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1. SERIES 700 Non-Instructional Operations

1.A. 702.3 Cash Reserves (not MSBA)



 

 

 

  

CASH RESERVES           702.3 

 

 

 

 

I. GENERAL STATEMENT OF POLICY 
 

The Board of Directors and the Administration of the District shall maintain the District in the most 

responsible fiscal positions recommended by State law and by the Department of Education, as well 

as by the most prudent financial consultants available. 

 

II. RESERVE BALANCE 
 

In order to maintain such fiscal integrity, the District target is to hold a cash reserve of between 8 and 

15 percent of its annual budget.  Such a reserve shall be used only for those contingencies for which 

fiscally responsible bodies usually use them; and, when used, the reserve shall be restored to its 

desirable level as soon as possible. 

 

III. TAX LEVY 
 

Tax levied in order to establish any such reserve shall always be restricted, so that the cash reserve 

can be established and maintained as originally intended. 
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DEVELOPMENT AND MAINTENANCE OF AN INVENTORY                                                 704 

OF FIXED ASSETS AND A FIXED ASSET ACCOUNTING SYSTEM 
 

 

I. PURPOSE 
 

The purpose of this policy is to provide for the development and maintenance of an inventory of 

the fixed assets of the school district and the establishment and maintenance of a fixed asset 

accounting system. 

 

II. GENERAL STATEMENT OF POLICY 
 

It is the policy of this school district that a fixed asset accounting system and an inventory of 

fixed assets be developed and maintained. 

 

III. DEVELOPMENT OF INVENTORY AND ACCOUNTING SYSTEM 
 

The superintendent or such other school official as designated by the superintendent or the school 

board shall be responsible for the development and maintenance of an inventory of the fixed 

assets of the school district, and for the establishment and maintenance of a formal fixed asset 

accounting system.  The accounting system shall be operated in compliance with the applicable 

provisions of the Uniform Financial Accounting and Reporting Standards for Minnesota School 

Districts (UFARS).  In addition, the inventory shall specify the location of all  continued abstracts 

showing the conveyance of the property to the school district; certificates of title showing title to 

the property in the school district;  title insurance policies; surveys; and other property records 

relating to the real property of the school district. 

 

IV. REPORT 
 

The administration shall annually update the property records of the school district and  provide 

an inventory of the fixed assets of the school district to the school board.  This inventory may be 

utilized to prepare the annual report to the Commissioner required by Minn. Stat. §123B.14, 

Subd. 7. 

 

Legal References: Minn. Stat. § 123B.09 (School Board Powers) 

Minn. Stat. § 123B.14, Subd. 7 (Duties of School Board Clerk) 

   Minn. Stat. § 123B.02 (School District Powers) 

Minn. Stat. § 123B.51 (Schoolhouse and Sites; Access for Noncurricular 

Purposes) 

 

Cross References: Policy 702 (Accounting) 

MSBA Service Manual, Chapter 7, Education Funding 
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704 DEVELOPMENT AND MAINTENANCE OF AN INVENTORY OF FIXED 

ASSETS AND A FIXED ASSET ACCOUNTING SYSTEM 
 
 
I. PURPOSE 
 

The purpose of this policy is to provide for the development and maintenance of an 
inventory of the fixed assets of the school district and the establishment and maintenance 
of a fixed asset accounting system. 

 
II. GENERAL STATEMENT OF POLICY 
 

It is the The policy of the school district is that a fixed asset accounting system and an 
inventory of fixed assets be developed and maintained. 

 
III. DEVELOPMENT OF INVENTORY AND ACCOUNTING SYSTEM 
 

The superintendent or such other school official as designated by the superintendent or 
the school board shall be responsible for the development and maintenance of an 
inventory of the fixed assets of the school district and for the establishment and 
maintenance of a formal fixed asset accounting system.  The accounting system shall be 
operated in compliance with the applicable provisions of the Uniform Financial 
Accounting and Reporting Standards for Minnesota School Districts (UFARS).  In 
addition, the inventory shall specify the location of all continued abstracts showing the 
conveyance of the property to the school district; certificates of title showing title to the 
property in the school district; title insurance policies; surveys; and other property records 
relating to the real property of the school district. 

 
IV. REPORT 
 

The administration shall annually update the property records of the school district and 
provide an inventory of the fixed assets of the school district to the school board.  This 
inventory may be utilized to prepare the annual report to the Commissioner required by 
Minn. Stat. §123B.14, Subd. 7. 

 
Legal References: Minn. Stat. § 123B.02 (School District Powers) 

Minn. Stat. § 123B.09 (School Board Powers) 
Minn. Stat. § 123B.14, Subd. 7 (Duties of School Board Clerk) 
Minn. Stat. § 123B.51 (Schoolhouse and Sites; Access for Noncurricular 
Purposes) 

 
Cross References: MSBA/MASA Model Policy 702 (Accounting) 

MSBA Service Manual, Chapter 7, Education Funding 



1.C. 705 Waconia School District Investment Policy



 

WACONIA SCHOOL DISTRICT INVESTMENT POLICY                                   705 
 

A.  Scope 

 

 This investment procedure applies to all funds of the District.  These funds are 

accounted for in the District’s annual financial report and include all current funds, 

and any other funds that may be created from time to time.  All transactions 

involving the funds and related activity of any funds shall be administered in 

accordance with the provisions of this procedure and the canons of the “prudent 

person rule.” 

 

B.  Objectives 

 

1.  Safety of Principal - Investments shall be undertaken in a manner that seeks to 

ensure the preservation of principal in the overall portfolio.  To attain this 

objective only appropriate investment instruments will be purchased and 

insurance or collateral may be required to ensure the return of principal. 

 

2.  Liquidity - The District’s investment portfolio shall be structured in such manner 

as to provide sufficient liquidity to pay obligations as they come due. 

 

3.  Return on Investments - The investment portfolio shall be designed to attain a 

market-average rate of return throughout budgetary and economic cycles, taking 

into account the risk constraints, the cash flow characteristics of the portfolio and 

legal restrictions for return on investments. 

 

4.  Maintaining the Public’s Trust - The investment officers shall seek to act 

responsibly as custodians of the public trust and shall avoid any transaction that 

might impair public confidence in the District, the Board or the School Treasurer. 

 

C.  Investment Instruments 

 

The District may invest in any type of security allowed by Minnesota Statutes as 

may be amended from time to time.  The District has chosen to limit its allowable 

investments to those instruments listed below: 

 

1.  Bonds, notes, certificates of indebtedness, treasury bills or other securities now 

or hereafter issued by the United States of America, its agencies and allowable 

instrumentalities; 

 

2.  Interest bearing savings accounts, interest bearing certificates of deposit or 

interest bearing time deposits, or any other investments constituting direct 

obligations of any bank; 

 

3.  Certificates of deposit with federally insured institutions that are collateralized or 

insured in excess of the $250,000 or as provided by the Federal Deposit 

Insurance Corporation coverage limit; 



 
 

 

4.  Collateralized repurchase agreements that conform to the requirements stated in 

118A.05 sub. 2 of the statutes; 

 

5.  Commercial paper meeting the following requirements: 

 

a)  The corporation must be organized in the United States or be a Canadian 

subsidiary. 

 

b)  The corporation’s assets must exceed $500,000,000. 

 

c)  The obligations at the time of purchase must be rated at the highest 

classifications (A-1/P-1) by both Standard & Poor’s and Moody’s rating 

agencies. 

 

d)  The obligations cannot have a maturity longer than 150 days. 

 

e)  Not more than 50% of the total investment fund can be invested in 

commercial paper at any time. 

 

f)  The total investment in any one corporation cannot exceed 10% of the 

corporation’s outstanding obligations. 

 

g)  The total investment in any one corporation cannot be more than $10 

million. 

 

6.  Investments may be made only in those savings banks or savings and loan 

associations that are insured by the Federal Deposit Insurance Corporation. 

 

7.  Investment products that are considered as derivatives are specifically excluded 

from approved investments. 

 

8.  With respect to assets of an OPEB (Other Postemployment Benefits) trust, 

investments provided in (1) through (7) hereof and investments described in 

Minnesota Statutes Section 356A.06, subdivision 7. 

 

D.  Diversification 

 

It is the policy of the District to diversify its investment portfolio.  Investments shall be 

diversified to eliminate the risk of loss resulting in over concentration in a specific 

maturity, issuer, or class of securities.  Diversification strategies shall be determined and 

revised periodically by the School Treasurer.  The diversification shall be as follows: 

 

a) Up to 100% of C.1., but not less than 10% 

 



 
 

b) Up to 90% of C.2. and C.3. 

 

c) Up to 50% of C.4. and C.5. 

 

E.  Collateralization 

 

1.  It is the policy of the District to require that time deposits in excess of FDIC 

insurable limits be secured by collateral at 110% or private insurance to protect 

public deposits in a single financial institution if it were to default. 

 

2.  Eligible collateral instruments are any investment instruments acceptable under 

118A.03.  The collateral must be placed in safekeeping at or before the time the 

District buys the investments so that it is evident that the purchase of the 

investment is predicated on the securing of collateral. 

 

3.  Safekeeping of Collateral 

 

a)  Third party safekeeping is required for all collateral.  To accomplish this, 

the securities must be held at one or more of the following locations: 

 

1)  at a Federal Reserve Bank or its branch office; 

 

2)  at another custodial facility in a trust or safekeeping department 

through book-entry at the Federal Reserve; 

 

3)  by an escrow agent of the pledging institution; or  

  

4)  by the trust department of the issuing bank 

 

b)  Safekeeping will be documented by an approved written agreement 

between the Board of Education and the governing board of the bank that 

complies with FDIC regulations.  This may be in the form of a 

safekeeping agreement. 

 

c)  Substitution or exchange of securities held in safekeeping for the District 

can be approved exclusively by the Treasurer, and only if the market 

value of the replacement securities is equal to or greater than the market 

value of the securities being replaced. 

 

F.  Safekeeping of Securities 

 

1.  Third party safekeeping is required for all securities and commercial paper.  To 

accomplish this, the securities must be held only at the following locations: 

 

a)  at a Federal Reserve Bank or its branch office; 



 
 

 

b)  at another custodial facility, which shall be a trust or safekeeping 

department through book-entry at the Federal Reserve, unless physical 

securities are involved; or 

 

c)  in an insured account at a primary reporting dealer 

 

2.  Safekeeping will be documented by an approved written agreement between the 

Board of Education and the holder of the securities.  This may be in the form of a 

safekeeping agreement, trust agreement, escrow agreement or custody 

agreement. 

 

3.  Original certificates of deposits will be held by the originating bank.  A 

safekeeping receipt will be acceptable documentation. 

 

G.  Qualified Financial Institutions and Intermediaries 

 

1.  Depositories - Demand Deposits 

 

a)  Any financial institution selected by the District shall provide normal 

banking services, including, but not limited to: checking accounts, wire 

transfers and safekeeping services. 

 

b)  The District will not maintain funds in any financial institution that is not 

a member of the FDIC system.  In addition, the District will not maintain 

funds in any institution that does not first agree to post required collateral 

for funds or purchase private insurance in excess of FDIC insurable limits 

and in amounts acceptable to the District. 

 

c)  To qualify as a depository, a financial institution must furnish the 

Treasurer with copies of the latest two statements of condition which it is 

required to furnish to the Comptroller of Currency as the case may be.  

While acting as a depository, a financial institution must continue to 

furnish such statements to the Treasurer within 45 days of the end of each 

quarter. 

 

d)  Fees for banking services shall be mutually agreed to by an authorized 

representative of the depository bank and the Treasurer on an annual basis.  

Fees for services shall be substantiated by a monthly account analysis. 

 

e)  All financial institutions acting as a depository for the District must enter 

into a “Depository Agreement.” 

 

2.  Banks and Savings and Loans - Certificates of Deposit 

 



 
 

Any financial institution selected to be eligible for the District’s competitive 

certificate of deposit purchase program must: 

 

a)  provide wire transfer and certificate of deposit safekeeping services; 

 

b)  be a member of FDIC system and be willing and capable of posting 

required collateral or private insurance for funds in excess of FDIC 

insurable limits and in amounts required by the District; and  

 

c)  meet at all times the financial criteria as established in the investment 

procedures of the District. 

 

3.  Intermediaries 

 

Any financial intermediary selected to be eligible for the District’s competitive 

investment program must: 

 

a) provide wire transfer and deposit safekeeping services; 

 

b) be a member of a recognized U.S. Securities and Exchange Commission 

Self Regulatory Organization such as the New York Stock Exchange, 

National Association of Securities Dealers, Municipal Securities Rule 

Making Board, etc; 

 

c) provide an annual audit upon request; 

 

d) maintain an office within the State of Minnesota and be licensed to 

conduct business in this State; and 

 

e) be familiar with the Board of Education’s policy and accept financial 

responsibility for any investment not appropriate according to the policy. 

 

H.  Management of Program 

 

1.  The following individuals are authorized to purchase and sell investments, 

authorize wire transfers, authorize the release of pledged collateral, and to 

execute any documents required under this procedure: 

 

a)  Treasurer (Business Official) 

 

b)  Assistant Treasurers (Business Official/District Accountant) 

 

These documents include: 

 

1)  Wire Transfer Agreement 



 
 

 

2)  Depository Agreement 

 

3)  Safekeeping Agreement 

 

4)  Custody Agreement 

 

2.  Management responsibility for the investment program is hereby delegated to the 

Treasurer and Assistant Treasurer, who shall establish a system of internal 

controls and written operational procedures designed to prevent losses of funds 

that might arise from fraud, employee error, misrepresentation by third parties, or 

imprudent actions by employees of the entity.  Such procedures shall include 

explicit delegation of authority to persons responsible for the execution under the 

direction of the Treasurer of specific financial transactions, including: investment 

transactions; check signing, check reconcilement, deposits, bond payments, 

report preparation and wire transfers.  No person may engage in any investment 

transaction except as provided for under the terms of this policy.  The Treasurer 

shall be responsible for all transactions undertaken and shall establish a system of 

controls to regulate the activities of subordinates. 

 

3.  The wording of agreements necessary to fulfill the investment responsibilities is 

the responsibility of the Treasurer who shall periodically review them for their 

consistency with District policy and State law and who shall be assisted in this 

function by the Assistant Treasurer, District legal counsel and auditors.  These 

agreements include but not limited to: 

 

a)  Wire Transfer Agreement 

 

b)  Depository Agreement 

 

c)  Safekeeping Agreement 

 

d)  Custody  Agreement 

 

4.  The Treasurer may use financial intermediaries, brokers, and/or financial 

institutions to solicit bids for securities and certificates of deposit.  These 

intermediaries shall be approved by the Board of Education. 

 

5.  All wire transfers made by the Treasurer shall require a secondary authorization 

by the Assistant Treasurers or Treasury Clerk/Bookkeeper/Accountant. 

 

I.  Performance 

 

The Treasurer will seek to earn a rate of return appropriate for the type of 

investments being managed given the portfolio objectives defined in Section B of 



 
 

this document for all funds.  In general, the Treasurer will strive to earn an average 

rate of return equal to or greater than the U.S. Treasury Bill rate for a given period of 

time for the average weighted maturity of the District’s investments. 

 

J.  Ethics and Conflicts of Interest 

 

Officers and employees involved in the investment process shall refrain from 

personal business activity that could conflict with the proper execution of the 

investment program, or which could impair their ability to make impartial 

investment decisions.  Further, no officer involved in the investment process shall 

have any interest in, or receive any compensation from, any investments in which the 

District is authorized to invest, or the sellers, sponsors or managers of those 

investments. 

 

K.  Indemnification 

 

Investment officers and employees of the District acting in accordance with this 

Investment Procedure and such written operational policies as may be established by 

the District, and who otherwise exercise due diligence and act with reasonable 

prudence, shall be relieved of personal liability for an individual security’s credit risk 

or market changes.  118.02 sub. 2 

 

L.  Reporting 

 

The Treasurer shall submit to the Board of Education and the Superintendent a 

monthly investment report which shall include information regarding securities in 

the portfolio by class or type, book value, income earned, and market values as of the 

report date.  Generally accepted accounting principles shall be used for valuation 

purposes.  The report shall indicate any areas of policy concern and planned revision 

of investment strategies. 

 

M.  Amendment 

 

This procedure shall be reviewed from time to time by the Treasurer with regards to 

the procedure’s effectiveness in meeting the District’s needs for safety, liquidity, rate 

of return, diversification, and general performance.  Any substantive changes will be 

reported to the Board of Education. 

 
 
Policy Adopted: September 2004 / November 2006 / Amended September 22, 2008 /  

Amended April 2009 
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705 INVESTMENTS 
 

[Note:  The provisions of this policy substantially reflect legal requirements.] 
 
I. PURPOSE 
 

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

 
II. GENERAL STATEMENT OF POLICY 
 

It is the The policy of this school district is to comply with all state laws relating to 
investments and to guarantee that investments meet certain primary criteria. 

 
III. SCOPE 
 

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

 
IV. AUTHORITY; OBJECTIVES 
 

A. The funds of the school district shall be deposited or invested in accordance with 
this policy, Minn. Stat. Ch. 118A and any other applicable law or written 
administrative procedures. 

 
B. The primary criteria for the investment of the funds of the school district, in 

priority order, are as follows 
 

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

 
2. Liquidity.  The funds shall be invested to assure that funds are available to 

meet immediate payment requirements, including payroll, accounts 
payable, and debt service. 

 
3. Return and Yield.  The investments shall be managed in a manner to attain 

a market rate of return through various economic and budgetary cycles, 
while preserving and protecting the capital in the investment portfolio and 
taking into account constraints on risk and cash flow requirements. 
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V. DELEGATION OF AUTHORITY 
 

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

 
B. All officials and employees that are a part of the investment process shall act 

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

 
VI. STANDARD OF CONDUCT 
 

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

 
VII. MONITORING AND ADJUSTING INVESTMENTS 
 

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

 
VIII. INTERNAL CONTROLS 
 

The investment officer shall establish a system of internal controls which shall be 
documented in writing.  The internal controls shall be reviewed by the school board and 
shall be annually reviewed for compliance by the school district’s independent auditors.  
The internal controls shall be designed to prevent and control losses of public funds due 
to fraud, error, misrepresentation, unanticipated market changes, or imprudent actions by 
officers, employees, or others.  The internal controls may include, but shall not be limited 
to, provisions relating to controlling collusion, separating functions, separating 
transaction authority from accounting and record keeping, custodial safekeeping, 
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avoiding bearer form securities, clearly delegating authority to applicable staff members, 
limiting securities losses and remedial action, confirming telephone transactions in 
writing, supervising and controlling employee actions, minimizing the number of 
authorized investment officials, and documenting transactions and strategies. 

 
IX. PERMISSIBLE INVESTMENT INSTRUMENTS 
 

The school district may invest its available funds in those instruments specified in Minn. 
Stat. §§ 118A.04 and 118A.05, as these sections may be amended from time to time, or 
any other law governing the investment of school district funds.  The assets of an other 
postemployment benefits (OPEB) trust or trust account established pursuant to Minn. 
Stat. § 471.6175 to pay postemployment benefits to employees or officers after their 
termination of service, with a trust administrator other than the Public Employees 
Retirement Association, may be invested in instruments authorized under Minn. Stat. Ch. 
118A or § 356A.06, Subd. 7.  Investment of funds in an OPEB trust account under Minn. 
Stat. § 356A.06, Subd. 7, as well as the overall asset allocation strategy for OPEB 
investments, shall be governed by an OPEB Investment Policy Statement (IPS) 
developed between the investment officer, as designed herein, and the trust administrator. 

 
X. PORTFOLIO DIVERSIFICATION; MATURITIES 
 

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

 
B. The school district shall diversify its investments to avoid incurring unreasonable 

risks inherent in over-investing in specific instruments, individual financial 
institutions or maturities. 

 
1. The investment officer shall prepare and present a table to the school 

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

 
2. The investment officer shall prepare and present to the school board for its 

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

 
3. Investment maturities shall be scheduled to coincide with projected school 

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

 
XI. COMPETITIVE SELECTION OF INVESTMENT INSTRUMENTS 
 

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

 
XII. QUALIFIED INSTITUTIONS AND BROKER-DEALERS 
 

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

 
B. Prior to completing an initial transaction with a broker, the school district shall 

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

 
XIII. SAFEKEEPING AND COLLATERALIZATION 
 

A. All investment securities purchased by the school district shall be held in third-
party safekeeping by an institution designated as custodial agent.  The custodial 
agent may be any fFederal rReserve bBank, any bank authorized under the laws 
of the United States or any state to exercise corporate trust powers, a primary 
reporting dealer in United States Government securities to the Federal Reserve 
Bank of New York, or a securities broker-dealer defined in Minn. Stat. § 
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118A.06.  The institution or dealer shall issue a safekeeping receipt to the school 
district listing the specific instrument, the name of the issuer, the name in which 
the security is held, the rate, the maturity, serial numbers and other distinguishing 
marks, and other pertinent information. 

 
B. Deposit-type securities shall be collateralized as required by Minn. Stat. § 

118A.03 for any amount exceeding FDIC, SAIF, BIF, FCUA, or other federal 
deposit coverage. 

 
C. Repurchase agreements shall be secured by the physical delivery or transfer 

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

 
XIV. REPORTING REQUIREMENTS 
 

A. The investment officer shall generate daily and monthly transaction reports for 
management purposes.  In addition, the school board shall be provided a monthly 
report that shall include data on investment instruments being held as well as any 
narrative necessary for clarification. 

 
B. The investment officer shall prepare and submit to the school board a quarterly 

investment report that summarizes recent market conditions, economic 
developments, and anticipated investment conditions.  The report shall summarize 
the investment strategies employed in the most recent quarter and describe the 
investment portfolio in terms of investment securities, maturities, risk 
characteristics, and other features.  The report shall summarize changes in 
investment instruments and asset allocation strategy approved by the investment 
officer for an OPEB trust in the most recent quarter.  The report shall explain the 
quarter’s total investment return and compare the return with budgetary 
expectations.  The report shall include an appendix that discloses all transactions 
during the past quarter.  Each quarterly report shall indicate any areas of policy 
concern and suggested or planned revisions of investment strategies. Copies of the 
report shall be provided to the school district’s auditor. 

 
C. Within forty-five (45) ninety (90) days after the end of each fiscal year of the 

school district, the investment officer shall prepare and submit to the school board 
a comprehensive annual report on the investment program and investment activity 
of the school district for that fiscal year.  The annual report shall include 12-
month and separate quarterly comparisons of return and shall suggest revisions 
and improvements that might be made in the investment program. 

 
D. If necessary, the investment officer shall establish systems and procedures to 

comply with applicable federal laws and regulations governing the investment of 
bond proceeds and funds in a debt service account for a bond issue.  The record 
keeping system shall be reviewed annually by the independent auditor or by 
another party contracted or designated to review investments for arbitrage rebate 
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or penalty calculation purposes. 
 
XV. DEPOSITORIES 
 

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

 
XVI. ELECTRONIC FUNDS TRANSFER OF FUNDS FOR INVESTMENT 
 

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

 
 
Legal References: Minn. Stat. § 118A.01 (Public Funds; Depositories and Investments) 

Minn. Stat. § 118A.02 (Authorization for Deposit and Investment) 
Minn. Stat. § 118A.03 (Depositories and Collateral) 
Minn. Stat. § 118A.04 (Investments) 
Minn. Stat. § 118A.05 (Contracts and Agreements) 
Minn. Stat. § 118A.06 (Delivery and Safekeeping) 
Minn. Stat. § 356A.06, Subd. 7 (Authorized Investment Securities) 
Minn. Stat. § 471.38 (Claims) 
Minn. Stat. § 471.6175 (Trust for Postemployment Benefits) 

 
Cross References: MSBA/MASA Model Policy 703 (Annual Audit) 

MSBA Service Manual, Chapter 7, Education Funding 
Minnesota Legal Compliance Audit Guide Prepared by the Office of the 
State Auditor 



1.D. 709 Student Transportation Safety Policy
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STUDENT TRANSPORTATION SAFETY POLICY                                                        709 

  

 

I. PURPOSE 
 

The purpose of this policy is to provide safe transportation for students and to educate 

students on safety issues and the responsibilities of school bus ridership. 

 

II. PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING 
 

A. School Bus Safety Week 

 

The school district may designate a school bus safety week.  The National School 

Bus Safety Week is the third week in October. 

 

B. Student Training 

 

1. The school district shall provide students enrolled in grades kindergarten 

(K) through 10 with age-appropriate school bus safety training of the 

following concepts: 

 

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

 

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

 

c. appropriate conduct while on the bus; 

 

d. the danger zones surrounding a school bus; 

 

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

 

f. procedures for safe vehicle lane crossing; and 

 

g. school bus evacuation and other emergency procedures. 

 

2. All students in grades K through 6 who are transported by school bus and 

are enrolled during the first or second week of school must receive the 

school bus safety training by the end of the third week of school.  All 

students in grades 7 through 10 who are transported by school bus and are 

enrolled during the first or second week of school must receive the school 

bus safety training or receive bus safety instruction materials by the end of 

the sixth week of school, if they have not previously received school bus 

training.  Students in grades K through 10 who enroll in a school after the 

second week of school, are transported by school bus, and have not 

received training in their previous school districts shall undergo school bus 

safety training or receive bus safety instructional materials within four 

weeks of their first day of attendance. 
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3. The school district and a nonpublic school with students transported by 

school bus at public expense must provide students enrolled in grades K 

through 3 school bus safety training twice during the school year. 

 

4. Students taking driver’s training instructional classes must receive training 

in the laws and proper procedures for operating a motor vehicle in the 

vicinity of a school bus as required by Minn. Stat. § 169.446, Subds. 2 and 

3. 

 

5. The school district and a nonpublic school with students transported by 

school bus at public expense must conduct a school bus evacuation drill at 

least once during the school year. 

 

6. The school district will make reasonable accommodations in training for 

students known to speak English as a second language and students with 

disabilities. 

 

7. The school district may provide kindergarten students with school bus 

safety training before the first day of school. 

 

8. The school district may provide student safety education for bicycling and 

pedestrian safety for students in grades K through 5. 

 

9. The school district shall adopt and make available for public review a 

curriculum for transportation safety education. 

 

10. Nonpublic school students transported by the school district will receive 

school bus safety training by their nonpublic school.  The nonpublic 

schools may use the school district’s school transportation safety 

education curriculum.  Upon request by the school district superintendent, 

the nonpublic school must certify to the school district’s school 

transportation safety director that all students enrolled in grades K through 

10 have received the appropriate training. 

 

III. CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR 
 

A. Riding the school bus is a privilege, not a right.  The school district’s general 

student behavior rules are in effect for all students on school buses; including 

nonpublic and charter school students. 

 

B. Consequences for school bus/bus stop misconduct will be imposed by the school 

district under adopted administrative discipline procedures.  In addition, all school 

bus/bus stop misconduct will be reported to the school district’s transportation 

safety director.  Serious misconduct may be reported to local law enforcement. 

 

1. School Bus and Bus Stop Rules.  The school district school bus safety 

rules are to be posted on every bus.  If these rules are broken, the school 
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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 district’s Transportation 

Office/School Office. 

 

2. Rules at the Bus Stop 

 

a. Get to your bus stop five minutes before your scheduled pick up 

time.  The school bus driver will not wait for late students. 

 

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

 

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

 

d. Use appropriate language. 

 

e. Stay away from the street, road, or highway when waiting for the 

bus. 

 

f. Wait until the bus stops before approaching the bus. 

 

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

 

h. If you must cross the street, always cross in front of the bus where 

the driver can see you. Wait for the driver to signal to you before 

crossing the street. 

 

i. No fighting, harassment, intimidation, or horseplay. 

 

j. No use of alcohol, tobacco, or drugs. 

 

3. Rules on the Bus 

 

a. Immediately follow the directions of the driver. 

 

b. Sit in your seat facing forward. 

 

c. Talk quietly and use appropriate language. 

 

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

 

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

 

f. No fighting, harassment, intimidation, or horseplay. 

 

g. Do not throw any object. 
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h. No eating, drinking, or use of alcohol, tobacco, or drugs. 

 

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

 

j. Do not damage the school bus. 

 

4. Consequences 

 

a. Consequences for school bus/bus stop misconduct will apply to all 

regular and late routes.  Decisions regarding a student’s ability to 

ride the bus in connection with cocurricular and extracurricular 

events (for example, field trips or competitions) will be in the sole 

discretion of the school district. Parents or guardians will be 

notified of any suspension of bus privileges. 

 

(1) Elementary (K-6) 

 

1st offense – warning 

2nd offense – 3 school-day suspension from riding the 

bus 

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

bus 

4th offense – 10 school-day suspension from riding the 

bus/meeting with parent 

Further offenses  –  individually considered.  Students may 

be suspended for longer periods of time, including the 

remainder of the school year. 

 

(2) Secondary (7-12) 

 

1st offense – warning 

2nd offense – 5 school-day suspension from riding the 

bus 

3rd offense – 10 school-day suspension from riding the 

bus 

4th offense – 20 school-day suspension from riding the 

bus/meeting with parent 

5th offense – suspended from riding the bus for the 

remainder of the school year 

 

Note:  When any student goes 60 transportation days without a report, the 

student’s consequences may start over at the first offense. 

 

(3) Other Discipline 

 

Based on the severity of a student’s conduct, more serious 

consequences may be imposed at any time.  Depending on 

the nature of the offense, consequences such as suspension 
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or expulsion from school also may result from school 

bus/bus stop misconduct. 

 

(4) Records 

 

Records of school bus/bus stop misconduct will be 

forwarded to the individual school building and will be 

retained in the same manner as other student discipline 

records.  Reports of student misbehavior on a school bus or 

in a bus-loading or unloading area that causes an immediate 

and substantial danger to the student or surrounding 

persons or property will be provided by the school district 

to the Department of Public Safety in accordance with state 

and federal law. 

 

(5) Vandalism/Bus Damage 

 

Students damaging school buses will be responsible for the 

damages. Failure to pay such damages (or make 

arrangements to pay) within two weeks may result in the 

loss of bus privileges until damages are paid. 

 

(6) Notice 

 

School bus and bus stop rules and consequences for 

violations of these rules will be reviewed with students 

annually and copies of these rules will be made available to 

students.  School bus rules are to be posted on each school 

bus. 

 

(7) Criminal Conduct 

 

In cases involving criminal conduct (for example, assault, 

weapons, drug possession, or vandalism), the appropriate 

school district personnel and local law enforcement 

officials will be informed. 

 

IV. PARENT AND GUARDIAN INVOLVEMENT 

 

A. Parent and Guardian Notification 

 

The school district school bus and bus stop rules will be provided to each family.  

Parents and guardians are asked to review the rules with their children. 

 

B. Parents/Guardians Responsibilities for Transportation Safety 

 

Parents/Guardians are responsible to: 
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1. Become familiar with school district rules, policies, regulations, and the 

principles of school bus safety, and thoroughly review them with their 

children; 

 

2. Support safe riding and walking practices, and recognize that students are 

responsible for their actions; 

 

3. Communicate safety concerns to their school administrators; 

 

4. Monitor bus stops, if possible; 

 

5. Have their children to the bus stop five minutes before the bus arrives; 

 

6. Have their children properly dressed for the weather; and 

 

7. Have a plan in case the bus is late. 

 

V. SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES 

 

A. School bus drivers shall have a valid Class A, B, or C Minnesota driver’s license 

with a school bus endorsement.  A person possessing a valid driver’s license, 

without a school bus endorsement, may drive a type III vehicle set forth in 

Sections VII.B. and VII.C., below.  Drivers with a valid Class D driver’s license, 

without a school bus endorsement, may operate a “type A-I” school bus as set 

forth in Section VII. D., below. 

 

B. The school district shall conduct mandatory drug and alcohol testing of all school 

district bus drivers and bus driver applicants in accordance with state and federal 

law and school district policy. 

 

C. A school bus driver, with the exception of a driver operating a type A-1 school 

bus or type III vehicle, who has a commercial driver’s license and who is 

convicted of a criminal offense, a serious traffic violation, or of violating any 

other state or local law relating to motor vehicle traffic control, other than a 

parking violation, in any type of motor vehicle in a state or jurisdiction other than 

Minnesota, shall notify the Minnesota Division of Driver and Vehicle Services 

(“Division”) of the conviction within 30 days of the conviction.   For purposes of 

this paragraph, a “serious traffic violation” means a conviction of any of the 

following offenses: 

 

1. excessive speeding, involving any single offense for any speed of 15 miles 

per hour or more above the posted speed limit; 

 

2. reckless driving; 

 

3. improper or erratic traffic lane changes; 

 

4. following the vehicle ahead too closely; 
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5. a violation of state or local law, relating to motor vehicle traffic control, 

arising in connection with a fatal accident; 

 

6. driving a commercial vehicle without obtaining a commercial driver’s 

license or without having a commercial driver’s license in the driver’s 

possession. 

 

D. A school bus driver, with the exception of a driver operating a type A-1 school 

bus or type III vehicle, who has a commercial driver’s license and who is 

convicted of violating, in any type of motor vehicle, a Minnesota state or local 

law relating to motor vehicle traffic control, other than a parking violation, shall 

notify the person’s employer of the conviction within 30 days of conviction.  The 

notification shall be in writing and shall contain all the information set forth in 

Attachment A accompanying this policy. 

 

E. A school bus driver, with the exception of a driver operating a type A-1 school 

bus or type III vehicle, who has a Minnesota commercial driver’s license 

suspended, revoked, or cancelled by the state of Minnesota or any other state or 

jurisdiction and who loses the right to operate a commercial vehicle for any 

period or who is disqualified from operating a commercial motor vehicle for any 

period shall notify the person’s employer of the suspension, revocation, 

cancellation, lost privilege, or disqualification.  Such notification shall be made 

before the end of the business day following the day the employee received notice 

of the suspension, revocation, cancellation, lost privilege, or disqualification.  The 

notification shall be in writing and shall contain all the information set forth in 

Attachment B accompanying this policy. 

 

 F. A person who operates a type III vehicle and who sustains a conviction as 

described in Section VII.C.1.g. (i.e., driving while impaired offenses), VII.C.1.h.  

(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), or VII.C.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. 

 

VI. SCHOOL BUS DRIVER TRAINING 
 

A. Training 

 

1. All new school bus drivers shall be provided with pre-service training, 

including in-vehicle (actual driving) instruction, before transporting 

students and shall meet the competency testing specified in the Minnesota 

Department of Public Safety Model School Bus Driver Training Manual.  
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All school bus drivers shall receive in-service training annually.  The 

school district shall retain on file an annual individual school bus driver 

“evaluation certification” form for each school district driver as contained 

in the Model School Bus Driver Training Manual. 

 

[Note:  The Model School Bus Driver Training Manual is available online 

through the Minnesota Department of Public Safety State Patrol web page.] 

 

2. All bus drivers operating a type III vehicle will be provided with annual 

training and certification as set forth in Section VII.C.1.b., below, by 

either the school district or the entity from whom such services are 

contracted by the school district. 

 

B. Evaluation 

 

School bus drivers with a Class D license will be evaluated annually and all other 

bus drivers will be assessed periodically for the following competencies: 

 

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

 

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

disabilities; 

 

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

misconduct appropriately; 

 

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

safety policies; 

 

5. Handle emergency situations; and 

 

6. Safely load and unload students. 

 

The evaluation must include completion of an individual “school bus driver 

evaluation form” (road test evaluation) as contained in the Model School Bus 

Driver Training Manual. 

 

[Note:  The school district may use alternative assessments rather than those set forth 

in the Model School Bus Driver Training Manual for bus driver training competencies 

with the approval of the Commissioner of Public Safety.  A driver also may receive at 

least eight hours of school bus in-service training in any year as an alternative to being 

assessed for bus driver competencies after the initial year of being assessed for bus 

driver competencies.] 
 

VII. OPERATING RULES AND PROCEDURES 
 

A. General Operating Rules 
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1. School buses shall be operated in accordance with state traffic and school 

bus safety laws and the procedures contained in the Minnesota Department 

of Public Safety Model School Bus Driver Training Manual. 

 

[Note:  The Model School Bus Driver Training Manual is available online 

through the Minnesota Department of Public Safety State Patrol web page.] 

 

2. Only students assigned to the school bus by the school district shall be 

transported.  The number of students or other authorized passengers 

transported in a school bus shall not be more than the legal capacity for the 

bus.  No person shall be allowed to stand when the bus is in motion. 

 

3. The parent/guardian may designate, pursuant to school district policy, 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 all other eligibility 

requirements. 

 

4. Bus drivers must minimize, to the extent practical, the idling of school bus 

engines and exposure of children to diesel exhaust fumes. 

 

5. 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. 

 

[Note:  A school district is not required to comply with Section VII.A.5. if the 

school board determines that alternative locations block traffic, impair student 

safety, or are not cost effective.] 

 

6. 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. § 169.01, 

Subd. 6.  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. 

 

B. Type III Vehicles 

 

1. Type III 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. 
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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. If a type 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 III vehicles. 

 

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

 

9. 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 

neutral or park.  Any type III 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. 

 

10. 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. A type III vehicle must contain at least three red reflectorized 
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triangle road warning devices.  Liquid burning “pot type” flares are 

not allowed. 

 

d. 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. 

 

11. 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 III 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. 

 

12. 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. 

 

C. Type III Vehicle Driven by Employees with a Class D Driver’s License 

 

1. The holder of a class 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 III 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; 
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(6)  proper use of seat belts and child safety restraints; 

 

(7)  performance of pretrip vehicle inspections; and 

 

(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 

 

(d)  placing the type III vehicle in “park” during loading 

and unloading. 

 

c. 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. 

 

d. Operators shall submit to a physical examination as required by 

Minn. Stat. § 171.321, Subd. 2. 

 

e. The operator’s employer has adopted and implemented a policy 

that provides for mandatory drug and alcohol testing of applicants 

for operator positions and current operators, in accordance with 

Minn. Stat. § 181.951, Subds. 2, 4, and 5. 

 

f. The operator’s driver’s license is verified annually by the entity 

that owns, leases, or contracts for the school bus. 

 

g. 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-
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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. 

 

h. 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 III vehicle. 

 

i. 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 last conviction. 

 

j. Students riding the type III vehicle must have training required 

under Minn. Stat. § 123B.90, Subd. 2 (See Section II.B., above). 

 

k. 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. 

 

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 VII.C.1.c. (background checks), VII.C.1.d. 

(physical examination), VII.C.1.e. (drug and alcohol testing), and VII.C.1. 

f. (annual license verification), above. 

 

D. 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 
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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. 

 

d. The operator has submitted to a background check and physical 

examination as required by Minn. Stat. § 171.321, Subd. 2. 

 

e. 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). 

 

f. 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 

VI., above. 

 

g. 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. 

 

2. The school district shall maintain annual certification of the requirements 

listed in this section for each Class D license operator. 

 

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

inspection. 

 

4. 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. 

 

VIII. SCHOOL DISTRICT EMERGENCY PROCEDURES 
 

A. If possible, school bus drivers or their supervisors shall call “911” or the local 

emergency phone number in the event of a serious emergency. 

 

B. School bus drivers shall meet the emergency training requirements contained in 

Unit III “Crash & Emergency Preparedness” of the Minnesota Department of 

Public Safety Model School Bus Driver Training Manual.  This includes 

procedures in the event of a crash (accident). 

 

[Note:  The Model School Bus Driver Training Manual is available online 
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through the Minnesota Department of Public Safety State Patrol web page.] 

 

C. School bus drivers and bus assistants for special education students requiring 

special transportation service because of their handicapping condition shall be 

trained in basic first aid procedures, shall within one month after the effective date 

of assignment participate in a program of in-service training on the proper 

methods for dealing with the specific needs and problems of students with 

disabilities, assist students with disabilities on and off the bus when necessary for 

their safe ingress and egress from the bus; and ensure that protective safety 

devices are in use and fastened properly. 

 

D. Emergency Health Information shall be maintained on the school bus for students 

requiring special transportation service because of their handicapping condition.  

The information shall state: 

 

1. the  student’s name and address; 

 

2. the nature of the  student’s disabilities; 

 

3. emergency health care information; and 

 

4. the names and telephone numbers of the  student’s physician, parents, 

guardians, or custodians, and some person other than the  student’s parents 

or custodians who can be contacted in case of an emergency. 

 

IX. SCHOOL DISTRICT VEHICLE MAINTENANCE STANDARDS 
 

A. All school vehicles shall be maintained in safe operating conditions through a 

systematic preventive maintenance and inspection program adopted or approved 

by the school district. 

 

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

 

C. A copy of the current daily pre-trip inspection report must be carried in the bus.  

Daily pre-trip inspections shall be maintained on file in accordance with the 

school district’s record retention schedule.  Prompt reports of defects to be 

immediately corrected will be submitted. 

 

D. Daily post-trip inspections shall be performed to check for any children or lost 

items remaining on the bus and for vandalism. 

 

X. 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 student transportation safety, including transportation of nonpublic 

school children when provided by the school district.  The school transportation safety 

director will assure that this policy is periodically reviewed to ensure that it conforms to 
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law. The school transportation safety director shall certify annually to the school board 

that each school bus driver meets the school bus driver training competencies required by 

Minn. Stat. § 171.321, Subd. 4.  The transportation safety director also shall annually 

verify or ensure that the private contractor utilized by the school has verified the validity 

of the driver’s license of each employee who regularly transports students for the school 

district in a type A, B, C, or D school bus, type III vehicle, or MFSAB with the National 

Driver’s Register or the Department of Public Safety.  Upon request of the school district 

superintendent or the superintendent of the school district where nonpublic students are 

transported, the school transportation safety director also shall certify to the 

superintendent that students have received school bus safety training in accordance with 

state law. The name, address and telephone number of the school transportation safety 

director are on file in the school district office.  Any questions regarding student 

transportation or this policy may be addressed to the school transportation safety director. 

 

XI. STUDENT TRANSPORTATION SAFETY COMMITTEE 
 

The school board may establish a student transportation safety committee.  The chair of 

the student transportation safety committee is the school district’s school transportation 

safety director.  The school board shall appoint the other members of the student 

transportation safety committee.  Membership may include parents, school bus drivers, 

representatives of school bus companies, local law enforcement officials, other school 

district staff, and representatives from other units of local government. 

 

 

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. § 169.01, Subds. 6 and 92 (Definitions) 

Minn. Stat. § 169.443 (Safety of School Children; Bus Driver’s Duties) 

Minn. Stat. § 169.446, Subds. 2 (Driver Training Programs) 

Minn. Stat. § 169.451 (Inspecting School and Head Start Buses; Rules; 

Misdemeanor) 

Minn. Stat. § 169.454 (Type III Vehicle Standards) 

Minn. Stat. § 169.4582 (Reportable Offense on School Buses) 

Minn. Stat. §§ 169A.25-169A.27 (Driving While Impaired) 

Minn. Stat. § 169A.31 (Alcohol-Related School 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) 
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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) 

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

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

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

 

Cross References: MSBA/MASA Model Policy 416 (Drug and Alcohol Testing) 

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

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

MSBA/MASA Model Policy 710 (Extracurricular Transportation) 

 

 

 

Policy Adopted: April 2004, April 2007, November 2008 

 

Independent School District No. 110 

Waconia, MN 
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Adopted:                               MSBA/MASA Model Policy 709 
    Orig. 1995 
Revised:                                Rev. 2014 2017 
 
 
709 STUDENT TRANSPORTATION SAFETY POLICY 
 

[Note:  School districts are required by statute to have a policy addressing these issues.] 
 
I. PURPOSE 
 

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

 
II. PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING 
 

A. School Bus Safety Week 
 

The school district may designate a school bus safety week.  The National School 
Bus Safety Week is the third week in October. 

 
B. Student Training 

 
1. The school district shall provide students enrolled in grades kindergarten 

(K) through 10 with age-appropriate school bus safety training of the 
following concepts: 

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

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

 
c. appropriate conduct while on the bus; 

 
d. the danger zones surrounding a school bus; 

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

 
f. procedures for safe vehicle lane crossing; and 

 
g. school bus evacuation and other emergency procedures. 

 
2. All students in grades K through 6 who are transported by school bus and 

are enrolled during the first or second week of school must receive the 
school bus safety training by the end of the third week of school.  All 
students in grades 7 through 10 who are transported by school bus and are 
enrolled during the first or second week of school must receive the school 
bus safety training or receive bus safety instruction materials by the end of 
the sixth week of school, if they have not previously received school bus 
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training.  Students in grades K through 10 who enroll in a school after the 
second week of school, are transported by school bus, and have not 
received training in their previous school districts shall undergo school bus 
safety training or receive bus safety instructional materials within 4 weeks 
of their first day of attendance. 

 
3. The school district and a nonpublic school with students transported by 

school bus at public expense must provide students enrolled in grades K 
through 3 school bus safety training twice during the school year. 

 
4. Students taking driver’s training instructional classes must receive training 

in the laws and proper procedures for operating a motor vehicle in the 
vicinity of a school bus as required by Minn. Stat. § 169.446, Subd. 2. 

 
5. The school district and a nonpublic school with students transported by 

school bus at public expense must conduct a school bus evacuation drill at 
least once during the school year. 

 
6. The school district will make reasonable accommodations in training for 

students known to speak English as a second language and students with 
disabilities. 

 
7. The school district may provide kindergarten students with school bus 

safety training before the first day of school. 
 

8. The school district may provide student safety education for bicycling and 
pedestrian safety for students in grades K through 5. 

 
9. The school district shall adopt and make available for public review a 

curriculum for transportation safety education. 
 

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

 
III. CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR 
 

A. Riding the school bus is a privilege, not a right.  The school district’s general 
student behavior rules are in effect for all students on school buses, including 
nonpublic and charter school students. 

 
B. Consequences for school bus/bus stop misconduct will be imposed by the school 

district under adopted administrative discipline procedures.  In addition, all school 
bus/bus stop misconduct will be reported to the school district’s transportation 
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safety director.  Serious misconduct may be reported to local law enforcement. 
 

1. School Bus and Bus Stop Rules.  The school district school bus safety 
rules are to be posted on every bus.  If these rules are broken, the school 
district’s discipline procedures are to be followed.  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 district’s Transportation 
Office/School 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 not wait for late students. 
 

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

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

d. Use appropriate language. 
 

e. Stay away from the street, road, or highway when waiting for the 
bus. 

 
f. Wait until the bus stops before approaching the bus. 

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

 
h. If you must cross the street, always cross in front of the bus where 

the driver can see you. Wait for the driver to signal to you before 
crossing the street. 

 
i. No fighting, harassment, intimidation, or horseplay. 

 
j. No use of alcohol, tobacco, or drugs. 

 
3. Rules on the Bus 

 
a. Immediately follow the directions of the driver. 

 
b. Sit in your seat facing forward. 

 
c. Talk quietly and use appropriate language. 

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

 
e. Keep your arms, legs, and belongings to yourself. 
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f. No fighting, harassment, intimidation, or horseplay. 
 

g. Do not throw any object. 
 

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

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

j. Do not damage the school bus. 
 

4. Consequences 
 

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

 
(1) Elementary (K-6) 

 
1st offense – warning 
2nd offense – 3 school-day suspension from riding the bus 
3rd offense – 5 school-day suspension from riding the bus 
4th offense – 10 school-day suspension from riding the 

bus/meeting with parent 
Further offenses – individually considered.  Students may 
be suspended for longer periods of time, including the 
remainder of the school year. 

 
(2) Secondary (7-12) 

 
1st offense – warning 
2nd offense – 5 school-day suspension from riding the bus 
3rd offense – 10 school-day suspension from riding the bus 
4th offense – 20 school-day suspension from riding the 

bus/meeting with parent 
5th offense – suspended from riding the bus for the 

remainder of the school year 
 

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

 
(3) Other Discipline 

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

 
(4) Records 

 
Records of school bus/bus stop misconduct will be 
forwarded to the individual school building and will be 
retained in the same manner as other student discipline 
records.  Reports of student misbehavior on a school bus or 
in a bus-loading or unloading area that are reasonably 
believed to cause an immediate and substantial danger to 
the student or surrounding persons or property shall be 
provided by the school district to local law enforcement 
and the Department of Public Safety in accordance with 
state and federal law. 

 
(5) Vandalism/Bus Damage 

 
Students damaging school buses will be responsible for the 
damages. Failure to pay such damages (or make 
arrangements to pay) within 2 weeks may result in the loss 
of bus privileges until damages are paid. 

 
(6) Notice 

 
School bus and bus stop rules and consequences for 
violations of these rules will be reviewed with students 
annually and copies of these rules will be made available to 
students.  School bus rules are to be posted on each school 
bus. 

 
(7) Criminal Conduct 

 
In cases involving criminal conduct (for example, assault, 
weapons, drug possession, or vandalism), the appropriate 
school district personnel and local law enforcement 
officials will be informed. 

 
IV. PARENT AND GUARDIAN INVOLVEMENT 
 

A. Parent and Guardian Notification 
 

The school district school bus and bus stop rules will be provided to each family.  
Parents and guardians are asked to review the rules with their children. 

 
B. Parents/Guardians Responsibilities for Transportation Safety 

 
Parents/Guardians are responsible to: 
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1. Become familiar with school district rules, policies, regulations, and the 

principles of school bus safety, and thoroughly review them with their 
children; 

 
2. Support safe riding and walking practices, and recognize that students are 

responsible for their actions; 
 

3. Communicate safety concerns to their school administrators; 
 

4. Monitor bus stops, if possible; 
 

5. Have their children to the bus stop 5 minutes before the bus arrives; 
 

6. Have their children properly dressed for the weather; and 
 

7. Have a plan in case the bus is late. 
 
V. SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES 
 

A. School bus drivers shall have a valid Class A, B, or C Minnesota driver’s license 
with a school bus endorsement.  A person possessing a valid driver’s license, 
without a school bus endorsement, may drive a type III vehicle set forth in 
Sections VII.B. and VII.C., below.  Drivers with a valid Class D driver’s license, 
without a school bus endorsement, may operate a “type A-I” school bus as set 
forth in Section VII.D., below. 

 
B. The school district shall conduct mandatory drug and alcohol testing of all school 

district bus drivers and bus driver applicants in accordance with state and federal 
law and school district policy. 

 
C. A school bus driver, with the exception of a driver operating a type A-I school bus 

or type III vehicle, who has a commercial driver’s license and who is convicted of 
a criminal offense, a serious traffic violation, or of violating any other state or 
local law relating to motor vehicle traffic control, other than a parking violation, 
in any type of motor vehicle in a state or jurisdiction other than Minnesota, shall 
notify the Minnesota Division of Driver and Vehicle Services (Division) of the 
conviction within 30 days of the conviction.   For purposes of this paragraph, a 
“serious traffic violation” means a conviction of any of the following offenses: 

 
1. excessive speeding, involving any single offense for any speed of 15 miles 

per hour or more above the posted speed limit; 
 

2. reckless driving; 
 

3. improper or erratic traffic lane changes; 
 
4. following the vehicle ahead too closely; 
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5. a violation of state or local law, relating to motor vehicle traffic control, 

arising in connection with a fatal accident; 
 

6. driving a commercial vehicle without obtaining a commercial driver’s 
license or without having a commercial driver’s license in the driver’s 
possession. 

 
D. A school bus driver, with the exception of a driver operating a type A-I school bus 

or type III vehicle, who has a commercial driver’s license and who is convicted of 
violating, in any type of motor vehicle, a Minnesota state or local law relating to 
motor vehicle traffic control, other than a parking violation, shall notify the 
person’s employer of the conviction within 30 days of conviction.  The 
notification shall be in writing and shall contain all the information set forth in 
Attachment A accompanying this policy. 

 
E. A school bus driver, with the exception of a driver operating a type A-I school bus 

or type III vehicle, who has a Minnesota commercial driver’s license suspended, 
revoked, or cancelled by the state of Minnesota or any other state or jurisdiction 
and who loses the right to operate a commercial vehicle for any period or who is 
disqualified from operating a commercial motor vehicle for any period shall 
notify the person’s employer of the suspension, revocation, cancellation, lost 
privilege, or disqualification.  Such notification shall be made before the end of 
the business day following the day the employee received notice of the 
suspension, revocation, cancellation, lost privilege, or disqualification.  The 
notification shall be in writing and shall contain all the information set forth in 
Attachment B accompanying this policy. 

 
 F. A person who operates a type III vehicle and who sustains a conviction as 

described in Section VII.C.1.g. (i.e., driving while impaired offenses), VII.C.1.h.  
(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), or VII.C.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 10 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. 

 
VI. SCHOOL BUS DRIVER TRAINING 
 

A. Training 
 

1. All new school bus drivers shall be provided with pre-service training, 
including in-vehicle (actual driving) instruction, before transporting 
students and shall meet the competency testing specified in the Minnesota 
Department of Public Safety Model School Bus Driver Training Manual.  
All school bus drivers shall receive in-service training annually.  For 
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purposes of this section, “annually” means at least once every 380 days 
from the initial or previous evaluation and at least once every 380 days 
from the initial or previous license verification. The school district shall 
retain on file an annual individual school bus driver “evaluation 
certification” form for each school district driver as contained in the 
Model School Bus Driver Training Manual. 

 
[Note:  The Model School Bus Driver Training Manual is available online 
through the Minnesota Department of Public Safety State Patrol web page.] 

 
2. All bus drivers operating a type III vehicle will be provided with annual 

training and certification as set forth in Section VII.C.1.b., below, by 
either the school district or the entity from whom such services are 
contracted by the school district. 

 
B. Evaluation 

 
School bus drivers with a Class D license will be evaluated annually and all other 
bus drivers will be assessed periodically for the following competencies: 

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

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

disabilities; 
 

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

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

safety policies; 
 

5. Handle emergency situations; and 
 

6. Safely load and unload students. 
 

The evaluation must include completion of an individual “school bus driver 
evaluation form” (road test evaluation) as contained in the Model School Bus 
Driver Training Manual. 

 
[Note:  The school district may use alternative assessments rather than those set forth 
in the Model School Bus Driver Training Manual for bus driver training competencies 
with the approval of the Commissioner of Public Safety.  A driver also may receive at 
least 8 hours of school bus in-service training in any year as an alternative to being 
assessed for bus driver competencies after the initial year of being assessed for bus 
driver competencies.] 

 
VII. OPERATING RULES AND PROCEDURES 
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A. General Operating Rules 
 

1. School buses shall be operated in accordance with state traffic and school 
bus safety laws and the procedures contained in the Minnesota Department 
of Public Safety Model School Bus Driver Training Manual. 

 
[Note:  The Model School Bus Driver Training Manual is available online 
through the Minnesota Department of Public Safety State Patrol web page.] 

 
2. Only students assigned to the school bus by the school district shall be 

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

 
3. The parent/guardian may designate, pursuant to school district policy, 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 all other eligibility 
requirements. 

 
4. Bus drivers must minimize, to the extent practical, the idling of school bus 

engines and exposure of children to diesel exhaust fumes. 
 

5. 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. 

 
[Note:  A school district is not required to comply with Section VII.A.5. if the 
school board determines that alternative locations block traffic, impair student 
safety, or are not cost effective.] 

 
6. 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 or a part of traffic.  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. 

 
B. Type III Vehicles 

 
1. Type III 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 
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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. If a type 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 III vehicles. 

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

 
9. 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 
neutral or park.  Any type III 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. 

 
10. 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 10-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 
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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. 

 
11. 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 III 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. 

 
12. 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. 

 
13. Type III vehicles will be equipped with child passenger restraints, and 

child passenger restraints will be utilized to the extent required by law. 
 

C. Type III Vehicle Driven by Employees with a Driver’s License Without a School 
Bus Endorsement 

 
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 III 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; 
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(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; 

 
(d)  placing the type III vehicle in “park” during loading 

and unloading; 
 

(e)  escorting a student across the road under clause (c) 
only after the motor is stopped, the ignition key is 
removed, the brakes are set, and the vehicle is 
otherwise rendered immobile; and 

 
(9)  compliance with paragraph V.F. concerning reporting 

convictions to the employer within 10 days of the date of 
conviction. 

 
c. 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 III vehicle under this section. 

 
d. Operators shall submit to a physical examination as required by 

Minn. Stat. § 171.321, Subd. 2. 
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e. The operator’s employer requires preemployment drug testing of 

applicants for operator positions.  Current operators must comply 
with the employer’s policy under Minn. Stat. § 181.951, Subds. 2, 
4, and 5.  Notwithstanding any law to the contrary, the operator’s 
employer may use a breathalyzer or similar device to fulfill 
random alcohol testing requirements. 

 
f. The operator’s driver’s license is verified annually by the entity 

that owns, leases, or contracts for the type III vehicle as required 
by Minn. Stat. § 171.321, Subd. 5. 

 
g. 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 violating or whose driver’s 
license is revoked under a similar statute or ordinance of another 
state, is precluded from operating a type III vehicle for 5 years 
from the date of conviction. 

 
h. 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 III vehicle. 

 
i. 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 3 years of the first of 3 other moving offenses is precluded 
from operating a type III vehicle for 1 year from the date of the last 
conviction. 

 
j. Students riding the type III vehicle must have training required 

under Minn. Stat. § 123B.90, Subd. 2 (See Section II.B., above). 
 

k. 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. 

 
2. The type III vehicle must bear a current certificate of inspection issued 

under Minn. Stat. § 169.451. 
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3. An employee of the school district who is not employed for the sole 
purpose of operating a type III vehicle may, in the discretion of the school 
district, be exempt from paragraphs VII.C.1.d. (physical examination) and 
VII.C.1.e. (drug testing), above. 

 
D. Type A-I “Activity” Buses Driven by Employees with a Driver’s License Without 

a School Bus Endorsement 
 

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 Multifunction 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 8-light system if the 

vehicle is so equipped. 
 

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

 
e. 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). 

 
f. 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 
VI., above. 

 
g. The bus has a gross vehicle weight rating of 14,500 pounds or less 

and is designed to transport 15 or fewer passengers, including the 
driver. 

 
2. The school district shall maintain annual certification of the requirements 

listed in this section for each Class D license operator. 
 

3. A school bus operated under this section must bear a current certificate of 
inspection. 
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4. 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. 

 
VIII. SCHOOL DISTRICT EMERGENCY PROCEDURES 
 

A. If possible, school bus drivers or their supervisors shall call “911” or the local 
emergency phone number in the event of a serious emergency. 

 
B. School bus drivers shall meet the emergency training requirements contained in 

Unit III “Crash & Emergency Preparedness” of the Minnesota Department of 
Public Safety Model School Bus Driver Training Manual.  This includes 
procedures in the event of a crash (accident). 

 
[Note:  The Model School Bus Driver Training Manual is available online 
through the Minnesota Department of Public Safety State Patrol web page.] 

 
C. School bus drivers and bus assistants for special education students requiring 

special transportation service because of their handicapping condition shall be 
trained in basic first aid procedures, shall within 1 month after the effective date 
of assignment participate in a program of in-service training on the proper 
methods for dealing with the specific needs and problems of students with 
disabilities, assist students with disabilities on and off the bus when necessary for 
their safe ingress and egress from the bus; and ensure that protective safety 
devices are in use and fastened properly. 

 
D. Emergency Health Information shall be maintained on the school bus for students 

requiring special transportation service because of their handicapping condition.  
The information shall state: 

 
1. the student’s name and address; 

 
2. the nature of the student’s disabilities; 

 
3. emergency health care information; and 

 
4. the names and telephone numbers of the student’s physician, parents, 

guardians, or custodians, and some person other than the student’s parents 
or custodians who can be contacted in case of an emergency. 

 
IX. SCHOOL DISTRICT VEHICLE MAINTENANCE STANDARDS 
 

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

 
B. All school vehicles shall be state inspected in accordance with legal requirements. 
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C. A copy of the current daily pre-trip inspection report must be carried in the bus.  
Daily pre-trip inspections shall be maintained on file in accordance with the 
school district’s record retention schedule.  Prompt reports of defects to be 
immediately corrected will be submitted. 

 
D. Daily post-trip inspections shall be performed to check for any children or lost 

items remaining on the bus and for vandalism. 
 
X. 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 student transportation safety, including transportation of nonpublic 
school children when provided by the school district.  The school transportation safety 
director will assure that this policy is periodically reviewed to ensure that it conforms to 
law. The school transportation safety director shall certify annually to the school board 
that each school bus driver meets the school bus driver training competencies required by 
Minn. Stat. § 171.321, Subd. 4.  The transportation safety director also shall annually 
verify or ensure that the private contractor utilized by the school has verified the validity 
of the driver’s license of each employee who regularly transports students for the school 
district in a type A, B, C, or D school bus, type III vehicle, or MFSAB with the National 
Driver Register or the Department of Public Safety.  Upon request of the school district 
superintendent or the superintendent of the school district where nonpublic students are 
transported, the school transportation safety director also shall certify to the 
superintendent that students have received school bus safety training in accordance with 
state law. The name, address and telephone number of the school transportation safety 
director are on file in the school district office.  Any questions regarding student 
transportation or this policy may be addressed to the school transportation safety director. 

 
XI. STUDENT TRANSPORTATION SAFETY COMMITTEE 
 

The school board may establish a student transportation safety committee.  The chair of 
the student transportation safety committee is the school district’s school transportation 
safety director.  The school board shall appoint the other members of the student 
transportation safety committee.  Membership may include parents, school bus drivers, 
representatives of school bus companies, local law enforcement officials, other school 
district staff, and representatives from other units of local government. 

 
 
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) 
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Minn. Stat. § 144.057 (Background Studies on Licensees and Other 
Personnel) 
Minn. Stat. Ch. 169 (Traffic Regulations) 
Minn. Stat. § 169.011, Subds. 15, 16, and 71 (Definitions) 
Minn. Stat. § 169.02 (Scope) 
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 III Vehicle Standards) 
Minn. Stat. § 169.4582 (Reportable Offense on School Buses) 
Minn. Stat. §§ 169A.25-169A.27 (Driving While Impaired) 
Minn. Stat. § 169A.31 (Alcohol-Related School 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) 

 
Cross References: MSBA/MASA Model Policy 416 (Drug and Alcohol Testing) 

MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil 
Records) 
MSBA/MASA Model Policy 707 (Transportation of Public Students) 
MSBA/MASA Model Policy 708 (Transportation of Nonpublic Students) 
MSBA/MASA Model Policy 710 (Extracurricular Transportation) 
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Notification to Employer 
Of 

Moving Violation 
 

Commercial Drivers License 
49 CFR 383.31 

Minnesota Statute 171.168 
 

 
Upon conviction of any moving violation by any state or local jurisdiction the holder of a Minnesota Commercial 
Driver License must notify their employer(s) in writing within 30 days of such conviction. 
 

DRIVER NAME (First Name, MI, Last Name) 
 

STATE 
 

COMMERCIAL DRIVER’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV? 
G YES      G  NO 

DATE OF CONVICTION 
 

LOCATION OF OFFENSE                                                  CITY                                         STATE 
 

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, 
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DATE 

SIGNATURE OF DRIVER 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Page 3     Part 383 - Special Training Requirements for Longer Combination Vehicles (LCV) 

ATTACHMENT A 
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Notification to Employer 
Of 

Suspension, Revocation, Cancellation or Disqualification 
 

Commercial Drivers License 
49 CFR 383.33 

Minnesota Statute 171.169 
 

 
The holder of a Minnesota Commercial Driver License shall notify their employer(s) in writing of any suspension, 
revocation, cancellation, loss of privilege or disqualification, before the end of the business day following the day the 
driver (employee) received notice of the suspension, revocation, cancellation, loss of privilege or disqualification. 
 

DRIVER NAME (First Name, MI, Last Name) 
 

STATE 
 

COMMERCIAL DRIVER’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV? 
G YES      G  NO 

DATE OF CONVICTION 
 

LOCATION OF OFFENSE                                                  CITY                                         STATE 
 

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, 
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DATE 

SIGNATURE OF DRIVER 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Page 3     Part 383 - Special Training Requirements for Longer Combination Vehicles (LCV) 
 

ATTACHMENT B 
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Type III School Bus Driver 
Notification to Employer 

Of 
Violation 

 
Alcohol Related Offense (Minnesota Statute 169A) 

Disqualifying Offense (Minnesota Statute 171.3215 sub 1) 
Moving Violation (Minnesota Statute 169) 

 
Minnesota Statute 171.02 sub 2b 

 

 
An operator who sustains a conviction as described in 171.02 sub 2b paragraph (h), (i) or (j) while employed by the 
entity that owns, leases, or contracts for the school bus shall report the conviction to the employer(s) in writing within 
10 days of such conviction. 
 

DRIVER NAME (First Name, MI, Last Name) 
 

STATE 
 

DRIVER’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV? 
G YES      G  NO 

DATE OF CONVICTION 
 

LOCATION OF OFFENSE                                                  CITY                                         STATE 
 

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, 
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DATE 

SIGNATURE OF DRIVER 
 

 

 
 
 
 
 
 
 
 
 
 

This is the only form approved by the Minnesota State Patrol. 

ATTACHMENT C 
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VIDEOTAPING ON SCHOOL BUSES                                                                                 711 
 

 

I. PURPOSE 

 

The transportation of students to and from school is an important function of the school 

district, and transportation by the school district is a privilege and not a right for an 

eligible student.  The behavior of students on the bus is a significant factor in the safety 

and efficiency of school bus transportation.  Student misbehavior increases the potential 

risks of injury.  Therefore, the school district believes that videotaping student passengers 

on the school bus will encourage good behavior and, as a result, promote safety.  The 

purpose of this policy is to establish a school bus videotaping system. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. Placement. 

 

1. Each and every school bus owned, leased, contracted and/or operated by 

the school district shall be equipped with a fully-enclosed box for 

placement and operation of a video camera and conspicuously placed 

signs notifying riders that their conversations or actions may be recorded 

on tape. 

 

2. A video camera will not necessarily be installed in each and every school 

bus owned, leased, contracted and/or operated by the school district, but 

cameras may be rotated from bus to bus without prior notice to students. 

 

3. Video cameras will be placed on a particular school bus, to the extent 

possible, where the school district has received complaints of 

inappropriate behavior. 

 

B. Use of Videotape. 

 

1. A videotape of the actions of student passengers may be used by the 

school district as evidence in any disciplinary action brought against any 

student, arising out of the student’s conduct on the bus. 

 

2. A videotape will be released to the public only in conformance with the 

Minnesota Government Data Practices Act, Minn. Stat. Ch. 13 and the 

Family Educational Rights and Privacy Act, 20 U.S.C. §1232g and the 

rules and/or regulations promulgated thereunder. 

 

3. Videotapes will be viewed by school district personnel on a random basis 

and/or when discipline problems on the bus have been brought to the 

attention of the school district. 

 



2 

4. A videotape will be retained by the school district for a period of six (6) 

weeks, or until the conclusion of disciplinary proceedings in which the 

video tape is used for evidence. 

 

 

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

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

Minn. Rules Pts. 1205.0100-1205.2000 

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

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

 

Cross References: Policy 506 (Student Discipline) 

Policy 515 (Protection and Privacy of Student Records) 

Policy 709 (Student Transportation Safety Policy) 

MSBA Service Manual, Chapter 2, Transportation 
 
 
 

Policy Adopted:  April 2004, April 2007 

Independent School District #110 

Waconia, MN 
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Adopted:                               MSBA/MASA Model Policy 711 
Orig. 1995 

Revised:                                Rev. 2009 2012 
 
 
711 VIDEO RECORDING ON SCHOOL BUSES 
 
 
I. PURPOSE 
 

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

 
II. GENERAL STATEMENT OF POLICY 
 

A. Placement 
 

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

 
2. A video camera will not necessarily be installed in each and every school 

bus owned, leased, contracted, and/or operated by the school district, but 
cameras may be rotated from bus to bus without prior notice to students. 

 
3. Video cameras will be placed on a particular school bus, to the extent 

possible, where the school district has received complaints of inappropriate 
behavior. 

 
B. Use of Video Recordings 

 
1. A video recording of the actions of student passengers and/or employees 

may be used by the school district as evidence in any disciplinary action 
brought against any student or employee arising out of the student’s or 
employee’s conduct on the bus. 

 
2. A video recording will be released only in conformance with the Minnesota 

Government Data Practices Act, Minn. Stat. Ch. 13 and the Family 
Educational Rights and Privacy Act, 20 U.S.C. §1232g and the rules and/or 
regulations promulgated thereunder. 
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3. Video recordings will be viewed by school district personnel on a random 
basis and/or when discipline problems on the bus have been brought to the 
attention of the school district. 

 
4. A video recording will be retained by the school district until relooped or 

until the conclusion of disciplinary proceedings in which the video 
recording is used for evidence. 

 
[Note: School districts should review their record retention 
policies/schedules as to the stated retention period for school bus video 
recordings.  The retention time period in the retention schedule should be 
consistent with the retention time period set forth in this policy.  The 
January 2000 School District General Records Retention Schedule, 
adopted by many school districts, provides that building 
security/transportation video recordings are to be retained until 
relooped.] 

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

Minn. Stat. § 121A.585 (Notice of Recording Device) 
Minn. Stat. § 138.17 (Government Records, Administration) 
Minn. Rules Parts 1205.0100-1205.2000 (Data Practices) 
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act) 
34 C.F.R. §§ 99.1-99.67 (Family Educational Rights and Privacy) 

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

School District Employees) 
MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 
MSBA/MASA Model Policy 502 (Search of Student Lockers, Desks, 
Personal Possessions, and Student’s Person) 

   MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records) 
MSBA/MASAModel Policy 709 (Student Transportation Safety Policy) 
MSBA/MASA Model Policy 712 (Video Surveillance Other Than on 
Buses) 
MSBA Service Manual, Chapter 2, Transportation 
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Adopted:     MSBA/MASA Model Policy 714 
    Orig. 2011 
Revised:     
 
 
714  FUND BALANCES 
 

[Note:  The provisions of this policy include the provisions of Statement No. 54 of the 
Governmental Accounting Standards Board (GASB).] 

 
I. PURPOSE 
 

The purpose of this policy is to create new fund balance classifications to allow for more 
useful fund balance reporting and for compliance with the reporting guidelines specified 
in Statement No. 54 of the Governmental Accounting Standards Board (GASB). 
 

II. GENERAL STATEMENT OF POLICY 
 

The policy of this school district is to comply with GASB Statement No. 54. To the 
extent a specific conflict occurs between this policy and the provisions of GASB 
Statement No. 54, the GASB Statement shall prevail. 

 
III. DEFINITIONS 
 

A. “Assigned” fund balance amounts are comprised of unrestricted funds 
constrained by the school district’s intent that they be used for specific purposes, 
but that do not meet the criteria to be classified as restricted or committed. In 
funds other than the general fund, the assigned fund balance represents the 
remaining amount that is not restricted or committed. The assigned fund balance 
category will cover the portion of a fund balance that reflects the school district’s 
intended use of those resources. The action to assign a fund balance may be taken 
after the end of the fiscal year. An assigned fund balance cannot be a negative 
number. 
 

B. “Committed” fund balance amounts are comprised of unrestricted funds used for 
specific purposes pursuant to constraints imposed by formal action of the school 
board and that remain binding unless removed by the school board by subsequent 
formal action. The formal action to commit a fund balance must occur prior to 
fiscal year end; however, the specific amounts actually committed can be 
determined in the subsequent fiscal year. A committed fund balance cannot be a 
negative number. 
 

C. “Enabling legislation” means legislation that authorizes a school district to 
assess, levy, charge, or otherwise mandate payment of resources from external 
providers and includes a legally enforceable requirement that those resources be 
used only for the specific purposes listed in the legislation. 
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D. “Fund balance” means the arithmetic difference between the assets and liabilities 

reported in a school district fund. 
 

E. “Nonspendable” fund balance amounts are comprised of funds that cannot be 
spent because they are either not in spendable form or are legally or contractually 
required to be maintained intact. They include items that are inherently 
unspendable, such as, but not limited to, inventories, prepaid items, long-term 
receivables, non-financial assets held for resale, or the permanent principal of 
endowment funds. 

 
F. “Restricted” fund balance amounts are comprised of funds that have legally 

enforceable constraints placed on their use that either are externally imposed by 
resource providers or creditors (such as through debt covenants), grantors, 
contributors, voters, or laws or regulations of other governments, or are imposed 
by law through constitutional provisions or enabling legislation. 

 
G. “Unassigned” fund balance amounts are the residual amounts in the general fund 

not reported in any other classification. Unassigned amounts in the general fund 
are technically available for expenditure for any purpose. The general fund is the 
only fund that can report a positive unassigned fund balance. Other funds would 
report a negative unassigned fund balance should the total of nonspendable, 
restricted, and committed fund balances exceed the total net resources of that 
fund. 
 

H. “Unrestricted” fund balance is the amount of fund balance left after determining 
both nonspendable and restricted net resources. This amount can be determined 
by adding the committed, assigned, and unassigned fund balances. 

 
IV. CLASSIFICATION OF FUND BALANCES 
 

The school district shall classify its fund balances in its various funds in one or more of 
the following five classifications: nonspendable, restricted, committed, assigned, and 
unassigned. 

 
V. MINIMUM FUND BALANCE 
 

The school district will strive to maintain a minimum unassigned general fund balance of 
[ ____ percent of the annual budget.] [ ____ months of operating expenses.] 

 
[Note:  School districts need to select one of the bracketed choices above and fill in the 
blank. The other bracketed choice should be deleted. If a minimum fund balance is 
specified, a stabilization arrangement such as that specified in Part IX below that sets 
aside specific stabilization amounts may not be necessary.] 
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VI. ORDER OF RESOURCE USE 
 

If resources from more than one fund balance classification could be spent, the school 
district will strive to spend resources from fund balance classifications in the following 
order (first to last): restricted, committed, assigned, and unassigned.  
 
[Note:  The school board determines this order.] 

 
VII. COMMITTING FUND BALANCE 
 

A majority vote of the school board is required to commit a fund balance to a specific 
purpose and subsequently to remove or change any constraint so adopted by the board. 

 
VIII. ASSIGNING FUND BALANCE 
 

The school board, by majority vote, may assign fund balances to be used for specific 
purposes when appropriate. The board also delegates the power to assign fund balances 
to the following: ____________________. [Specify individual(s), such as the 
superintendent, business manager, etc., or an entity, such as the finance committee, 
authorized to make these assignments.] Assignments so made shall be reported to the 
school board on a monthly basis, either separately or as part of ongoing reporting by the 
assigning party if other than the school board.  
 
An appropriation of an existing fund balance to eliminate a projected budgetary deficit in 
the subsequent year’s budget in an amount no greater than the projected excess of 
expected expenditures over expected revenues satisfies the criteria to be classified as an 
assignment of fund balance. 
 

IX. STABILIZATION ARRANGEMENTS 
 

[Note:  If the school board has established any arrangement(s) for emergencies and 
other contingencies, the description(s) should be included in this section. The school 
board needs to specifically define the circumstances or conditions when these amounts 
may be used, which must be unanticipated adverse financial or economic 
circumstances. These circumstances or conditions cannot be situations that are 
expected to or which occur routinely. Stabilization arrangements should be reported 
as restricted or committed if they meet the criteria or, otherwise, should be reported as 
unassigned. They should not be reported as assigned.  If the school board does not 
have any such arrangements, this section should be deleted.] 

 
X. REVIEW 
 

The school board will conduct an annual review of the sufficiency of the minimum 
unassigned general fund balance level. 
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[Note:  The school board should determine the review period adequate for their school 
district and change “an annual” to “a quarterly” or “a monthly” or some other time 
frame if appropriate.] 
 
 

Legal References: Statement No. 54 of the Governmental Accounting Standards Board 
 
Cross References: MSBA Service Manual, Chapter 7, Education Funding  
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714  FUND BALANCES 

 

[Note:  The provisions of this policy include the provisions of Statement No. 54 of the 

Governmental Accounting Standards Board (GASB).] 

 

I. PURPOSE 

 

The purpose of this policy is to create new fund balance classifications to allow for more 

useful fund balance reporting and for compliance with the reporting guidelines specified 

in Statement No. 54 of the Governmental Accounting Standards Board (GASB). 

 

II. GENERAL STATEMENT OF POLICY 

 

The policy of this school district is to comply with GASB Statement No. 54. To the 

extent a specific conflict occurs between this policy and the provisions of GASB 

Statement No. 54, the GASB Statement shall prevail. 

 

III. DEFINITIONS 

 

A. “Assigned” fund balance amounts are comprised of unrestricted funds 

constrained by the school district’s intent that they be used for specific purposes, 

but that do not meet the criteria to be classified as restricted or committed. In 

funds other than the general fund, the assigned fund balance represents the 

remaining amount that is not restricted or committed. The assigned fund balance 

category will cover the portion of a fund balance that reflects the school district’s 

intended use of those resources. The action to assign a fund balance may be taken 

after the end of the fiscal year. An assigned fund balance cannot be a negative 

number. 

 

B. “Committed” fund balance amounts are comprised of unrestricted funds used for 

specific purposes pursuant to constraints imposed by formal action of the school 

board and that remain binding unless removed by the school board by subsequent 

formal action. The formal action to commit a fund balance must occur prior to 

fiscal year end; however, the specific amounts actually committed can be 

determined in the subsequent fiscal year. A committed fund balance cannot be a 

negative number. 

 

C. “Enabling legislation” means legislation that authorizes a school district to 

assess, levy, charge, or otherwise mandate payment of resources from external 

providers and includes a legally enforceable requirement that those resources be 

used only for the specific purposes listed in the legislation. 

 

D. “Fund balance” means the arithmetic difference between the assets and liabilities 

reported in a school district fund. 
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E. “Nonspendable” fund balance amounts are comprised of funds that cannot be 

spent because they are either not in spendable form or are legally or contractually 

required to be maintained intact. They include items that are inherently 

unspendable, such as, but not limited to, inventories, prepaid items, long-term 

receivables, non-financial assets held for resale, or the permanent principal of 

endowment funds. 

 

F. “Restricted” fund balance amounts are comprised of funds that have legally 

enforceable constraints placed on their use that either are externally imposed by 

resource providers or creditors (such as through debt covenants), grantors, 

contributors, voters, or laws or regulations of other governments, or are imposed 

by law through constitutional provisions or enabling legislation. 

 

G. “Unassigned” fund balance amounts are the residual amounts in the general fund 

not reported in any other classification. Unassigned amounts in the general fund 

are technically available for expenditure for any purpose. The general fund is the 

only fund that can report a positive unassigned fund balance. Other funds would 

report a negative unassigned fund balance should the total of nonspendable, 

restricted, and committed fund balances exceed the total net resources of that 

fund. 

 

H. “Unrestricted” fund balance is the amount of fund balance left after determining 

both nonspendable and restricted net resources. This amount can be determined 

by adding the committed, assigned, and unassigned fund balances. 

 

IV. CLASSIFICATION OF FUND BALANCES 

 

The school district shall classify its fund balances in its various funds in one or more of 

the following five classifications: nonspendable, restricted, committed, assigned, and 

unassigned. 

 

V. MINIMUM FUND BALANCE 

 

The school district will strive to maintain a minimum unassigned general fund balance of 

not less than 5% and not more than 25% of the General Fund Operating Budget. 

 

VI. ORDER OF RESOURCE USE 

 

If resources from more than one fund balance classification could be spent, the school 

district will strive to spend resources from fund balance classifications in the following 

order (first to last): restricted, committed, assigned, and unassigned.  

 

[Note:  The school board determines this order.] 

 

VII. COMMITTING FUND BALANCE 
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A majority vote of the school board is required to commit a fund balance to a specific 

purpose and subsequently to remove or change any constraint so adopted by the board. 

 

VIII. ASSIGNING FUND BALANCE 

 

The school board, by majority vote, may assign fund balances to be used for specific 

purposes when appropriate. The board also delegates the power to assign fund balances 

to the following: Director of Finance and Operations.  

 

An appropriation of an existing fund balance to eliminate a projected budgetary deficit in 

the subsequent year’s budget in an amount no greater than the projected excess of 

expected expenditures over expected revenues satisfies the criteria to be classified as an 

assignment of fund balance. 

 

IX. REVIEW 
 

The school board will conduct an annual review of the sufficiency of the minimum 

unassigned general fund balance level. 

 

 

Legal References: Statement No. 54 of the Governmental Accounting Standards Board 

 

Cross References: MSBA Service Manual, Chapter 7, Education Funding  

 

Policy Adopted: June 2011 

 

Independent School District No. 110 

Waconia, MN 
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Adopted: ______________ MSBA/MASA Model Policy 722 
 Orig. 2017 
Revised: ______________ 
 
 
722 PUBLIC DATA REQUESTS 
 

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

 
I. PURPOSE 
 

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

 
II. GENERAL STATEMENT OF POLICY 

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

III. DEFINITIONS 
 
A. Government Data 

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

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

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

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

 
 E. Summary Data 

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

IV. REQUESTS FOR PUBLIC DATA  
 
A. All requests for public data must be made in writing directed to the responsible 

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

 
a. Date the request is made; 
 
b. A clear description of the data requested; 

 
c. Identification of the form in which the data is to be provided 

(e.g., inspection, copying, both inspection and copying, etc.); 
and 

 
d. Method to contact the requestor (such as phone number, 

address, or email address). 
 

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

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

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

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

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

follows: 



722-3 
 

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

data is not accessible to the requestor; or 
 

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

 
(2) Upon the request of a requestor who is denied access to 

data, the responsible authority shall certify in writing that 
the request has been denied and cite the specific statutory 
section, temporary classification, or specific provision of 
federal law upon which the denial was based. 

 
c. The requested data does exist and provide arrangements for 

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

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

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

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

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

5. The school district is not required to respond to questions that are not 
about a particular data request or requests for data in general. 
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V. REQUEST FOR SUMMARY DATA  
 
A. A request for the preparation of summary data shall be made in writing 

directed to the responsible authority. 
 
1. A request for the preparation of summary data must include the 

following information: 
 

a. Date the request is made; 
 

b. A clear description of the data requested; 
 

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

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

address). 
 

B. The responsible authority will respond within ten (10) business days of the 
receipt of a request to prepare summary data and inform the requestor of the 
following: 
 
1. The estimated costs of preparing the summary data, if any; and 

 
2. The summary data requested; or 

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

requested summary data, including reasons for any time delays; or 
 

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

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

VI. COSTS 
 
A. Public Data 

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

 
a. 100 or fewer pages of black and white, letter or legal sized paper 

copies will be charged at 25 cents for a one-sided copy or 50 
cents for a two-sided copy. 
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b. More than 100 pages or copies on other materials are charged 

based upon the actual cost of searching for and retrieving the 
data and making the copies or electronically sending the data, 
unless the cost is specifically set by statute or rule. 
 
(1) The actual cost of making copies includes employee 

time, the cost of the materials onto which the data is 
copied (paper, CD, DVD, etc.), and mailing costs (if 
any). 
 

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

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

B. Summary Data 
 
1. Any costs incurred in the preparation of summary data shall be paid by 

the requestor prior to preparing or supplying the summary data. 
 

2. The school district may assess costs associated with the preparation of 
summary data as follows: 
 
a. The cost of materials, including paper, the cost of the labor 

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

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

 
 
Data Practices Contacts 
 
Responsible Authority: 
[Name] 
[Location] 
[Phone number; email address] 
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Data Practices Compliance Official: 
[Name] 
[Location] 
[Phone number; email address] 
 
Data Practices Designee(s):   
[Name] 
[Location] 
[Phone number; email address] 
 
 
Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act) 
  
Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 
 MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil 

Records) 
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INDEPENDENT SCHOOL DISTRICT NO. ___ 
PUBLIC DATA REQUEST FORM 

 
TO BE COMPLETED BY THE REQUESTOR 
REQUESTOR NAME (NOT REQUIRED): PHONE NUMBER:* 

 
ADDRESS:* EMAIL ADDRESS:* 

 
DATE OF REQUEST: 
 

 

DESCRIPTION OF THE INFORMATION REQUESTED: (attach additional page if necessary) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MANNER IN WHICH RESPONSIVE DATA IS TO BE PROVIDED: 
 
 INSPECTION ONLY   COPIES ONLY**   BOTH INSPECTION AND COPIES                              ** 
 
**Inspection is free, but there is a charge for copies.  Payment must be received before copies will be provided. 
 
 

 

 
 
FOR OFFICE USE ONLY 
DATE REQUEST RECEIVED: REQUEST RECEIVED BY: 

 
DATE OF RESPONSE: RESPONSE PROVIDED BY: 

 

 
 
 
* Requestor’s name is optional.  However, contact information is necessary to mail/email the data.  Also, contact 
information is needed if the school district does not understand the request.  We will not work on such a request 
until clarified. 
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CRISIS MANAGEMENT POLICY                                                                                        806 
 

I. PURPOSE 
 

The purpose of this Crisis Management Policy is to act as a guide for school district and 

building administrators, school employees, students, school board members, and 

community members as to how to address a wide range of potential crisis situations in the 

school district.  The step-by-step procedures suggested by this Policy will provide 

guidance to each school building in drafting crisis management plans to coordinate 

protective actions prior to, during, and after any type of emergency or potential crisis 

situation in the school district.  Please note that, pursuant to this Policy, tailored crisis 

management plans will be developed for each school building in the school district and 

sections or procedures may be added or deleted in those crisis management plans based 

on building needs. 

 

II. GENERAL INFORMATION 
 

 A. The Policy and Plans. 

 

The school district’s Crisis Management Policy has been created in consultation 

with local community response agencies and other appropriate individuals and 

groups likely to be involved in assisting with a school emergency.  It is designed 

so that each building administrator can tailor a crisis management plan to meet 

that building’s specific situation and needs. 

 

The school district administration and/or the administration of each building shall 

present tailored crisis management plans to the school board for review and 

approval.  These building-specific crisis management plans will include general 

crisis procedures and crisis-specific procedures.  Upon approval by the school 

board, such crisis management plans shall be an addendum to this Crisis 

Management Policy.  This Policy and the plans will be maintained and updated 

year to year. 

 

 B. Elements of the District Crisis Management Policy. 

 

  1. General Crisis Procedures.  The Crisis Management Policy includes 

general crisis procedures for securing the building, classroom evacuation, 

building evacuation, campus evacuation, and sheltering.  It designates the 

individual(s) who will determine when these actions will be taken.  These 

district-wide procedures may be modified by building administrators when 

creating the building-specific crisis management plans.  Each building will 

have access to a copy of the Emergency/Disaster Preparedness Planning 

Guide.  This guide will assist in development of the building-specific 

crisis management plans. 
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a. Lock-Down Procedures.  Lock-down procedures will be used in 

situations that may result in harm to persons inside the school 

building, such as a shooting, hostage incident, intruder, 

trespassing, disturbance, or at the discretion of the building 

administrator or designee.  The building administrator or designee 

will announce the lock-down over the public address system or 

other designated system.  The alert will be made using a pre-

selected code word.  Provisions for emergency evacuation should 

be maintained even in the event of a lock-down.  Each building 

administrator will submit lock-down procedures for their building 

as part of the building-specific crisis management plan. 

 

   b. Evacuation Procedures. Classroom, building, and campus 

evacuations may be implemented at the discretion of the building 

administrator or designee.  Each building’s crisis management plan 

will include procedures for transporting students and staff a safe 

distance from harm to a designated safe area until released by the 

building administrator or designee, as appropriate.  Safe areas may 

change depending on the emergency. 

 

   c. Sheltering Procedures.  Sheltering provides refuge for students, 

staff, and visitors within the school building during an emergency.  

Shelters are safe areas that maximize the safety of inhabitants.  

Safe areas may change depending on the emergency.  The building 

administrator or designee will announce the need for sheltering 

over the public address system or other designated system.  Each  

building administrator will submit sheltering procedures for a 

building as part of the building-specific crisis management plan. 

 

  2. Crisis-Specific Procedures.  The Crisis Management Policy includes 

crisis-specific procedures for potential crisis situations that may occur 

during the school day or at school-sponsored events and functions.  These 

district-wide procedures are designed so that building administrators can 

tailor response procedures when creating building-specific crisis 

management plans. 

 

  3. Additional Procedures.  The school district administration will present 

recommended early school closure, media and grief counseling procedures 

to the school board for review and approval.  Upon approval, such 

procedures will be an addendum to this policy. 

 

   a. Early School Closure Procedures.  The superintendent will make 

decisions about closing a school or any school district building.  

Such decisions will be made by the superintendent as early in the 

day as possible.   The early school closure procedures will describe 

potential reasons for early school closure (weather-related or a 

crisis situation), will specify how the decision will be 

communicated to staff, students, families and the school 
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community (including means such as broadcast media, local 

authorities, or a phone tree), and will discuss factors to be 

considered in closing and reopening a school or school district 

building.  The early school closure procedures also will include a 

process for reminding parents and guardians to listen to designated 

radio and TV stations for school closing announcements, where 

possible. 

 

   b. Media Procedures.  The superintendent has the authority and 

discretion for notifying parents and guardians and the school 

community in the event of a crisis or early school closure. 

 

 

 

   c. Grief-Counseling Procedures.  The recommended grief counseling 

procedures will provide for initiating a grief-counseling plan 

utilizing available resources such as the school psychologist, 

counselor, community grief counselors, or others in the 

community.  The grief-counseling procedures will be used 

whenever determined by the superintendent or the building 

administrator to be necessary, such as after an assault, a hostage 

situation, shooting, or suicide.  The grief-counseling procedures 

should include the following steps. 

 

    (1) Meet with school counseling staff to determine the level of 

intervention for students and staff (was the crisis on 

campus, were there student or staff witnesses, etc.). 

 

    (2) Designate specific rooms as private counseling areas. 

 

    (3) Escort siblings and close friends of the victim(s) and other 

highly stressed students and staff to counselors. 

 

    (4) Prohibit  the media from questioning students or staff. 

 

    (5) Follow-up with students and staff who receive counseling. 

 

    (6) Resume normal routines as soon as possible. 

 

Upon approval, such grief counseling procedures will be an addendum to 

this policy. 

 

  4. Facility Diagrams and Site Plans.  School buildings will have a facility 

diagram and site plan showing at least the following: the location of 

primary and secondary evacuation routes, exits, designated safe areas 

inside and outside of the building, fire alarms, fire extinguishers, hoses 

and water spigots.  The facility diagrams and site plans will be available in 
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the office of the building administrator and in appropriate areas and will 

be kept on file in the school district office. 

 

[Note: The Uniform Fire Code promulgated pursuant to Minn. Stat. § 

299F.011 does not specifically require posting of facility diagrams for 

school buildings.  See Uniform Fire Code, §§ 13.03.3.1 (requiring 

emergency plans) and 13.03.4.1 (requiring certain floor maps and site 

plans as part of an emergency plan).] 
 

  5. Emergency Telephone Numbers.  Each building will maintain a current 

list of emergency telephone numbers and the names and addresses of local 

and county personnel who are likely to be involved in resolving a crisis 

situation.  The list will include numbers for agencies such as the police, 

fire, ambulance, hospital, the Poison Control Center, local, county, and 

state emergency management agencies, local public works department, 

local utility companies, the public health nurse, mental health/suicide 

hotlines, and the county welfare agency, so that they may be contacted as 

appropriate.  A copy of the list for each building will be kept on file in the 

school district office and will be updated annually. 
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  6. Crisis Response Teams. 

 

a. Composition.  The building administrator in each school building 

will select a crisis response team trained to respond in an 

emergency.  All team members will be trained to carry out the 

building’s crisis management plan and have knowledge of 

procedures, evacuation routes, and safe areas.  Team members 

must be willing to be actively involved with resolving crises and 

be available to assist when necessary.  Each building will maintain 

a current list of crisis response team members and update it 

annually.  A copy of the list will be kept on file in the school 

district office.    

  

 

   b. Leaders.  The building administrator or designee serves as the 

leader of the crisis response team and the principal contact for 

emergency response officials. When they are present, emergency 

response agents may elect to take command and control of the 

situation.  It is critical in this situation that school officials assume 

a resource role and are available to the emergency response 

personnel. 

 

7. District Employees.  Teachers generally have the most direct contact with 

students on a day-to-day basis.  As a result, they should be aware of their role 

in responding to crisis situations.  This also applies to non-teaching school 

personnel who have direct contact with students.  All staff should be aware of 

the District Crisis Management Policy and their own building’s crisis 

management plan. 

 

 

Policy Adopted:  September 2004 / November 2006 / reviewed April 2009 / May 2016 

Independent School District #110 

Waconia, MN 
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FOR ASSISTANCE IN DRAFTING A CRISIS MANAGEMENT PLAN 
 
 
Resources are available to assist school districts in drafting a Crisis Management Policy and/or 
building-specific crisis management plans.  Please contact any of the organizations listed below 
for assistance: 
 
A. Minnesota Department of Education 

 
Division of Compliance and Assistance 
1500 Highway 36 West 
Roseville, MN 55113-4266 

 651-582-87058710  FAX: 651-582-8725 
 www.education.state.mn.us  
 
 Division of Safe and Healthy Learners 
 1500 Highway 36 West 
 Roseville, MN 55113-4266 
 651-582-8309   FAX: 651-582-8725 
 www.education.state.mn.us/mde/Learning_Support/Safe_and_Healthy_Learners/ 

index.html  
 
B. Minnesota Department of Public Safety 

 
Division of Homeland Security and Emergency Management 
444 Cedar Street, Suite 223 
St. Paul, MN 55101-6223 

 651-296-2233201-7400 FAX: 651-296-0459 
www.hsem.state.mn.us  

 
C. Minnesota Department of Public Safety 
 State Fire Marshall Division 
 444 Cedar Street, Suite 145 
 St. Paul, MN 55101-5145 
 651-282-6555201-7200 FAX: 651-215-0525 
 
D. Minnesota School Boards Association 

1900 West Jefferson Avenue 
 St. Peter, MN 56082-3015 
 800-324-4459   FAX: 507-931-1515 
 507-934-2450  

www.mnmsba.org  
 
E. Knutson, Flynn & Deans 
 MSBA/MASA Policy Services Legal Counsel 
 1155 Centre Pointe Drive, Suite 10 
 St. Paul, MN 55120-1268 
 651-222-2811   FAX: 651-225-0600 
 www.kfdmn.com  

http://www.education.state.mn.us/
http://www.education.state.mn.us/mde/Learning_Support/Safe_and_Healthy_Learners/%20index.html
http://www.education.state.mn.us/mde/Learning_Support/Safe_and_Healthy_Learners/%20index.html
http://www.hsem.state.mn.us/
http://www.mnmsba.org/
http://www.kfdmn.com/
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OTHER RESOURCES/PUBLICATIONS: 
 

U.S. Department of Education 
www2.ed.gov/emergencyplan 
 
The site includes crisis planning resources, including Practical Information on Crisis Planning – 
A Guide for Schools and Communities, January 2007; and A Bomb Threat Assessment Guide 
which is available on CD-Rom. 
 
 
Information on school security equipment and technology, including a link to The Appropriate 
and Effective Use of Security Technologies in U.S. Schools, September 1999, National Institute 
of Justice. 
www.schoolsecurity.org/resources/security-equipment.html 
 
 
Threat Assessment in Schools:  A Guide to Managing Threatening Situations and To Creating 
Safe School Climates (U.S. Department of Education, May 2002) 
www2.ed.gov/admins/lead/safety/threatassessmentguide.doc 
 
 
The Final Report and Findings of the Safe School Initiative:  Implications for the Prevention of 
School Attacks in the United States (U.S. Department of Education, May 2002) 
www2.ed.gov/admins/lead/safety/preventingattacksreport.doc 
 
 
For support, advice, and assistance for coordination of outside mental health resources, consult 
with the Minnesota Department of Education, Division of Safe and Healthy Learners.  Phone:  
651-582-8352 
www.education.state.mn.us 
 
 
A school safety guide is available through the Minnesota Department of Public Safety, Division 
of Homeland Security and Emergency Management. 
www.hsem.state.mn.us 
 
 
Additional Web Sites: 
www.ready.gov 
www.fema.gov/kids 
www.redcross.org/services/disaster 
www.nasponline.org 
 
 
Your local emergency response agencies (law enforcement, fire, emergency management) can 
also assess your building and situation, suggest changes, and assist in drafting building-specific 
crisis management/emergency plans. 

http://www.ed.gov/emergencyplan
http://www.ed.gov/gov/admins/lead/safety/threatassessmentguide.doc
http://www.ed.gov/admins/lead/safety/preventingattacksreport.doc
http://www.education.state.mn.us/
http://www.hsem.state.mn.us/
http://www.ready.gov/
http://www.fema.gov/kids/
http://www.redcross.org/services/disaster
http://www.nasponline.org/
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FIRE 
 
In the event of a fire, smoke from a fire or detection of a gas odor: 
• Pull fire alarm and notify building occupants by means of 

__________________________________________________________________ 
 
• Evacuate students and staff to the designated areas. 

◦ These areas should be a safe distance away from emergency personnel. 
◦ Be aware of the arrival of emergency responders.  See map of evacuation routes 

and assembly areas located 
____________________________________________________________ 
(or included in this manual on next page) 

 
• Follow primary fire drill route whenever possible.  Follow alternate route if primary route 

is blocked or dangerous.  See map, located 
__________________________________________________________________ 
(or included in this manual on next page) 
◦ Teachers take class roster. 
◦ Teachers take attendance after evacuation. 
◦ Teachers report missing students to building administrator immediately. 

 
• If trapped by fire, go to Shelter-in-Place Procedures. 
 
Building administrator: 
• Building administrator notifies fire department (call 911) and superintendent. 
 
• Building administrator or designee meets with emergency officials as soon as possible. 
 
• After consulting with appropriate official, building administrator may move students to 

primary relocation center at ______________________________________ if weather is 
inclement or building is damaged. 

 
• Do not reenter buildings until they are declared safe by fire or law enforcement 

personnel. 
 
• Building administrator notifies staff and students of termination of emergency. 
 
Fire drills should be held at varied times during the school day. 
Practice both primary and alternate routes. 
 
Extra staffing is necessary for students with special medical or physical needs. 
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HAZARDOUS MATERIALS 
 
Incident occurs in school: 
• Notify building administrator/office. 
 
• Call 911.  If the type and/or location of hazardous material is known, report that 

information to 911. 
 
• Evacuate to an upwind location, taking class roster.  Teachers take attendance after 

evacuation. 
 
• Seal off area of leak/spill.  Close doors. 
 
• Fire officer in charge will determine additional shelter-in-place or evacuation actions. 
 
• Shut off heating, cooling, and ventilation systems in contaminated area to reduce the 

spread of contamination. 
 
• Building administrator notifies superintendent. 
 
• Notify parents/guardians if students are evacuated, according to district policy and/or 

guidance. 
 
• Resume normal operations when fire officials approve. 
 
Incident occurs near school property: 
• Fire or law enforcement will notify school officials. 
 
• Consider closing outside air intake, evacuating students to a safe area, or sheltering 

students inside the building until emergency passes or relocation is necessary. 
 
• Fire officer in charge of scene will instruct school officials on the need for sheltering or 

evacuation. 
 
• Follow procedures for sheltering or evacuation. 
 
• If evacuating, teachers take class rosters and take attendance after evacuation. 
 
• If evacuation is not ordered, be aware of and remain alert for any change in health 

conditions of students and staff, especially respiratory problems.  Seek medical attention 
if necessary. 

 
• Notify parents/guardians if students are evacuated, according to district policy and/or 

guidance. 
 
• Resume normal operations when fire officials approve. 
 
Extra staffing is necessary for students with special medical and/or physical needs. 
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SEVERE WEATHER 
TORNADO/SEVERE THUNDERSTORM/FLOODING 

 
Tornado/severe thunderstorm WATCH has been issued in an area near school: 
• Monitor NOAA Weather Radio All Hazards (National Weather Service) or emergency 

alert radio stations. 
• Bring all persons inside building(s). 
• Close windows. 
• Review tornado drill procedures and location of safe areas. 
 
Tornado safe areas are interior hallways or rooms away from exterior walls and windows and 
away from large rooms with long-span ceilings. 
 
• Review “drop and tuck” procedures with students. 
 
Tornado/severe thunderstorm WARNING has been issued in an area near school, or a 
tornado has been spotted near school: 
• Move students and staff to safe areas. 
• Close classroom doors. 
• Teachers take class rosters. 
• Ensure that students are in “tuck” positions. 
• Teachers take attendance. 
• Remain in safe area until warning expires or emergency personnel have issued an all-

clear signal. 
 
Post diagrams in each classroom showing routes to areas.  Attach a building diagram showing 
safe areas. 
 
Flooding: 
• Monitor NOAA Weather Radio All Hazards and emergency alert radio stations.  Stay in 

contact with emergency management officials. 
• Review evacuation procedures with staff. 
• Check relocation centers.  Find an alternate relocation center if primary and secondary 

centers would also be flooded. 
• Check transportation resources. 
• If district officials and emergency responders advise evacuation, do so immediately. 
• Teachers take class rosters. 
• Teachers take attendance. 
• Notify parents/guardians according to district policy. 
 
Refer to Severe Weather Awareness Week postings at www.hsem.state.mn.us for further 
information on severe weather safety. 

http://www.hsem.state.mn.us/
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MEDICAL EMERGENCY 
 
Life-threatening injury or illness, or death: 
• Notify office staff/building administrator to make emergency calls.  If unable to reach 

office immediately, call 911.  Work as a team. 
 
• Give full attention to the victim(s). 
 
• Do not attempt to move a person who is ill or injured unless he/she is in immediate 

danger of further injury. 
 
• If possible, isolate the affected student/staff member.  Disperse onlookers and keep others 

from congregating in the area. 
 
• Check breathing.  Is the airway clear?  Is the victim in a position to facilitate breathing? 
 
• Help stop bleeding. 

◦ Applying pressure on wound or elevating wound may help stop or slow bleeding. 
◦ Protect yourself from body fluids.  Use gloves if available. 

 
• Check for vital signs.  Initiate first aid, if you are trained. 
 
• Comfort the victim(s) and offer reassurance that medical attention is on the way. 
 
• After immediate medical needs have been cared for, remain to assist emergency medical 

services personnel with pertinent information about the incident. 
 
Non-life-threatening injury or illness: 
• For all non-life-threatening illnesses and injuries, call the office/nurse. 
 
Administrator: 
• In case of traumatic medical emergency or death at school: 

◦ Notify superintendent. 
◦ Notify victim’s parents, guardians, or family. 
◦ Activate post-crisis procedures, if necessary. 

 
• In all other medical emergencies, assess individual’s need for post-crisis intervention. 
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FIGHT/DISTURBANCE 
 
• Ensure the safety of students and staff first. 
 
• Notify building administrator/security/law enforcement.  Work as a team, especially 

when separating participants. 
 
• Don’t let a crowd incite participants.  Disperse onlookers and keep others from 

congregating in the area. 
 
• When participants are separated, do not allow further visual or verbal contact. 
 
• Document all activities witnessed by staff. 
 
• Deal with event according to school’s discipline policy. 
 
• Building administrator notifies parents/guardians of students involved in fight.  

Superintendent and police may be notified as necessary, or as indicated by school policy. 
 
• Assess counseling needs of participants and witnesses.  Implement post-crisis procedures 

as needed. 
 
For fights or disturbances that elevate to possible assault level, refer to Assault guidance. 
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ASSAULT 
 
• Ensure the safety of students and staff first. 
 
• Notify building administrator.  Work as a team. 
 
• Notify law enforcement if circumstances lead you to believe that criminal activity is 

involved, e.g., if a weapon is used, if there has been a sexual assault or there is a physical 
injury that causes substantial pain. 

 
• Seal off area to preserve evidence and disperse onlookers. 
 
• If victim requires medical attention, follow Medical Emergency procedures. 
 
• Do not leave the victim alone. 
 
• Notify parents/guardians and superintendent per district policy. 
 
• Document all activities witnessed by staff. 
 
• Assess counseling needs and implement post-crisis procedures as needed. 
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INTRUDER 
 
Intruder – an unauthorized person who enters school property: 
 
Minn. Stat. § 609.605, Subd. 4, gives a school building administrator authority to have persons 
removed from school property as trespassers if they are not authorized to be there. 
 
• Politely greet intruder and identify yourself. 

◦ Consider asking another staff person to accompany you before approaching 
intruder. 

 
• Inform intruder that all visitors must register at the main office. 

◦ Ask intruder the purpose of his/her visit.  If possible, attempt to identify the 
individual and/or vehicle. 

 
• If intruder’s purpose is not legitimate, ask him/her to leave.  Accompany intruder to exit. 
 
• Notify building administrator or law enforcement. 
 
If intruder refuses to leave: 
 
• Notify building administrator and law enforcement if intruder refuses to leave.  Give law 

enforcement full description of intruder. 
 
• Back away from intruder if he/she indicates a potential for violence.  Allow an avenue of 

escape.  To the extent possible, maintain visual contact. 
◦ Be aware of intruder’s actions at this time (where he/she is located in school 

building, whether he/she is carrying a weapon or package, etc.). 
◦ Maintaining visual contact and knowing the location of the intruder is less 

disruptive than doing a building-wide search later. 
 
Should the situation escalate quickly, the building administrator may decide at any time to 
initiate lockdown procedures. 
 
Note: To assist staff members who interact with a stranger at school, use the “I CAN” rule. 
 
 Intercept 
 Contact 
 Ask 
 Notify 
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WEAPONS 
 
Staff or students who are aware of a weapon brought to school: 
• Immediately notify building administrator, teacher or law enforcement. 
 ◦ Give the following information: 

▪ Name of person suspected of bringing the weapon. 
▪ Location of the weapon. 
▪ Whether the suspect has threatened anyone. 
▪ Any other details that may prevent the suspect from hurting someone or 

himself/herself. 
 
• Teachers who suspect that a weapon is in the classroom: STAY CALM. 

◦ Do not call attention to the weapon. 
◦ Notify the building administrator, the school resource officer or a neighboring 

teacher as soon as possible. 
◦ Teacher should not leave the classroom. 

 
Building administrator: 
• Call law enforcement to report that a weapon is suspected in school. 
 
• Ask another administrator or a law enforcement officer to participate in questioning the 

suspected student or staff member. 
◦ Consider the best time and place to approach the person, taking into account these 

factors if possible: 
▪ Need for assistance from law enforcement. 
▪ Type of weapon. 
▪ Safety of persons in the area. 
▪ State of mind of the suspected person. 
▪ Accessibility of the weapon. 

 
• Separate student/staff member from weapon, if possible. 
 
• If the suspect threatens you with the weapon, DO NOT try to disarm him/her.  Back away 

with your hands up.  STAY CALM. 
 
• Follow district procedures if you need to conduct a weapons search. 
 
• Document all activities related to a weapons incident according to reporting requirements 

of the district and Minnesota Statutes. 
 
• If the suspect is a student, notify parent(s)/guardian(s) according to district policy. 
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SHOOTING 
 
If a person displays a firearm or begins shooting: 
• Move to or seek safe shelter.  Go to lockdown procedures. 
 
• Notify building administrator/law enforcement. 
 
• Call 911. 
 
If you hear gunshots: 
• If possible, determine where shooting is taking place. 
 
• Seek safe shelter. 

◦ If outside, stay as low to the ground as possible, and find any kind of cover. 
◦ If inside, go to lockdown procedures. 

 
• Teachers take attendance and notify the building administrator of missing students or 

staff as soon as it is safe to do so. 
 
Building administrator/school resource officer/security/law enforcement: 
• Building administrator may order lockdown procedures. 
 
• Assess the situation as to: 

◦ The shooter’s location. 
◦ Injuries. 
◦ Potential for additional shooting. 

 
• Call 911 and give as much detail as possible about the situation. 
 
• Secure the school, if appropriate. 
 
• Help students and staff find safe shelter. 
 
• Care for the injured if it is safe to do so until emergency responders arrive.  Do not add to 

the victim list by exposing yourself to danger. 
 
• Notify superintendent’s office. 
 
• Refer media to district spokesperson per media procedures. 
 
• Initiate post-crisis procedures. 
 
Work with local law enforcement to identify their response methods and capabilities.  Provide 
them with updated building diagrams. 
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HOSTAGE 
 
Witness to a hostage situation: 
 
If the hostage-taker is unaware of your presence, DO NOT INTERVENE! 
 
• Notify building administrator.  Building administrator may wish to initiate lockdown 

procedures or evacuation. 
 
• Call 911.  Give dispatcher details of situation. 
 
• Seal off area near hostage scene. 
 
• Police will take control of hostage scene; building administrator coordinates with police 

for safety and welfare of students and staff. 
 
• Document all activities. 
 
If taken hostage: 
 
• Cooperate with hostage-taker to the fullest extent possible. 
 
• Try not to panic.  Calm students if they are present. 
 
• Treat the hostage-taker as normally as possible. 
 
• Be respectful to the hostage-taker. 
 
• Ask permission to speak; do not argue or make suggestions. 
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BOMB THREAT 
 
Critical information: 
• Schools are responsible for assessing bomb threats to determine credibility. 
• All bomb threats must be taken seriously until they are assessed. 
• The decision whether or not to evacuate rests with the school, not the responding 

agencies, unless a device is located. 
 
Procedures upon receiving a bomb threat: 
By phone call 
 ◦ Complete the Checklist for Telephone Threats. 
By written note 
 ◦ Preserve evidence. 
 ◦ Place note in plastic bag, if available. 

◦ Photograph words written on walls. 
• Notify building administrator or designee. 
• Notify law enforcement. 
• Building administrator orders evacuation or other actions according to threat assessment 

and school policy. 
 
Caution: Overreacting may encourage additional threats. 
 
Scanning process considerations: 
• Scan classrooms and common areas for suspicious items.  Scans should be made by 

people who are familiar with the building.  Assign staff to certain areas of the building.  
Keep in mind that a bomb could be placed anywhere on school property – inside or 
outside. 

• Any suspicious devices, packages, etc., should be pointed out to emergency responders.  
Do not touch. 

• Once a device is located, emergency responders take responsibility for it. 
 
Evacuation considerations: 
• If a decision is made to evacuate, notify staff via phone system, hardwired PA system or 

by messenger.  Do not use cell phones, radios or fire alarm system because of risk of 
activating a device. 

• While notification is being made, other staff should survey the grounds to clear exits and 
areas where students and staff will be going.  Exit routes should be altered accordingly if 
the location of the device is known. 

• When evacuating, leave everything as-is.  Leave room doors unlocked.  Teachers take 
class roster. 

 
Bomb squads generally will not search a building unless a suspicious package has been located. 
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CHEMICAL OR BIOLOGICAL THREAT 
 
If a telephone threat references a chemical or biological device or package, complete the 
Checklist for Telephone Threats procedures and refer to safety procedures in Bomb Threat and 
Hazardous Materials sections. 
 
This page addresses receiving, by mail or delivery service, a suspicious letter or package 
that might be a chemical or biological threat. 
 
When sorting mail or receiving delivered packages: 
• Look for characteristics that make you suspicious of the content. 

◦  excessive postage, excessive weight 
 ◦ misspellings of common words 

◦ oily stains, discolorations, odor 
◦ no return address or showing a city or state in the postmark that does not match 

the return address 
◦ package not anticipated by someone in the school or not sent by a known school 

vendor 
 
If a letter/package is opened and contains a written threat by no suspicious substance: 
• Notify building administrator and law enforcement. 
• Limit access to the area in which the letter/package was opened to minimize the number 

of people who might directly handle it.  It is considered criminal evidence. 
• Ask the person who discovered/opened the letter or package to place it into another 

container, such as a plastic bag. 
• Turn the letter/package over to law enforcement.  Document all activities. 
 
If a letter or package is opened and contains some type of suspicious substance: 
• Notify building administrator and law enforcement. 
• Isolate the people who have been exposed to the substance. The goal here is to 

prevent/minimize spreading contamination. 
• Limit access to the area in which the letter/package was opened. 
• Ask the person who discovered/opened the letter/package to place it into another 

container, such as a clear plastic zip-lock bag.  Handle with gloves if possible. 
• Emergency officials will determine the need for decontamination of the area and the 

people exposed to the substance. 
 
Building administrator: 
• Building administrator and emergency officials determine whether evacuation is 

necessary. 
• Building administrator notifies superintendent.  Notification is made to parents/guardians, 

according to district policies. 
• Implement post-crisis procedures as necessary. 
 
Consider having gloves and zip-lock bags available at mail sorting areas. 



806-26F  

CHECKLIST FOR TELEPHONE THREATS 
 
If you receive a telephone threat (bomb/chemical/other): 
• Remain calm 
• Do not hang up.  Keep the caller on the line as long as possible and listen carefully. 
 
Ask the following questions: 
• Where is the bomb/chemical or other hazard? 
• When will it explode/be activated? 
• What does it look like? 
• What kind of bomb/hazard is it? 
• What will cause it to explode/activate? 
• What is your name? 
• Did you place the bomb/hazard?  WHY? 
• Where are you? 
 
Exact wording of the threat:_______________________________________________________ 
If voice is familiar, who did it sound like?____________________________________________ 
 
Caller ID information: male female adult juvenile age 
 
Call origin: local long distance internal cell phone 
 
Caller’s voice: Note pattern of speech, type of voice, tone.  Check all that apply. 
Calm Excited Loud Soft Deep Nasal 

Raspy Distinct Slurred Normal Crying Laughter 

Slow Rapid Disguised Accent Lisp Stutter 

Drunken Familiar Incoherent Deep breathing 
 
Background sounds: Check all that apply. 
Voices Airplanes Street noises Trains Quiet Bells 

Clear Static Animals Party Vehicles 

Horns House noises PA system Music Factory machines 

Motor Phone booth Other: 
 
Threat language: Check all that apply. 
Well-spoken 
(educated) 

 
Foul 

 
Taped 

 
Incoherent 

 
Irrational 

Message read 
from script 

 
Did caller indicate knowledge of the building?  Give specifics:__________________________ 
Person receiving call:________________ Phone number where call received:_______________ 
LEAVE YOUR PHONE OFF THE HOOK.  DO NOT HANG UP AFTER CALLER 
HANGS UP. 
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DEMONSTRATION 
 
If demonstrators are near but not on school property: 
 
• Building administrator notifies staff and superintendent’s office. 
 
• Monitor situation.  Notify law enforcement if necessary. 
 
If demonstrators are on school property: 
 
• Ensure safety of students and staff, particularly safe entry into and exit from the building. 
 
• Building administrator notifies staff and superintendent’s office. 
 
• Building administrator asks demonstrators to leave school property.  Warn them that they 

are violating the state trespass statute.  Notify law enforcement if necessary. 
◦ If demonstrators leave, continue to monitor the situation. 
◦ If demonstrators do not leave, notify law enforcement.  Building administrator 

may initiate “lockdown with warning.”  (See Lockdown Procedures) 
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SUICIDE 
 
Suicide threat: 
• Consider any student reference to suicide as serious. 
 
• Do not leave the student alone. 
 
• Notify the school counselor, social worker, psychologist, or building administrator 

immediately. 
 
• Stay with the student until suicide intervention staff arrives. 
 
• Do not allow the student to leave school without parent, guardian, or other appropriate 

adult supervision. 
 
Suicide attempt in school: 
• Notify building administrator, school nurse, or other appropriate professional staff. 
 
• Call 911 if the person needs medical attention, has a weapon, needs to be restrained, or 

parent/guardian cannot be reached. 
 
• Try to calm the suicidal person. 
 
• Stay with the suicidal person until suicide intervention staff arrives. 
 
• Isolate the suicidal person or the area, if possible. 
 
• Initiate first aid. 
 
• Do not allow the student to leave school without parent, guardian, or other appropriate 

adult supervision. 
 
Building administrator: 
• Call parent(s) or guardian(s) if the suicidal person is a student. 
 
• Call family or emergency contact if suicidal person is a staff member. 
 
• Notify superintendent or appropriate district level administrator. 
 
• Work with district public information officer. 
 
• Implement post-crisis procedures. 
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LOCKDOWN PROCEDURES 
 
One means of securing the school is to implement lockdown procedures.  These procedures 
may be called for in the following instances: 
1) Lockdown with warning – The threat is outside of the school building.  The school may 

have been notified of a potential threat outside of the building. 
 
2) Lockdown with intruder – The threat/intruder is inside the building. 
 
Lockdown with warning procedures: 
• Building administrator will order and announce “lockdown with warning” procedures.  

Repeat announcement several times.  Be direct.  Code words lead to confusion. 
 
• Bring people inside. 
 
• Lock exterior doors. 
 
• Clear hallways, restrooms, and other rooms that cannot be secured. 
 
• Pull shades.  Keep students away from windows. 
 
• Control all movement, but continue classes.  Disable bells.  Move on announcement only. 
 
• Building administrator will announce “all clear.” 
 
Lockdown with intruder procedures (these actions happen rapidly): 
• Building administrator will order and announce “lockdown with intruder.”  Repeat 

announcement several times.  Be direct.  Code words lead to confusion. 
 
• Immediately direct all students, staff and visitors into nearest classroom or secured space.  

Classes that are outside of the building SHOULD NOT enter the building.  Move outside 
classes to primary evacuation site. 

 
• Lock classroom doors. 
 
• DO NOT lock exterior doors. 
 
• Move people away from windows and doors.  Turn off lights. 
 
• DO NOT respond to anyone at the door until “all clear” is announced. 
 
• Keep out of sight. 
 
• Building administrator will announce “all clear.” 
 
Some other threats may override lockdown, i.e., confirmed fire, intruder in classroom, etc.  
Consider making an action plan for people in large common areas, i.e., cafeteria, gymnasium. 
 
Lockdown may be initiated in non-threatening circumstances to keep people away from areas 
where there may be a medical emergency or disturbance. 
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SHELTER-IN-PLACE PROCEDURES 
 
Sheltering in place provides refuge for students, staff and the public inside the school 
building during an emergency.  Shelters are located in areas of the building that maximize 
the safety of inhabitants. 
 
Sheltering in place is used when evacuation would put people at risk (i.e., tornado, 
environmental hazard, blocked evacuation route). 
 
Shelter areas may change depending on the emergency: 
• Identify safe areas in each school building. 
 
• Building administrator announces that students and staff must go to shelter areas. 
 
• Bring all persons inside building(s). 
 
• Teachers take class rosters. 
 
• Close all exterior doors and windows, if appropriate. 
 
• Turn off ventilation leading outdoors, if appropriate. 
 
• Teachers account for all students after arriving in shelter area. 
 
• All persons remain in shelter areas until a building administrator or emergency responder 

declares that it is safe to leave. 
 
If all evacuation routes are blocked: 
• Stay in room and close door. 
 
• Keep air as clean as possible. 

◦ Seal door. 
◦ Open or close windows as appropriate. 
◦ Limit movement and talking in room. 

 
• Communicate your situation to administration or emergency officials by whatever means 

possible. 
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EVACUATION/RELOCATION 
 
Evacuation: 
• Building administrator initiates evacuation procedures. 
 
• Evacuation routes may be specified according to the type of emergency.  They may need 

to be changed for safety reasons. 
◦ Bombs: Building administrator notifies staff of evacuation route dictated by 

known or suspected location of device. 
◦ Fire: Follow primary routes unless blocked by smoke or fire.  Know the alternate 

route. 
◦ Chemical spill: Total avoidance of hazardous materials is necessary as fumes can 

overcome people in seconds.  Plan route accordingly. 
 
• Teachers take class rosters. 
 
• Do not lock classroom doors when leaving. 
 
• When outside the building, account for all students.  Immediately inform building 

administrator of any missing student(s). 
 
Relocation: 
• Building administrator determines whether students and staff should be evacuated to a 

relocation center. 
 
• Building administrator or school emergency response team designee notifies relocation 

center. 
 
• If necessary, a school emergency response team designee coordinates transportation to 

relocation center. 
 
• Teachers stay with class en route to the relocation center and take attendance upon 

arriving at the center. 
 
• Use student release forms for students who are picked up from a relocation center. 
 
• Notify superintendent’s office and district public information office of relocation center 

address. 
 
Relocation centers: 
List primary and secondary student relocation centers.  The primary site is usually located close 
to the school.  The secondary site is usually located farther away.  Include maps and written 
directions to centers for staff reference. 
 
Primary Relocation Center:__________________ Secondary Relocation Center:____________ 
Address:_________________________________ Address:____________________________ 
Phone:___________________________________ Phone:______________________________ 
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MEDIA PROCEDURES 
 
All staff must refer media contacts to district spokesperson.  The school district, in 
coordination with assisting agencies, assumes responsibility for issuing public statements 
during an emergency. 
• Superintendent serves as district spokesperson unless he/she designates a spokesperson.  

If spokesperson is unavailable, an alternate assumes responsibilities. 
 
 District spokesperson:___________________________     ________________________ 
    Name     Contact number(s) 
 
 Alternate spokesperson:__________________________     ________________________ 
      Name     Contact number(s) 
 
 Consider pre-designating site spokespersons. 
 
• District Public Information (PI) person helps district spokesperson coordinate media 

communications. 
 
 District PI:____________________________________     ________________________ 
       Name      Contact number 
 
 Alternate PI:___________________________________     ________________________ 
           Name      Contact number 
 
Media checklist: 
• Building administrator relays all factual information to superintendent and public 

information person. 
 
• Establish a media information center away from the affected area.  Consider: 

◦ Media need timely and accurate information.  However, protect the privacy of 
staff and students when necessary and justified. 

◦ Media will want to be close enough to shoot video footage and photographs, but 
they should not be allowed to hinder responders. 

 
• Before holding a news conference, brief the participants and coordinate information. 

◦ Determine the message you want to convey.  Create key messages for target 
audiences: parents, students, and the community. 

◦ Emphasize the safety of students and staff. 
◦ Engage media to help distribute important public information.  Explain how the 

emergency is being handled. 
◦ Respect privacy of victims and families of victims.  Do not release names to 

media. 
 
• Update media regularly.  DO NOT say “No comment.”  Ask other agencies to assist with 

media. 
 
• Maintain log of all telephone inquiries for future use. 
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POST-CRISIS INTERVENTION PROCEDURES 
 
• Assess the situation to determine the need for post-crisis interventions for staff, students, 

and families. 
 
• Provide post-crisis briefings for staff, students, and families as appropriate. 
 
• Re-establish school and classroom routine as quickly as possible. 
 
• Consider interventions: 

◦ Defusing – Provide defusing sessions for students and staff as quickly as possible 
after the emergency. 
Defusings are brief conversations with individuals or small groups held soon after 
an incident to help people better understand and cope with the effects of the 
incident.  Defusing should be conducted by trained individuals. 

◦ Debriefing – Conduct critical-incident stress debriefing (CISD) three to four days 
after the emergency. 
CISD is a formal group discussion designed to help people understand their 
reactions to the stress of an event and to give referral information.  It must be 
modified for student’s development level.  CISD should only be conducted by 
trained professionals. 

◦ Counseling – Provide grief counseling. 
 
• Provide on-going support as necessary for staff, students and families. 

◦ Monitor and support staff. 
◦ Provide ongoing opportunities for children to talk about their fears and concerns.  

They may have more questions as time passes. 
◦ Identify and monitor at-risk students. 
◦ Provide individual crisis or grief counseling, if necessary. 
◦ Conduct outreach to homes. 
◦ Provide follow-up referral for assessment and treatment, if necessary. 

 
The district should identify a 24-hour contact person or agency responsible for post-crisis 
assessment and interventions. 
 
In the event of a tragic, highly publicized event, mental health professionals from federal, state 
and non-government agencies may respond to offer post-crisis aid.  Effective coordination is 
critical.  Consult with the Minnesota Department of Education for support, advice and 
assistance in coordinating the activities of outside entities. 
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SCHOOL EMERGENCY RESPONSE TEAM 
 
Build the school’s emergency response team with people who can perform the functions 
identified below.  Backup personnel should be assigned to each function, and key personnel 
should be cross-trained in critical requirements of the functions.  Staff members who are not 
responsible for students should fill as many of the functions as possible.  Depending on the 
emergency, one person may be able to perform multiple assignments. 
 
See next page for descriptions of emergency response team functions. 
 

Function Staff Assigned Backup Staff 

Incident Commander                
(person in charge) 

    

Safety 

    

Public 
Information 

    

Liaison 

    

Operations 
Chief 

   

Medical 

    

(attach list of qualified first–aid/CPR responders in building) 

Site Security/ 
Facility Check 

    

Student Release 
Coordinator 

    

Logistics 
Chief 

    

Communications 

    

Transportation 

    

Planning 
Chief 

    

Financial/ 
Recordkeeping 

    

These functions mirror the National Incident Management System (NIMS) used by emergency 
responders. 
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SCHOOL RESPONSE TEAM FUNCTIONS 
 
The National Incident Management System (NIMS) was adopted by the U.S. Department of 
Homeland Security and is intended for use by all state and federal agencies when responding to 
emergencies.  The system provides integrated and coordinated management guidelines for all 
types of disasters and emergencies. 
 
Most functions necessary for emergency response in the community are also necessary for 
emergencies within the schools.  Incident management functions below are described in the 
context of a school setting. 
 
Incident Commander 
(person in charge) 

Activates school’s emergency response plan; assesses the threat; 
orders protective measures such as lockdown, evacuation or 
shelter-in-place; notifies district authorities and provides situation 
updates; requests resources. 

Safety Responsible for safety and security of the site; stops operations if 
conditions become unsafe. 

Public Information May be designated site spokesperson; cooperates with the district 
and other agencies on joint news releases; coordinates media 
briefings as necessary. 

Liaison Contact person for outside agencies; may represent school/district 
at city emergency operations center or at emergency responders’ 
on-scene command post. 

Operations Chief Directs actions, i.e., lockdown, evacuation, site security, release 
of students to parents/guardians, first aid or medical care, cleanup, 
control of utilities. 

Medical Provides for first aid or other medical care; coordinates with 
emergency medical services personnel as necessary; activates 
school’s first aid/CPR responders. 

Site Security/Facility Check Responsible for seeing that the school building and grounds are 
visually inspected and secured. 

Student Release Coordinator Responsible for implementing school’s plan for release of 
students to parents/guardians from relocation site; takes necessary 
documents to relocation site. 

Logistics Chief Estimates logistical needs; gets personnel, facilities (relocation 
sites), services, and materials to support operations. 

Communications Responsible for emergency communications systems and 
equipment; may act as lead or hub for internal communications 
response. 

Transportation Responsible for arranging transportation for emergency 
relocations and early dismissal of school; keeps current contact 
list of transportation providers. 

Planning Chief Assists in assessing emergencies; establishes priorities, identifies 
issues and prepares an action plan with incident commander. 

Financial/Recordkeeping Manages financial aspects of an emergency; compiles record of 
expenditures; tracks injuries and lost or damaged property; 
coordinates with district for insurance; initiates business recovery 
efforts. 
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EMERGENCY PHONE NUMBERS 
 
Fire/Ambulance/Police 
 
Emergency-911 
 
Dispatch Center:   
(for local police, fire and emergency medical services) 
 
Public Utilities 
 
Electricity: Company  ______________________________________________________  
 Contact person  __________________________________________________  
 24-hour emergency number(s)  ______________________________________  
 
Gas: Company  ______________________________________________________  
 Contact person  __________________________________________________  
 24-hour emergency number(s)  ______________________________________  
 
Water: Company  ______________________________________________________  
 Contact person  __________________________________________________  
 24-hour emergency number(s)  ______________________________________  
 
 
Emergency Management Agencies 
 
Local emergency management director: 
 
 Name  _________________________________________________________  
 Telephone ______________________________________________________  
 
County emergency management director: 
 
 Name  _________________________________________________________  
 Telephone ______________________________________________________  
 
 
Referrals 
 
Hazardous Materials:  Report hazardous materials leaks or spills to Minnesota Duty Officer 
24-hour numbers   Statewide  (800) 422-0798  Metro area  (651) 649-5451 
 
Poison Control Center __________________________________________________________  
 
Crime Victim Services  _________________________________________________________  
 
Post-Crisis Intervention/Mental Health Hotline  _____________________________________  
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[Note:  These procedures are provided as a sample and a starting place for your schools to 
begin planning for a situation like a pandemic.  A pandemic policy is not legally required.] 

 
 

HIGHLY CONTAGIOUS SERIOUS ILLNESS OR PANDEMIC FLU 
 
 

• The school district may provide information on the proper methods for hand washing, 
covering coughs, and social distancing.  Reminders of these methods may be placed 
throughout the school district’s buildings. 

 
• Children and staff should be asked to wash their hands thoroughly and frequently.  All 

classroom surfaces should be disinfected according to guidance from health officials. 
 

• If a case of highly contagious serious illness is suspected, the sick student, employee, or 
visitor should be immediately sent home.  If that is not possible, the person should be 
isolated, as much as possible, until arrangements can be made for the person to leave the 
school. 

 
• If a serious illness is confirmed, the local health agency should be notified and 

communication efforts initiated.  See Emergency Phone Numbers and Media 
Procedures. 

 
• In the absence of a school closure order from a state agency, the superintendent, in 

consultation with the school board, will determine when to close school due to significant 
risk of spreading the illness.  See Early School Closure Procedures, Part III.F., 
especially if school is closed before the end of a school day. 

 
• If an extended school closure is ordered, the school district may make online learning or 

other at home learning options available to the extent feasible.  
 

• Any closed school buildings should be disinfected according to guidance from health 
officials before reopening. 
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807 HEALTH AND SAFETY POLICY 

 

[Note: To receive health and safety revenue for any fiscal year, school districts must 

submit an application to the Commissioner of Education, along with a health and 

safety budget adopted and confirmed by the school board as being consistent with the 

school district’s health and safety policy. The provisions of this policy substantially 

reflect statutory requirements. This policy has been approved by the Minnesota 

Department of Education.] 
 

I. PURPOSE 
 

The purpose of this policy is to assist the school district in promoting health and safety, 

reducing injuries, and complying with federal, state, and local health and safety laws and 

regulations. 

 

II. GENERAL STATEMENT OF POLICY 

 

 A. The policy of the school district is to implement a health and safety program that 

includes plans and procedures to protect employees, students, volunteers, and 

members of the general public who enter school district buildings and grounds.  

The objective of the health and safety program will be to provide a safe and 

healthy learning environment; to increase safety awareness; to help prevent 

accidents, illnesses, and injuries; to reduce liability; to assign duties and 

responsibilities to school district staff to implement and maintain the health and 

safety program; to establish written procedures for the identification and 

management of hazards or potential hazards; to train school district staff on safe 

work practices; and to comply with all health and safety, environmental, and 

occupational health laws, rules, and regulations. 

 

 B. All school district employees have a responsibility for maintaining a safe and 

healthy environment within the school district and are expected to be involved in 

the health and safety program to the extent practicable.  For the purpose of 

implementing this policy, the school district may form a health and safety 

advisory committee to be appointed by the superintendent. The health and safety 

advisory committee will be composed of employees and other individuals with 

specific knowledge of related issues. The advisory committee will provide 

recommendations to the administration regarding plans and procedures to 

implement this policy and to establish procedures for identifying, analyzing, and 

controlling hazards, minimizing risks, and training school district staff on safe 

work practices.  The committee will also recommend procedures for investigating 

accidents and enforcement of workplace safety rules.  Each recommendation shall 

include estimates of annual costs of implementing and maintaining that proposed 

recommendation. The superintendent may request that the safety committee 

established under Minn. Stat. § 182.676 carry out all or part of the duties of the 

advisory committee or the advisory committee may consider recommendations 

from a separate safety committee established under Minn. Stat § 182.676. 
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III. PROCEDURES 

 

 A. Based upon recommendations from the health and safety advisory committee and 

subject to the budget adopted by the school board to implement or maintain these 

recommendations, the administration will adopt and implement written plans and 

procedures for identification and management of hazards or potential hazards 

existing within the school district in accordance with federal, state, and local laws, 

rules, and regulations.  Written plans and procedures will be maintained, updated, 

and reviewed by the school board on an annual basis and shall be an addendum to 

this policy.  The administration shall identify in writing a contact person to 

oversee compliance with each specific plan or procedure.  

 

 B. To the extent that federal, state, and local laws, rules, and regulations do not exist 

for identification and management of hazards or potential hazards, the health and 

safety advisory committee shall evaluate other available resources and generally 

accepted best practice recommendations. Best practices are techniques or actions 

which, through experience or research, have consistently proven to lead to 

specific positive outcomes. 

 

 C. The school district shall monitor and make good faith efforts to comply with any 

new or amended laws, rules, or regulations to control potential hazards. 

 

IV. PROGRAM AND PLANS 
 

 A. For the purpose of implementing this policy, the administration will, within the 

budgetary limitations adopted by the school board, implement a health and safety 

program that includes specific plan requirements in various areas as identified by 

the health and safety advisory committee.  Areas that may be considered include, 

but are not limited to, the following: 

 

  1. Asbestos 

  2. Fire and Life Safety 

  3. Employee Right to Know 

  4. Emergency Action Planning 

  5. Combustible and Hazardous Materials Storage 

  6. Indoor Air Quality 

  7. Mechanical Ventilation 

  8. Mold Cleanup and Abatement 

  9. Accident and Injury Reduction Program:  Model AWAIR Program for 

Minnesota Schools 

  10. Infectious Waste/Bloodborne Pathogens 

 11. Community Right to Know 

 12. Compressed Gas Safety 

 13. Confined Space Standard 

 14. Electrical Safety  

 15. First Aid/CPR/AED 

  16. Food Safety Inspection 
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  17. Forklift Safety 

  18. Hazardous Waste 

  19. Hearing Conservation 

 20. Hoist/Lift/Elevator Safety 

 21. Integrated Pest Management 

 22. Laboratory Safety Standard/Chemical Hygiene Plan 

 23. Lead 

 24. Control of Hazardous Energy Sources (Lockout/Tagout) 

 25. Machine Guarding 

 26. Safety Committee 

 27. Personal Protection Equipment (PPE) 

 28. Playground Safety 

 29. Radon 

 30. Respiratory Protection 

 31. Underground and Above Ground Storage Tanks 

 32. Welding/Cutting/Brazing 

  33. Fall Protection 

  34. Other areas determined to be appropriate by the health and safety advisory 

committee. 

 

If a risk is not present in the school district, the preparation of a plan or procedure 

for that risk will not be necessary. 

 

 B. The administration shall establish procedures to ensure, to the extent practicable, 

that all employees are properly trained and instructed in job procedures, crisis 

response duties, and emergency response actions where exposure or possible 

exposure to hazards and potential hazards may occur. 

 

 C. The administration shall conduct or arrange safety inspections and drills. Any 

identified hazards, unsafe conditions, or unsafe practices will be documented and 

corrective action taken to the extent practicable to control that hazard, unsafe 

condition, or unsafe practice. 

  

 D. Communication from employees regarding hazards, unsafe or potentially unsafe 

working conditions, and unsafe or potentially unsafe practices is encouraged in 

either written or oral form. No employee will be retaliated against for reporting 

hazards or unsafe or potentially unsafe working conditions or practices. 

 

 E. The administration shall conduct periodic workplace inspections to identify 

potential hazards and safety concerns. 

 

 F. In the event of an accident or a near miss, the school district shall promptly cause 

an accident investigation to be conducted in order to determine the cause of the 

incident and to take action to prevent a similar incident.  All accidents and near 

misses must be reported to an immediate supervisor as soon as possible.  

 

V. BUDGET 
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The superintendent shall be responsible to provide for periodic school board review and 

approval of the various plan requirements of the health and safety program, including 

current plan requirements and related written plans and procedures and recommendations 

for additional plan requirements proposed to be adopted.  The superintendent, or such 

other school official as designated by the superintendent, each year shall prepare 

preliminary revenue and expenditure budgets for the school district’s health and safety 

program.  The preliminary budgets shall be accompanied by such written commentary as 

may be necessary for them to be clearly understood by the members of the school board 

and the public.  The school board shall review the projected revenues and expenditures 

for this program and make such adjustments within the expenditure budget to carry out 

the current program and to implement new recommendations within the revenues 

projected and appropriated for this purpose.  No funds may be expended for the health 

and safety program in any school year prior to the adoption of the budget document 

authorizing that expenditure for that year, or prior to the adoption of an amendment to 

that budget document by the school board to authorize that expenditure for that year.  The 

health and safety program shall be implemented, conducted, and administered within the 

fiscal restraints of the budget so adopted. 

 

VI. ENFORCEMENT 
 

Enforcement of this policy is necessary for the goals of the school district’s health and 

safety program to be achieved.  Within applicable budget limitations, school district 

employees will be trained and receive periodic reviews of safety practices and 

procedures, focusing on areas that directly affect the employees’ job duties.  Employees 

shall participate in practice drills. Willful violations of safe work practices may result in 

disciplinary action in accordance with applicable school district policies. 

 

 

Legal References: Minn. Stat. § 123B.56 (Health, Safety, and Environmental Management) 

   Minn. Stat. § 123B.57 (Capital Expenditure; Health and Safety) 

Minn. Stat. § 182.676 (Safety Committees) 

Minn. Rules Part 5208.0010 (Applicability) 

   Minn. Rules Part 5208.0070 (Alternative Forms of Committee) 

 

Cross References: MSBA/MASA Model Policy 407 (Employee Right to Know - Exposure to 

Hazardous Substances) 

 MSBA/MASA Model Policy 701 (Establishment and Adoption of School 

District Budget) 

   MSBA/MASA Model Policy 806 (Crisis Management Policy) 

 

Policy Adopted: July 2012 / June 2013/ June 2014/June 2015/June 2018 

Independent School District No. 110 

Waconia, MN 
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Adopted:                               MSBA/MASA Model Policy 807 
Orig. 2012 

Revised:                                Rev. 2014 2015 
 
 
807 HEALTH AND SAFETY POLICY 
 

[Note: To receive health and safety revenue for any fiscal year, school districts must 
submit an application to the Commissioner of Education, along with a health and 
safety budget adopted and confirmed by the school board as being consistent with the 
school district’s health and safety policy. The provisions of this policy substantially 
reflect statutory requirements. This policy has been approved by the Minnesota 
Department of Education. 
 
The subdivisions of Minn. Stat. § 123B.57 that relate to a school district’s ability to 
apply for health and safety revenue have been repealed effective fiscal year 2017.  The 
provisions of this policy substantially reflect statutory requirements.] 

 
I. PURPOSE 
 

The purpose of this policy is to assist the school district in promoting health and safety, 
reducing injuries, and complying with federal, state, and local health and safety laws and 
regulations. 

 
II. GENERAL STATEMENT OF POLICY 
 
 A. The policy of the school district is to implement a health and safety program that 

includes plans and procedures to protect employees, students, volunteers, and 
members of the general public who enter school district buildings and grounds.  
The objective of the health and safety program will be to provide a safe and 
healthy learning environment; to increase safety awareness; to help prevent 
accidents, illnesses, and injuries; to reduce liability; to assign duties and 
responsibilities to school district staff to implement and maintain the health and 
safety program; to establish written procedures for the identification and 
management of hazards or potential hazards; to train school district staff on safe 
work practices; and to comply with all health and safety, environmental, and 
occupational health laws, rules, and regulations. 

 
 B. All school district employees have a responsibility for maintaining a safe and 

healthy environment within the school district and are expected to be involved in 
the health and safety program to the extent practicable.  For the purpose of 
implementing this policy, the school district may form a health and safety 
advisory committee to be appointed by the superintendent. The health and safety 
advisory committee will be composed of employees and other individuals with 
specific knowledge of related issues. The advisory committee will provide 
recommendations to the administration regarding plans and procedures to 
implement this policy and to establish procedures for identifying, analyzing, and 
controlling hazards, minimizing risks, and training school district staff on safe 
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work practices.  The committee will also recommend procedures for investigating 
accidents and enforcement of workplace safety rules.  Each recommendation shall 
include estimates of annual costs of implementing and maintaining that proposed 
recommendation. The superintendent may request that the safety committee 
established under Minn. Stat. § 182.676 carry out all or part of the duties of the 
advisory committee or the advisory committee may consider recommendations 
from a separate safety committee established under Minn. Stat § 182.676. 

 
III. PROCEDURES 
 
 A. Based upon recommendations from the health and safety advisory committee and 

subject to the budget adopted by the school board to implement or maintain these 
recommendations, the administration will adopt and implement written plans and 
procedures for identification and management of hazards or potential hazards 
existing within the school district in accordance with federal, state, and local laws, 
rules, and regulations.  Written plans and procedures will be maintained, updated, 
and reviewed by the school board on an annual basis and shall be an addendum to 
this policy.  The administration shall identify in writing a contact person to 
oversee compliance with each specific plan or procedure.  

 
 B. To the extent that federal, state, and local laws, rules, and regulations do not exist 

for identification and management of hazards or potential hazards, the health and 
safety advisory committee shall evaluate other available resources and generally 
accepted best practice recommendations. Best practices are techniques or actions 
which, through experience or research, have consistently proven to lead to 
specific positive outcomes. 

 
 C. The school district shall monitor and make good faith efforts to comply with any 

new or amended laws, rules, or regulations to control potential hazards. 
 
IV. PROGRAM AND PLANS 
 
 A. For the purpose of implementing this policy, the administration will, within the 

budgetary limitations adopted by the school board, implement a health and safety 
program that includes specific plan requirements in various areas as identified by 
the health and safety advisory committee.  Areas that may be considered include, 
but are not limited to, the following: 

 
  1. Asbestos 
  2. Fire and Life Safety 
  3. Employee Right to Know 
  4. Emergency Action Planning 
  5. Combustible and Hazardous Materials Storage 
  6. Indoor Air Quality 
  7. Mechanical Ventilation 
  8. Mold Cleanup and Abatement 
  9. Accident and Injury Reduction Program:  Model AWAIR Program for 

Minnesota Schools 
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  10. Infectious Waste/Bloodborne Pathogens 
 11. Community Right to Know 
 12. Compressed Gas Safety 
 13. Confined Space Standard 
 14. Electrical Safety  
 15. First Aid/CPR/AED 

  16. Food Safety Inspection 
  17. Forklift Safety 
  18. Hazardous Waste 
  19. Hearing Conservation 

 20. Hoist/Lift/Elevator Safety 
 21. Integrated Pest Management 
 22. Laboratory Safety Standard/Chemical Hygiene Plan 
 23. Lead 
 24. Control of Hazardous Energy Sources (Lockout/Tagout) 
 25. Machine Guarding 
 26. Safety Committee 
 27. Personal Protection Equipment (PPE) 
 28. Playground Safety 
 29. Radon 
 30. Respiratory Protection 
 31. Underground and Above Ground Storage Tanks 
 32. Welding/Cutting/Brazing 

  33. Fall Protection 
  34. National Emission Standards for Hazardous Air Pollutants for School 

Generators established by the United States E.P.A. 
  35. Other areas determined to be appropriate by the health and safety advisory 

committee. 
 

If a risk is not present in the school district, the preparation of a plan or procedure 
for that risk will not be necessary. 

 
 B. The administration shall establish procedures to ensure, to the extent practicable, 

that all employees are properly trained and instructed in job procedures, crisis 
response duties, and emergency response actions where exposure or possible 
exposure to hazards and potential hazards may occur. 

 
 C. The administration shall conduct or arrange safety inspections and drills. Any 

identified hazards, unsafe conditions, or unsafe practices will be documented and 
corrective action taken to the extent practicable to control that hazard, unsafe 
condition, or unsafe practice. 

  
 D. Communication from employees regarding hazards, unsafe or potentially unsafe 

working conditions, and unsafe or potentially unsafe practices is encouraged in 
either written or oral form. No employee will be retaliated against for reporting 
hazards or unsafe or potentially unsafe working conditions or practices. 

 
 E. The administration shall conduct periodic workplace inspections to identify 
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potential hazards and safety concerns. 
 
 F. In the event of an accident or a near miss, the school district shall promptly cause 

an accident investigation to be conducted in order to determine the cause of the 
incident and to take action to prevent a similar incident.  All accidents and near 
misses must be reported to an immediate supervisor as soon as possible.  

 
V. BUDGET 
 

The superintendent shall be responsible to provide for periodic school board review and 
approval of the various plan requirements of the health and safety program, including 
current plan requirements and related written plans and procedures and recommendations 
for additional plan requirements proposed to be adopted.  The superintendent, or such 
other school official as designated by the superintendent, each year shall prepare 
preliminary revenue and expenditure budgets for the school district’s health and safety 
program.  The preliminary budgets shall be accompanied by such written commentary as 
may be necessary for them to be clearly understood by the members of the school board 
and the public.  The school board shall review the projected revenues and expenditures 
for this program and make such adjustments within the expenditure budget to carry out 
the current program and to implement new recommendations within the revenues 
projected and appropriated for this purpose.  No funds may be expended for the health 
and safety program in any school year prior to the adoption of the budget document 
authorizing that expenditure for that year, or prior to the adoption of an amendment to 
that budget document by the school board to authorize that expenditure for that year.  The 
health and safety program shall be implemented, conducted, and administered within the 
fiscal restraints of the budget so adopted. 

 
VI. ENFORCEMENT 
 

Enforcement of this policy is necessary for the goals of the school district’s health and 
safety program to be achieved.  Within applicable budget limitations, school district 
employees will be trained and receive periodic reviews of safety practices and 
procedures, focusing on areas that directly affect the employees’ job duties.  Employees 
shall participate in practice drills. Willful violations of safe work practices may result in 
disciplinary action in accordance with applicable school district policies. 

 
 
Legal References: Minn. Stat. § 123B.56 (Health, Safety, and Environmental Management) 
   Minn. Stat. § 123B.57 (Capital Expenditure; Health and Safety) 

Minn. Stat. § 182.676 (Safety Committees) 
Minn. Rules Part 5208.0010 (Applicability) 

   Minn. Rules Part 5208.0070 (Alternative Forms of Committee) 
 
Cross References: MSBA/MASA Model Policy 407 (Employee Right to Know - Exposure to 

Hazardous Substances) 
 MSBA/MASA Model Policy 701 (Establishment and Adoption of School 

District Budget) 
   MSBA/MASA Model Policy 806 (Crisis Management Policy) 



2.D. 809 Naming Rights Policy (not MSBA)



 

 

809   NAMING RIGHTS POLICY 

 

I. PURPOSE 

 

The purpose of this policy is to establish the criteria and procedures for granting Naming 

Rights in relation to District facilities.  This policy does not cover scholarships or research 

grants.  The Naming Rights Policy applies district-wide. 

 

II. GENERAL STATEMENT OF POLICY 

 

It is the policy of this school district to recognize persons who have either supported the 

district through distinguished effort or substantial financial contributions by naming facilities 

in their honor. 

 

III. REQUIREMENT 

 

A. Facilities included in the Naming Rights Policy include: 

1. Buildings or parts of a building such as wings where the identification focuses on the 

external feature. 

 

2. Parts of buildings, such as theatres, laboratories, gymnasiums, or classrooms. 

 

3. Outdoor areas, which may be gardens, courtyards, stadiums, playing fields, roads or 

walkways. 

 

4. Other facilities may be recommended for naming after consultation with the school 

board. 

 

B. “Naming Rights in Consideration” is in consideration of financial contributions, 

sponsorships or other commercial transactions. 

 

C. “Naming Rights in Recognition” is in recognition of any significant contributions to the 

district that it wishes to honor. 

 

1. Recognition of outstanding services to the district while serving in an academic or 

administrative capacity. 

 

2. Recognition of the achievement of distinguished alumni. 

 

3. Recognition of a financial contribution or other contribution from a donor. 

 

IV. GRANTING NAMING RIGHTS 



 

 

 

A. The granting of Naming Rights must be consistent with the District 110 Mission and Core 

Values. 

 

B. For the purposes of this policy, a significant financial contribution is set at a minimum of 

$100,000.00. 

 

C. All requests for Naming Rights must be submitted in writing to the board of education. 

 

D. The board of education will designate the superintendent or designee to form a 

committee to review and make recommendations for naming opportunities. 

 

E. The committee will review and research each submitted facility-naming nomination on 

its individual merits. 

 

F. The committee will make its recommendation to the superintendent. 

 

G. The superintendent will submit her/his recommendation to the board of education for 

review and action. 

 

H. The physical display of the Naming Rights shall be decided or negotiated on a case-by-

case basis. 

      V.        GUIDELINES 

The superintendent will decide the monetary valuation of each naming right after receiving 

a recommendation from the director of business services who may take advice from such 

persons or other professionals, as needed.  Each case should take into account market 

comparisons for naming rights for which professional advice may be sought. 

 

VI. DURATION OF NAMING RIGHTS 

 

A. The duration of naming rights is decided or negotiated on a case-by-case basis. 

 

B. Naming Rights will normally remain in place for a period of no longer than twenty-five 

[25] years. 

 

C. Exceptions to the duration may be granted with the approval of the board of education. 

 

VII. EARLY TERMINATION OF NAMING RIGHTS 

 



 

 

A. The Naming Rights agreement may be terminated under the following conditions: 

 

1. Termination by the District – The district reserves the right, at its sole discretion, to 

terminate Naming Rights without refund of consideration, prior to the scheduled 

termination date, should it feel it is necessary to do so to avoid the district being 

brought into a disrepute. 

 

2. Termination by the Named Party – The Named Party without refund of 

consideration, at its sole discretion, may terminate its acceptance of the Naming 

Rights prior to the scheduled termination date, in the event that the district directly 

brings the Named Party into disrepute. 

 

VIII. TRANSFERABILITY OF NAMING RIGHTS 

 

A. Naming Rights may only be transferred to any other Named Party by mutual agreement 

between all named parties. 

 

B. “Naming Rights in Consideration” may be traded by mutual agreement between all 

parties.  Traded is defined as “to exchange one naming right for another” as in the case 

where a company changes its name, the naming right might be “traded” to reflect the 

new name. 

 

IX. RENEWABILITY OF NAMING RIGHTS 

 

A. Naming Rights may be renewed by the mutual agreement between all the parties. 

 

X. LIMIT OF NAMING RIGHTS 

 

A. On the Part of the District 

The school district’s right to use the name and other brand elements of the named party 

is permitted by express agreement with the named party. 

 

B. On the Part of the Named Party 

The named party, after whom a building or part of a building is named, has no decision-

making rights as to the purpose of the building or part of the building unless specifically 

provided for in the written agreement between the parties.  The school district will not 

agree to any condition in an agreement that could unnecessarily limit progress toward 

the district’s mission and purpose, statutory obligations, or the local authority of the 

school board.  In turn, the named party has no liability in respect of that building or part 

of a building unless provided for in a specific contract between the parties.  Any such 

limits must be included in any naming rights’ agreement. 



 

 

 

Policy Adopted:   June 2015 

Policy Reviewed: June 2018 

Waconia Public Schools 

Waconia, MN 
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Adopted:                               MSBA/MASA Model Policy 901 
Orig. 1995 

Revised:                                Rev. 1999 
 
 
901 COMMUNITY EDUCATION 
 
 
I. PURPOSE 
 

The purpose of this policy is to convey to employees and to the general public the 
important role of community education within the school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

The school board affirms a strong commitment to the community education program.  
The school board welcomes, and strongly encourages use of school buildings and activity 
areas by the community when not used for regularly scheduled elementary and secondary 
programs.  The school administration should strive to accomplish the following 
objectives: 

 
A. Maximum use should be made of public school facilities within the school district 

service area. 
 

B. Educational needs and interest of area residents should be determined 
periodically. 

 
C. Community resources and expertise of residents should be utilized to develop a 

vibrant, well-rounded community education program. 
 

D. Area residents should be encouraged to actively participate in program 
opportunities. 

 
III. COMMUNITY EDUCATION ADVISORY COUNCIL 
 

A. The council shall assist in promoting the goals and objectives of the program. 
 

B. The membership of the community education advisory will consist of members 
who represent: various service organizations; churches; public and nonpublic 
schools; local government including elected officials; public and private nonprofit 
agencies serving youth and families; parents; youth; park, recreation or forestry 
services of municipal or local government units located in whole or in part within 
the boundaries of the school district; and any other groups participating in the 
community education program in the school district. 

 
C. Bylaws of the community education advisory council shall provide the framework 

for the organization including criteria pertaining to membership, officers’ duties, 
frequency and structure of meetings and such other matters as deemed necessary 
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and appropriate. 
 

D. The council will adopt a policy to reduce and eliminate program duplication 
within the school district. 

 
 
Legal References: Minn. Stat. § 123B.51 (Schoolhouses and Sites; Access for Noncurricular 

Purposes) 
Minn. Stat. § 124D.19, Subd. 1 (Community Education Programs; 
Advisory Council) 
Minn. Stat. § 124D.20, Subd. 1 (Community Education Revenue) 

 
Cross References: MSBA/MASA Model Policy 902 (Use of School District Facilities and 

Equipment) 



3.B. 902 Facility Use



FACILITY USE POLICY          902 

 

 

PHILOSOPHY 

ISD #110 Waconia Public Schools (Serving the communities of Minnetrista, New Germany, St. 

Bonifacius, Victoria and Waconia) believes that the public schools are owned and operated by and for 

community residents. The schools are an integral part of the community. The School Board welcomes 

and encourages the public use of the school facilities. This policy is in effect until any revision is ratified 

by the board of education. 

 

Authorization for use of school facilities shall not be considered as an endorsement or approval of the 

activity, group or organization, nor the purposes they may represent. The right to authorize use of school 

facilities shall be retained by the School Board through the Director of Community Education. 

 

REGULATION A: Administrative Responsibility: 

1. Administrators shall be responsible for providing information to the Community Education office on K-

12 activities scheduled in their building after regular school hours 7:00 a.m. - 3:00 p.m. Major activities for 

the upcoming year should generally be scheduled by June 30; Additional school activities remaining to be 

scheduled during the year are to be scheduled at least 10 days prior to the event in the Community 

Education office. 

 

2. The Community Education office shall be responsible for scheduling the use of school facilities outside 

the regular school day. 

 

3. The Community Education office shall keep a master calendar of all activities held in the schools and 

e-mail a weekly schedule of activities to each building administrator, maintenance operations coordinator 

and other appropriate staff. 

 

REGULATION B: Visitors and Guests: 

All visitors must report to the building office during school hours for building passes. District personnel 

have the authority to remove an unwelcome guest from school grounds. All visitors and guests after 

school hours will be monitored by either school authorities, or the responsible representative using/renting 

school facilities. School authorities may contact law enforcement if an unwelcome guest is unwilling to 

leave school grounds. 

 

REGULATION C: Application and Usage Procedure: 

1. Facility User groups or individuals interested in using district facilities are required to obtain prior 

approval.  Request forms are available online at www.waconiacommunityed.org or by contacting the 

district facility scheduler at 952-442-0610.  Forms can be submitted through: 1. Mail to the Community 

Education office, 516 Industrial Blvd, Waconia, MN  55387. 2.  Fax to 952-442-0619.  3 Drop off at the 

Community Education office.  4.  Submit online 

 

2. An application for the use of facilities shall be completed before using the space. There is a $5 non-

refundable facility reservation fee. One application may be used for a series of meetings or practices. 

Applications will be processed on a first-come first-served basis according to the priority schedule stated 

in regulation D. 

 

3. Every application for the use of a school district facility shall state the general 

http://www.waconiacommunityed.org/


nature and purpose of the meeting. The application must be signed by an authorized 

adult representative (18 years or older) of the group applying for the use and must 

list the person(s) responsible. All groups must be supervised by 

responsible adults. 

 

4. There is a $5 reservation fee that will be charged to each applicant. 

 

5. Permission for using the facility will not be granted for any meeting which, in the judgment of the 

School District, conflict(s) with the District's belief and mission, or for which satisfactory sponsorship or 

adequate adult supervision is not provided. Facilities shall be used strictly for purposes for which the 

space was designed. 

 

6. All facility rental fees are due after the event takes place. The Community Education office will bill the 

user after the event for fees; i.e. custodial, cooks, refuse and building supervisors, etc.  There are 

exceptions to this.  If renting the Performing Arts Center, fees may be required upfront depending on the 

event. 

 

7. The Community Education office will arrange for custodial service, food service auditorium manger 

supervision if required, and an appropriate building supervisor may be necessary. If and when the 

additional services are needed, and/or the nature of the activity indicates such staffing fees will be 

assessed. (See Regulation H for a detailed description.  Fees will be assessed after the event. Qualified 

food service personnel as determined by the District will be staffed if the request use includes a kitchen. 

Staffing costs are the responsibility of the user. All groups and organizations using school facilities must 

have authorized building supervisory personnel on duty, approved by the Director of Community 

Education.   

 

8. Requests for the use of school district equipment (recreation, audio visual etc.) must be included on the 

application. Some equipment is not available to the public, and no district equipment can be taken from 

the premises. 

 

9. Application for school facilities shall constitute acceptance by the applicant of the responsibilities stated 

and willingness to comply with all rules and regulations regarding the use of school facilities as prescribed 

by the School District. See Regulation I, rules for buildings and grounds. 

 

 

 

REGULATION D: Categories and Priority For Use of Facilities: 

 

Group 1: In all cases, District #110 activities shall have scheduling priority. School District sponsored 

activities shall not be assessed rental fees. Group I activities requiring special custodial services or 

building supervisor services after hours shall be charged for these services, if occurring on weekends and 

non-school times. 

 

Booster Clubs Defined 

The District 110 Foundation and recognized Booster Clubs (e.g. Music and Wildcat) providing support to 

District 110 programs will be able to use district facilities (for meetings and activities meeting broad 

student needs) under Group 1. 

 

A recognized Booster Club: 



 

 Exists solely for the purpose of supporting/promoting District 110 programs. 

 Has a mission statement and written constitution 

 Has clear financial standards and accounting procedures 

 Has met the requirements to be a 501C-3 

 Works to enrich student lives through a strong and recognizable commitment to the Mission and Vision 

statements of District 110. 

 

 

Group 2: Second priority will go to local youth, adults, government, service groups and charitable 

organizations, non-school youth groups, local AAU teams, scouts, 4-H, precinct caucuses and elections 

etc, local religious organizations for worship or instruction, local private agencies, local companies, local 

political groups. (Local refers to in the school district boundaries.) If the function is held during normal 

custodial hours there will only be a custodial fee assessed if cleaning services required go beyond the 

normal routine. If the function is after normal custodial hours or is held on weekends or holidays, there will 

be a one and a half-time custodial fee billed to the user. This includes kitchen help if the kitchen is 

requested, and a building supervisor or administrator. All Group 2 users will be assessed appropriate 

charges per each use. See rental fee sheet for rates. 

 

Group 3: Third priority will go commercial business groups that serve a regional, state or national 

clientele, and vendors (based outside District #110). Non local political and non local religious groups, out 

of District #110 youth or adult teams/individuals. All Group 3 users will be assessed appropriate charges 

per each use. See rental fee sheet for rates. 

 

* Occasionally, non-school scheduled activities may conflict with a school program. If a conflict occurs, 

every effort will be made to find an alternate facility for the non-school group. 

 

REGULATION E: Building Hours: 

District #110 Buildings are open during school days from 6:00 a.m. to 10:30 p.m. The hours for non 

school week days are 6:00 a.m. to 3:30 p.m. 

 

Groups considering an activity in District 110 buildings beyond these previously mentioned times, must 

receive approval from the Community Education Office. 

 

REGULATION F: Categories/Fees Structures: 

 

The District fee structure will be looked at yearly by the Administrative team.  At that time fees will be 

adjusted according to the input from the Admin team.  Administration has discretion to change fee 

structure during the year.  See Regulation D and Board approved Rental Fee sheet for fees and group 

descriptions. 

 

 

 

 

 

 

 

Other Users: 



a.) The use of school facilities by District 110 staff for private tutoring, either music, athletic, or academic, 

shall be allowed if the following criteria are met: 

1.) The tutoring is approved by the appropriate building principal. 

2.) The tutoring takes place during normal school/custodian hours. 

3.) A $20.00 permit fee is paid, per teacher per year. 

 

 

REGULATION G: Fee Amounts: 

The school board annually establishes the District 110 facility use fees. 

 

REGULATION H: Supervision: 

1. All groups and organizations using school facilities must have their own authorized supervisor on duty, 

approved by the Director of Community Education or Building Principal. 

 

2. Adult supervision is required at all activities. The group's authorized supervisor must be in attendance 

at all times to accept responsibility for the conduct of the group, care of the building and equipment. 

 

3. Authorized School District personnel must be present at all times to supervise the building during any 

use outside of the normal school day. 

 

4. Groups or organizations using district 110 facilities shall assume the cost of supervision for the use of 

the school during hours after the designated duty hours as set by the Community Education Director. 

 

5. Supervision by law enforcement may be required for some activities by the Director of Community 

Education. Costs associated with police coverage shall be paid by the group. 

 

6. Certain events must also pay for a district administrator or designee to assist with building supervision. 

This determination will be made by the Community Education Director, and the additional fee is the 

responsibility of the user group. The decision to add a district supervisor(s), is dependent upon the type of 

activity, number of participants, square footage requested and/or type of rooms/area requested. . The role 

of the Administrator or his/her designee, for your event is to: 

a. Meet and greet the user. 

b. Make sure all areas are ready to handle your needs. 

c. Insure a safe traffic flow. 

d. Handle or direct staff in regards to emergencies that may arise. 

 

 

7. Certain building use may warrant a custodian and in addition to the Auditorium Manager pending a 

decision by the Community Education Director. The role of the custodian for your event is to: 

a. Open and close the building/ rooms of use. 

b. Troubleshoot throughout the day. 

c. Building security and cleanliness during your use. 

d. Auto/scrub/vacuum/sweep the floors at the end of your use. 

e. Clean and restock restrooms. 

f. Set up and take down chairs/tables. 

g. Remove all refuse. 

 



The Auditorium Manager’s role is to see to all of the needs in regards to the Performing Arts Center and 

the Auditorium.  In regards to lighting, use of the sound boards and microphones.  Along with anything 

else that the group might need in regards to technology or stage enhancements. 

 

 

REGULATION I: Rules for Building and Grounds: 

1. The following rules must be observed in the use of school facilities, and the group leader will be held 

responsible for compliance. 

 

2. All groups or organizations, that are not School District #110 based, must provide Proof of Liability 

Insurance to use District facilities. This may be in the form of a “blanket” policy or of a certificate for one-

time events.  The Certificate of Liability must be on file in the Community Education office prior to the 

event.  1.  The applicant and/or organization agrees to assume all responsibility for damage or liability of 

any kind and further agrees to hold harmless School District 110 from any liability and/or expense 

occurring as a result of the use of the school facilities.  The Board of Education requires the applicant 

and/or organization to furnish a Certificate of Liability Insurance in the amount of $1,000,000/occurrence 

and $3,000,000/aggregate which names District 110 as an additional insured.  2.  Certificates of Liability 

Insurance are required for large groups, groups serving food, athletic events not sponsored by District 

110 and any other event for which the district or its agent deem it necessary.  3.  The individual names on 

the permit, and the group in whose name the permit is issued, are jointly required to assume full 

responsibility for personal injury to any participants or spectators.   

 

 

3. The applicant must exercise the utmost care in the use of school premises and agree to protect, 

indemnify and hold harmless Independent School District #110 and its officers and employees from any 

and all claims, liabilities, damages or rights of action, directly or indirectly, growing out of the use of the 

premises covered by the permit. 

 

4. Any loss, breakage or need of repairs of facilities or equipment must be reported to the Community 

Education office immediately by the leader in charge of the scheduled activity. If damage is not reported, 

it may result in revocation of future building usage. Any loss, breakage, or damage to facilities or 

equipment is the responsibility of the contracting organization, as determined by the School District. 

 

7. Facility Use reservations are non-transferable. 

 

8. All activities must be under adult supervision by the organization using the facilities. Members of this 

group should not begin their activity until the group authorized supervisor is present. 

 

9. Gambling and the use of tobacco in any form is prohibited in school district facilities. 

 

10. Possession or consumption of intoxicating beverages or illegal drugs in any form in or on school 

premises is prohibited. 

 

11. Disorderly conduct is prohibited and punishable by removal from school buildings or grounds and 

involvement of law enforcement. 

 

12. Food and drink in appropriate areas only. Each group is responsible for cleaning up the area used 

prior to leaving.  There is no eating or drinking in either the Auditorium or the Performing Arts Center. 

 



13. Building must be vacated by the time indicated on the users facility use application. Additional 

charges may be otherwise assessed. 

 

14. Rooms and areas used must be left as you found it.  Put all furniture and equipment back where you 

found it. 

 

15. The Community Education Director is authorized to act in any case not covered by the rules and 

regulations of this policy. 

 

16. The Community Education Director may cancel a permit effective immediately if, in his or her 

judgment, continuation would be potentially harmful and/or dangerous or that the program and/or 

participants' actions are not of a moral standard. 

 

17. The school district assumes no liability or responsibility for non-district equipment, owned or leased by 

the permit holder, which is used or stored on District property. 

 

18. Groups using school facilities need to follow school district recycling procedures. 

 

19. School district policy prohibits all forms of sexual, racial or religious harassment and violence. This 

school district policy applies to anyone using school facilities. Individuals who believe they have been the 

victim of sexual, racial or religious harassment or violence on school premises should report the alleged 

acts immediately to the Human Rights Officer of their organization or to the Director of Community 

Education. A complete copy of the school district's policy is available in the District Office or in the 

Community Education office. 

 

 

20. Groups having special needs, such as extra-electrical, generators, dry-ice, or re-configuration of 

standard District #110 equipment and facilities, may be required to seek prior plan approval from Director 

of Community Education. Subsequent approval may also be required from the: Local Fire Inspector, 

Building Inspector, Health Inspector, etc. Any and all expense incurred through these approvals and 

licenses are all to be paid by the facility user group(s). 

 

REGULATION J: Leases: 

1. The school district may lease facilities to organizations that are nonprofit and provide a general service 

to the majority of the residents of the school district. 

 

2. All leases should be for a period not to exceed one year. 

 

3. Leases generally involve physical facilities that are not otherwise used and/or needed by the school 

district. 

 

4. All leases shall be coordinated through the Community Education and approved by the School Board. 

 

5. The lease shall be defined as a written agreement between the school district and another party for the 

purpose of exclusive use of school facilities and/or land for a specified period of time. 

 

6. Long-Term User: Groups renting District #110 facilities on a long-term basis will be given a 33% break 

in their facility use rental fees. This discount does not apply to personnel: custodial fees, building 

supervisor fees, kitchen staff. * Long-term user refers to those groups renting facilities for twelve months 



(or more) continuously from July through June, or any twelve month period. 

 

 

 

REGULATION K: Students - Equal Access to Facilities: 

 

Secondary school students (grades 9-12) may hold meetings in school facilities during non-instructional 

time for non-curriculum-related purposes which are not sponsored by the school upon prior notice to 

building principal. Such meetings shall be subject to the following: 

 

1. The meeting must be voluntary and student-initiated. 

 

2. The meeting must not materially and substantially interfere with the orderly conduct of educational 

activities within the school. 

 

3. The meeting must not require the expenditure of public funds beyond the incidental cost of providing 

the space for the meeting. 

 

4. Non-school persons may not direct, conduct, control or regularly attend activities of student groups. 

 

5. School employees or agents shall not stay in or be present at such meetings except for custodial 

purposes, to maintain order and discipline, or to assure that the attendance of students at meetings is 

voluntary. 

 

6. The Principal or Principal's designee shall be notified in writing 48 hours in advance of the meeting by 

the student who is initiating the meeting. 

 

7. The Principal may assign a specific space to be used for the meeting and may designate a member of 

the school staff to be present at such meetings for the purposes set forth in #6 above. 

 

8. The Principal or designee shall notify the Community Education Office of space assigned.  

 

9. Appropriate notices of such meetings may be posted in places designated by the Principal for student 

notices. 

 

10. Meetings shall not begin prior to one hour before the instructional day nor continue 

more than two hours beyond the instructional day. 

 

 

REGULATION L: Publicity: 

When any organization is granted use of a school facility, and when publicity of the meeting is 

disseminated by press, radio, leaflets, or other means, the organization or association must, at all times, 

fully identify itself, the person who is the official organizational representative and contact information 

in/on all such publicity. 

 

REGULATION M: Public Facilities Available for Elections: 

 

District #110 facilities are available for the holding of city, county, school district, state and federal 



elections subject to the approval of local election official(s). Facilities designated for the election are up to 

the Superintendent or his/her designated representative. 

 

A charge for the use of the facilities may be imposed by law. The fee cannot exceed the lowest amount 

charged to any user group. 

 

REGULATION N: Cancellation of Facility Reservations: 

 

1. The applicant shall notify the Community Education Office of any cancellation of previously scheduled 

facilities at least twenty-four (24) hours prior to the scheduled use. In case of failure to do so, the District 

may invoice for expenses incurred in preparation for use on the facility requested. 

 

a. In the event a cancellation by the user group is made: 

 

2. An approved reservation shall not be considered by the applicant as a lease, and the school district 

reserves the right to cancel or revoke any reservation at any time with or without cause. In the event of 

such cancellation or revocation, there shall be no claim or right by the use to damages or compensation. 

 

3. Facility reservation may be cancelled by the school district for any of the following reasons: 

 

a. Inadequate group supervision as determined by the authorized building supervisory personnel or 

Community Education Director. 

 

b. Misuse of equipment or facilities. 

 

c. Group conduct of an inappropriate or unacceptable nature as determined by the authorized building 

supervisor or the Community Education Director. 

 

d. The Community Education Director may cancel a reservation effective immediately if, in his or her 

judgment, continuation would be potentially harmful and/or dangerous or that the program and/or 

participants' actions are not of a moral standard. 

 

e. When school is cancelled or closes early due to inclement weather or physical problems, all after 

school and evening youth activities will be cancelled. Adult evening activities may or may not be 

canceled, pending a decision by the Community Education Director. 

Waconia Performing Arts Center 

In addition to procedures that apply to use of all District 110 facilities, the following apply to the use of the 

Waconia Performing Arts Center. 

 Scheduling 

a. Community Education is responsible for scheduling the Performing Arts Center after 

school hours and on weekends.   

Fees 

1. The application process outlined in Policy 902 must be followed for PAC usage.  



2. A damage deposit of $200 will be required for groups using the PAC.  An additional $200 

deposit may be required if technical equipment or musical equipment instruments are 

used.  A separate check should be submitted for the deposit.  The deposit check will be 

held until after the final performance.  If damage to the facility, equipment, or instruments 

exceeds the deposit, the user group will be billed for the balance of the cost. 

3. When renting the Performing Arts Center.  There will be some fees that are due up front 

at the time of the reservations.   

Staff required for the use of PAC 

1.  A custodian and/or approved building supervisor or Auditorium manager must be 

available in the building whenever the PAC is used. 

2. Whenever technical light, sound or fly systems are to be used, the systems will be 

operated only by technicians hired and trained by District 110 or by the Auditorium 

manager.  User groups will be billed by Community Education for the technician time on 

an hourly basis. 

Event Management 

Event Management includes but is not limited to: event supervision, parking, ticket sellers, and 

takers, ushers, some set-up arrangements, general clean up (post event), etc.  In general, event 

management will be the responsibility of the user group with approval from the Auditorium 

Manager.  In some instances, the district may elect to provide event management and 

appropriate fees will be assessed. 

General Reservation Holder Responsibilities 

1.  The reservation holder is solely responsible for arranging for and paying for all performance 

rights, licensing fees and other applicable fees associated with their production. 

2. The reservation holder must enforce any restrictions on recording, broadcasting, televising, or 

photographing their production as outlined in relevant contractual agreements.  The 

reservation holder must inform the audience and the school district of such restrictions. 

VI.  PAC Backstage Facilities and Equipment/Instrument Use 

1.  Male and female dressing rooms and the make-up room are available for use by performers.  

The props/costumes and scene storage rooms are available for the school district use only. 

2. Groups preparing for a play or musical performance may leave sets, props, and costumes 

overnight for a period of up to 2 weeks prior to the scheduled performance or as determined by 

the auditorium manager.  The District does not provide permanent storage to user groups.  At the 

end of each rehearsal, all items left behind must be put into a designated area, as there may be 

other users in between scheduled rehearsals and performances.  The stage must be struck within 

one day of the final performance.  Anything left behind will be disposed of by the District at the 

users group expense.  The District is not responsible for theft or damage to items left in the facility 

3. User groups will be responsible for properly disposing of unused paint and other substances or 

disposal cost will be deducted from the damage deposit.  Only non-toxic materials may be used. 

4. The District regularly tunes the piano in the PAC.  There may be an extra charge to the group if 

an additional tuning is requested.   

5. The band room is available for use if needed to accommodate performers for an event.  Standard 

usage of the band room includes chairs and the music stands only.  The band room must be put 

back exactly as it is found. 



6. The music commons area and the practice rooms are not available for use. 

7. District owned instruments (percussion, etc.) are available only by special arrangement and a fee 

will be assessed for their usage. 

VII.  Rules 

1.  No food or beverages are allowed in the PAC or sound/lighting area.  Plain, non-carbonated 

water is allowed on stage and back stage only. 

2. No candy or gum is allowed anywhere in the PAC. 

3. No adhesive tape may be placed on the carpet, walls, or curtains in the PAC.  Approved gaffers, 

tape and spike tape. 

4. Posters and other signage for events in the PAC may be hung only in designated areas after 

obtaining approval from the district. 
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902 USE OF SCHOOL DISTRICT FACILITIES AND EQUIPMENT 
 
 
I. PURPOSE 
 

The purpose of this policy is to provide guidelines for community use of school facilities 
and equipment. 

 
II. GENERAL STATEMENT OF POLICY 
 

The school board encourages maximum use of school facilities and equipment for 
community purposes if, in its judgment, that use will not interfere with use for school 
purposes. 

 
III. SCHEDULED COMMUNITY EDUCATION CLASSES AND ACTIVITIES 
 

A. The school district administration shall be charged with the process of scheduling 
rooms and special areas for community education classes and activities planned to 
be offered during each session. 

 
B. Procedures for providing publicity, registration, and collection of fees shall be the 

responsibility of the school district administration. 
 

C. Registration fees may be structured to include a pro-rata portion of costs for 
custodial services that may be needed. 

 
IV. GENERAL COMMUNITY USE OF SCHOOL FACILITIES 
 

A. The school board may authorize the use of school facilities by community groups 
or individuals.  It may impose reasonable regulations and conditions upon the use 
of school facilities as it deems appropriate. 

 
B. Requests for use of school facilities by community groups or individuals shall be 

made through the school district administrative office.  The administration will 
present recommended procedures for the processing and review of requests to the 
school board.  Upon approval by the school board, such procedures shall be an 
addendum to this policy. 

 
C. The school board may require a rental fee for the use of school facilities.  Such 

fee may include the cost of custodial and supervisory service if deemed necessary.  
It may also require a deposit or surety bond for the proper use and repair of 
damage to school facilities.  A rental fee schedule, deposit or surety bond 
schedule, and payment procedure shall be presented for review and approval by 
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the school board. 
 

D. When emergencies or unusual circumstances arise that necessitate rescheduling 
the use of school facilities, every effort will be made to find acceptable alternative 
meeting space. 

 
V. USE OF SCHOOL EQUIPMENT 
 

The administration will present a procedure to the school board for review and approval 
regarding the type of equipment that is available for community use, the extent to which 
it may be utilized, and the manner by which it may be scheduled for use and any charges 
to be made relating thereto.  Upon approval of the school board, such procedure shall be 
an addendum to this policy. 

 
VI. RULES FOR USE OF FACILITIES AND EQUIPMENT 
 

The school board expects members of the community who use facilities and equipment to 
do so with respect for school district property and an understanding of proper use.  
Individuals and groups shall be responsible for damage to facilities and equipment.  A 
certificate of insurance may be required by the school district to ensure payment for these 
damages and any liability for injuries. 

 
 
Legal References: Minn. Stat. § 123B.51 (Schoolhouses and Sites; Access for Noncurricular 

Purposes) 
 
Cross References: MSBA/MASA Model Policy 801 (Equal Access to School Facilities) 

MSBA/MASA Model Policy 901 (Community Education) 



3.C. 903 AR Administrative Regulations (not MSBA)
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903-ADMINISTRATIVE REGULATION S 

 

SCHOOL DISTRICT VISITOR/VOLUNTEER REGULATIONS 
 

I. VISITOR/VOLUNTEER REGULATIONS 
 

A. During designated hours, visitors/volunteers to a school building must register at 

the main office or designated site by providing: (1) name, (2) time of entry, (3) 

name of person visiting or reason for visit, and (4) other information deemed 

appropriate by the building principal. Visitors may be asked to submit their driver’s 

license or other valid form of government-issued identification containing a 

photograph to obtain a visitor pass. While in the school building, a visitor must 

wear the visitor pass provided at registration at all times. The visitor pass must be 

worn so that it is readily visible to other individuals in the building. Before exiting 

the school, the visitor must sign out and return the visitor pass. 

 

B. The school district administration reserves the right to select and determine the use 

of each volunteer based on the best interest of school building operations and the 

needs of students. 

 

C. The school district administration reserves the right to conduct a criminal 

background check on a volunteer before a volunteer’s services are used. 

Background checks are required for any volunteer working with students outside 

of the direct supervision of a school employee.  The school district administration 

further reserves the right to dismiss a volunteer from their services for failure to 

meet the guidelines established by the school district. 

 

D. An individual or group who enters school property without complying with the 

procedures and requirements may be guilty of criminal trespass and thus subject to 

criminal penalty.  Such persons may be detained by the school principal or a person 

designated by the school principal in a reasonable manner for a reasonable period 

of time pending the arrival of a police officer. 

 

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

Minn. Stat. § 128C.08 (Assaulting a Sports Official Prohibited) 

Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property) 

Minn. Stat. § 123B.03, Subd. 1(c) (Background Checks for School 

Volunteers) 

 

Cross References: ISD 110 School Board Policy No. 903 (Visitors/Volunteers) 

   ISD 110 School Board Policy No. 404 (Employment Background Checks) 

 

Regulations Approved: April 2017 

Independent School District #110 

Waconia, Minnesota 



3.D. 906 Community Notification of Predatory 
Offenders



 

COMMUNITY NOTIFICATION OF PREDATORY OFFENDERS 906 

 

[Note: School board adoption of a policy regarding a predatory offender notification is 

discretionary. The statute, Minn. Stat. § 244.052 does not impose any mandatory duty on school 

districts. The statute imposes duties on law enforcement agencies. However, the school district 

may wish to adopt a policy if it intends to respond to these notifications from local law 

enforcement agencies. School districts are cautioned that the procedures contained in this policy 

are not mandatory or required by the statute and may impose liability upon the school district if 

they are not properly followed. Accordingly, before this policy is adopted, the school district 

should consider carefully whether it wishes to undertake the responsibilities outlined herein.] 

 

I. PURPOSE 

 

The purpose of this policy is to assist school administrators and staff members in responding to 

a notification by a law enforcement agency that a convicted predatory offender is moving into 

the school district so that they may better protect individuals in the school’s care while they are 

on or near the school district premises or under the control of the school district. 

 

II. GENERAL STATEMENT OF POLICY 

 

A. It is the policy of this school district to provide information to staff regarding known 

predatory offenders that are moving into the school district so that they may monitor school 

premises for the safety of the school, its students and employees. Staff will be notified as 

appropriate and have access to Offender Fact Sheets. 

 

B. The superintendent, in cooperation with appropriate school transportation officials, will 

evaluate bus routes and bus stops. Bus drivers will have access to Offender Fact Sheets. If 

necessary, bus stops may be moved if they place children in close proximity to a predatory 

offender who has been convicted of crimes against children of similar ages. 

 

C. The superintendent in conjunction with the building principal or designee shall prepare or 

provide safety information for distribution to students regarding protecting themselves from 

abuse, abduction or exploitation. The school district will prepare a list of available resources. 

Staff will provide safety information to students on how to protect themselves against abuse, 

abduction or exploitation. School officials may ask their police liaison officer or local law 

enforcement officials for assistance in providing instruction to staff and/or students. 

 

III. DEFINITIONS 

 

(These definitions are compiled from the provisions of Minn. Stat. § 244.052) 

 

A. The “Community Notification Act,” Minn. Stat. § 244.052, as amended, allows law 

enforcement agencies to disclose information about certain predatory offenders when they are 

released into the community. The information disclosed and to whom it is disclosed will depend 

upon their assessment of the level of risk posed by the predatory offender. 



 

B. “Risk Level Assessment” is the level of danger to the community as established by the 

Minnesota Department of Corrections following a review by a committee of experts. The level 

of risk assigned to a soon-to-be-released offender determines the scope of notification. (Minn. 

Stat. § 244.052, subds. 2, 3) 

 

C. “Risk Levels.” 

 

1. “Level I” – Risk Level I is assigned to a predatory offender whose risk assessment score 

indicates a low risk of reoffense. 

 

2. “Level II” – Risk Level II is assigned to a predatory offender whose risk assessment score 

indicates a moderate risk of reoffense. 

 

3. “Level III” – Risk Level III is assigned to a predatory offender whose risk assessment score 

indicates a high risk of reoffense. 

 

(Minn. Stat. § 244.052, subd. 3(e)) 

 

D. “Notification or Disclosure by Law Enforcement Agency.” 

 

1. Risk Level I – The local law enforcement agency may disclose certain information to other 

law enforcement agencies and to any victims of or witnesses to the offense committed by the 

offender. There will be no disclosure to school districts. 

 

2. Risk Level II – In addition to those notified in Level I, a law enforcement agency may notify 

agencies and groups the offender is likely to encounter that the offender is about to move into 

the community and provide to those agencies and groups an Offender Fact Sheet on the 

offender. School districts, private schools, day care centers and other institutions serving those 

likely to be victimized by the predatory offender are included in a Level II notification. 

 

3. Risk Level III – In most cases, the local law enforcement agencies will hold a community 

meeting and distribute an Offender Fact Sheet with information concerning and a photograph of 

the soon-to-be-released Level III offender. 

 

(Minn. Stat. § 244.052, subd. 4) 

 

E. “Offender Fact Sheet” is a data sheet compiled by the Department of Corrections or local law 

enforcement agency. The Offender Fact Sheet contains both public and private data including a 

photograph and physical description of the predatory offender, as well as the general location of 

the offender’s residence. 

 

1. A local law enforcement agency will generally provide Offender Fact Sheets for Level II 

predatory offenders directly to the school district. 

 

2. Level III Offender Fact Sheets will be distributed at a community meeting conducted by the 



local law enforcement agency. 

 

F. “Law enforcement agency” means the law enforcement agency having primary jurisdiction 

over the location where the offender expects to reside upon release. (Minn. Stat. § 244.052, 

subd. 1(c)) 

 

G. “Criminal history conviction data” is public data on a convicted criminal which is compiled 

by the State Bureau of Criminal Apprehension (BCA). (Minn. Stat. § 13.87) 

 

IV. PROCEDURES 

 

A. Level II Notification. 

 

In keeping with the statutorily designated purpose that Offender Fact Sheets are to be used by 

staff members to secure the school and protect individuals in the school district’s care while they 

are on or near the school district’s premises or under the control of the school district, the school 

district will take the following steps: 

 

1. The superintendent shall notify the law enforcement agencies within the school district that all 

appropriate Level II and Level III notifications are to be provided at least to the superintendent 

of schools. 

 

2. Upon notification of the release of a Level II predatory offender, the superintendent shall 

forward the Offender Fact Sheet to all building principals and central office administrators. This 

would include transportation, food service and buildings and grounds supervisors. 

 

3. Principals of schools in close proximity to the Level II predatory offender’s residence shall 

meet with staff and show the Offender Fact Sheet to persons within the buildings who supervise 

students or who would be in a position to observe if the Level II offender was in or around the 

school. This includes, but is not limited to, administrators, teachers, coaches, paraprofessionals, 

custodians, clerical and office workers, food service workers, volunteers and transportation 

providers. 

 

4. The school district shall request criminal history conviction data on the Level II predatory 

offender from its local law enforcement agency. On a case-by-case basis, the superintendent 

may determine whether to send a letter to parents with general information regarding release of 

the Level II offender and a copy of the criminal history conviction data that the school district 

obtained from its local law enforcement agency. The offender fact sheet contains data classified 

as private or not public under Minnesota law and may only be distributed to parents, students or 

others outside the school district if it determines the release is for the purpose of securing the 

schools and protecting individuals under the school district’s care while they are on or near 

school premises. 

 

5. The building administrator shall cause the Offender Fact Sheet to be posted in each building 

in an area accessible to staff and employees but not the general public unless a determination 

has been made that public posting will help secure the school or protect students. 



 

6. The school district shall not distribute or provide access to Level II Offender Fact Sheets to 

parents, students or others outside the school district unless a determination has been made that 

dissemination of the data will help secure the school or protect students. 

 

[Note: The Department of Administration issued an opinion confirming that the Predatory 

Offender Fact Sheet contains private data or not public data. However it is the department’s 

opinion that a school district may release any information contained in the notification to anyone 

if it determines that the release of data will help secure the school or protect students.] 

 

B. Level III Notification. 

 

1. The superintendent shall notify the law enforcement agencies within the school district that all 

Level III notifications of community meetings are to be provided to the superintendent of 

schools. 

 

2. When a Level III predatory offender is released into a community, generally the local law 

enforcement agency will notify the school district of the time and location of the community 

meeting at which the Level III Offender Fact Sheet will be distributed to the community. 

 

3. When the school district receives this information, the superintendent shall determine on a 

case-by-case basis whether the school district will notify parents and students of the time, date 

and location of the community meeting. 

 

4. When notified of a Level III predatory offender community meeting the superintendent or 

another school district administrator designated by the superintendent shall attend the 

community notification meeting. 

 

5. When the school district receives information that a Level III predatory offender is moving 

into the school district, in addition to following the procedures specified above, the school 

district shall follow the procedures outlined for a Level II notification. 

 

 

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

Minn. Stat. § 244.052 (Community Notification) 

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

 

Cross References: MSBA/MASA Model Policy 903 (Visitors to School District Buildings and 

Sites) 

MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 

Abuse) 

MSBA/MASA Model Policy 415 (Mandated Reporting of Maltreatment of Vulnerable Adults) 

 

Policy adopted: September 2017 

Independent School District No. 110 

Waconia, MN 
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Adopted:                               MSBA/MASA Model Policy 906 
Orig. 1997 

Revised:                                Rev. 2006 
 
 
906 COMMUNITY NOTIFICATION OF PREDATORY OFFENDERS 
 

[Note:  School board adoption of a policy regarding a predatory offender notification is 
discretionary. The Sex Offender Community Notification Act, Minn. Stat. § 244.052, 
imposes duties on law enforcement agencies but does not impose mandatory 
notification duties on school districts except as set forth in Paragraph IV.B.6., below.] 

 
I. PURPOSE 
 

The purpose of this policy is to assist school administrators and staff members in 
responding to a notification by a law enforcement agency that a convicted predatory 
offender is moving into the school district so that they may better protect individuals in 
the school’s care while they are on or near the school district premises or under the 
control of the school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to provide information to staff regarding 
known predatory offenders that are moving into the school district so that they 
may monitor school premises for the safety of the school, its students, and 
employees.  Staff will be notified as appropriate and have access to Offender Fact 
Sheets. 

 
B. The superintendent, in cooperation with appropriate school transportation 

officials, will evaluate bus routes and bus stops.  Bus drivers will have access to 
Offender Fact Sheets.  If necessary, bus stops may be moved if they place 
children in close proximity to a predatory offender who has been convicted of 
crimes against children of similar ages. 

 
C. The superintendent, in conjunction with the building principal or designee, shall 

prepare or provide safety information for distribution to students regarding 
protecting themselves from abuse, abduction, or exploitation.  The school district 
will prepare a list of available resources.  Staff will provide safety information to 
students on how to protect themselves against abuse, abduction, or exploitation.  
School officials may ask their police liaison officer or local law enforcement 
officials for assistance in providing instruction to staff and students. 

 
III. DEFINITIONS 
 

A. The “Sex Offender Community Notification Act,” Minn. Stat. § 244.052, as 
amended, allows law enforcement agencies to disclose information about certain 
predatory offenders when they are released into the community.  The information 
disclosed and to whom it is disclosed will depend upon their assessment of the 
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level of risk posed by the predatory offender. 
 

B. “Risk Level Assessment” is the level of danger to the community as established 
by the Minnesota Department of Corrections following a review by a committee 
of experts.  The level of risk assigned to a soon-to-be-released offender 
determines the scope of notification.  (Minn. Stat. § 244.052, Subds. 2, 3) 

 
C. “Risk Levels” 

 
1. “Level I” – Risk Level I is assigned to a predatory offender whose risk 

assessment score indicates a low risk of reoffense. 
 

2. “Level II” – Risk Level II is assigned to a predatory offender whose risk 
assessment score indicates a moderate risk of reoffense. 

 
3. “Level III” – Risk Level III is assigned to a predatory offender whose risk 

assessment score indicates a high risk of reoffense. 
 

(Minn. Stat. § 244.052, Subd. 3(e)) 
 

D. “Notification or Disclosure by Law Enforcement Agency” 
 

1. Risk Level I – The local law enforcement agency may disclose certain 
information to other law enforcement agencies and to any victims of or 
witnesses to the offense committed by the offender.  There will be no 
disclosure to school districts. 

 
2. Risk Level II – In addition to those notified in Level I, a law enforcement 

agency may notify agencies and groups the offender is likely to encounter 
that the offender is about to move into the community and provide to those 
agencies and groups an Offender Fact Sheet on the offender.  School 
districts, private schools, day care centers, and other institutions serving 
those likely to be victimized by the predatory offender are included in a 
Level II notification. 

 
3. Risk Level III – In most cases, the local law enforcement agencies will 

hold a community meeting and distribute an Offender Fact Sheet with 
information concerning and a photograph of the soon-to-be-released Level 
III offender. 

 
(Minn. Stat. § 244.052, Subd. 4) 

 
E. “Offender Fact Sheet” is a data sheet compiled by the Department of Corrections 

or local law enforcement agency.  The Offender Fact Sheet contains both public 
and private data including a photograph and physical description of the predatory 
offender, as well as the general location of the offender’s residence. 

 
1. A local law enforcement agency will generally provide Offender Fact 
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Sheets for Level II predatory offenders directly to the school district. 
 

2. Level III Offender Fact Sheets will be distributed at a community meeting 
conducted by the local law enforcement agency. 

 
F. “Law enforcement agency” means the law enforcement agency having primary 

jurisdiction over the location where the offender expects to reside upon release.  
(Minn. Stat. § 244.052, Subd. 1(3)) 

 
G. “Criminal history conviction data” is public data on a convicted criminal which is 

compiled by the State Bureau of Criminal Apprehension (BCA).  (Minn. Stat. § 
13.87) 

 
IV. PROCEDURES 
 

A. Level II Notification 
 

In keeping with the statutorily designated purpose that Offender Fact Sheets are to 
be used by staff members to secure the school and protect individuals in the 
school district’s care while they are on or near the school district’s premises or 
under the control of the school district, the school district will take the following 
steps: 

 
1. The superintendent shall notify the law enforcement agencies within the 

school district that all appropriate Level II and Level III notifications are 
to be provided at least to the superintendent of schools. 

 
2. Upon notification of the release of a Level II predatory offender, the 

superintendent shall forward the Offender Fact Sheet to all building 
principals and central office administrators. This would include 
transportation, food service and buildings and grounds supervisors. 

 
3. Principals of schools in close proximity to the Level II predatory 

offender’s residence shall meet with staff and show the Offender Fact 
Sheet to persons within the buildings who supervise students or who 
would be in a position to observe if the Level II offender was in or around 
the school.  This includes, but is not limited to, administrators, teachers, 
coaches, paraprofessionals, custodians, clerical and office workers, food 
service workers, volunteers, and transportation providers. 

 
4. The school district shall request criminal history conviction data on the 

Level II predatory offender from its local law enforcement agency.  On a 
case-by-case basis, the superintendent may determine whether to send a 
letter to parents with general information regarding release of the Level II 
offender and a copy of the criminal history conviction data that the school 
district obtained from its local law enforcement agency.  The offender fact 
sheet contains data classified as private or not public under Minnesota law 
and may only be distributed to parents, students, or others outside the 



 906-4 

school district if it determines the release is for the purpose of securing the 
schools and protecting individuals under the school district’s care while 
they are on or near school premises. 

 
5. The building administrator shall cause the Offender Fact Sheet to be 

posted in each building in an area accessible to staff and employees but 
not the general public unless a determination has been made that public 
posting will help secure the school or protect students. 

 
6. The school district shall not distribute or provide access to Level II 

Offender Fact Sheets to parents, students, or others outside the school 
district unless a determination has been made that dissemination of the 
data will help secure the school or protect students. 

 
[Note: The Department of Administration issued an opinion confirming 
that the Predatory Offender Fact Sheet contains private data or not 
public data.  However, it is the department’s opinion that a school 
district may release any information contained in the notification to 
anyone, including staff, students, parents, and guardians, if it 
determines that the release of data will help secure the school or protect 
students.] 

 
B. Level III Notification 

 
1. The superintendent shall notify the law enforcement agencies within the 

school district that all Level III notifications of community meetings are to 
be provided to the superintendent of schools. 

 
2. When a Level III predatory offender is released into a community, 

generally the local law enforcement agency will notify the school district 
of the time and location of the community meeting at which the Level III 
Offender Fact Sheet will be distributed to the community. 

 
3. When the school district receives this information, the superintendent shall 

determine on a case-by-case basis whether the school district will notify 
parents and students of the time, date, and location of the community 
meeting. 

 
4. When notified of a Level III predatory offender community meeting the 

superintendent or another school district administrator designated by the 
superintendent shall attend the community notification meeting. 

 
5. When the school district receives information that a Level III predatory 

offender is moving into the school district, in addition to following the 
procedures specified above, the school district shall follow the procedures 
outlined for a Level II notification. 

 
6. If the predatory offender is participating in programs offered by the school 
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district that require or allow the person to interact with children other than 
the person’s children, the superintendent shall notify parents of children in 
the school district of the contents of the Offender Fact Sheet. 

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

Minn. Stat. § 244.052 (Community Notification) 
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act) 
42 U.S.C. § 14071 16901 et seq. (Jacob Wetterling Crimes Against 
Children and Sexually Violent Offender Registration Program) 
Dept. of Admin. Advisory Op. No. 98-004 

 
Cross References: MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect 

or Physical or Sexual Abuse) 
MSBA/MASA Model Policy 415 (Mandated Reporting of Maltreatment 
of Vulnerable Adults) 
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil 
Records) 
MSBA/MASA Model Policy 903 (Visitors to School District Buildings 
and Sites) 
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Adopted:                              MSBA/MASA Model Policy 907
Orig. 2005

Revised:                               

907 REWARDS

[Note:  A school board must formally adopt a policy authorizing rewards for information
leading to the conviction of the person committing or conspiring to commit the specified
crimes before a reward may be offered.]

I. PURPOSE

The purpose of this policy is to authorize the school board to offer rewards to persons who
provide accurate and reliable information leading to the conviction of a person who has
committed or conspired to commit a crime against students or school employees, volunteers,
or school board members as a result of their affiliation with the school district, or against
school district property.

II. GENERAL STATEMENT OF POLICY

The school board believes that, in certain circumstances, the offering of a reward may lead
to the receipt of information that would solve or prevent a crime against students, school
employees, volunteers, school board members, or school district property.  The school board
also believes that the fact that the school board may offer a reward may have a deterrent
effect on the commission of such crimes.

III. APPROVAL OF OFFERING OF REWARDS

The school board shall approve the offering of any rewards by the school district.  The
approval shall specify the amount of the reward and the crime to which it is applicable.  The
approval may relate to a specific incident or to a continuing category of crime, i.e., assault
of a teacher, damage to school property, etc.

IV. ESTABLISHMENT OF PROCEDURES

The superintendent shall develop directives and procedures to address the timing and method
of payment of any reward earned by an information provider. The information provided must
have led to the conviction of the person who committed or conspired to commit the crime
for which the reward was offered.

Legal References: Minn. Stat. § 123B.02, Subd. 22 (Reward)

Cross References:
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REWARDS                                                                                                                                907  
 

 

I. PURPOSE 
 

The purpose of this policy is to authorize the school board to offer rewards to persons 

who provide accurate and reliable information leading to the conviction of a person who 

has committed or conspired to commit a crime against students or school employees, 

volunteers, or school board members as a result of their affiliation with the school 

district, or against school district property. 

 

II. GENERAL STATEMENT OF POLICY 
 

The school board believes that, in certain circumstances, the offering of a reward may 

lead to the receipt of information that would solve or prevent a crime against students, 

school employees, volunteers, school board members, or school district property.  The 

school board also believes that the fact that the school board may offer a reward may 

have a deterrent effect on the commission of such crimes. 

 

III. APPROVAL OF OFFERING OF REWARDS 
 

The school board shall approve the offering of any rewards by the school district.  The 

approval shall specify the amount of the reward and the crime to which it is applicable.  

The approval may relate to a specific incident or to a continuing category of crime, i.e., 

assault of a teacher, damage to school property, etc. 

 

IV. ESTABLISHMENT OF PROCEDURES 
 

The superintendent shall approve the timing and method of payment of any reward 

earned by an information provider. The information provided must have led to the 

conviction of the person who committed or conspired to commit the crime for which the 

reward was offered. 

 

 

Legal References: Minn. Stat. § 123B.02, Subd. 22 (Reward) 

 

Cross References:  
 
PolicyAdoptedMay2006 
Policy Reviewed: September 2017 

Independent School District No. 110 

Waconia, MN   



3.F. 908 District Acceptance and Use of 
Contributions from Individuals and Groups for 
Educational Program Support (not MSBA)



908 
 

DISTRICT ACCEPTANCE AND USE OF CONTRIBUTIONS FROM INDIVIDUALS 

AND GROUPS FOR EDUCATIONAL PROGRAM SUPPORT 

 

The School Board desires to encourage the broadest possible support of the district's educational 

program which is in the interest of all students.  The Board encourages individuals and groups to 

contribute funds and/or materials in support of educational programs.  The acceptance and use of 

all contributions will be controlled and maintained by the school district to insure the interest of 

all students is met. 

 

 

I. GIFT ACCEPTANCE:   

 

A. Individuals and groups desiring to make a district contribution in support of a 

school program shall communicate with the superintendent.  The contributor shall 

outline the nature and extent of contribution, as well as other specifics.  A written 

contribution proposal is required for all contributions exceeding $1,000 (this 

includes in-kind gifts). 

 

B. The superintendent is authorized to accept contributions of $1,000 or less on 

behalf of the district (this includes in-kind gifts).  The contribution must meet the 

guidelines outlined in this policy. 

 

C. The school board will authorize acceptance of all contributions exceeding $1,000 

on behalf of the district.  The contribution must meet the guidelines outlined in 

this policy. 

 

II. STAFF POSITIONS AS A GIFT CONTRIBUTION:   

 

If a contribution proposal involves the hiring of personnel, the administration shall 

oversee the entire hiring process.  The school board must approve the posting of all 

personnel positions and the hiring of all personnel. 

 

 

 

 

Cross References:   Policy 706  Acceptance of Gifts 

   Policy 510 Student Activities 

   Policy 911 Booster Communications 

 

Policy Adopted:  June 14, 1993 \ Amended: June 9, 1997/Amended June 2004 

Policy Reviewed: September 2017 

Independent School District No. 110 

Waconia, Minnesota 

 
 



3.G. 910 Admission to Extra Curricular Activities 
(not MSBA)



ADMISSION TO EXTRA CURRICULAR EVENT                                                 910 

 
 
School District 110 recognizes that community attendance at extra curricular events enhances the 
event for the participants as well as strengthens community/school partnerships.  Admission fees 
will be charged at extra curricular events to pay for the cost of the event and offset extra 
curricular programming.   
 

I. ESTABLISHING PRICES 

Annually, the school district will establish prices for extra curricular events.  These prices 
will be comparable to neighboring and conference schools.   

 

II. CLASSIFICATION 

The following classifications will be used when charging admission to extra curricular 
events: 
 
A. Adults - individuals no longer high school students 

 
B. Students - all individuals attending a kindergarten through grade 12 school. 

 
C. Preschool - all individuals who have yet to enter kindergarten.  Preschool children 

are admitted free with the accompaniment of an adult. 
 

D. Senior Adults - individuals 60 years of age and older may apply, in writing, for a 
courtesy activity ticket to home extra curricular events.  The courtesy activity 
ticket will admit one senior citizen and is a lifetime pass. 

 

III. ADMISSION 

A. Adult Activity Ticket - Ticket for one adult to all District 110 extra curricular 
events during a school year.  Activity tickets are sold in the extra curricular office. 

 
B. Student Activity Ticket - Ticket for one student for all District 110 extra 

curricular events during a school year.  Activity tickets are sold in the extra 
curricular office. 

 
C. Lost Activity Ticket  - Any lost activity ticket will be replaced at the full original 

price.  All activity tickets will be numbered consecutively and a record of to 
whom they were sold will be kept by number and name.  Activity tickets are sold 
in the extra curricular office. 

 
D. School Board Members - School board members will receive two non-

transferable extra curricular passes for a school year. 
 
E. Special Events - special events which are intended for fund raising purposes (i.e. 

musical performance) are not an extra curricular event, but are rather considered a 
fund raising event.  Extra curricular passes will not be recognized at fund raising 
events. 

 



 
 
 
Original Policy / Amended: June 9, 1997/Amended: June 2004 
Policy Reviewed: September 2017) 
Independent School District No. 110 
Waconia, MN 55387 
 
 



3.H. 911 School and Booster Club Communication (not 
MSBA)



SCHOOL AND BOOSTER CLUB COMMUNICATIONS                   911 

 

 

School District 110 affirms support for booster clubs in the school district.  The purpose of the 

clubs is to provide a ‘boost’ to specific extra-curricular programs, through volunteer and 

financial support.  The Activities Director is the district liaison for Booster Clubs.  All booster 

groups must be sanctioned by the school district. 

 

 

I.   ADMINISTRATION 
 

      The Board of Education will establish the district extra-curricular programs.  The school 

district will administer them, including the recruiting, hiring, and firing of all personnel.  

The administration will execute programs offered at grade levels, squad levels, by 

gender, and by season.  The administration has the sole communications responsibility 

with other schools and school officials on matters of interscholastic athletic business.  

The activity director and the administration will establish schedules and calendars of 

school events. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy Adopted: May 10, 1982/Amended: October 14, 1991/Amended: June 14, 1993/Amended: 

June 9, 1997/Amended: September 2004 

 

Independent School District No. 110 

Waconia MN  55387 
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