vulnerable Adults Policy 414 (September 2019)
- Mandated Reporting of Child Neglect or Physical or Sexual Abuse Policy 522 (September 2019)
- Student Sex Nondiscrimination Policy 421 (October 2019)

- Technology Acceptable Use and Safety Policy 540 (October 2019)

- School Board Member Reimbursement Guidelines Policy 103A (November 2019)

- Qut-of-State Travel by School Board Members Policy 103B (November 2019)

- Student Transportation Safety Policy 531 (November 2019)

- Transportation Employee Drug & Alcohol Policy 430 (November 2019)

Future Policy Review
- Naming of School Buildings or Portions Thereof Such as Naming a Gymnasium
- Random Drug Testing

Policies at School Board for Action on 11/1/18:
- Special Education Records and Records Retention Policy 505A — Pending MN Historical Society Review
- Mandated Reporting of Maltreatment of Vulnerable Adults Policy 414 — Approved
- Mandated Reporting of Child Neglect or Physical or Sexual Abuse Policy 522 — Approved
- Family & Medical Leave Policy 428 — Approved
- Community Use of School District Facilities & Equipment Policy 701 — Approved
- Student Sex Nondiscrimination Policy 421 — 1* Reading
- Technology Acceptable Use and Safety Policy 540 — 1% Reading
- Ttinerant Teachers Policy 407 — 1 Reading to Discontinue




103A
SCHOOL BOARD MEMBER
REIMBURSEMENT GUIDELINES
Attachment to Policy 103

It shall be the practice of the School District to reimburse Board Members for expenses incurred
in travel where such travel is to represent the School District as a Board Member. Travel
mileage inside and outside of the School District would be reimbursed at the current mileage rate
approved in School Board policy #302.

School Board Member travel outside the School District shall be reimbursed as follows:
2.1 For personal car at approved rate per mile.

2.2 For public conveyance at tourist class airplane fare. If personal car is used, the
reimbursement for long trips will be no greater than tourist class airfare for the same trip.

Airline Travel Credit: Elected officials utilizing school district funds to pay for airline
travel are required to ensure that any credits or other benefits issued by any airline accrue
to the benefit of the school district rather than the elected official. To the extent an
airline will not honor a transfer or assignment of credit or benefit from the elected
official to the school district, the elected official shall report receipt of the credit or
benefit to the designated administrator within 90 days of receipt of the credit or benefit.
Reports of the receipt of an airline credit or benefit shall be made in writing and shall
include verification from the airline as to the credit or benefit received. Reimbursement
for airline travel expenses will not be made until such documentation is provided.
Elected officials who have existing credits or benefits issued by an airline based upon
previously reimbursed airline travel for school district purposes will be required to
utilize those credits or benefits toward any subsequent airline travel related to school
district purposes, prior to reimbursement for such travel, to the extent permitted and/or
feasible. The requirements of this section apply to all airline travel, regardless of where
or how the tickets are purchased.

23 For lodging - actual cost plus tax.

2.4 For meals - actual cost plus tip subject to per diem limitations established by the School
Board ($35.00 per day).
2.5 For legitimate miscellaneous expenses at meeting site at actual cost

(registration fee, cab fare, tips, parking, etc.).

Board Members may claim salary reimbursement for meetings outside of the school district
boundaries as follows:

3.1 Any conference, meeting or activity where they are acting in their official capacity as a
member of the School Board. Examples: Representative to SEE, TIES, ECSU, MSBA,
and other educational organizations.

3.2 School Board representation to special committees or task forces.
33 School Board representation for special district functions or events such as negotiations,

hearings, court cases, and any other activity appropriately related to School Board
membership that occur outside of the school district boundaries.



34 Reimbursement will be $75.00 for attendance at half-day meetings, and $150.00 for
attendance at full-day meetings.

3.5 The total combined reimbursement from the district and the educational organization
shall not exceed the amounts listed in 3.4.

4, Regular School Board Member salaries are established at the organizational meeting each year.
Board Members are paid $400.00 per month, plus the President will receive an additional annual
stipend of $400.00 per year and the Clerk and Treasurer will receive an additional annual stipend of
$200.00 per year.

Legal References: Minn. Stat. § 15.435 (Airline Travel Credit)
Minn. Stat. § 471.665 (Mileage Allowances)
Minn. Op. Atty. Gen. No. 1035 (August 23, 1999) (Retreat Expenses)
Minn. Op. Atty. Gen. No. 161b-12 (August 4, 1997) (Transportation Expenses)
Minn. Op. Atty. Gen. No. 161B-12 (January 24, 1989) (Operating Expenses of

Car)
Cross References: Out-of-State Travel by School Board Members Policy 103B
Travel Expense Reimbursement Policy 302
Reviewed: Revised:
01/04/99 07/24/95
01/05/04 09/18/95
03/03/11 01/06/03 (Effective 07/01/03)
03/01/12 11/04/04 (Effective 07/01/05)
02/06/14 01/04/07 (Effective 07/01/06)
01/08/15 02/07/08
02/04/16 03/05/09
02/02/17 02/04/10
02/06/13
02/05/15

01/04/18



Attachment to Policy 103

OUT-OF-STATE TRAVEL BY SCHOOL BOARD MEMBERS 103B

II.

IIL.

Iv.

PURPOSE

The purpose of this policy is to control out-of-state travel by school board members as
required by law.

GENERAL STATEMENT OF POLICY

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

APPROPRIATE TRAVEL

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

REIMBURSABLE EXPENSES

Expenses to be reimbursed may include transportation, meals, lodging, registration fees,
required materials, parking fees, tips, and other reasonable and necessary school district-
related expenses consistent with Policy #302.

REIMBURSEMENT

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

B. Automobile travel shall be reimbursed at the mileage rate set by the school board.

Commercial transportation shall reflect economy fares and shall be reimbursed
only for the actual cost of the trip.

103B-1



1.

Airline Travel Credit

a. Elected officials utilizing school district funds to pay for airline travel
are required to ensure that any credits or other benefits issued by any
airline accrue to the benefit of the school district rather than the elected
official.

L

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

Reports of the receipt of an airline credit or benefit shall be made
in writing and shall include verification from the airline as to the
credit or benefit received. Reimbursement for airline travel

expenses will not be made until such documentation is provided.

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

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

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

VI. ESTABLISHMENT OF DIRECTIVES AND GUIDELINES

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

Legal References:

Minn
Minn
Minn
Minn
Minn
Minn

. Stat. § 15.435 (Airline Travel Credit)

. Stat. § 123B.09, Subd. 2 (School Board Member Training)
. Stat. § 471.661 (Out-of-State Travel)

. Stat. § 471.665 (Mileage Allowances)

. Op. Atty. Gen. 1035 (August 23, 1999) (Retreat Expenses)
. Op. Atty. Gen. 161b-12 (August 4, 1997) (Transportation

Expenses)
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Cross References:  Travel Expense Reimbursement Policy 302
School Board Member Reimbursement Guidelines Policy 103A

ADOPTED: 12/15/05
12/07/06
02/07/08
02/05/09
02/04/10
05/05/11
02/02/12
02/06/13
No Changes: 02/06/14
No Changes: 01/08/15
No Changes: 02/04/16
No Changes: 02/02/17
No Changes: 01/04/18

103B-3



THE SCHOOL BOARD 103

1. The District 831 School Board shall consist of seven elected members, each of whom
serves a four-year term of office. At the organizational meeting in January, the
members shall elect: a President, a Vice-President, a Clerk and a Treasurer. The
Superintendent serves on the Board in an ex officio capacity, but without voting
rights.

2. The election of members to the School Board shall be in compliance with state
statute. The terms of three or four members expire each odd numbered year-en
Pecember3t. The term of office of a member shall be four years commencing on the
first Monday in January and until a successor qualifies.

3. Applications for the School Board shall be filed in compliance with state statutes.
Applications for candidacy are available in the office of the Superintendent.

4. A vacancy on the School Board may be filled by Board action as per MS. 123.09,
Subd. 5. (See policy 115, School Board Vacancies).

5. Board Members may each be paid an amount to be set by the School Board annually,
but not to exceed the statutory limitations (see attachment).

Legal References: Minn. Stat. §123B.09

ADOPTED: 08/07/90
REVISED: 04/18/94
REVISED: 12/03/01



111
ORIENTATION OF NEW BOARD MEMBERS

1. The School Board and the Superintendent shall assist each new member-elect to
understand the Board’s functions, policies and procedures before taking office. The
following methods shall be employed:

a. The electee shall be given selected materials regarding responsibilities of a
Board Member.

b. The electee shall be encouraged to attend Board meetings for informational
purposes.

c. The electee shall be supplied with material pertinent to meetings and its use shall
be explained.

d. The incoming member shall be invited to meet with the Superintendent of
Schools and other administrative personnel to discuss the responsibilities of
these administrators.

b

2.  The new member-elect shall be encouraged to become familiar with the educational
program and philosophy of the District.

3. New school board members will be provided the opportunity and encouragement to
attend the orientation and training sessions sponsored by the Minnesota School
Boards Association (MSBA). School board members shall receive training in school
finance and management developed in consultation with MSBA.

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

Cross References: District Policy 103A (School Board Member Expense
Reimbursement)

District Policy 103B (Qut-of-State Travel by School Board

REVISED & ADOPTED: 6/20/94



USE OF STUDENT RECORDS 505

The following procedures and policies regarding the protection and privacy of parents and
students are adopted by Independent School District No. 831, pursuant to the
requirements of 20 U.S.C. § 1232g, et seq., 34 C.F.R. Part 99 and consistent with the
requirements of the Minnesota Government Data Practices Act, Minn. Stat. Ch. 13, and
Minn. Rules Parts 1205.0100-1205.2000.

I DEFINITIONS

A. Biometric Record

“Biometric record,” as referred to in “Personally Identifiable,” means a record
of one or more measurable biological or behavioral characteristics that can be
used for authorized recognition of an individual (e.g., fingerprints, retina and
iris patterns, voice prints, DNA sequence, facial characteristics, and
handwriting).

B. Dates of Attendance

“Dates of attendance,” as referred to in “Directory Information,” means the
period of time during which a student attends or attended a school or schools
in the school district, including attendance in person or by paper
correspondence, satellite, internet or other electronic communication
technologies for students who are not in the classroom, and including the
period during which a student is working under a work-study program. The
term does not include specific daily records of a student’s attendance at a
school or schools in the school district.

C. Directory Information
“Directory Information” includes the following information relating to a
student: The student’s name, address, telephone number, e-mail address,
participation in officially recognized activities and sports, weight and height of
members of athletic teams, degrees and awards received, videos and
photographs of students in school buildings and at school activities, last
known addresses (including e-mail) and telephone numbers of alumni, year of
graduation, and other similar information. It also includes the name, address
telephone number and e-mail address of the student’s parent(s). Directory
information does not include a student’s social security number or a student’s
identification number (“ID”). Directory information does not include
identifying data which references religion, race, color, social position,
nationality, or date of birth.

D. Education Records
“Education Records” means those records which are directly related to a
student and are maintained by the School District.

1. The term does not include:



USE OF STUDENT RECORDS 505

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

i.

il.

iii.

Are in the sole possession of the maker thereof;
Are destroyed at the end of the school year; and

Are not accessible or revealed to any other individual except
a substitute. For the purpose of this definition, a “substitute”
means an individual who performs on a temporary basis the
duties of the individual who made the records and does not
refer to an individual who permanently succeeds the maker of
the record in his or her position.

b. Records relating to an individual, including a student, who is
employed by the School District which:

i

ii.

iil.

Are made and maintained in the normal course of business;

Relate exclusively to the individual in that individual’s
capacity as an employee; and

Are not available for use for any other purpose.

c.  Records relating to an eligible student which are:

ii.

iii.

Created or maintained by a physician, psychiatrist,
psychologist, or other recognized professional or
paraprofessional acting in his or her professional or
paraprofessional capacity, or assisting in that capacity, but
not employed or compensated by the School District at the
time the record is prepared or created,;

Created, maintained, or used only in connection with the
provision of treatment to the student; and

Not disclosed to anyone other than individuals providing the
treatment; provided that the records can be personally
reviewed by a physician or other appropriate professional of
the student’s choice. For the purpose of this definition,
“treatment” does not include remedial educational activities
or activities which are part of the program of instruction
within the School District.

d.  Alumni records which contain only information relating to a
person after that person is no longer a student in the School District
and which do not relate to the person as a student and that are not
directly related to the individual’s attendance as a student.
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L.

Eligible Student
“Eligible Student” means a student who has attained eighteen years of age.

Legitimate Educational Interest

“Legitimate Educational Interest” includes interests directly related to
classroom instruction, teaching, student achievement and progress, discipline
of a student, and student health and welfare. It includes a person’s need to
know in order to perform an administrative task required in the school
employee’s contract or position description approved by the School Board,
perform a supervisory or instructional task directly related to the student’s
education, perform a service or benefit for the student or the student’s family
such as health care, counseling, student job placement, or student financial
aid.

Parent

“Parent” includes a parent, a guardian, or an individual acting as a parent of a
student in the absence of a parent or guardian. The School District may
presume the parent has the authority to exercise the rights provided herein
unless it has been provided with evidence that there is a State law or court
order governing such matters as divorce, separation or custody, or a legally
binding instrument which provides to the contrary.

Personally Identifiable

“Personally Identifiable” means that the data or information includes the name
of a student, the student’s parent, or other family member, the address of the
student, a personal identifier such as the student’s social security number or
student’s number or biometric record, other direct identifiers, such as the
student’s date of birth, place of birth, and mother’s maiden name.

Record

“Record” means any information or data recorded in any medium, including,
but not limited to: handwriting, print, tapes, file, digital medium, microfilm,
and microfiche.

Responsible Authority

“Responsible Authority” means the Superintendent of Schools. The
Superintendent of Schools may designate another employee to act on his/her
behalf for the purposes of implementing and managing the terms of this

Policy.

K. Student

“Student” includes any individual with respect to whom the School District
maintains education records.

School Official
“School Official” includes a person duly elected to the School Board; a person

3
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II.

L.

employed by the School Board in an administrative, supervisory, instructional
or other professional position; a person employed by the School Board as a
temporary substitute in a professional position for the period of his or her
performance as a substitute; a person employed by or under contract to the
School Board to perform a special task such as a secretary, a clerk, an
attorney, a police liaison officer or an auditor for the period of his or her
performance as an employee or contractor.

M. 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 ascertainable.

N. All other terms and phrases shall be defined in accordance with applicable
State and Federal Law or ordinary custom and usage.

IN GENERAL

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

STATEMENT OF RIGHTS

A. Parents and eligible students have the following rights under this policy:
1.  The right to inspect and review the student’s education record.

2. The right to exercise a limited control over other people’s access to the
student’s education record.

3. The right to seek to correct the student’s education record; in a hearing if
necessary.

4.  The right to refuse release of names, addresses, and home telephone
numbers of students in grades 11 and 12 to military recruiting officers
and post-secondary educational institutions;
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5. The right to report violations of the Federal Law to the Department of
Health, Education and Welfare.

6.  The right to be informed about rights under the Federal Law.
B. All rights and protections given parents under this policy transfer to the
student when he or she reaches age 18 or enrolls in an institution of post-

secondary education. The student then becomes an “eligible student”.

IV. DISCLOSURE OF EDUCATION RECORDS

A. Consent Required for Disclosure:

1.  The School District shall obtain the written consent of the parent of a
student or the eligible student before disclosing personally identifiable
information from the education records of a student, other than directory
information, except as provided herein.

2. Consent is not required under this section where the disclosure is to the
parent of a student who is not an eligible student or the student himself
or herself.

3. The written consent required by paragraph IV.A.1. must be signed and
dated by the parent of the student or the eligible student given the
consent and shall include:

A specification of the records to be disclosed;

The purpose or purposes of the disclosure;

The party or class of parties to whom the disclosure may be made; and
If appropriate, a termination date for the consent.

e o

B. Eligible Student Consent
Whenever a student has attained eighteen years of age, or is attending an
institution of post-secondary education, the rights accorded to and the consent
required of the parent of the student shall thereafter only be accorded to and
required of the eligible student. However, the parents of an eligible student
who is also a “dependent student” are entitled to gain access to the education
records of such student without first obtaining the consent of the student. In
addition, parents of an eligible student may be given access to education
records in connection with a health or safety emergency if the disclosure meets
the conditions of any provision set forth in 34 C.F.R. § 99.31(a).

C. Prior Consent for Disclosure Not Required
The School District may disclose personally identifiable information from the
education records of a student without the written consent of the parent of the
student or the eligible student unless otherwise provided herein and if the
disclosure is:
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1.  To school officials and their authorized staff within the School District,
provided that they have a legitimate educational interest in such records;

2. To a contractor, consultant, volunteer, or other party to whom the school
district has outsourced institutional services or functions provided that
the outside party:

a.  performs an institutional service or function for which the school
district would otherwise use employees;

b. is under the direct control of the school district with respect to the
use and maintenance of education records; and

c.  will not disclose the information to any other party without the
prior consent of the parent or eligible student and uses the
information only for the purposes for which the disclosure was
made.

3. To officials of other schools, school districts, or post-secondary
educational institutions in which the student seeks or intends to enroll, or
is already enrolled, as long as the disclosure is for purposes related to the
student’s enrollment or transfer. The records shall include information
about disciplinary action taken as a result of any incident in which the
student possessed or used a dangerous weapon, and with proper annual
notice (see Section XIV), suspension and expulsion information
pursuant to section 7165 of the federal No Child Left Behind Act. Upon
request, the School District will provide the parent or eligible student
with a copy of the education records which have been transferred and
provide an opportunity for a hearing to challenge the content of these
records;

4.  To authorized representatives of the Comptroller General of the United
States, other federal educational authorities as provided by 20 U.S.C.
Sec. 1232g, and the Commissioner of the State Department of Education
or his representative, subject to the conditions relative to such disclosure
provided under Federal Law;

5. In connection with financial aid for which a student has applied or
received;

6. To State and local officials or authorities to whom such information is
specifically required to be reported or disclosed by state statute enacted
prior to November 19, 1974,

7. To organizations conducting studies for, or on behalf of, educational
agencies or institutions for the purpose of developing, validating, or

6
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10.

11.

administering predictive tests, administering student aid programs, and
improving instruction; provided that the studies are conducted in a
manner which will not permit the personal identification of students and
their parents by individuals other than representatives of the organization
and the information will be destroyed when no longer needed for the
purposes for which the study was conducted; the term “organizations”
includes, but is not limited to, Federal, State and local agencies, and
independent organizations;

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

To parents of a student eighteen (18) years of age or older if the student
is a dependent of the parents for income tax purposes;

To comply with a judicial order or lawfully issued subpoena; provided
that the School District makes a reasonable effort to notify the parent of
the student or the eligible student of the order or subpoena in advance of
compliance therewith so that the parent or eligible student may seek
protective action, unless the disclosure is in compliance with a federal
grand jury subpoena, or any other subpoena issued for law enforcement
purposes, and the court or other issuing agency has ordered that the
existence or the contents of the subpoena or the information furnished in
response to the subpoena not be disclosed, or the disclosure is in
compliance with an ex parte court order obtained by the United States
Attorney General (or designee not lower than an Assistant Attorney
General) concerning investigations or prosecutions of an offense listed in
18 U.S.C. § 2332b(g)(5)(B) or an act of domestic or international
terrorism as defined in 18 U.S.C. § 2331. If the school district initiates
legal action against a parent or student, it may disclose to the court,
without a court order or subpoena, the education records of the student
that are relevant for the school district to proceed with the legal action as
plaintiff. Also, if a parent or eligible student initiates a legal action
against the school district, the school district may disclose to the court,
without a court order or subpoena, the student’s education records that
are relevant for the school district to defend itself;

To appropriate parties, including parents of an eligible student, in
connection with an emergency if knowledge of the information is
necessary to protect the health or safety of the student or other
individuals. The decision is to be based upon information available at
the time the threat occurs that indicates that there is an articulable and
significant threat to the health or safety of a student or other individuals.
In making a determination whether to disclose information under this
section, the school district may take into account the totality of the
circumstances pertaining to a threat and may disclose information from

7
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12

I3,

14.

15.

16.

17.

education records to any person whose knowledge of the information is
necessary to protect the health or safety of the student or other students.
A record of this disclosure must be maintained pursuant to Section IX.D.
of this policy. In addition, an educational agency or institution may
include in the education records of a student appropriate information
concerning disciplinary action taken against the student for conduct that
posed a significant risk to the safety or well-being of that student, other
students, or other members of the school community. This information
may be disclosed to teachers and school officials within the school
district and/or teachers and school officials in other schools who have
legitimate education interests in the behavior of the student;

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

Information the school district has designated as “directory information”
pursuant to Section V of this policy.

To military recruiting officers and post-secondary educational
institutions pursuant to Section IX of this policy.

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

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

To the juvenile justice system, on written request that certifies that the
information will not be disclosed to any other person except as
authorized by law without the written consent of the parent of the
student:

a.  the following information about a student must be disclosed: a
student’s full name, home address, telephone number, date of birth;
a student’s school schedule, daily attendance record, and
photographs, if any; and any parents’ names, home addresses, and
telephone numbers;

b. the existence of the following information about a student, not the
actual data or other information contained in the student’s
education record, may be disclosed provided that a request for
access must be submitted on the statutory form and it must contain

8
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an explanation of why access to the information is necessary to
serve the student: (1) use of a controlled substance, alcohol, or
tobacco; (2) assaultive or threatening conduct that could result in
dismissal from school under the Pupil Fair Dismissal Act; (3)
possession or use of weapons or look-alike weapons; (4) theft; or
(5) vandalism or other damage to property. Prior to releasing this
information, the principal or chief administrative officer of a
school who receives such a request must, to the extent permitted by
federal law, notify the student’s parent or guardian by certified
mail of the request to disclose information. If the student’s parent
or guardian notifies the school official of an objection to the
disclosure within ten (10) days of receiving certified notice, the
school official must not disclose the information and instead must
inform the requesting member of the juvenile justice system of the
objection. If no objection from the parent or guardian is received
within fourteen (14) days, the school official must respond to the
request for information.

The written requests of the juvenile justice system member(s), as well as
a record of any release, must be maintained in the student’s file;

18. Information provided to the school district concerning sex offenders and
other individuals required to register in accordance with the Violent
Crime Control and Law Enforcement Act of 1994, 42 U.S.C. § 14071,
and applicable federal guidelines.

D. The student’s parents or the eligible student may obtain a copy of records
disclosed under this provision.

V. RELEASE OF DIRECTORY INFORMATION

A. Directory information is public except as provided herein.

B. Former Students:
The School District may disclose directory information from the education
records generated by it regarding an individual who is no longer in attendance
within the School District unless the former student validly opted out of the
release of directory information while the student was in attendance and has
not rescinded the opt out request at any time.

C. Present Students:
The School District may disclose directory information from the education
records of a student without the prior written consent of the parent of the
student or eligible student except as provided herein. Prior to such disclosure
the School District shall:
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1.  Give public notice in a newspaper of general circulation of the categories
of personally identifiable information which it has designated as
directory information.

2. Allow areasonable period of time after such notice has been given for a
parent or eligible student to inform the School District in writing that
any or all of the information so designated should not be disclosed
without the parent’s or eligible student’s prior written consent (except to
the officials or agencies outlined in Section IV above).

3. A parent or eligible student may not opt out of the directory information
disclosures to prevent the school district from disclosing or requiring the
student to disclose the student’s name, identifier, or school district e-
mail address in a class in which the student is enrolled.

4.  The school district shall not disclose or confirm directory information
without meeting the written consent requirements contained in Section
IV.A. of this policy if a student’s social security number or other non-
directory information is used alone or in combination with other data
elements to identify or help identify the student or the student’s records.

D. Procedure for Obtaining Non-Disclosure of Directory Information:
The parent’s or eligible student’s written notice shall be directed to the
responsible authority and shall include the following:

Name of student;

Home address;

School presently attended by student;

Parent’s legal relationship to student, if applicable; and

Specific categories of directory information to be made not public
without the parent’s or eligible student’s prior written consent.

A pha LoD e

E. The designation of any information as directory information about a student
will remain in effect until it is modified at the written direction of the
student’s parent or the eligible student.

VI.  DISCLOSURE OF PRIVATE RECORDS

A. Private Records:
For the purpose herein, education records are records which are classified as
private data on individuals by State Law and which are accessible only to the
student subject of the data and the student’s parent if the student is not an
eligible student. The School District may not disclose private records or their
contents, except as summary data and except as provided in Section IV herein,
without the prior written consent of the parent. The school district will use
reasonable methods to identify and authenticate the identity of parents,
students, school officials, and any other party to whom personally identifiable

10
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VIL

information from education records is disclosed.

Private Records Not Accessible To Parents:

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

1. Pursuant to Minn. Stat. 626.556. reports pertaining to neglected and
physically or sexually abused children shall be accessible to appropriate
welfare and law enforcement agencies and the subject individual alone.
The School District shall not make such reports available to the parent.

DISCLOSURE OF CONFIDENTIAL RECORDS

A.

Confidential records are those records and data contained therein which are
made not public by State or Federal Law and which are inaccessible to the
student and the student’s parent.

Records in the possession of the School District which include data on a
student which is collected by a civil or criminal investigative agency as part of
an active investigation undertaken for the purpose of commencement of a
Jegal action shall be treated as confidential by the School District until such
time as the provisions of Minn. Stat. no longer so classify that data.

Reports Under the Maltreatment of Minors Reporting Act

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

Parents or eligible students may have access to investigative data of which the
student is the subject, but only to the extent the data is not inextricably
intertwined with data about other school district students, school district
employees, and/or attorney data as defined in Minn. Stat. § 13.393.

Chemical Abuse Records

To the extent the school district maintains records of the identity, diagnosis,
prognosis, or treatment of any student which are maintained in connection
with the performance of any drug abuse prevention function conducted,

11
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VIIL

IX.

regulated, or directly or indirectly assisted by any department or agency of the
United States, such records are classified as confidential and shall be disclosed
only for the purposes and under the circumstances expressly authorized by
law.

DISCLOSURE OF SCHOOL RECORDS PRIOR TO EXCLUSION OR
EXPULSION HEARING

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

DISCLOSURE OF DATA TO MILITARY RECRUITING OFFICERS AND
POST-SECONDARY EDUCATIONAL INSTITUTIONS

A. The school district will release the names, addresses, and home telephone
numbers of students in grades 11 and 12 to military recruiting officers and
post-secondary educational institutions within sixty (60) days after the date of
the request unless a parent or eligible student has refused in writing to release
this data pursuant to Paragraph C. below.

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

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

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

C. A parent or eligible student has the right to refuse the release of the name,
address, or home telephone number to military recruiting officers and post-
secondary educational institutions. To refuse the release of the above
information to military recruiting officers and post-secondary educational
institutions, a parent or eligible student must notify the Superintendent in
writing by September 1 each year. The written request must include the
following information:

1. Name of student and parent, as appropriate;
2.  Home address;

3. Student’s grade level;

12
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4.  School presently attended by student;
5.  Parent’s legal relationship to student, if applicable;

6.  Specific category or categories of information which are not to be
released to military recruiting officers and post-secondary educational
institutions; and

7. Specific category or categories of information which are not to be
released to the public, including military recruiting officers and post-
secondary educational institutions.

D. Annually, the school district will provide public notice by any means that are
reasonably likely to inform the parents and eligible students of their rights to
refuse to release the names, addresses, and home phone numbers of students in
grades 11 and 12 without prior consent.

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

X. LIMITATIONS ON REDISCLOSURE

A. Consistent with the requirements herein, the School District may only disclose
personally identifiable information from the education records of a student on
the condition that the party to whom the information is disclosed will not
disclose the information to any other party without the prior written consent of
the parent of the student or the eligible student, except that the personally
identifiable information which is disclosed to an institution, agency or
organization may be used by its officers, employees and agents, but only for
the purposes for which the disclosure was made or to disclosures concerning
sex offenders and other individuals required to register under 42 U.S.C. §
14071. However, the school district must provide the notification required in
Section IV of this policy if a redisclosure is made based upon a court order or
lawfully issued subpoena.

B. Paragraph A of this Section does not prevent the School District from
disclosing personally identifiable information under Section IV herein with the

13
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XI.

understanding that the information will be disclosed to other parties under that
Section; provided that the recordkeeping requirements of Federal Law are met
with respect to each of those parties.

The information disclosed shall retain the same classification in the hands of
the party receiving it as it had in the School District.

The School District shall, except for the disclosure of directory information
under Section V, inform the party to whom a disclosure is made of the
requirements set forth in paragraph A of this Section.

RESPONSIBLE AUTHORITY. RECORD SECURITY, AND

RECORDKEEPING

A.

Responsible Authority:
The responsible authority for the maintenance and security of student records
shall be the Superintendent of Schools.

Record Security:

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

The building Principal will submit to the responsible authority a written plan
with updates as needed for securing student records. The written plan shall
contain the following information:

1. A description of records maintained;

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

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

4. Means of securing student records; and

5. Procedures for access and disclosure.

The responsible authority shall review these plans for compliance with law,
this policy and the various administrative policies of the District.

Recordkeeping

1. The Principal shall for each request for and each disclosure of personally
identifiable information from the education records of a student,
maintain a record kept with the education records of the student which
indicates:

14
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The parties who have requested or obtained personally identifiable
information from the education records of the student;

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

The date of the request;

The names of the state and local educational authorities and federal
officials and agencies listed in Section IV.C.4. of this policy that
may make further disclosures of personally identifiable information
from the student’s education records without consent, and

Whether the request was granted and, if it was, the date access was
permitted or the disclosure was made.

2. Paragraph IX.D.1 of this Section does not apply to requests by or
disclosures to a parent of a student or an eligible student, disclosures
pursuant to the written consent of a parent of a student or an eligible
student when the consent is specific with respect to the party or parties to
whom the disclosure is to be made, requests by or disclosures to school
officials under paragraph IV.C.1 or to requests for or disclosures of
directory information under Section V.

3. The record of requests and disclosures may be inspected:

a.
b.

By the parent of the student or the eligible student.

By the responsible authority and the building Principals who are
responsible for the custody of the records.

By the parties authorized by law to audit the recordkeeping
procedures of the School District.

XII.  RIGHT TO INSPECT AND REVIEW EDUCATION RECORDS

A. The School District shall permit the parent of a student or an eligible student
who is or has been in attendance in the School District to inspect and review
the education records of the student except those records which are made
confidential by State or Federal Law or as otherwise provided in Section VI of
this policy. The School District shall comply with a request immediately if
possible, or within ten days of the date of the request, excluding Saturdays,
Sundays, and legal holidays. If the District cannot comply with the request
within that time, the responsible authority shall so inform the requester and
may have an additional five days within which to comply, excluding
Saturdays, Sundays and legal holidays.

15
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B. The right to inspect and review education records under paragraph A of this
Section includes:

1.  Theright to a response from the School District to reasonable requests
for explanations and interpretations of the records; and

2. The right to obtain copies of the records from the School District where
failure of the School District to provide the copies would effectively
prevent a parent or eligible student from exercising the right to inspect
and review the education records.

3.  Parents or eligible students shall submit to the School District a written
request to inspect educational records which identifies as precisely as
possible the record or records he or she wishes to inspect.

4. If a student’s educational records are maintained in more than one
location, the responsible authority may collect copies of records or the
records themselves from the various locations so they may be inspected
at one site. However, if the parent or eligible student wishes to inspect
these records where they are maintained, the School District shall
attempt to accommodate those wishes. The parent or eligible student
shall be notified of the time and place when the records may be
inspected.

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

6.  The School District may presume that either parent of the student has
authority to inspect and review the education records of the student
unless the School District has been provided with evidence that there is a
legally binding instrument, or a State Law or court order governing such
matters as divorce, separation or custody, which provides to the contrary.

7. Fees of Copies of Records:

page:
The school district shall charge a reasonable fee for providing

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

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

16
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ii. the cost of the labor required to prepare the copies:
iii. any schedule of standard copying charges established by the

school district in its normal course of operations;

V. any special costs necessary to produce such copies from
machine based record-keeping systems. including but not
limited to computers and microfilm systems; and

V. mailing costs.

b. If 100 or fewer pages of black and white, letter or legal size paper
copies are requested. actual costs shall not be used. and, instead.
the charge shall be no more than 25 cents for each page copied.

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

The responsible authority may waive this fee in whole or in part if
he determines that failure to do so would effectively prevent the
parent or eligible student from exercising the right to inspect and
review those records.

d.  The responsible authority may waive this fee in whole or in part if
he determines that failure to do so would effectively prevent the
parent or eligible student from exercising the right to inspect and
review those records.

XII. REQUEST TO AMEND RECORDS: PROCEDURES TO CHALLENGE DATA

A. Request to Amend Education Records:

1. The parent of a student or an eligible student who believes that
information contained in the education records of the student is inaccurate,
misleading, incomplete or violates the privacy or other rights of the
student may request that the School District amend them.

2. The request shall be in writing, shall identify the item the requestor
believes to be inaccurate, misleading, incomplete or in violation of the
privacy or other rights of the student, shall state the reasons for this belief,
and shall specify the correction the requestor wishes the District to make.

17
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The request shall be signed and dated by the requestor.

3. he responsible-autherity school district shall decide whether to amend the
educatlon records of the student in accordance with the request within thirty
(30) days after receiving the request.

4.  If the respensible-authority school district decides to amend the education
records, the District shall attempt to notify past recipients of the data,
including recipients named by the requestor.

5. If the respensible-autherity school district decides to refuse to amend the
education records of the student in accordance with the request, he shall so
inform the parent of the student or the eligible student of the refusal, and
advise the parent or the eligible student of the right to a hearing under
paragraph XI.B.

B. Right to Hearing

1. If the responsible-autherity school district refuses to amend the education
records of a student, the School District shall, on request, provide an
opportunity for a hearing in order to challenge the content of a student’s
education records to insure that information in the education records of the
student is not inaccurate, misleading, incomplete or otherwise in violation
of the privacy or other rights of students. The hearing shall be conducted in
accordance with paragraph XI.C.

2. If, as a result of the hearing, the School District decides that the
information is inaccurate, misleading, incomplete or otherwise in
violation of the privacy or other rights of students, it shall amend the
education records of the student accordingly and so inform the parent of
the student or the eligible student in writing, and attempt to so notify
past recipients of the data.

3. If, as a result of the hearing, the School District decides that the
information is not inaccurate, misleading, incomplete or otherwise in
violation of the privacy or other rights of students, it shall inform the
parent or eligible student of the right to place in the education records of
the student a statement commenting upon the information in the
education records and/or setting forth any reasons for disagreeing with
the decision of the agency or institution.

4. Any explanation placed in the education records of the student under
paragraph X1.B.3 of this Section shall.

a.  Be maintained by the School District as part of the education
records of the student as long as the record or contested portion

18
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thereof is maintained by the School District; and

b. If the education records of the student or the contested portion
thereof is disclosed by the School District to any party, the
explanation shall also be disclosed to the party.

C. Conduct of Hearing

1.

The hearing shall be held within a reasonable period of time after the
School District has received the request—ﬂet{&e*eeeérffal-kyhf-we—Hﬁ-}
days; and the parent of the student or the eligible student shall be given
notice of the date, place and time reasonably in advance of the hearing.

The hearing may be conducted by any party approved by the School
Board, including an official or employee of the School District who does
not have a direct interest in the outcome of the hearing. The School
Board attorney shall be in attendance to present the School District’s
position and advise the designated hearing officer on legal and
evidentiary matters.

The parent of the student or eligible student shall be afforded a full and
fair opportunity for hearing to present evidence relevant to the issues
raised under paragraph XI.A and XI.B herein and may be assisted by
individuals of his or her choice at his or her own expense, including an
attorney.

The designated hearing officer shall make a deeisien recommendation in
writing within a reasonable period of time after the conclusion of the
hearing; the decision shall be based solely on evidence presented at the
hearing and shall include a summary of evidence and reasons for the
decision.

al 1861 I ,i!wl'iliia{’
The School District shall issue its final determination in writing within a

reasonable period of time after receiving the recommendation of the
hearing officer.

D. Appeal

The final decision of the designated-hearing-officer School District may be

appealed in accordance with the applicable provisions of the State
Administrative Procedure Act, Minn. Stat., C. 15, relating to contested cases.

XIV. COMPLAINTS FOR NON-COMPLIANCE
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XV.

XVL

A. Where to File Complaints

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

B. Content of Complaint

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

WAIVER

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

ANNUAL NOTIFICATION OF RIGHTS

A. The School District shall give parents of students in attendance or eligible
students in attendance annual notice by such means as are reasonably likely to
inform them of the following:

L,

Their rights under 20 U.S.C. Sec. 1232g, and 45 C.F.R., Part 99; the
policy adopted under 45 C.F.R. Sec. 99.5 and the Minnesota
Government Data Practices Act; the notice shall also inform parents of
students or eligible students of the locations where copies of the policy
may be obtained; and

The right to file complaints under 45 C.F.R. Sec. 99.63 concerning
alleged failures by the School District to comply with the requirements
of 20 U.S.C. Sec. 1232g.

That the school district forwards education records on request to a school
in which a student seeks or intends to enroll or is already enrolled as
long as the disclosure is for purposes related to the student’s enrollment
or transfer and that such records may include suspension and expulsion
records pursuant to the federal No Child Left Behind Act and, if
applicable, a student’s history of violent behavior.

B. The School District shall provide for the need to effectively notify parents of
students identified as having a primary or home language other than English.
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XVII. DESTRUCTION AND RETENTION OF RECORDS

The destruction and retention of records by the School District shall be controlled
by State and Federal Law.

XVIIL Copies of this policy may be obtained by parents and eligible students from the
office of the Superintendent of Schools or by following the links to School Board
policies on the district’s website (www.forestlake.k12.mn.us).

Legal References:

Cross References:

Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. Ch. 14 (Administrative Procedures Act)

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

Minn. Stat. § 121A.40-121A.56 (The Pupil Fair Dismissal Act)
Minn. Stat. § 121A.75 (Sharing Disposition Order and Peace
Officer Records)

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

Minn. Stat. § 260B.171, Subds. 3 and 5 (Disposition Order and
Peace Officer Records of Children)

Minn. Stat. § 626.556 (Reporting of Maltreatment of Minors)
Minn. Rules Parts 1205.0100-1205.2000 (Data Practices)

10 U.S.C. § 503(b) and (c) (Enlistments: Recruiting Campaigns;
Compilation of Directory Information)

18 U.S.C. § 2331 (Definitions)

18 U.S.C. § 2332b (Acts of Terrorism Transcending National
Boundaries)

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

20 U.S.C. § 6301 ef seq. No Child Left Behind)

20 U.S.C. § 7908 (Armed Forces Recruiting Information)

26 U.S.C. §§ 151 and 152 (Internal Revenue Code)

42 U.S.C. § 14071 (Jacob Wetterling Crimes Against Children and
Sexually Violent Offender Registration Program)

34 C.F.R. §§ 99.1-99.67 (Family Educational Rights and Privacy)
34 C.F.R. § 300.610-300.627 (Confidentiality of Information)

42 C.F.R. § 2.1 et seq. (Confidentiality of Drug Abuse Patient
Records)

Gonzaga University v. Doe, 536 U.S. 273, 122 S.Ct. 2268, 153
L.Ed. 2d 309 (2002)

Policy 522 (Mandated Reporting of Child Neglect or Physical or
Sexual Abuse)

Policy 435 (Drug-Free Workplace/Drug-Free School)

Policy 515 (Discipline)

Policy 504 (Interrogation of Students by Non-School Personnel)
Policy 707 (Community Notification of Sex Offenders)
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MSBA Service Manual, Chapter 13, School Law Bulletin “I”

(School Records — Privacy — Access to Data)
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[Note: The use of this form requesting information about specific activities or behavior is
mandated by statute. In addition, the school district is required to maintain such requests and
a record of any release in the student’s file.]

JUVENILE JUSTICE SYSTEM
REQUEST FOR INFORMATION

Family Educational Rights and Privacy Act
Minnesota Government Data Practices Act, Minn. Stat. § 13.32, Subds. 3(i) and 8(b)

DATE/TIME OF REQUEST:
TO:
(Superintendent of school district or chief administrative officer of school)
FROM:
(Requester’s name/agency)
STUDENT:
BASIS FOR REQUEST:

Juvenile delinquency investigation/prosecution
Child protection assessment/investigation
Investigation/filing of CHIPS or delinquency petition

REASON FOR REQUEST: (Requester must describe why information regarding existence of
the data marked below is necessary to effectively serve the student)

RESPONSE TO REQUEST:

The school must indicate whether it has data on the student that document any activity or behavior
marked by the requester.

INFORMATION REQUESTED: (mark all that apply) RESPONSE PROVIDED: (yes / no)

Indicate whether you have data that document the student’s:

Policy 505 Attachment



Use of a controlled substance, alcohol, or tobacco

Assaultive or threatening conduct as defined in
Minn. Stat. § 13.32, Subd. 8

Possession or use of weapons or look-alike weapons
Theft

Vandalism and damage to property

CERTIFICATION: The undersigned certifies that he or she is a member of the juvenile justice
system. The requested data are needed by the juvenile justice system so it may effectively serve,
prior to adjudication, the student whose records are released. The undersigned will not disclose
the information received to any other party, except as provided under state law, without prior
written consent as required by Code of Federal Regulations, title 34, section 99.38(b). The
undersigned further certifies that he or she understands that, by signing this request, he or she is
subject to the penalties in Minn. Stat. § 13.09.

Signature/Title

[Note: A principal or chief administrative officer of a school who receives such a request to
disclose information about a student to the juvenile justice system shall, to the extent permitted
by federal law, notify the student’s parent or guardian by certified mail of the request to disclose
information before disclosing the information. If the student’s parent or guardian notifies the
principal or chief administrative officer within ten (10) days of receiving the certified notice that
the parent or guardian objects to the disclosure, the principal or chief administrative officer
must not disclose the information. The principal or chief administrative officer must inform the
requesting member of the juvenile justice system of the objection. If no objection from the
parent or guardian is received within fourteen (14) days, the principal or chief administrative
officer must respond to the data request.|
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SCHOOL VISITORS

I GENERAL STATEMENT

Parents, citizens, alumni and other adult visitors are welcome and
encouraged to visit the Forest Lake Area Schools; however, the School District
reserves the right to decline to give permission for or to withdraw permission for
parents, citizens, alumni and other members of the public to visit the schools of the
District if such action is deemed necessary to ensure the physical or emotional
safety of students and staff of the District or to prevent the disruption of the
District’s educational programs. These rules are in effect for all school activities,
functions and meetings.

11. POST-SECONDARY ENROLLMENT OPTIONS STUDENTS

A. A student enrolled in a post-secondary enrollment options course
may remain at the school site during regular school hours in
accordance with established procedures.

B. A student enrolled in a post-secondary enrollment options course
mayv be provided with reasonable access. during regular school
hours. to a computer and other technology resources that the student
needs to complete coursework for a post-secondary enrollment
course in accordance with established procedures.

III. ACCESS PROCEDURES

Visitors must, upon entering any school building, first come to the
administrative office so that they may be directed te-the-teacherstudentor-elass
they-wish-te-see as appropriate. They will be shown every courtesy.

All visitors must wear a badge or other identification so that students and
staff will be aware that they have registered in the office. The School District will
make every effort to see that classes are not interrupted while in session for the
admission of guests.

For the protection of everyone in the building, staff members will
courteously direct all visitors not wearing a visitor’s badge or identification to the
administrative office.



Parents wishing a conference with a teacher should not expect to interrupt
the teacher’s class but must telephone the school in order to arrange for such
appointment in advance. In the event of an emergency requiring that parents have
immediate access to their student, parents may either call or go to the office to:

I Explain the circumstances of the emergency; and
2% Request that their student be called to the office to meet with them
and/or talk with them on the telephone, if doing so does not disrupt

the educational program.

IV. VISITOR LIMITATIONS

The following types of conduct including but not limited to the following
whether occurring in person or by means of e-mail, telephone or voice message are
unacceptable and will not be tolerated:

L. Inappropriately raised voices, shouting or yelling toward a staff
member or another person;

2; Obscene or foul language, whether directed at a staff member or
another person;

3 Insulting a staff member’s intelligence, judgment, or
professionalism;
4, Threats, intimations or suggestions of violence or other behavior

which reasonably can be expected to intimidate a staff member or
another person; and

5. Unpermitted and unwelcome touching of any nature, regardless of
the degree of force used.

6. Engaging in any conduct in the building that could reasonably be
interpreted as or actually serves to be disruptive to the education of
one or more students.

7 In the case of a PSEO student using campus premises and resources.
violating any portion of the Student Code of Conduct.

In the event that any such conduct occurs, the following steps may be taken:



1% The offender will be informed that the conduct violates District
pOliCY' i s T > : E . A .

2 The offender will be told that if the behavior continues the
discussion will be terminated and the police will be called if
necessary.

3 The offending person wilt may be told that a memorandum of the
incident will be prepared and maintained in the District’s files.

4, The incident will promptly be reported to the building administration
and to the Superintendent.

5; The building principal wilt may write a letter to the offending person
summarizing the incident and imposing any additional restrictions
upon visits which are appropriate as a result. Such restrictions may
include a requirement to only enter the building as far as the office,
requirement to call in advance to indicate the time and duration of
the proposed visit, requirement to refrain from entering certain areas
of the building, or other limitations as deemed appropriate by district
administration.

6. In appropriate cases, the administrator or principal will advise the
offending person(s) that he/she/they are prohibited from entering
upon the school property for a period of sixmenths up to one year
following the notice and that violation of the directive will result in a
report to the police pursuant to state statute and the offender may be
issued a no-trespass notice.

In the event that the offender is prohibited from coming onto school
property, arrangements will be made to conduct statutorily required meetings, such
as IEP team meetings, at either another District facility or at a public meeting
place.

In applying this policy, staff members must always be aware that there is an
important distinction between declining to be treated in an unacceptable or
disrespectful manner and, on the other hand, refusing to carry out a legitimate
request for information or assistance. The former is not a reason for the latter.
Timelines created by a statute or a District policy for making a response to an
otherwise legitimate request must be observed even while the issue of
unacceptable or disrespectful conduct is being addressed.



Legal References:  Minn. Stat. § 123B.02 (General Powers of Independent School
Districts)

Minn. Stat. § 124D.09 (Post-Secondary Enrollment Options
Program)

Minn. Stat. § 128C.08 (Assaulting a Sports Official Prohibited)
Minn. Stat. § 609.605. Subd. 4 (Trespasses on School Property)

Cross References: Student Discipline Policy 515

REVISED: 05/16/95
REVISED: 06/02/03
REVISED: 05/03/12



STUDENT TRANSPORTATION SAFETY POLICY 531

IL

PURPOSE

The purpose of this Policy is to provide safe transportation for students and to educate
students on safety issues and the responsibilities of school bus ridership.

PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING

A. School Bus Safety Week.

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

B. Student Training.

1.

The School District shall provide students enrolled in grades kindergarten through
grade 10 with age appropriate school bus safety training in the following concepts.
transportation by school bus is a privilege not a right;

District policies for student conduct and school bus safety;

appropriate conduct while on the bus;

the danger zones surrounding a school bus;

procedures for safely boarding and leaving a school bus;

procedures for safe street or road crossing; and

school bus evacuation.

Qo e o P

Each nonpublic or charter school located within the district must provide all
nonpublic or charter school pupils enrolled in kindergarten through grade 10 who
are transported by school bus at public expense and attend school within the
district’s boundaries with training as required in paragraph (1).

Students enrolled in kindergarten through grade 6 enrolled during the first or
second week of school must receive the school bus safety training competencies
by the end of the third week of school. Students in grades kindergarten through
grade 3 must receive the training twice each school year. Pre-kindergarten
students who participate in district transportation will receive the same training as
do kindergarten students. Students enrolled in grades 7 through 10 enrolled
during the first or second week of school and have not previously received school
bus safety training must receive the training or receive bus safety instructional
materials by the end of the sixth week of school. Students enrolled in
kindergarten through grade 10 who enroll in a school after the second week of
school and are transported by school bus and have not received training in their
previous school district shall undergo school bus safety training or receive bus
safety instructional materials by the end of the sixth week of school. Upon request
of the superintendent of schools, the school transportation safety director in each
district must certify to the superintendent that all students transported by school
bus within the district have received the school bus safety training according to
this section. Upon request of the superintendent of the school district where a

531-1



nonpublic or charter school is located, the principal or other chief administrator of
each nonpublic or charter school must certify to the school transportation safety
director of the district in which the school is located that the school’s students
transported by school bus at public expense have received training according to
this section.

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

The District may, to the extent possible, provide kindergarten students with school
bus safety training before the first day of school.

The School District may also provide student safety education for bicycling and
pedestrian safety.

The School District's curriculum for transportation is maintained and available for
review in the office of the Transportation Safety Director.

Nonpublic or charter school students transported by the School District will
receive School Bus Safety training in their nonpublic or charter school. The
nonpublic or charter school must certify to the School District’s School
Transportation Safety Director that all students have received the appropriate
training.

Students taking driver’s training instructional classes must receive training in the
laws and proper procedures when operating a motor vehicle in the vicinity of a
school bus as required by section 169.446, subdivisions 2 and 3.

ITII. PARENT AND GUARDIAN INVOLVEMENT

A.

Parent/Guardian Responsibilities For Transportation Safety.

1.

2.

Sl

—

S O N

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

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

Recognize their responsibilities for the actions of their children.

Support safe riding and walking practices and reasonable discipline efforts.

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

Support procedures for emergency evacuation, and procedures in emergencies as
set up by the School District.

Respect the rights and privileges of others.

Communicate safety concerns to school administrators.

Monitor bus stops, if possible.

Support all efforts to improve school bus safety.
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11.  Have their children to the bus stop five minutes before the bus arrives.
12.  Have their children properly dressed for the weather.
13.  Have a plan in case the bus is late.

Parent/Guardian Notification.

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

IV. CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR

A.

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

Consequences for school bus/bus stop misconduct will be imposed by the Building
Principal or the Principal's designee. The Transportation Supervisor may impose
consequences for student bus/bus stop misconduct for charter and non-public school
students who ride general education buses at his/her discretion in accordance with this
policy. In addition, all school bus/bus stop misconduct will be reported to the District's
Transportation Safety Director and may be reported to local law enforcement.

1. School Bus and Bus Stop Rules.
The School District school bus safety rules are to be posted on every bus. If these
rules are broken, the School District's discipline procedures are to be followed. In
most circumstances, consequences are progressive and may include suspension of
bus privileges. It is the school bus driver's responsibility to report unacceptable
behavior to the School Office. Upon completion of the investigation of student
misconduct, a copy of the form will be forwarded to the School District
Transportation Office.

2. Rules at the Bus Stop.
a. Get to your bus stop 5 minutes before your scheduled pick up time. The
school bus driver will stop, but not wait for late students.
Respect the property of others while waiting at your bus stop.
Keep your arms, legs and belongings to yourself.
Use appropriate language.
Stay away from the street, road or highway when waiting for the bus. Wait
until the bus stops before approaching the bus.
After getting off the bus, move away from the bus.
If you must cross the street, always cross in front of the bus where the driver
can see you. Wait for the driver to signal you before crossing the street.
h. No fighting, harassment, intimidation or horseplay.
i. No use of alcohol, tobacco, e-cigarettes or drugs.

opo o

g ™
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Rules on the Bus.

AP @ MO e o

Immediately follow the directions of the driver.

Sit in your seat facing forward.

Talk quietly and use appropriate language.

Keep all parts of your body inside the bus.

Keep your arms, legs and belongings to yourself.

No fighting, harassment, intimidation or horseplay.

Do not throw any object.

No use of alcohol, tobacco or drugs.

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

Do not eat or drink on the school bus on regular school bus routes to and from
school. Exceptions will be made for medical reasons.

Conseguences.

a.

Consequences for school bus/bus stop misconduct will apply to all regular and
late activity routes. Decisions regarding a student's ability to ride the bus in
connection with co-curricular and extra-curricular events (for example, field
trips or competitions) will be in the sole discretion of the School District.
Parents/guardians will be notified of any offenses and/or suspension of bus
privileges.

1) Elementary (K-6) per school year.

1st offense -~ warning

2nd offense -- warning or 1-3 school day suspension from riding the bus

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

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

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

2)  Secondary (7-12) per school year.

1st offense -- warning

2nd offense -- 3-5 day suspension from riding the bus

3rd offense -- 10 day suspension from riding the bus

4th offense -- 20 day suspension from riding the bus/meeting with
parent/guardian

5th offense -- suspended from riding the bus for the remainder of the
school year

3)  Other Discipline.
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4)

3)

6)

7)

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

A school bus driver shall have the authority to remove a student from the
bus for one day for misbehavior considered to be causing an immediate
and substantial danger to self or surrounding persons or property,
provided the driver follows the administrative regulations addressing
these suspensions. The driver must make direct contact (telephone or
meeting) with the parent/guardian prior to the end of the evening on the
day preceding the removal from the bus.

Records.

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

Vandalism/Bus Damage.

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

Notice.

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

Criminal Conduct.

In cases involving criminal conduct the Superintendent, local law
enforcement officials and the Department of Public Safety will be
informed.

SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES

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

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

1.

~ Safety. The primary concern of each driver is safety. Drivers will exercise
extreme caution during the loading and unloading process as well as when driving.
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Defensive Driving. All drivers are to drive defensively at all times. A definition
of defensive driving is: driving in a manner to avoid accident involvement despite
adverse conditions created by roads, weather, traffic, or errors of other drivers or
pedestrians.

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

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

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

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

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

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

Tobacco Products Prohibited. Smoking or use of tobacco products by either the
driver or the passengers is prohibited on any school bus, Type III vehicle, or on
school property.

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

e

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

Safety Equipment. All drivers are responsible for ensuring that the necessary
safety equipment is aboard the bus, including fire extinguisher, first aid kit, bodily
fluids clean-up kit, reflectorized emergency warning device, and any additional
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items required by the District. Drivers of vehicles for disabled students will
ensure all student health information cards will be maintained as a hard copy on
the vehicle or available through 2-way communication in the dispatch office.

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

Fueling. The driver is responsible for ensuring that his or her assigned vehicle is
adequately fueled before leaving the yard. Smoking is prohibited on all district
grounds, including in the fueling area. Smoking in the fueling area will result in
serious disciplinary action up to and including termination of employment,
regardless of the existence or lack previous disciplinary measures. The engine
shall be turned off while fueling. Drivers should never fuel with passengers
aboard.

Ensuring the safety, welfare and orderly conduct of passengers while on the bus. (See
Section II).

Meeting emergency situations in accordance with operating procedures. (See Sections
VIII and VI).

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

il

Relations with Students. Bus drivers will treat students with respect and will

refrain from any conduct which is intended or could be perceived as demeaning,
intimidating or harassing.

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

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

Student Discipline. Although drivers are responsible for maintaining order on the
bus, drivers must always remember that the types of actions they may use are
limited. Drivers must never, under any circumstances, use corporal punishment.
Drivers have no authority to permanently deny a child the privilege of riding the
bus, or drop the student at other than the designated stop. Any denial of bus-
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riding privileges can come only from the school authorities, except as noted under
Section IV. B.4.a.3.

Route Problems. Any problems, of whatever kind, encountered by a driver on the
routes or trips should be brought to the attention of the Office of the
Transportation Safety Director as soon as possible.

Unauthorized Passengers. Only authorized passengers may be transported in a
bus. Any other passenger must be specifically approved by the Director of
Transportation or his/her designee.

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

Completing required reports.

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

Completing required training programs successfully. (See Section VII).

Providing maximum safety for passengers during loading and unloading.

1.

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

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

Driver must wear the seat belt whenever the bus is in motion. Additional driver
duties and responsibilities may be found in the driver handbook.

OPERATING RULES AND PROCEDURES

A.

General Operating Rules.

14

All routes shall be on file with the School District's School Transportation Safety
Director.

Only students assigned to the school bus by the District shall be transported. The
number of students or other authorized passengers transported in or assigned to a
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10.

11.

12.

school bus shall not be more than the legal capacity for the bus. No person shall be
allowed to stand when the bus is in motion.

Drivers are to enforce the provisions of the school bus and bus stop rules as
appropriate. Students may be released from the bus at only three points, the
approved bus stop, shuttle location or at school, except in case of an emergency.

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

eligibility requirements.

Students who misbehave severely may be returned to the school immediately and
reported to the Building Principal or other designated individual.

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

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

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

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

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

In case of an accident or breakdown of the bus, the driver shall contact the
dispatcher using the two-way radio. If no radio contact is available, the driver
shall not leave the bus unattended.

The District may adopt such additional operating rules as are deemed necessary to

meet local conditions and needs, provided they do not conflict with State laws and
regulations.
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13.

14.

15.

A bus driver may not operate a school bus while communicating over, or
otherwise operating, a cellular phone for personal reasons, whether hand-held or
hands free, when the vehicle is in motion. For purposes of this paragraph, “school
bus” has the meaning given in Minn. Stat. § 169.011, Subd. 71. In addition,
“school bus” also includes type III vehicles when driven by employees or agents
of the school district. “Cellular phone” means a cellular, analog, wireless, or
digital telephone capable of sending or receiving telephone or text messages
without an access line for service.

Bus drivers must minimize, to the extent practical, the idling of school bus
engines and exposure of children to diesel exhaust fumes.

To the extent practical, the school district will designate school bus
loading/unloading zones at a sufficient distance from school air-intake systems to
avoid diesel fumes from being drawn into the systems.

Use of Signals, Loading or Unloading.

L,

The driver shall activate the flashing eight-light system of the bus at least 300 feet
before stopping to load or unload students, in a speed zone of more than 35 mph
and 100 feet in a speed zone of 35 mph or less, and shall not extinguish such lights
until loading or unloading is completed and persons who must cross the roadway
or highway are safely across.

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

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

complete stop.

Keep eight-light system operating until all students have been loaded or unloaded
safely.

The driver should avoid loading or unloading students where the view is
obstructed to other motorists for 500 feet in either direction.

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

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

loading or unloading students.

Buses shall load and unload students only at designated locations.
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C. Crossing Highways and Streets.

1. The driver shall be responsible for safely delivering the students who must cross
the highway or street by one of the following methods:

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

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

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

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

D. Type Il Vehicles.

1. Type Il vehicles are restricted to passenger cars, station wagons, vans, and
buses having a maximum manufacturer’s rated seating capacity of 10 or fewer
people including the driver and a gross vehicle weight rating of 10,000 pounds
or less. A van or bus converted to a seating capacity of 10 or fewer and placed
in service on or after August 1, 1999, must have been originally manufactured to
comply with the passenger safety standards.

2. Type III vehicles must be painted a color other than national school bus yellow.

3. Type III vehicles shall be state inspected in accordance with legal requirements.

4, A type III vehicle cannot be older than 12 years old unless excepted by state and
federal law.

5. Ifatype III vehicle is school district owned, the school district name will be
clearly marked on the side of the vehicle. The type III vehicle must not have the
words “school bus” in any location on the exterior of the vehicle or in any
interior location visible to a motorist.

6. A “type III vehicle” must not be outwardly equipped and identified as a type A,
B, C, or D bus.

7. Eight-lamp warning systems and stop arms must not be installed or used on type

IIT vehicles.
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10.

11.

12,

Type III vehicles must be equipped with mirrors as required by law.

Any type III vehicle may not stop traffic and may not load or unload before
making a complete stop and disengaging gears by shifting into park. Any type
I1I vehicle used to transport students must not load or unload so that a student
has to cross the road, except where not possible or impractical, then the driver or
assistant must escort a student across the road. If the driver escorts the student
across the road, then the motor must be stopped, the ignition key removed, the
brakes set, and the vehicle otherwise rendered immobile.

Any type III vehicle used to transport students must carry emergency equipment
including:

a. Fire extinguisher. A minimum of one 10BC rated dry chemical type fire
extinguisher is required. The extinguisher must be mounted in a bracket,
and must be located in the driver’s compartment and be readily accessible to
the driver and passengers. A pressure indicator is required and must be
easily read without removing the extinguisher from its mounted position.

b. First aid kit and body fluids cleanup kit. A minimum of a ten-unit first aid
kit and a body fluids cleanup kit is required. They must be contained in
removable, moisture- and dust-proof containers mounted in an accessible
place within the driver’s compartment and must be marked to indicate their
identity and location.

c. Passenger cars and station wagons may carry a fire extinguisher, a first aid
kit, and warning triangles in the trunk or trunk area of the vehicle if a label
in the driver and front passenger area clearly indicates the location of these
items.

Students will not be regularly transported in private vehicles that are not state
inspected as type III vehicles. Only emergency, unscheduled transportation may
be conducted in vehicles with a seating capacity of 10 or fewer without meeting
the requirements for a type IIl vehicle. Also, parents may use a private vehicle
to transport their own children under a contract with the district. The school
district has no system of inspection for private vehicles.

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

Type I1I Vehicle Driven by Employees with a Class A-D Driver’s License

1.

The holder of a Class A, B, C, or D driver’s license, without a school bus
endorsement, may operate a type III vehicle, described above, under the
following conditions:

a. The operator is an employee of the entity that owns, leases, or contracts for
the school bus, which may include the school district.

b. The operator’s employer, which may include the school district, has adopted
and implemented a policy that provides for annual training and certification
of the operator in:

(1) safe operation of a type Iil vehicle;

(2) understanding student behavior, including issues relating to students
with disabilities;

(3) encouraging orderly conduct of students on the bus and handling
incidents of misconduct appropriately;

(4) knowing and understanding relevant laws, rules of the road, and local
school bus safety policies;

(5) handling emergency situations;

(6) proper use of seat belts and child safety restraints;

(7) performance of pretrip vehicle inspections;

(8) safe loading and unloading of students, including, but not limited to:

(a) utilizing a safe location for loading and unloading students at the
curb, on the nontraffic side of the roadway, or at off-street loading
areas, driveways, yards, and other areas to enable the student to
avoid hazardous conditions;

(b) refraining from loading and unloading students in a vehicular
traffic lane, on the shoulder, in a designated turn lane, or a lane
adjacent to a designated turn lane;

(c) avoiding a loading or unloading location that would require a
student to cross a road, or ensuring that the driver or an aide

personally escort the student across the road if it is not reasonably
feasible to avoid such a location; and
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(d) placing the type IIl vehicle in “park” during loading and unloading;
and

(9) compliance with paragraph V.E. concerning reporting convictions to
the employer within ten days of the date of conviction.

A background check or background investigation of the operator has been
conducted that meets the requirements under Minn. Stat. § 122A.18, Subd.
8, or Minn. Stat. § 123B.03 for school district employees; Minn. Stat. §
144.057 or Minn. Stat. Ch. 245C for day care employees; or Minn. Stat. §
171.321, Subd. 3, for all other persons operating a type A or type III vehicle
under this section.

. The operator’s driver’s license is verified annually by the entity that owns,
leases, or contracts for the school bus.

A person who sustains a conviction, as defined under Minn. Stat. §609.02,
of violating Minn. Stat. § 169A.25, § 169A.26, § 169A.27 (driving while
impaired offenses), or § 169A.31 (alcohol-related school bus driver
offenses), or whose driver’s license is revoked under Minn. Stat. §§ 169A.50
to 169A.53 of the implied consent law, or who is convicted of or has his or
her driver’s license revoked under a similar statute or ordinance of another
state, is precluded from operating a type III vehicle for five years from the
date of conviction.

A person who has ever been convicted of a disqualifying offense as defined
in Minn. Stat. § 171.3215, Subd.1(c), (i.e., felony, controlled substance,
criminal sexual conduct offenses, or offenses for surreptitious observation,
indecent exposure, use of minor in a sexual performance, or possession of
child pornography or display of pornography to a minor) may not operate a
type II vehicle.

. A person who sustains a conviction, as defined under Minn. Stat. § 609.02,
of a moving offense in violation of Minn. Stat. Ch. 169 within three years of
the first of three other moving offenses is precluded from operating a type III
vehicle for one year from the date of the ]ast conviction.

Students riding the type III vehicle must have training required under Minn.
Stat. § 123B.90, Subd. 2 (See Section IL.B., above).
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i. Documentation of meeting the requirements listed in this section must be
maintained under separate file at the business location for each type III
vehicle operator. The school district or any other entity that owns, leases, or
contracts for the type III vehicle operating under this section is responsible
for maintaining these files for inspection.

j. A person who operates a type III vehicle and who sustains a conviction as
described in Section VL.E.1.g. (i.e., driving while impaired offenses,
VLE.1.h. (ie., felony, controlled substance, criminal sexual conduct
offenses, or offenses for surreptitious observation, indecent exposure, use of
minor in a sexual performance, or possession of child pornography or
display of pornography to a minor), or VLE.1.i. (multiple moving violations)
while employed by the entity that owns, leases, or contracts for the school
bus, shall report the conviction to the person’s employer within ten days of
the date of the conviction. The notification shall be in writing and shall
contain all the information set forth in Attachment C accompanying this
policy. This provision does not apply to a school district employee whose
normal duties do not include operating a type III vehicle.

2. The type III vehicle must bear a current certificate of inspection issued under
Minn. Stat. § 169.451.

3. An operator employed by the school district, whose normal duties do not
include operating a type III vehicle, who holds a Class D driver’s license
without a school bus endorsement, may operate a type III vehicle and is exempt
from paragraphs VIL.C.1.d. (physical examination) above.

F.  Type A-I “Activity” Buses Driven by Employees with Class D Driver’s License

1.  The holder of a Class D driver’s license, without a school bus endorsement, may
operate a type A-I school bus or a Multifunctional School Activity Bus
(MFSAB) under the following conditions:

a. The operator is an employee of the school district or an independent
contractor with whom the school district contracts for the school bus and is
not solely hired to provide transportation services under this paragraph.

b. The operator drives the school bus only from points of origin to points of
destination, not including home-to-school trips to pick up or drop off

students.

c. The operator is prohibited from using the eight-light system if the vehicle is
so equipped.
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A.

Training.

d.

The operator has submitted to a background check and physical examination
as required by Minn. Stat. § 171.321, Subd. 2.

The operator has a valid driver’s license and has not sustained a conviction
of a disqualifying offense as set forth in Minn. Stat. § 171.02, Subd. 2a(h) -

2a(j).

The operator has been trained in the proper use of child safety restraints as
set forth in the National Highway Traffic Safety Administration’s
“Guideline for the Safe Transportation of Pre-school Age Children in School
Buses,” if child safety restraints are used by passengers, in addition to the
training required in Section V1., above.

The bus has a gross vehicle weight of 10,000 pounds or less and is designed
to transport 15 or fewer passengers, including the driver.

The school district shall maintain annual certification of the requirements listed
in this section for each Class D license operator.

A school bus operated under this section must bear a current certificate of
inspection.

The word “School” on the front and rear of the bus must be covered by a sign
that reads “Activities” when the bus is being operated under authority of this
section.

VII. SCHOOL BUS DRIVER TRAINING

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

1.

Pre-Trip Inspection

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

po o

The engine compartment -- belts, valves, fluid leaks
Engine start, warning lights, gauges, horn

Fuel level

Brakes -- pedal reserve and air/vacuum gauges
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e. Interior -- seats, floor, lights

Electrical charging system

Emergency door

1) smooth latch operation

2) alarm buzzer

Entrance door operation

Lift door operation and alarm

Lift equipment for wheelchairs

Wheels, service brakes, emergency brake

Exterior lights -- headlights, brake lights, marker lights, turn signals
. Exhaust system

Windows, windshield, and inspection sticker

Eight-light system and stop arm

Emergency equipment -- first aid kit, body fluids clean-up kit, reflectors, two-

way radio

@
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Fundamentals and Techniques of School Bus Driving
The driver training program must include:
Relevant laws
Rules of the road and School District safety policies
Defensive driving
Driving in inclement weather conditions
1) reduced visibility -- rain, snow, fog
2) wet roads
3) icy roads
Dealing with pedestrians and students in traffic
Operation of the manual or automatic transmission
The use of the drive train for stopping the school bus
Situations where the hand brake will and will not stop a moving bus
Steering and turning techniques
Right and left turn maneuvers
Gauging the speed of other vehicles on cross streets
Use of mirrors
. Merging into traffic
Visual perceptions
Safe following distances
Safe passing procedures
Safe backing procedures
Use of the eight-light system and School District policy regarding its use
Loading and unloading procedures
Knowledge of the danger zone concept
Policies and Procedures for grade level railroad crossings
Emergency use of the public address system
. Response to an approaching emergency vehicle while unloading
Leaving the bus unattended at school sites

e o p
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Special Education Transportation

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

Handling of wheelchairs

Operation of lift equipment

What to do in a medical emergency

Proper use of wheelchair securement devices

School District policies on the use of seat belts on designated students
Handicapping conditions

Responsibilities of the bus driver and the bus aide

School District policy in situations where a responsible person is not
available to receive a student

TR e Ao o

Emergency Procedures
Drivers must be prepared to deal with emergency situations while operating on
routes and field trips. Included in these emergency situations are mechanical
breakdown, fire, accident, or passenger injury. Drivers are to receive training in:
a. Identifying the degree of an emergency before beginning an evacuation
b. Identifying a safe evacuation unloading area
c. Preplanning emergency evacuations for both conventional and lift buses
1) front rear, and both door evacuations
2) evacuation of special education students
3) evacuation of physically disabled students and students using wheelchairs
4) placement of students in a safe location
d. Cooperation in emergency evacuation drills
e. Mechanical breakdowns
1) stop bus in safe location
2) keep passengers in bus if safe to do so
3) take steps to warn motorists
4) radio or call for assistance
How to secure the school bus and place emergency triangles
Use of the two-way communication system in an emergency
When it is appropriate to evacuate the school bus
How to supervise an emergency evacuation
Emergency evacuation of the disabled
Special considerations when evacuating a lift bus
Lifting techniques for handling disabled students in an emergency
situation
. Priorities when dealing with injured passengers
How to use the school bus first aid kit
Use and operation of the fire extinguisher
Dealing with other motorists and the police
Use of emergency reflectors and hazard lights

=R T oime
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r. Control of exposure to blood borne pathogens

s. Use of body fluid clean-up kits

t. School District policy on medical emergencies

u. Recognition and handling of epileptic seizures

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

5.  First Aid
All drivers must be certified in first aid and CPR and be familiar with the
procedures for dealing with obstructed airways, shock, bleeding and seizures.
6.  Private or Confidential Student Information
Types of student data that are considered private or confidential under Minnesota
Statutes
7. Student Discipline
a. Creating a positive attitude on the school bus
b. Oral and visual communications skills between the driver and the passenger
c. Dealing confidently with a disruptive student
d. District discipline policy
e. Developing and enforcing workable rules
f. Incident report forms
g. District policy on possession of weapons by a student
h. District policy on sexual, racial and religious harassment/violence
i. District policy on smoking
8.  Human Relations
a. Appropriate driver behavior
b. Sensitivity to a diverse student population
c. Sensitivity to handicapping conditions
d. Relations with parents and school staff
e. Working with a special education bus aide
9.  Chemical Abuse
a. How alcohol and/or drugs can affect driving skills
b. Drug-testing programs
c. State and federal requirements
Evaluation.

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

1.
2.
!

safely operate the type of school bus the driver will be driving

understand student behavior, including issues relating to students with disabilities
ensure orderly conduct of students on the bus and handle incidents of misconduct
appropriately

know and understand relevant laws, rules of the road and local school bus safety
policies
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5. handle emergency situations
6. safely load and unload students, and;

VIII. EMERGENCY PROCEDURES

A.

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

Injuries/Medical Emergencies.

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

Tornado.

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

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

Evacuation.

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

Accident.

In case of an accident, the driver should immediately assess students for injuries. In the
event of serious emergencies or injuries, the driver must first contact 911 or the
dispatcher in order to initiate a 911 call. After the 911 call, the driver must begin any
emergency first aid procedures if necessary. The driver must also notify the School
District of any school bus accidents immediately.

Upon providing emergency care and notifying the District, the driver shall:
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1.  In cooperation with police officer and/or ambulance service, assist with the care of
students.

2.  See that all injured students receive proper care.

3.  Determine facts pertaining to accident.

4.  Call Transportation/District staff to give list of names and circumstances so they
can begin calling parents.

5. Discuss the accident only with police and School District officials.

6. Record all students' names.

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

Before leaving for the day, the driver shall fill out an accident report. All bus accidents
will be reported to the Department of Public Safety.

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

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

H. Lights.
In an emergency stop, the driver should turn on the four-way hazard warning lights, and

running or clearance lights.

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

IX. VEHICLE MAINTENANCE STANDARDS
A.  All school vehicles shall be maintained in safe operating conditions through a

systematic preventive maintenance and inspection program adopted or approved by the
School District.
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B.  All school vehicles shall be inspected in accordance with legal requirements.

C. Daily pre-trip inspections shall be required and prompt reports submitted of defects to
be immediately corrected.

X. EXPENDITURES FOR SCHOOL BUS SAFETY ACTIVITIES

A description of School District funds expended for school bus safety activities from student
transportation reserved revenue is kept in the office of the Transportation Safety Director and
is available for review. As required by law, these expenditures will be annually reported to the
Department of Public Safety.

The School District's expenditures for transportation safety are incorporated by reference into
this policy.

XI. SCHOOL TRANSPORTATION SAFETY DIRECTOR

The School Board has designated an individual to serve as the School District's School
Transportation Safety Director. The School Transportation Safety Director shall have day-to-
day responsibility for pupil transportation safety, including transportation of nonpublic and
charter school children when provided by the District. The School Board authorizes the
School Transportation Safety Director to designate each location where a school bus shall not
use the stop-signal arm system and flashing red signals while loading or unloading school
children. The School Board Policy Committee will annually review this policy and forward it
to the School Board for approval. The name, address and telephone number of the School
Transportation Safety Director are on file with the Superintendent. Any questions regarding
student transportation or this policy should be addressed to the School Transportation Safety
Director.

Legal References: Minn. Stat. § 122A.18, Subd. 8 (Board to Issue Licenses)
Minn. Stat. § 123B.03 (Background Check)
Minn. Stat. § 123B.42 (Textbooks; Individual Instructor or Cooperative Learning
Material; Standard Tests)
Minn. Stat. § 123B.88 (Independent School Districts; Transportation)
Minn. Stat. § 123B.885 (Diesel School Buses; Operation of Engine; Parking)
Minn. Stat. § 123B.90 (School Bus Safety Training)
Minn. Stat. § 123B.91 (School District Bus Safety Responsibilities)
Minn. Stat. § 144.057 (Background Studies on Licensees and Other Personnel)
Minn. Stat. Ch. 169 (Traffic Regulations)
Minn. Stat. § 169.011, Subds. 15 and 71 (Definitions)
Minn. Stat. § 169.443 (Safety of School Children; Bus Driver’s Duties)
Minn. Stat. § 169.446, Subd. 2 (Driver Training Programs)
Minn. Stat. § 169.451 (Inspecting School and Head Start Buses; Rules;
Misdemeanor)
Minn. Stat. § 169.454 (Type Il Vehicle Standards)
Minn. Stat. § 169.4582 (Reportable Offense on School Buses)
Minn. Stat. §§ 169A.25-169A.27 (Driving While Impaired)
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Cross References:

Minn. Stat. § 169A.31 (Alcohol-Related Schoo! Bus or Head Start Bus Driving)
Minn. Stat. §§ 169A.50-169A.53 (Implied Consent Law)

Minn. Stat. § 171.02, Subds. 2, 2a, and 2b (Licenses; Types, Endorsements,
Restrictions)

Minn. Stat. § 171.168 (Notification of Conviction for Violation by a Commercial
Driver)

Minn. Stat. § 171.169 (Notification of Suspension of License of Commercial
Driver)

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

Minn. Stat. § 171.3215, Subd. 1(c) (Canceling Bus Endorsement for Certain
Offenses)

Minn. Stat. §181.951 (Authorized Drug and Alcohol Testing)

Minn. Stat. Ch. 245C (Human Services Background Studies)

Minn. Stat. § 609.02 (Definitions)

Minn. Rules Parts 7470.1000-7470.1700 (School Bus Inspection)

49 C.F.R. § 383.31 (Notification of Convictions for Driver Violations)

49 C.F.R. § 383.33 (Notification of Driver’s License Suspensions)

49 C.F.R. § 383.5 (Transportation Definitions)

Policy 304 (Transportation of Pupils)

Policy 430 (Transportation Employee Drug & Alcohol Policy)
Policy 505 (Use of Student Records)

Policy 515 (Discipline Policy)
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