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516 STUDENT MEDICATION

[Note: The necessary provisions for complying with Minn. Stat. §§ 121A.22, 
Administration of Drugs and Medicine, 121A.221, Possession and Use of Asthma 
Inhalers by Asthmatic Students, and 121A.222, Possession and Use of Nonprescription 
Pain Relievers by Secondary Students are included in this policy.  The statutes do not 
regulate administration of drugs and medicine for students age 18 and over or other 
nonprescription medications.  Please note that §121A.22 does not require school districts 
to apply the administration of medication rule to drugs or medicine used off school 
grounds, drugs or medicines used in connection with athletics or extra-curricular 
activities, and drugs and medicines that are used in connection with activities that occur 
before or after the regular school day.]

I. PURPOSE

The purpose of this policy is to set forth the provisions that must be followed when 
administering nonemergency prescription medication to students at school.

II. GENERAL STATEMENT OF POLICY

The school district acknowledges that some students may require prescribed drugs or 
medication during the school day.  The school district’s licensed school nurse, trained 
health associate, principal, trained school staff, or teacher will administer prescribed 
medications, except any form of medical cannabis, in accordance with law and school 
district procedures.  All medications administered by school staff must be FDA approved 
and listed in the Physician's Desk Reference (PDR).

     The school district will not administer medications, including herbal medicines that are 
not approved by the Food and Drug Administration (FDA) Prescription medications as 
used in this policy does not include any form of medical cannabis as defined in Minn. Stat 
§ 152.22, Subd. 6.    --This is also new statute information

III. REQUIREMENTS

A. The administration of prescription medication or drugs at school requires a 
completed signed request from the student’s parent.  An oral request must be 
reduced to writing within two school days, provided that the school district may 
rely on an oral request until a written request is received.

B. An “Administrating Prescription Medications” form must be completed annually 
(once per school year) and/or when a change in the prescription or requirements for 
administration occurs.  Prescription medication as used in this policy does not 
include any form of medical cannabis as defined in Minn. Stat. § 152.22, Subd. 6.

C. Prescription medication must come to school in the original container labeled for 
the student by a pharmacist in accordance with law, and must be administered in a 
manner consistent with the instructions on the label.
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D. The school nurse may request to receive further information about the prescription, 
if needed, prior to administration of the substance.

E. Prescription medications are not to be carried by the student, but will be left with 
the appropriate school district personnel.  Exceptions to this requirement are: 
prescription asthma medications self-administered with an inhaler (See Part J.5. 
below), and medications administered as noted in a written agreement between the 
school district, parent/legal guardian, and authorized prescriber, or as specified in 
an Individualized Education Program (IEP), Section 504 plan, or Individual Health 
Plan (IHP).

F. The school must be notified immediately by the parent or student 18 years old or 
older in writing of any change in the student’s prescription medication 
administration. A new medical authorization or container label with new pharmacy 
instructions shall be required immediately as well.

G. For drugs or medicine used by children with a disability, administration may be as 
provided in the IEP, Section 504 plan or IHP.

H. The school nurse, or other designated person, shall be responsible for the filing of 
the Administering Prescription Medications form in the health records section of 
the student file.  The school nurse, or other designated person, shall be responsible 
for providing a copy of such form to the principal and to other personnel designated 
to administer the medication.

I. Procedures for administration of drugs and medicine at school and school activities 
shall be developed in consultation with a school nurse, a licensed school nurse, or 
a public or private health organization or other appropriate party (if appropriately 
contracted by the school district under Minn. Stat. § 121A.21).  The district 
medication administration and management procedures will adhere to this policy 
and be kept on file with the Health Services Department.  

J.      If the administration of a drug or medication described in this section requires 
the school district to store the drug or medication, the parent or legal guardian must 
inform the school if the drug or medication is a controlled substance. For a drug or 
medication that is not a controlled substance, the request must include a provision 
designating the school district as an authorized entity to transport the drug or 
medication for the purpose of destruction if any unused drug or medication remains 
in the possession of school personnel. For a drug or medication that is a controlled 
substance, the request must specify that the parent or legal guardian is required to 
retrieve the drug or controlled substance when requested by the school. 

            -- This is all new legislative changes, helps us dispose of meds

K. Specific Exceptions:
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1. Special health treatments and health functions such as catheterization, 
tracheostomy suctioning, and gastrostomy feedings do not constitute 
administration of drugs and medicine;

2. Emergency health procedures, including emergency administration of drugs 
and medicine are not subject to this policy;

3. Drugs or medicine provided or administered by a public health agency to 
prevent or control an illness or a disease outbreak are not governed by this 
policy;

4. Drugs or medicines used at school in connection with services for which a 
minor may give effective consent are not governed by this policy;

5. Drugs or medicines that are prescription asthma or reactive airway disease 
medications can be self-administered by a student with an asthma inhaler 
if:

a. the school district has received a written authorization from the 
pupil’s parent permitting the student to self-administer the 
medication;

b. the inhaler is properly labeled for that student; and

c. the parent has not requested school personnel to administer the 
medication to the student.

The parent must submit written authorization for the student to self-
administer the medication each school year. In a school that does not have 
a school nurse or school nursing services, the student’s parent or guardian 
must submit written verification from the prescribing professional which 
documents that an assessment of the student’s knowledge and skills to 
safely possess and use an asthma inhaler in a school setting has been 
completed.

If the school district employs a school nurse or provides school nursing 
services under another arrangement, the school nurse or other appropriate 
party must assess the student’s knowledge and skills to safely possess and 
use an asthma inhaler in a school setting and enter into the student’s school 
health record a plan to implement safe possession and use of asthma 
inhalers;

6. Medications:

a. that are used off school grounds;      except as part of a district 
sponsored field trip.  --added this wordage to cover LLC trip.  when 
we review field trip policy may want to add that Field Trip policy will 
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follow Policy 516 in regards to medications

b. that are used in connection with athletics or extracurricular 
activities; or

c. that are used in connection with activities that occur before or after 
the regular school day are not governed by this policy.

7.      Nonprescription Medication.  A secondary student may possess and use 
nonprescription pain relief in a manner consistent with the labeling, if the 
school district has received written authorization from the student’s parent 
or guardian permitting the student to self-administer the medication.  The 
parent or guardian must submit written authorization for the student to self-
administer the medication each school year.  The school district may revoke 
a student’s privilege to possess and use nonprescription pain relievers if the 
school district determines that the student is abusing the privilege.  This 
provision does not apply to the possession or use of any drug or product 
containing ephedrine or pseudoephedrine as its sole active ingredient or as 
one of its active ingredients.  Except as stated in this paragraph, only 
prescription medications are governed by this policy.
-- This is added from our old policy, it has been in statute for many years 
now and our health services team has been allowing 2nd students to carry 
these meds

8. At the start of each school year or at the time a student enrolls in school, 
whichever is first, a student’s parent, school staff, including those 
responsible for student health care, and the prescribing medical professional 
must develop and implement an individualized written health plan for a 
student who is prescribed epinephrine auto-injectors that enables the student 
to:

a. possess epinephrine auto-injectors; or

b. if the parent and prescribing medical professional determine the 
student is unable to possess the epinephrine, have immediate access 
to epinephrine auto-injectors in close proximity to the student at all 
times during the instructional day.

The plan must designate the school staff responsible for implementing the 
student’s health plan, including recognizing anaphylaxis and administering 
epinephrine auto-injectors when required, consistent with state law.  This 
health plan may be included in a student’s 504 plan.

9.      A student may possess and apply a topical sunscreen product during the 
school day while on school property or at a school-sponsored event without 
a prescription, physician’s note, or other documentation from a licensed 
health care professional.  School personnel are not required to provide 
sunscreen or assist students in applying sunscreen.
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-- Addition to previous revisions from MSBA.  no problem adding

L. “Parent” for students 18 years old or older is the student.

M.      Districts and schools may obtain and possess epinephrine auto-injectors to be 
maintained and administered by school personnel to a student or other individual 
if, in good faith, it is determined that person is experiencing anaphylaxis regardless 
of whether the student or other individual has a prescription for an epinephrine auto-
injector.  The administration of an epinephrine auto-injector in accordance with this 
section is not the practice of medicine.

A district or school may enter into arrangements with manufacturers of epinephrine 
auto-injectors to obtain epinephrine auto-injectors at fair-market, free, or reduced 
prices.  A third party, other than a manufacturer or supplier, may pay for a school’s 
supply of epinephrine auto-injectors.  -- We currently do not have stock 
Epinephrine, but want to keep this clause in if our department decides to move to 
stock Epi

N. Procedure regarding unclaimed drugs or medications. 

1. The school district has adopted the following procedure for the collection and 
transport of any unclaimed or abandoned prescription drugs or medications 
remaining in the possession of school personnel in accordance with this policy. 
Before the transportation of any prescription drug or medication under this 
policy, the school district shall make a reasonable attempt to return the unused 
prescription drug or medication to the student’s parent or legal guardian. 
Transportation of unclaimed or unused prescription drugs or medications will 
occur at least annually, but may occur more frequently at the discretion of the 
school district.

2. If the unclaimed or abandoned prescription drug is not a controlled substance 
as defined under Minnesota Statutes § 152.01, subdivision 4, or is an over-the-
counter medication, the school district will either designate an individual who 
shall be responsible for transporting the drug or medication to a designated 
drop-off box or collection site or request that a law enforcement agency 
transport the drug or medication to a drop-off box or collection site on behalf 
of the school district.

3. If the unclaimed or abandoned prescription drug is a controlled substance as 
defined in Minnesota Statutes § 152.01, subdivision 4, the school district or 
school personnel is prohibited from transporting the prescription drug to a drop-
off box or collection site for prescription drugs identified under this paragraph. 
The school district must request that a law enforcement agency transport the 
prescription drug or medication to a collection bin that complies with Drug 
Enforcement Agency regulations, or if a site is not available, under the agency’s 
procedure for transporting drugs.  -- This is also all new legislation and assists 
us to discard medications without having a hazardous waste pick-up.
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Legal References: Minn. Stat. § 13.32 (Student Health Data)
Minn. Stat. § 121A.21 (Hiring of Health Personnel)
Minn. Stat. § 121A.22 (Administration of Drugs and Medicine)
Minn. Stat. § 121A.221 (Possession and Use of Asthma Inhalers by 
Asthmatic Students)
Minn. Stat. § 121A.222 (Possession and Use of Nonprescription Pain 
Relievers by Secondary Students)
Minn. Stat. § 121A.2205 (Possession and Use of Epinephrine Auto-
Injectors; Model Policy)
Minn. Stat. § 121A.2207 (Life-Threatening Allergies in Schools; Stock 
Supply of Epinephrine Auto-Injectors)
Minn. Stat. § 121A.223 (Possession and Use of Sunscreen)
Minn. Stat. § 152.01 (Definitions)
Minn. Stat. § 151.212 (Label of Prescription Drug Containers)
Minn. Stat. § 152.22 (Medical Cannabis; Definitions)
Minn. Stat. § 152.23 (Medical Cannabis; Limitations)
20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education 
Improvement Act of 2004)
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504)

Cross References: MSBA/MASA Model Policy 418 (Drug-Free Workplace/Drug-Free 
School)



 

 

  

516    STUDENT MEDICATION 
 

 

The purpose of this policy is to set forth the provisions that must be followed when administering 

nonemergency prescription medication to students at school. 

 

I. GENERAL STATEMENT OF POLICY 
 

The school district acknowledges that some students may require prescribed drugs or medication 

during the school day.  The school district’s licensed school nurse, trained health associate, trained 

secretary, principal, or teacher will administer prescribed medications in accordance with law and 

school district procedures. 

 

II. REQUIREMENTS 

 

 A. The administration of prescription and non-prescription medication or drugs at school requires 

a completed signed request from the student’s parent and physician.  Such administration of 

medications during school hours should be done only if medically necessary.  The school 

district may rely on a verbal parent request for up to two school days, after which a written 

authorization is required.   

 

 B. A Parent Request for Medication Administration and Physician Order form must be 

completed annually (once per school year) and/or when a change in the prescription or 

requirements for administration occurs. 

 

 C. Prescription medication must come to school in the original container labeled for the student 

by a pharmacist in accordance with law, and must be administered in a manner consistent 

with the instructions on the label.  Non-prescription medications must come in the original 

container. 

 

 D. The school nurse may request to receive further information about the prescription, if needed, 

prior to administration of the substance. 

 

 E. Medications are not to be carried by the student, but will be left with the appropriate school 

district personnel.  Exceptions to this requirement are: prescription asthma medications self-

administered with an inhaler (See Part J5 below), and medications administered as noted in a 

written agreement between the school district, physician and the parent, as specified in an IEP 

(individual education plan) or IHP (individual health plan) or Section 504 plan. 

 

 F. The school must be notified immediately by the parent or student 18 years old or older in 

writing of any change in the student's medication administration. A new medical authorization 

or container label with new pharmacy instructions shall be required immediately as well. 

 

 G. For drugs or medicine used by children with a disability, administration may be as provided in 

the IEP, Section 504 plan or IHP. 



 

 

 H. The school nurse, or other designated person, shall be responsible for the filing of the Parent 

Request for Medication Administration and Physician Order form in the health records 

section of the student file.  The school nurse, or other designated person, shall be responsible 

for providing a copy of such form to the principal and to other personnel designated to 

administer the medication. 

 

 I. Procedures for administration of drugs and medicine at school and school activities shall be 

developed in consultation with a licensed school nurse, or a public or private health 

organization or other appropriate party (if appropriately contracted by the school district 

under Minn. Stat. § 121A.21).  The school district administration shall submit these 

procedures and any additional guidelines and procedures necessary to implement this policy 

to the school board for approval.  Upon approval by the school board, such guidelines and 

procedures shall be an addendum to this policy. 

 

 J. Specific Exceptions: 

 

1. Special health treatments such as catheterization, tracheostomy suctioning, and 

gastrostomy feedings do not constitute administration of drugs and medicine; 

 

  2. Emergency health procedures, including emergency administration of drugs and 

medicine are not subject to this policy; 

 

  3. Drugs or medicine provided or administered by a public health agency to prevent or 

control an illness or a disease outbreak are not governed by this policy; 

 

  4. Drugs or medicines used at school in connection with services for which a minor may 

give effective consent are not governed by this policy; 

 

  5. Drugs or medicines that are prescription asthma or reactive airway disease 

medications can be self-administered by a student with an asthma inhaler if: 

 

   a. the district has received a written authorization from the pupil’s parent and 

physician permitting the student to self-administer the medication; 

 

   b. the inhaler is properly labeled for that student; and 

 

   c. the parent has not requested school personnel to administer the medication to 

the student. 

 

   The parent must submit written authorization for the student to self-administer the 

medication each school year. The student’s parent or guardian must submit written 

verification from the prescribing professional which documents that an assessment of 

the student’s knowledge and skills to safely possess and use an asthma inhaler in a 

school setting has been completed. 

 



 

   If the School District employs a school nurse or provides school nursing services, the 

school nurse or health associate must assess the student’s knowledge and skills to 

safely possess and use an asthma inhaler in a school setting and enter into the student’s 

school health record a plan to implement safe possession and use of asthma inhalers;    

 

  6. Medications: 

 

   a) that are used off school grounds; 

 

   b) that are used in connection with athletics or extracurricular activities; or 

 

   c) that are used in connection with activities that occur before or after the regular 

school day are not governed by this policy. 

 

7. At the start of each school year or at the time a student enrolls in school, whichever is 

first, a student’s parent, school staff, including those responsible for student health 

care, and the prescribing medical professional must develop and implement an 

individualized written health plan for a student who is prescribed nonsyringe injectors 

of epinephrine that enables the student to: 

 

a.) possess nonsyringe injectors of epinephrine; or 

 

b.) if the parent and prescribing medical professional determine the student is 

unable to possess the epinephrine, have immediate access to nonsyringe 

injectors of epinephrine in close proximity to the student at all times during the 

instructional day.  Epinephrine must be supplied by parent/guardian. 

 

The plan must designate the school staff responsible for implementing the 

student’s health plan, including recognizing anaphylaxis and administering 

nonsyringe injectors of epinephrine when required, consistent with state law.  

This health plan may be included in a student’s Section 504 plan. 

 

K. “Parent” for students 18 years old or older is the student. 

 

Legal References: Minn. Stat. § 13.02, subd. 8 (Student Records Regarding Health) 

   Minn. Stat. §121A.21 (Hiring of Health Personnel) 

   Minn. Stat. §121A.22 (Administration of Drugs and Medicine) 

Minn. Stat. §121A.221 (Possession and Use of Asthma Inhalers by Asthmatic 

Students)  

Minn. Stat. §121A.222 (Possession and Use of Nonsyringe Injectors of Epinephrine; 

Model Policy) 

Minn. Stat. § 151.212 (Label of Prescription Drug Containers) 

   20 U.S.C. 1401, et seq. (IDEA) 

   29 U.S.C. 794, et. seq. (Section 504) 

Cross References: MSBA/MASA Model Policy 418 (Drug-Free Workplace/Drug Free School 

 
 



 

Policy Adopted:  July 8, 2002, revised February 9, 2009 

Independent School District No. 110 

Waconia, MN  55387 
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Adopted:                              MSBA/MASA Model Policy 523
Orig. 1995

Revised:                               Rev. 202012

523 POLICIES INCORPORATED BY REFERENCE

PURPOSE

Certain policies as contained in the school district’s policies are applicable to students as 
well as to employees.  In order to avoid undue duplication, the school district provides 
notice by this section of the application and incorporation by reference of the following 
policies which also apply to students:

Model Policy 102 Equal Educational Opportunity
Model Policy 103 Complaints – Students, Employees, Parents, Other Persons
Model Policy 206 Public Participation in School Board Meetings/Complaints about 

Persons at School Board Meetings and Data Privacy 
Considerations

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

Model Policy 305 Policy Implementation
Model Policy 413 Harassment and Violence
Model Policy 417 Chemical Use and Abuse
Model Policy 418 Drug-Free Workplace/Drug-Free School
Model Policy 419 Tobacco-Free Environment; Possession and Use of Tobacco, 

Tobacco-Related Devices, and Electronic Delivery Devices)
Model Policy 420 Students and Employees with Sexually Transmitted Infections and 

Diseases and Certain Other Communicable Diseases and Infectious 
Conditions

Model Policy 511 Student Fundraising
Model Policy 524 Internet Acceptable Use and Safety Policy
Model Policy 525 Violence Prevention
Model Policy 610 Field Trips
Model Policy 613 Graduation Requirements
Model Policy 614 School District Testing Plan and Procedure
Model Policy 615 Testing Accommodations, Modifications, and Exemptions for 

IEPs, Section 504 Plans, and LEP Students
Model Policy 616 School District System Accountability
Model Policy 707 Transportation of Public School Students
Model Policy 708 Transportation of Nonpublic School Students
Model Policy 709 Student Transportation Safety Policy
Model Policy 710 Extracurricular Transportation
Model Policy 711 Video Recording on School Buses
Model Policy 712 Video Surveillance Other Than on Buses
Model Policy 801 Equal Access to School Facilities
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Students are charged with notice that the above cited policies are also applicable to 
students; however, students are also on notice that the provisions of the various policies 
speak for themselves and may be applicable although not specifically listed above.

Legal References:

Cross References:
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523 POLICIES INCORPORATED BY REFERENCE 
 

PURPOSE 
 

Certain policies as contained in this policy reference manual are applicable to students as 

well as to employees.  In order to avoid undue duplication, the school district provides 

notice by this section of the application and incorporation by reference of the following 

policies which also apply to students: 

 

 Model Policy 102 Equal Educational Opportunity 

 Model Policy 103 Complaints – Students, Employees, Parents, Other Persons 

Model Policy 206 Public Participation in School Board Meetings/Complaints about 

Persons at School Board Meetings and Data Privacy 

Considerations 

Model Policy 211 Criminal or Civil Action Against School District, School Board 

Member, Employee, or Student 

 Model Policy 305 Policy Implementation 

 Model Policy 413 Harassment and Violence 

 Model Policy 417 Chemical Use and Abuse 

 Model Policy 418 Drug-Free Workplace/Drug-Free School 

 Model Policy 419 Tobacco-Free Environment 

Model Policy 420 Students and Employees with Sexually Transmitted Infections and 

Diseases and Certain Other Communicable Diseases and Infectious 

Conditions 

 Model Policy 511 Student Fundraising 

 Model Policy 524 Internet Acceptable Use and Safety Policy 

 Model Policy 525 Violence Prevention 

 Model Policy 610 Field Trips 

 Model Policy 613 Graduation Requirements 

 Model Policy 614 School District Testing Plan and Procedure 

Model Policy 615 Testing Accommodations, Modifications, and Exemptions for 

IEPs, Section 504 Plans, and LEP Students 

 Model Policy 616 School District System Accountability 

 Model Policy 707 Transportation of Public School Students 

 Model Policy 708 Transportation of Nonpublic School Students 

 Model Policy 709 Student Transportation Safety Policy 

 Model Policy 710 Extracurricular Transportation 

 Model Policy 711 Video Recording on School Buses 

 Model Policy 712 Video Surveillance Other Than on Buses 

 Model Policy 801 Equal Access to School Facilities 

 

Students are charged with notice that the above cited policies are also applicable to 

students; however, students are also on notice that the provisions of the various policies 

speak for themselves and may be applicable although not specifically listed above. 

 

Legal References:  

Cross References:  
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Policy Adopted: 

Nov. 2013 

Waconia Public Schools 
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Adopted:                               MSBA/MASA Model Policy 525 
Orig. 1996 

Revised:                                Rev. 2016 2017 
 
 
525 VIOLENCE PREVENTION [APPLICABLE TO STUDENTS AND STAFF] 
 
 
I. PURPOSE 
 

The purpose of this policy is to recognize that violence has increased and to identify 
measures that the school district will take in an attempt to maintain a learning and 
working environment that is free from violent and disruptive behavior. 

 
The school board is committed to promoting healthy human relationships and learning 
environments that are physically and psychologically safe for all members of the school 
community.  It further believes that students are the first priority and they should be 
protected from physical or emotional harm during school activities and on school 
grounds, buses, or field trips while under school district supervision. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to strictly enforce its weapons policy (Policy 
501). 

 
B. The policy of the school district is to act promptly in investigating all acts, or 

formal or informal complaints, of violence and take appropriate disciplinary 
action against any student or staff member who is found to have violated this 
policy or any related policy. 

 
C. The administration will periodically review discipline policies and procedures, 

prepare revisions if necessary, and submit them to the school board for review and 
adoption. 

 
D. The school district will implement approved violence prevention strategies to 

promote safe and secure learning environments, to diminish violence in our 
schools, and to aid in the protection of children whose health or welfare may be 
jeopardized through acts of violence. 

 
III. IMPLEMENTATION OF POLICY 
 

A. The school board will review and approve policies to prevent and address 
violence in our schools.  The superintendent or designee will develop procedures 
to effectively implement the school weapons and violence prevention policies.  It 
shall be incumbent on all students and staff to observe all policies and report 
violations to the school administration. 

 
B. The school board and administration will inform staff and students annually of 
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policies and procedures related to violence prevention and weapons. 
 

C. The school district will act promptly to investigate all acts and formal and 
informal complaints of violence and take appropriate disciplinary action against 
any student or staff member who is found to have violated this policy or any 
related policy. 

 
D. The consequences set forth in the school weapons policy (Policy 501) will be 

imposed upon any student or nonstudent who possesses, uses or distributes a 
weapon when in a school location. 

 
E. The consequences set forth in the school hazing policy (Policy 526) will be 

imposed upon any student or staff member who commits an act against a student 
or staff member; or coerces a student or staff member into committing an act, that 
creates a substantial risk of harm to a person in order for the student or staff 
member to be initiated into or affiliated with an organization, or for any other 
purpose. 

 
F. Students who engage in assault or violent behavior will be removed from the 

classroom immediately and for a period of time deemed appropriate by the 
principal, in consultation with the teacher, pursuant to the student discipline 
policy (Policy 506). 

 
G. Students with disabilities may be expelled for behavior unrelated to their 

disabilities, subject to the procedural safeguards required by the Individuals with 
Disabilities Education Act (IDEA), Section 504 of the Rehabilitation Act of 1973, 
and the Pupil Fair Dismissal Act. 

 
H. Procedures will be developed for the referral of any person in violation of this 

policy or the weapons policy to the local law enforcement agency in accordance 
with Minn. Stat. § 121A.05. 

 
I. Students who wear objectionable emblems, signs, words, objects, or pictures on 

clothing communicating a message that is racist, sexist, or otherwise derogatory 
to a protected minority group or which connotes gang membership or that 
approves, advances, or provokes any form of religious, racial, or sexual 
harassment or violence against other individuals as defined in the harassment and 
violence policy (Policy 413) will be subject to the procedures set forth in the 
student dress and appearance policy (Policy 504).  “Gang” as used in this policy 
means any ongoing organization, association, or group of three or more persons, 
whether formal or informal, having as one of its primary activities the 
commission of one or more criminal acts, which has an identifiable name or 
identifying sign or symbol, and whose members individually or collectively 
engage in or whose members engaged in a pattern of criminal gang activity. A 
“pattern of gang activity” means the commission, attempt to commit, conspiring 
to commit, or solicitation of two or more criminal acts, provided the criminal acts 
were committed on separate dates or by two or more persons who are members of 
or belong to the same criminal street gang. 
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J. This policy is not intended to abridge the rights of students to express political, 

religious, philosophical, or similar opinions by wearing apparel on which such 
messages are stated.  Such messages are acceptable as long as they are not lewd, 
vulgar, obscene, defamatory, profane, denote gang affiliation, advocate 
harassment or violence against others, are likely to disrupt the education process, 
or cause others to react in a violent or illegal manner (Policy 504). 

 
IV. PREVENTION STRATEGIES 
 

The school district has adopted and will implement the following prevention strategies to 
promote safe and secure learning environments, to diminish violence in our schools, and 
to aid in the protection of children whose health or welfare may be jeopardized through 
acts of violence. 

 
[Note:  The school board can adopt any of the prevention strategies that it intends to 
implement in its schools, including some or all of the following sample strategies.] 

 
A. Adopt a district crisis management policy to address potential violent crisis 

situations in the district. 
 

B. Provide training in recognition, prevention, and safe responses to violence and 
development of a positive school climate. 

 
C. Coordinate a local school security review committee or task force comprised of 

school officials, law enforcement, parents, students, and other youth service 
providers to advise on policy implementation. 

 
D. In-service training for personnel in aspects of reporting, visibility, and supervision 

as deterrents to violence. 
 

E. In-service training for personnel and school board members by experts familiar 
with sexual abuse, domestic violence, and personal safety issues on the following: 
helping students identify violence in the family and the community so that 
students may learn to resolve conflicts in effective, nonviolent ways; responding 
to a disclosure of child sexual abuse in a supportive, appropriate manner; and/or 
complying with mandatory reporting requirements under the Maltreatment of 
Minors Reporting Act. 

 
EF. Promote student safety responsibility by encouraging the reporting of suspicious 

individuals and unusual activities on school grounds. 
 

FG. Establish a curriculum committee that explores ways of teaching students 
violence prevention strategies, law-related education, and character/values 
education (universal values, e.g., honesty, personal responsibility, self-discipline, 
cooperation, and respect for others). 

 
GH. Establish clear school rules that prevent and deter violence. 
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HI. Develop cross-cultural awareness programs to unify students of all cultures and 

backgrounds, to develop mutual respect and understanding of shared experiences 
and values among students, and to promote the message of inclusion. 

 
IJ. Establish conflict resolution training, conflict management, or peer mediation 

programs for staff and students to teach conservative approaches to settling 
disputes. 

 
JK. Develop curriculum that teaches social skills such as maintaining self-control, 

building communications skills, forming friendships, resisting peer pressure, 
being appropriately assertive, forming positive relationships with adults, and 
resolving conflict in nonviolent ways. 

 
KL. Develop curriculum that teaches critical viewing and listening skills in analyzing 

mass media to recognize stereotypes, distinguish fact from fantasy, and identify 
differences in behavior and values that conflict with their own. 

 
LM. Develop student safety forums that both inform and elicit students’ ideas about 

particular safety problems in the building. 
 

MN. Develop a student photo or name identification system for quick identification of 
the student in case of emergency. 

 
NO. Develop a staff photo or name identification system using identification badges 

for quick identification of unauthorized people on campus. 
 

OP. Require all visitors to check-in the main office upon their arrival and state their 
business at the school.  A visitor badge may be issued for easy identification that 
the visitor is authorized to be present in the school building. 

 
PQ. Develop curriculum on character education including, but not limited to, character 

qualities such as attentiveness, truthfulness, respect for authority, diligence, 
gratefulness, self-discipline, patience, forgiveness, respect for others, 
peacemaking, and resourcefulness. 

 
R. Develop curriculum on child sexual abuse prevention for students, including age-

appropriate instruction on recognizing sexual abuse and assault, boundary 
violations, and ways offenders groom or desensitize victims, as well as strategies 
to promote disclosure, reduce self-blame, and mobilize bystanders. The 
curriculum may be created in consultation with federal, state, and local agencies 
and community-based organizations, including the Child Information Gateway 
website maintained by the United States Department of Health and Human 
Services, to identify research-based tools, curricula, and programs to prevent child 
sexual abuse. 

 
S. Provide training to all school personnel on recognizing and preventing sexual 

abuse and sexual violence which may include training on mandatory reporting 
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requirements provided on the Department of Education’s website and reviewing 
the Code of Ethics for Minnesota Teachers. 

 
V. STUDENT SUPPORT 
 

A. Students will have access to school-based student service professionals, when 
available, including counselors, nurses, social workers, and psychologists who are 
knowledgeable in methods to assist students with violence prevention and 
intervention. 

 
B. Students will be apprised of school board policies designed to protect their 

personal safety. 
 

C. Students will be provided with information as to school district and building rules 
regarding weapons and violence. 

 
D. Students will be informed of resources for violence prevention and proper 

reporting. 
 
VI. PERSONNEL  
 

A. School district personnel shall comply with the school weapons policy (Policy 
501) and the school hazing policy (Policy 526). 

 
B. School district personnel shall be knowledgeable of violence prevention policies 

and report any violation to school administration immediately.  School district 
personnel will be informed annually as to school district and building rules 
regarding weapons and violence prevention. 

 
C. School district personnel or agents of the school district shall not engage in 

emotionally abusive acts including malicious shouting, ridicule, and/or threats or 
other forms of corporal punishment (Policy 507). 

 
 
Legal References: Minn. Stat. § 13.43, Subd. 16 (School District or Charter School 

Disclosure of Violence or Inappropriate Sexual Contact) 
Minn. Stat. § 120B.22 (Violence Prevention Education) 
Minn. Stat. § 120B.232 (Character Development Education) 
Minn. Stat. § 120B.234 (Child Sexual Abuse Prevention Education) 
Minn. Stat. § 121A.035 (Crisis Management Policy) 
Minn. Stat. § 121A.05 (Policy to Refer Firearms Possessor) 
Minn. Stat. §§ 121A.40-121A.56 (Pupil Fair Dismissal Act) 
Minn. Stat. § 121A.44 (Expulsion for Possession of Firearm) 
Minn. Stat. § 121A.61 (Discipline and Removal of Students from Class) 
Minn. Stat. § 121A.64 (Notification) 
Minn. Stat. § 121A.69 (Hazing Policy) 
Minn. Stat. § 181.967, Subd. 5 (School District Disclosure of Violence or 
Inappropriate Sexual Contact) 
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18 U.S.C. § 921 (Definition of Firearm) 
20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education 
Improvement Act of 2004) 
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504) 
Tinker v. Des Moines Indep. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 
L.Ed.2d 731 (1969) 
Stephenson v. Davenport Cmty. Sch. Dist., 110 F.3d 1303 (8th Cir. 1997) 
McIntire v. Bethel School, 804 F.Supp. 1415, 78 Educ. L.Rep. 828 (W.D. 
Okla. 1992) 
Olesen v. Board of Educ. of Sch. Dist. No. 228, 676 F.Supp. 820, 44 Educ. 
L.Rep. 205 (N.D. Ill. 1987) 

 
Cross References: MSBA/MASA Model Policy 413 (Harassment and Violence) 

MSBA/MASA Model Policy 501 (School Weapons Policy) 
MSBA/MASA Model Policy 504 (Student Dress and Appearance) 
MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 507 (Corporal Punishment) 
MSBA/MASA Model Policy 514 (Bullying Prohibition Policy) 
MSBA/MASA Model Policy 526 (Hazing Prohibition) 
MSBA/MASA Model Policy 529 (Staff Notification of Violent Behavior 
by Students) 
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525 VIOLENCE PREVENTION [APPLICABLE TO STUDENTS AND STAFF] 
 

 

I. PURPOSE 
 

The purpose of this policy is to recognize that violence has increased and to identify 

measures that the school district will take in an attempt to maintain a learning and 

working environment that is free from violent and disruptive behavior. 

 

The school board is committed to promoting healthy human relationships and learning 

environments that are physically and psychologically safe for all members of the school 

community.  It further believes that students are the first priority and they should be 

protected from physical or emotional harm during school activities and on school 

grounds, buses, or field trips while under school district supervision. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to strictly enforce its weapons policy (Policy 

501). 

 

B. The policy of the school district is to act promptly in investigating all acts, or 

formal or informal complaints, of violence and take appropriate disciplinary 

action against any student or staff member who is found to have violated this 

policy or any related policy. 

 

C. The administration will periodically review discipline policies and procedures, 

prepare revisions if necessary, and submit them to the school board for review and 

adoption. 

 

D. The school district will implement approved violence prevention strategies to 

promote safe and secure learning environments, to diminish violence in our 

schools, and to aid in the protection of children whose health or welfare may be 

jeopardized through acts of violence. 

 

III. IMPLEMENTATION OF POLICY 
 

A. The school board will review and approve policies to prevent and address 

violence in our schools.  The superintendent or designee will develop procedures 

to effectively implement the school weapons and violence prevention policies.  It 

shall be incumbent on all students and staff to observe all policies and report 

violations to the school administration. 

 

B. The school board and administration will inform staff and students annually of 

policies and procedures related to violence prevention and weapons. 

 

C. The school district will act promptly to investigate all acts and formal and 

informal complaints of violence and take appropriate disciplinary action against 

any student or staff member who is found to have violated this policy or any 
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related policy. 

 

D. The consequences set forth in the school weapons policy (Policy 501) will be 

imposed upon any student or nonstudent who possesses, uses or distributes a 

weapon when in a school location. 

 

E. The consequences set forth in the school hazing policy (Policy 526) will be 

imposed upon any student or staff member who commits an act against a student 

or staff member; or coerces a student or staff member into committing an act, that 

creates a substantial risk of harm to a person in order for the student or staff 

member to be initiated into or affiliated with an organization, or for any other 

purpose. 

 

F. Students with disabilities may be expelled for behavior unrelated to their 

disabilities, subject to the procedural safeguards required by the Individuals with 

Disabilities Education Act (IDEA), Section 504 of the Rehabilitation Act of 1973, 

and the Pupil Fair Dismissal Act. 

 

G. Procedures will be developed for the referral of any person in violation of this 

policy or the weapons policy to the local law enforcement agency in accordance 

with Minn. Stat. § 121A.05. 

 

H. Students who wear objectionable emblems, signs, words, objects, or pictures on 

clothing communicating a message that is racist, sexist, or otherwise derogatory 

to a protected minority group or which connotes gang membership or that 

approves, advances, or provokes any form of religious, racial, or sexual 

harassment or violence against other individuals as defined in the harassment and 

violence policy (Policy 413) will be subject to the procedures set forth in the 

student dress and appearance policy (Policy 504).  “Gang” as used in this policy 

means any ongoing organization, association, or group of three or more persons, 

whether formal or informal, having as one of its primary activities the 

commission of one or more criminal acts, which has an identifiable name or 

identifying sign or symbol, and whose members individually or collectively 

engage in or whose members engaged in a pattern of criminal gang activity. A 

“pattern of gang activity” means the commission, attempt to commit, conspiring 

to commit, or solicitation of two or more criminal acts, provided the criminal acts 

were committed on separate dates or by two or more persons who are members of 

or belong to the same criminal street gang. 

 

I. This policy is not intended to abridge the rights of students to express political, 

religious, philosophical, or similar opinions by wearing apparel on which such 

messages are stated.  Such messages are acceptable as long as they are not lewd, 

vulgar, obscene, defamatory, profane, denote gang affiliation, advocate 

harassment or violence against others, are likely to disrupt the education process, 

or cause others to react in a violent or illegal manner (Policy 504). 

 

IV. PREVENTION STRATEGIES 
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The school district has adopted and will implement the following prevention strategies to 

promote safe and secure learning environments, to diminish violence in our schools, and 

to aid in the protection of children whose health or welfare may be jeopardized through 

acts of violence. 

 

[Note:  The school board can adopt any of the prevention strategies that it intends to 

implement in its schools, including some or all of the following sample strategies.] 
 

A. Adopt a district crisis management policy to address potential violent crisis 

situations in the district. 

 

B. Provide training in recognition, prevention, and safe responses to violence and 

development of a positive school climate. 

 

C. Coordinate a local school security review committee or task force comprised of 

school officials, law enforcement, parents, students, and other youth service 

providers to advise on policy implementation. 

 

D. In-service training for personnel in aspects of reporting, visibility, and supervision 

as deterrents to violence. 

 

E. Promote student safety responsibility by encouraging the reporting of suspicious 

individuals and unusual activities on school grounds. 

 

F. Establish a curriculum committee that explores ways of teaching students 

violence prevention strategies, law-related education, and character/values 

education (universal values, e.g., honesty, personal responsibility, self-discipline, 

cooperation, and respect for others). 

 

G. Establish clear school rules that prevent and deter violence. 

 

H. Develop cross-cultural awareness programs to unify students of all cultures and 

backgrounds, to develop mutual respect and understanding of shared experiences 

and values among students, and to promote the message of inclusion. 

 

I. Establish conflict resolution training, conflict management, or peer mediation 

programs for staff and students to teach conservative approaches to settling 

disputes. 

 

J. Develop curriculum that teaches social skills such as maintaining self-control, 

building communications skills, forming friendships, resisting peer pressure, 

being appropriately assertive, forming positive relationships with adults, and 

resolving conflict in nonviolent ways. 

 

K. Develop curriculum that teaches critical viewing and listening skills in analyzing 

mass media to recognize stereotypes, distinguish fact from fantasy, and identify 

differences in behavior and values that conflict with their own. 
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L. Develop student safety forums that both inform and elicit students’ ideas about 

particular safety problems in the building. 

 

M. Develop a student photo or name identification system for quick identification of 

the student in case of emergency. 

 

N. Develop a staff photo or name identification system using identification badges 

for quick identification of unauthorized people on campus. 

 

O. Require all visitors to check-in the main office upon their arrival and state their 

business at the school.  A visitor badge may be issued for easy identification that 

the visitor is authorized to be present in the school building. 

 

P. Develop curriculum on character education including, but not limited to, character 

qualities such as attentiveness, truthfulness, respect for authority, diligence, 

gratefulness, self-discipline, patience, forgiveness, respect for others, 

peacemaking, and resourcefulness. 

 

V. STUDENT SUPPORT 
 

A. Students will have access to school-based student service professionals, when 

available, including counselors, nurses, social workers, and psychologists who are 

knowledgeable in methods to assist students with violence prevention and 

intervention. 

 

B. Students will be apprised of school board policies designed to protect their 

personal safety. 

 

C. Students will be provided with information as to school district and building rules 

regarding weapons and violence. 

 

D. Students will be informed of resources for violence prevention and proper 

reporting. 

 

VI. PERSONNEL  
 

A. School district personnel shall comply with the school weapons policy (Policy 

501) and the school hazing policy (Policy 526). 

 

B. School district personnel shall be knowledgeable of violence prevention policies 

and report any violation to school administration immediately.  School district 

personnel will be informed annually as to school district and building rules 

regarding weapons and violence prevention. 

 

C. School district personnel or agents of the school district shall not engage in 

emotionally abusive acts including malicious shouting, ridicule, and/or threats or 

other forms of corporal punishment (Policy 507). 
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Legal References: Minn. Stat. § 13.43, Subd. 16 (School District or Charter School 

Disclosure of Violence or Inappropriate Sexual Contact) 

Minn. Stat. § 120B.22 (Violence Prevention Education) 

Minn. Stat. § 120B.232 (Character Development Education) 

Minn. Stat. § 121A.05 (Policy to Refer Firearms Possessor) 

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

Minn. Stat. § 121A.44 (Expulsion for Possession of Firearm) 

Minn. Stat. § 121A.57 (Crisis Management Policy) 

Minn. Stat. § 121A.64 (Notification) 

Minn. Stat. § 121A.69 (Hazing Policy) 

Minn. Stat. § 181.967, Subd. 5 (School District Disclosure of Violence or 

Inappropriate Sexual Contact) 

18 U.S.C. § 921 (Definition of Firearm) 

20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education 

Improvement Act of 2004) 

29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504) 

Tinker v. Des Moines Indep. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 

L.Ed.2d 731 (1969) 

Stephenson v. Davenport Cmty. Sch. Dist., 110 F.3d 1303 (8th Cir. 1997) 

McIntire v. Bethel School, 804 F.Supp. 1415, 78 Educ. L.Rep. 828 (W.D. 

Okla. 1992) 

Olesen v. Board of Educ. of Sch. Dist. No. 228, 676 F.Supp. 820, 44 Educ. 

L.Rep. 205 (N.D. Ill. 1987) 

 

Cross References: MSBA/MASA Model Policy 413 (Harassment and Violence) 

MSBA/MASA Model Policy 501 (School Weapons Policy) 

MSBA/MASA Model Policy 504 (Student Dress and Appearance) 

MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 507 (Corporal Punishment) 

MSBA/MASA Model Policy 514 (Bullying Prohibition Policy) 

MSBA/MASA Model Policy 526 (Hazing Prohibition) 

MSBA/MASA Model Policy 529 (Staff Notification of Violent Behavior 

by Students) 

 
Policy Adopted: June 2003 / May 2006 / August 2015 
Independent School District #110 
Waconia, MN 
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Adopted:                               MSBA/MASA Model Policy 601 

Orig. 1995 

Revised:                                Rev. 2019 2020 

 

 

601 SCHOOL DISTRICT CURRICULUM AND INSTRUCTION GOALS 

 

[Note:  Minn. Stat. § 120B.11 requires school districts to adopt a comprehensive long-

term strategic plan that addresses the review of curriculum, instruction, student 

achievement, and assessment.  MSBA/MASA Model Policies 601, 603, and 616 address 

these statutory requirements.  In addition, MSBA/MASA Model Policies 613-615 and 

617-620 provide procedures to further implement the requirements of Minn. Stat. § 

120B.11.] 

 

I. PURPOSE 

 

The purpose of this policy is to establish broad curriculum parameters for the school 

district that encompass the Minnesota Academic Standards and federal law and are 

aligned with creating the world’s best workforce. 

 

II. GENERAL STATEMENT OF POLICY 

 

The policy of the school district is to establish the “world’s best workforce” in which all 

learning in the school district should be directed and for which all school district learners 

should be held accountable. 

 

III. DEFINITIONS 

 

A. “Academic standard” means a summary description of student learning in a 

required content area or elective content area. 

 

 B. “Benchmark” means specific knowledge or skill that a student must master to 

complete part of an academic standard by the end of the grade level or grade 

band. 

 

C. “Curriculum” means district or school adopted programs and written plans for 

providing students with learning experiences that lead to expected knowledge, 

skills, and career and college readiness. 

 

D. “Instruction” means methods of providing learning experiences that enable 

students to meet state and district academic standards and graduation 

requirements. 

 

E. “Performance measures” are measures to determine school district and school site 

progress in striving to create the world’s best workforce and must include at least 

the following: 
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  1. the size of the academic achievement gap and rigorous course taking, 

including college-level advanced placement, international baccalaureate, 

postsecondary enrollment options, including concurrent enrollment, other 

rigorous courses of study or industry certification courses or programs, 

and enrichment experiences by student subgroup; 

 

  2. student performance on the Minnesota Comprehensive Assessments; 

 

  3. high school graduation rates; and 

 

  4. career and college readiness under Minn. Stat. § 120B.30, Subd. 1. 

 

F. “World’s best workforce” means striving to:  meet school readiness goals; have 

all third-grade students achieve grade-level literacy; close the academic 

achievement gap among all racial and ethnic groups of students and between 

students living in poverty and students not living in poverty; have all students 

attain career and college readiness before graduating from high school; and have 

all students graduate from high school. 

 

 G. “Experiential learning” means learning for students that includes career 

exploration through a specific class or course or through work-based experiences 

such as job shadowing, mentoring, entrepreneurship, service learning, 

volunteering, internships, other cooperative work experience, youth 

apprenticeship, or employment. 

 

IV. LONG-TERM STRATEGIC PLAN 

 

A. The school board, at a public meeting, shall adopt a comprehensive, long-term 

strategic plan to support and improve teaching and learning that is aligned with 

creating the world’s best workforce and includes the following: 

 

  1. clearly defined school district and school site goals and benchmarks for 

instruction and student achievement for all student categories identified in 

state and federal law; 

 

[Note: MSBA/MASA Model Policy 601, Section IV.B. and 

MSBA/MASA Model Policy 616 address this requirement.] 

 

  2. a process to assess and evaluate each student’s progress toward meeting 

state and local academic standards, assess and identify students for 

participation in gifted and talented programs and accelerate their 

instruction, adopt procedures for early admission to kindergarten or first 

grade of gifted and talented learners which are sensitive to under-

represented groups, and identify the strengths and weaknesses of 

instruction in pursuit of student and school success and curriculum 

affecting students’ progress and growth toward career and college 

readiness and leading to the world’s best workforce; 
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[Note:  MSBA/MASA Model Policy 618 addresses this requirement.] 

 

  3. a system to periodically review and evaluate the effectiveness of all 

instruction and curriculum, taking into account strategies and best 

practices, student outcomes, principal evaluations under Minn. Stat. § 

123B.147, Subd. 3, students’ access to effective teachers who are 

members of populations under-represented among the licensed teachers in 

the district or school and who reflect the diversity of enrolled students 

under Minn. Stat. § 120B.35, Subd. 3(b)(2), and teacher evaluations under 

Minn. Stat. § 122A.40, Subd. 8, or 122A.41, Subd. 5; 

 

[Note: MSBA/MASA Model Policy 616 addresses this requirement.] 

 

  4. strategies for improving instruction, curriculum, and student achievement, 

including the English and, where practicable, the native language 

development and the academic achievement of English learners; 

 

[Note: MSBA/MASA  Model Policy 616 addresses this requirement.] 

 

  5. a process to examine the equitable distribution of teachers and strategies to 

ensure low-income and minority children are not taught at higher rates 

than other children by inexperienced, ineffective, or out-of-field teachers; 

 

  6. education effectiveness practices that integrate high-quality instruction, 

rigorous curriculum, technology, and a collaborative professional culture 

that develops and supports teacher quality, performance, and 

effectiveness; and 

 

 7. an annual budget for continuing to implement the school district plan. 

 

 B. School district site and school site goals shall include the following: 

 

1. All students will be required to demonstrate essential skills to effectively 

participate in lifelong learning.*  These skills include the following: 

 

 [*Note:  The criteria for acceptable performance in basic skills areas 

may need to be modified for students with unique learning needs.  These 

modifications will be reflected in the Individualized Education Program 

(IEP) or Rehabilitation Act Section 504 Accommodation plan.] 

 

a. reading, writing, speaking, listening, and viewing in the English 

language; 

 

b. mathematical and scientific concepts; 

 

c. locating, organizing, communicating, and evaluating information 

and developing methods of inquiry (i.e., problem solving); 
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d. creative and critical thinking, decision making, and study skills; 

 

e. work readiness skills; 

 

f. global and cultural understanding. 

 

2. Each student will have the opportunity and will be expected to develop 

and apply essential knowledge that enables that student to: 

 

a. live as a responsible, productive citizen and consumer within local, 

state, national, and global political, social, and economic systems; 

 

b. bring many perspectives, including historical, to contemporary 

issues; 

 

c. develop an appreciation and respect for democratic institutions; 

 

d. communicate and relate effectively in languages and with cultures 

other than the student’s own; 

 

e. practice stewardship of the land, natural resources, and 

environment; 

 

f. use a variety of tools and technology to gather and use information, 

enhance learning, solve problems, and increase human 

productivity. 

 

3. Students will have the opportunity to develop creativity and self-

expression through visual and verbal images, music, literature, world 

languages, movement, and the performing arts. 

 

4. School practices and instruction will be directed toward developing within 

each student a positive self-image and a sense of personal responsibility 

for: 

 

a. establishing and achieving personal and career goals; 

 

b. adapting to change; 

 

c. leading a healthy and fulfilling life, both physically and mentally; 

 

d. living a life that will contribute to the well-being of society; 

 

e. becoming a self-directed learner; 

 

f. exercising ethical behavior. 

 

5. Students will be given the opportunity to acquire human relations skills 
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necessary to: 

 

a. appreciate, understand, and accept human diversity and 

interdependence; 

 

b. address human problems through team effort; 

 

c. resolve conflicts with and among others; 

 

d. function constructively within a family unit; 

 

e. promote a multicultural, gender-fair, disability-sensitive society. 

 

[Note: School district and site goals example courtesy of the Winona School 

District.] 

 

 C. Every child is reading at or above grade level no later than the end of grade 3, 

including English learners, and teachers provide comprehensive, scientifically 

based reading instruction, including a program or collection of instructional 

practices that is based on valid, replicable evidence showing that, when the 

programs or practices are used, students can be expected to achieve, at a 

minimum, satisfactory reading progress.  The program or collection of practices 

must include, at a minimum, effective, balanced instruction in all five areas of 

reading (phonemic awareness, phonics, fluency, vocabulary development, and 

reading comprehension), as well as instructional strategies for continuously 

assessing, evaluating, and communicating the student’s reading progress and 

needs. 

 

1. The school district must identify, before the end of kindergarten, grade 1, 

and grade 2, all students who are not reading at grade level. Students 

identified as not reading at grade level by the end of kindergarten, grade 1, 

and grade 2 must be screened for characteristics of dyslexia, unless a 

different reason for the reading difficulty has been identified.  

 

2. Students in grade 3 or higher who demonstrate a reading difficulty to a 

classroom teacher must be screened for characteristics of dyslexia, unless 

a different reason for the reading difficulty has been identified.  

 

[Note: According to Minnesota statutes, dyslexia screening is to be conducted in 

a locally determined manner.] 

 

3. Reading assessments in English and in the predominant languages of 

district students, where practicable, must identify and evaluate students’ 

areas of academic need related to literacy.  The school district also must 

monitor the progress and provide reading instruction appropriate to the 

specific needs of English learners.  The school district must use locally 

adopted, developmentally appropriate, and culturally responsive 
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assessment and annually report summary assessment results to the 

Commissioner of Education by July 1. 

 

4. The school district must annually report to the Commissioner of Education 

by July 1 a summary of the district’s efforts to screen and identify students 

with: who demonstrate characteristics of dyslexia using screening tools 

such as those recommended by the Minnesota Department of Education’s 

dyslexia specialist. With respect to students screened or identified under 

paragraph (1), the report must include: 

 

(a) a summary of the district’s efforts to screen for dyslexia; 

 

(b) the number of students screened for that reporting year; and 

 

(c) the number of students demonstrating characteristics of dyslexia for 

that year. 

 

 

b. convergence insufficiency disorder. 

 

5. A student identified as having a reading difficulty must be provided with 

alternate instruction under Minn. Stat. § 125A.56, Subd. 1. 

 

6. At least annually, the school district must give the parent of each student 

who is not reading at or above grade level timely information about: 

 

a. the student’s reading proficiency as measured by a locally adopted 

assessment; 

 

b. reading-related services currently being provided to the student and 

the student’s progress; and 

 

c. strategies for parents to use at home in helping their students 

succeed in becoming grade-level proficient in reading English and 

their native languages. 

 

This provision may not be used to deny a student’s right to a special 

education evaluation. 

 

7. For each student who is not reading at or above grade level, the school 

district shall provide reading intervention to accelerate student growth and 

reach the goal of reading at or above grade level by the end of the current 

grade and school year. If a student does not read at or above grade level by 

the end of grade 3, the school district must continue to provide reading 

intervention until the student reads at grade level. Intervention methods 

shall encourage family engagement and, where possible, collaboration 

with appropriate school and community programs.  Intervention methods 

may include, but are not limited to, requiring attendance in summer 
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school, intensified reading instruction that may require that the student be 

removed from the regular classroom for part of the school day, extended 

day programs, or programs that strengthen students’ cultural connections. 

 

  [Note:  School districts are strongly encouraged, but not required, to provide 

personal learning plans, as provided in Paragraph  8.] 

 

  8. The school district will provide a personal learning plan for a student who 

is unable to demonstrate grade-level proficiency, as measured by the 

statewide reading assessment in grade 3.  The school district will 

determine the format of the personal learning plan in collaboration with 

the student’s educators and other appropriate professionals.  The school 

district will develop the personal learning plan in consultation with the 

student’s parent or guardian.  The personal learning plan will address 

knowledge gaps and skill deficiencies through strategies such as specific 

exercises and practices during and outside of the school day, periodic 

assessments, and reasonable timelines.  The personal learning plan may 

include grade retention if it is in the student’s best interest.  The student’s 

school will maintain and regularly update and modify the personal 

learning plan until the student reads at grade level.  This paragraph does 

not apply to a student under an Individualized Education Program. 

 

 

Legal References: Minn. Stat. § 120B.018 (Definitions) 

   Minn. Stat. § 120B.02 (Educational Expectations for Minnesota Students) 

Minn. Stat. § 120B.11 (School District Process) 

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of 

Grade 3) 

Minn. Stat. § 120B.30, Subd. 1 (Statewide Testing and Reporting System) 

Minn. Stat. § 120B.35, Subd. 3 (Student Academic Achievement and 

Growth) 

Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination) 

 Minn. Stat. § 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First 

Class; Definitions) 

Minn. Stat. § 123B.147, Subd. 3 (Principals) 

Minn. Stat. § 125A.56, Subd. 1 (Alternate Instruction Required) 

20 U.S.C. § 5801, et seq. (National Education Goals 2000) 

20 U.S.C. § 6301, et seq. (Every Student Succeeds Act) 

 

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 613 (Graduation Requirements) 

MSBA/MASA Model Policy 614 (School District Testing Plan and 

Procedure) 

MSBA/MASA Model Policy 615 (Testing Accommodations, 

Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP 

Students) 

MSBA/MASA Model Policy 616 (School District System Accountability) 

MSBA/MASA Model Policy 618 (Assessment of Student Achievement) 
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601 SCHOOL DISTRICT CURRICULUM AND INSTRUCTION GOALS 
 

[Note:  Minn. Stat. § 120B.11 requires school districts to adopt a comprehensive long-

term strategic plan that addresses the review of curriculum, instruction, student 

achievement, and assessment.  MSBA/MASA Model Policies 601, 603, and 616 address 

these statutory requirements.  In addition, MSBA/MASA Model Policies 613-615 and 

617-620 provide procedures to further implement the requirements of Minn. Stat. § 

120B.11.] 
 

I. PURPOSE 
 

The purpose of this policy is to establish broad curriculum parameters for the school 

district that encompass the Minnesota Academic Standards and federal law and are 

aligned with creating the world’s best workforce. 

 

II. GENERAL STATEMENT OF POLICY 
 

The policy of the school district is to establish the “world’s best workforce” in which all 

learning in the school district should be directed and for which all school district learners 

should be held accountable. 

 

III. DEFINITIONS 
 

A. “Academic standard” means a summary description of student learning in a 

required content area or elective content area. 

 

 B. “Benchmark” means specific knowledge or skill that a student must master to 

complete part of an academic standard by the end of the grade level or grade 

band. 

 

C. “Curriculum” means district or school adopted programs and written plans for 

providing students with learning experiences that lead to expected knowledge, 

skills, and career and college readiness. 

 

D. “Instruction” means methods of providing learning experiences that enable 

students to meet state and district academic standards and graduation 

requirements. 

 

E. “Performance measures” are measures to determine school district and school site 

progress in striving to create the world’s best workforce and must include at least 

the following: 

 

  1. the size of the academic achievement gap and rigorous course taking, 

including college-level advanced placement, international baccalaureate, 

postsecondary enrollment options, including concurrent enrollment, other 

rigorous courses of study or industry certification courses or programs, 

and enrichment experiences by student subgroup; 
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  2. student performance on the Minnesota Comprehensive Assessments; 

 

  3. high school graduation rates; and 

 

  4. career and college readiness under Minn. Stat. § 120B.30, Subd. 1. 

 

F. “World’s best workforce” means striving to:  meet school readiness goals; have 

all third-grade students achieve grade-level literacy; close the academic 

achievement gap among all racial and ethnic groups of students and between 

students living in poverty and students not living in poverty; have all students 

attain career and college readiness before graduating from high school; and have 

all students graduate from high school. 

 

 G. “Experiential learning” means learning for students that includes career 

exploration through a specific class or course or through work-based experiences 

such as job shadowing, mentoring, entrepreneurship, service learning, 

volunteering, internships, other cooperative work experience, youth 

apprenticeship, or employment. 

 

IV. LONG-TERM STRATEGIC PLAN 

 

A. The school board, at a public meeting, shall adopt a comprehensive, long-term 

strategic plan to support and improve teaching and learning that is aligned with 

creating the world’s best workforce and includes the following: 

 

  1. clearly defined school district and school site goals and benchmarks for 

instruction and student achievement for all student categories identified in 

state and federal law; 

 

[Note: MSBA/MASA Model Policy 601, Section IV.B. and 

MSBA/MASA Model Policy 616 address this requirement.] 

 

  2. a process to assess and evaluate each student’s progress toward meeting 

state and local academic standards, assess and identify students for 

participation in gifted and talented programs and accelerate their 

instruction, adopt procedures for early admission to kindergarten or first 

grade of gifted and talented learners which are sensitive to under-

represented groups, and identify the strengths and weaknesses of 

instruction in pursuit of student and school success and curriculum 

affecting students’ progress and growth toward career and college 

readiness and leading to the world’s best workforce; 

 

[Note:  MSBA/MASA Model Policy 618 addresses this requirement.] 

 

  3. a system to periodically review and evaluate the effectiveness of all 

instruction and curriculum, taking into account strategies and best 

practices, student outcomes, principal evaluations under Minn. Stat. § 

123B.147, Subd. 3, students’ access to effective teachers who are 
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members of populations under-represented among the licensed teachers in 

the district or school and who reflect the diversity of enrolled students 

under Minn. Stat. § 120B.35, Subd. 3(b)(2), and teacher evaluations under 

Minn. Stat. § 122A.40, Subd. 8, or 122A.41, Subd. 5; 

 

[Note: MSBA/MASA Model Policy 616 addresses this requirement.] 

 

  4. strategies for improving instruction, curriculum, and student achievement, 

including the English and, where practicable, the native language 

development and the academic achievement of English learners; 

 

[Note: MSBA/MASA  Model Policy 616 addresses this requirement.] 

 

  5. a process to examine the equitable distribution of teachers and strategies to 

ensure low-income and minority children are not taught at higher rates 

than other children by inexperienced, ineffective, or out-of-field teachers; 

 

  6. education effectiveness practices that integrate high-quality instruction, 

rigorous curriculum, technology, and a collaborative professional culture 

that develops and supports teacher quality, performance, and 

effectiveness; and 

 

 7. an annual budget for continuing to implement the school district plan. 

 

 B. School district site and school site goals shall include the following: 

 

1. All students will be required to demonstrate essential skills to effectively 

participate in lifelong learning.*  These skills include the following: 

 

 [*Note:  The criteria for acceptable performance in basic skills areas 

may need to be modified for students with unique learning needs.  These 

modifications will be reflected in the Individualized Education Program 

(IEP) or Rehabilitation Act Section 504 Accommodation plan.] 
 

a. reading, writing, speaking, listening, and viewing in the English 

language; 

 

b. mathematical and scientific concepts; 

 

c. locating, organizing, communicating, and evaluating information 

and developing methods of inquiry (i.e., problem solving); 

 

d. creative and critical thinking, decision making, and study skills; 

 

e. work readiness skills; 

 

f. global and cultural understanding. 
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2. Each student will have the opportunity and will be expected to develop 

and apply essential knowledge that enables that student to: 

 

a. live as a responsible, productive citizen and consumer within local, 

state, national, and global political, social, and economic systems; 

 

b. bring many perspectives, including historical, to contemporary 

issues; 

 

c. develop an appreciation and respect for democratic institutions; 

 

d. communicate and relate effectively in languages and with cultures 

other than the student’s own; 

 

e. practice stewardship of the land, natural resources, and 

environment; 

 

f. use a variety of tools and technology to gather and use information, 

enhance learning, solve problems, and increase human 

productivity. 

 

3. Students will have the opportunity to develop creativity and self-

expression through visual and verbal images, music, literature, world 

languages, movement, and the performing arts. 

 

4. School practices and instruction will be directed toward developing within 

each student a positive self-image and a sense of personal responsibility 

for: 

 

a. establishing and achieving personal and career goals; 

 

b. adapting to change; 

 

c. leading a healthy and fulfilling life, both physically and mentally; 

 

d. living a life that will contribute to the well-being of society; 

 

e. becoming a self-directed learner; 

 

f. exercising ethical behavior. 

 

5. Students will be given the opportunity to acquire human relations skills 

necessary to: 

 

a. appreciate, understand, and accept human diversity and 

interdependence; 

 

b. address human problems through team effort; 
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c. resolve conflicts with and among others; 

 

d. function constructively within a family unit; 

 

e. promote a multicultural, gender-fair, disability-sensitive society. 

 

[Note: School district and site goals example courtesy of the Winona School 

District.] 

 

 C. Every child is reading at or above grade level no later than the end of grade 3, 

including English learners, and teachers provide comprehensive, scientifically 

based reading instruction, including a program or collection of instructional 

practices that is based on valid, replicable evidence showing that, when the 

programs or practices are used, students can be expected to achieve, at a 

minimum, satisfactory reading progress.  The program or collection of practices 

must include, at a minimum, effective, balanced instruction in all five areas of 

reading (phonemic awareness, phonics, fluency, vocabulary development, and 

reading comprehension), as well as instructional strategies for continuously 

assessing, evaluating, and communicating the student’s reading progress and 

needs. 

 

1. The school district must identify, before the end of kindergarten, grade 1, 

and grade 2, all students who are not reading at grade level. Students 

identified as not reading at grade level by the end of kindergarten, grade 1, 

and grade 2 must be screened for characteristics of dyslexia, unless a 

different reason for the reading difficulty has been identified.  

 

2. Students in grade 3 or higher who demonstrate a reading difficulty to a 

classroom teacher must be screened for characteristics of dyslexia, unless 

a different reason for the reading difficulty has been identified.  

 

[Note: According to Minnesota statutes, dyslexia screening is to be conducted in 

a locally determined manner.] 

 

3. Reading assessments in English and in the predominant languages of 

district students, where practicable, must identify and evaluate students’ 

areas of academic need related to literacy.  The school district also must 

monitor the progress and provide reading instruction appropriate to the 

specific needs of English learners.  The school district must use locally 

adopted, developmentally appropriate, and culturally responsive 

assessment and annually report summary assessment results to the 

Commissioner of Education by July 1. 

 

4. The school district must annually report to the Commissioner of Education 

by July 1 a summary of the district’s efforts to screen and identify students 

with: 
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a. dyslexia, using screening tools such as those recommended by the 

Minnesota Department of Education’s dyslexia specialist; or 

 

b. convergence insufficiency disorder. 

 

5. A student identified as having a reading difficulty must be provided with 

alternate instruction under Minn. Stat. § 125A.56, Subd. 1. 

 

6. At least annually, the school district must give the parent of each student 

who is not reading at or above grade level timely information about: 

 

a. the student’s reading proficiency as measured by a locally adopted 

assessment; 

 

b. reading-related services currently being provided to the student and 

the student’s progress; and 

 

c. strategies for parents to use at home in helping their students 

succeed in becoming grade-level proficient in reading English and 

their native languages. 

 

This provision may not be used to deny a student’s right to a special 

education evaluation. 

 

7. For each student who is not reading at or above grade level, the school 

district shall provide reading intervention to accelerate student growth and 

reach the goal of reading at or above grade level by the end of the current 

grade and school year. If a student does not read at or above grade level by 

the end of grade 3, the school district must continue to provide reading 

intervention until the student reads at grade level. Intervention methods 

shall encourage family engagement and, where possible, collaboration 

with appropriate school and community programs.  Intervention methods 

may include, but are not limited to, requiring attendance in summer 

school, intensified reading instruction that may require that the student be 

removed from the regular classroom for part of the school day, extended 

day programs, or programs that strengthen students’ cultural connections. 

 

  [Note:  School districts are strongly encouraged, but not required, to provide 

personal learning plans, as provided in Paragraph  8.] 

 

  8. The school district will provide a personal learning plan for a student who 

is unable to demonstrate grade-level proficiency, as measured by the 

statewide reading assessment in grade 3.  The school district will 

determine the format of the personal learning plan in collaboration with 

the student’s educators and other appropriate professionals.  The school 

district will develop the personal learning plan in consultation with the 

student’s parent or guardian.  The personal learning plan will address 

knowledge gaps and skill deficiencies through strategies such as specific 
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exercises and practices during and outside of the school day, periodic 

assessments, and reasonable timelines.  The personal learning plan may 

include grade retention if it is in the student’s best interest.  The student’s 

school will maintain and regularly update and modify the personal 

learning plan until the student reads at grade level.  This paragraph does 

not apply to a student under an Individualized Education Program. 

 

 

Legal References: Minn. Stat. § 120B.018 (Definitions) 

   Minn. Stat. § 120B.02 (Educational Expectations for Minnesota Students) 

Minn. Stat. § 120B.11 (School District Process) 

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of 

Grade 3) 

Minn. Stat. § 120B.30, Subd. 1 (Statewide Testing and Reporting System) 

Minn. Stat. § 120B.35, Subd. 3 (Student Academic Achievement and 

Growth) 

Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination) 

 Minn. Stat. § 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First 

Class; Definitions) 

Minn. Stat. § 123B.147, Subd. 3 (Principals) 

Minn. Stat. § 125A.56, Subd. 1 (Alternate Instruction Required) 

20 U.S.C. § 5801, et seq. (National Education Goals 2000) 

20 U.S.C. § 6301, et seq. (Every Student Succeeds Act) 

 

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 613 (Graduation Requirements) 

MSBA/MASA Model Policy 614 (School District Testing Plan and 

Procedure) 

MSBA/MASA Model Policy 615 (Testing Accommodations, 

Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP 

Students) 

MSBA/MASA Model Policy 616 (School District System Accountability) 

MSBA/MASA Model Policy 618 (Assessment of Student Achievement) 

 

 

Policy Adopted: May 2012 

Revised: Jan. 2016 , July 2020 

 

Independent School District No. 110  

Waconia MN 
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Adopted:                               MSBA/MASA Model Policy 607 

Orig. 1995 

Revised:                                Rev. 2005 2020 
 

 

607 ORGANIZATION OF GRADE LEVELS 

 

 

I. PURPOSE 

 

The purpose of this policy is to address the grade level organization of schools within the 

school district. 

 

II. GENERAL STATEMENT OF POLICY 

 

A. The policy of the school district is to address the groupings of grade levels as 

recognized in Minn. Stat. § 120A.05, as follows: 

 

[Note:  Each school district should identify within the groupings as defined in 

Minn. Stat. § 120A.05, how grade levels shall be organized within the school 

district from the options listed below: 

 

Elementary:  Grades prekindergarten through 6 

Middle:  Minimum of two consecutive grades above 4th but 

below 10th 
Secondary:  (Grades 7 through 12) 

Junior High  Grades ___ through ___ 

Senior High  Grades ___ through ___ 

Vocational  Grades 7 through 12] 

 

B. The superintendent may seek school board approval to administer certain 

programs on a nongraded basis or a design different from that indicated.  Program 

proposals that seek school board approval must meet all state requirements and 

reflect the rationale for the modification. 

 

C. The school district may request documentation that verifies a student falls within 

the school’s minimum and maximum age requirements for admission to publicly 

funded prekindergarten, preschool, kindergarten, or grades 1 through 12. 

Documentation may include a passport, a hospital birth record or physician’s 

certificate, a baptismal or religious certificate, an adoption record, health records, 

immunization records, immigration records, previously verified school records, 

early childhood screening records, Minnesota Immunization Information 

Connection records, or an affidavit from a parent. 

 

 

 

III. DEFINITIONS 
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A. “Kindergarten” means a program designed for students five years of age on 

September 1 of the calendar year in which the school year commences that 

prepares students to enter first grade the following school year. 

 

B. “Prekindergarten” means a program designed for students younger than five years 

of age on September 1 of the calendar year in which the school year commences 

that prepares students to enter kindergarten the following school year. 

 

 

Legal References: Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)  

 Minn. Stat. § 120A.20, Subd. 4 (Verification of Age for Admission to 

Public School) 

Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School 

Districts) 

 

Cross References:  
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607 ORGANIZATION OF GRADE LEVELS 
 

 

I. PURPOSE 
 

The purpose of this policy is to address the grade level organization of schools within the 

school district. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to address the groupings of grade levels as 

recognized in Minn. Stat. § 120A.05, as follows: 

 

[Note:  Each school district should identify within the groupings as defined in 

Minn. Stat. § 120A.05, how grade levels shall be organized within the school 

district from the options listed below: 

 

Elementary:  Grades prekindergarten through 5 

 

Middle:  Grades 6 through 8 

 

High School:  Grades 9 through 12 
 

B. The superintendent may seek school board approval to administer certain 

programs on a nongraded basis or a design different from that indicated.  Program 

proposals that seek school board approval must meet all state requirements and 

reflect the rationale for the modification. 

 

III. DEFINITIONS 
 

A. “Kindergarten” means a program designed for students five years of age on 

September 1 of the calendar year in which the school year commences that 

prepares students to enter first grade the following school year. 

 

B. “Prekindergarten” means a program designed for students younger than five years 

of age on September 1 of the calendar year in which the school year commences 

that prepares students to enter kindergarten the following school year. 

 

 

Legal References: Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)  

Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School 

Districts) 

 

Cross References:  
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Waconia, MN 55387 



3. 800 BUILDINGS AND SITES

3.A. 806 Crisis Management



Adopted: MSBA/MASA Model Policy 806
Orig. 1999

Revised: Rev. 2014

806 CRISIS MANAGEMENT POLICY

[Note: The Commissioner of Education is required to maintain and make available to
school boards and charter schools a Model Crisis Management Policy. See Minn. Stat.
§ 121A.035. School boards and charter schools must adopt a Crisis Management
Policy to address potential crisis situations in their school districts or charter schools.
Id. This Model Crisis Management Policy was originally the result of a collaborative
effort between the Minnesota Department of Education, Division of Compliance and
Assistance; the Minnesota Department of Public Safety, Division of Homeland Security
and Emergency Management; and the Minnesota School Boards Association.]

I. PURPOSE

The purpose of this Model Crisis Management Policy is to act as a guide for school
district and building administrators, school district administration, school employees,
students, school board members, and community members to address a wide range of
potential crisis situations in the school district. For purposes of this Policy, the term,
“school districts,” shall include charter schools. 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. Each school district should develop tailored
building-specific crisis management plans 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.

The school district will, to the extent possible, engage in ongoing emergency planning
within the school district and with emergency responders and other relevant community
organizations. The school district will ensure that relevant emergency responders in the
community have access to their building-specific crisis management plans and will
provide training to school district staff to enable them to act appropriately in the event of
a crisis.

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 that would likely be involved in the event of a school emergency. It is
designed so that each building administrator can has tailored building-specific
crisis management plans to meet that building’s specific situation and needs.
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The school district’s administration and/or the administration of each building
shall present maintain tailored building-specific crisis management plans. to the
school board for review and approval. The 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 presented to
the school board yearly. an addendum to this Crisis Management Policy. This
policy and the plans will be maintained and updated on an annual basis.

B. Elements of the District Crisis Management Policy

1. General Crisis Procedures. The Crisis Management Policy includes
general crisis procedures for securing buildings, classroom evacuation,
building evacuation, campus evacuation, and sheltering. The policy
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 their building-specific crisis management
plans. A communication system will be in place to enable the designated
individual to be contacted at all times in the event of a potential crisis,
setting forth the method to contact the designated individual, the provision
of at least two designees when the contact person is unavailable, and the
method to convey contact information to the appropriate staff persons.
The alternative designees may include members of the emergency first
responder response team. A secondary method of communication should
be included in the plan for use when the primary method of
communication is inoperable. Each building in the school district will
have access to a copy of the Comprehensive School Safety Guide (2011
Edition) to assist in the development of building-specific crisis
management plans.

All general crisis procedures will address specific procedures for the safe
evacuation of children and employees with special needs such as physical,
sensory, motor, developmental, and mental health challenges.

[Note: More specific information on planning for children with special
needs can be found in the Comprehensive School Safety Guide (2011
Edition) and United States Department of Education’s document
entitled, “Practical Information on Crisis Planning, a Guide for Schools
and Communities.” A website link is provided in the resource section of
this Policy.]

a. Lock-Down Procedures Lock-down procedures will be used in
situations where harm may result to persons inside the school
building, such as a shooting, hostage incident, intruder, trespass,
disturbance, or when determined to be necessary by the building
administrator or his or her designee. The building administrator or
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designee will announce the lock-down over the public address
system or other designated system. Code words will not be used.
Provisions for emergency evacuation will 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.

[Note: State law requires a minimum of five school lock-down
drills each school year.  See Minn. Stat. § 121A.035.]

b. Evacuation Procedures Evacuations of classrooms and buildings
shall be implemented at the discretion of the building administrator
or his or her 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. Safe areas may change based
upon the specific emergency situation. The evacuation procedures
should include specific procedures for children with special needs,
including children with limited mobility (wheelchairs, braces,
crutches, etc.), visual impairments, hearing impairments, and other
sensory, developmental, or mental health needs. The evacuation
procedures should also address transporting necessary medications
for students that take medications during the school day.

[Note: State law requires a minimum of five school fire drills,
consistent with Minn. Stat. § 299F.30, and one school tornado
drill each school year.  See Minn. Stat. § 121A.035.]

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 based upon the specific emergency. The
building administrator or his or her designee will announce the
need for sheltering over the public address system or other
designated system. Each building administrator will submit
sheltering procedures for his or her building as part of the
building-specific crisis management plan.

[Note: The Comprehensive School Safety Guide (2011 Edition) has
sample lock-down procedures, evacuation procedures, and sheltering
procedures.]

2. Crisis-Specific Procedures. The Crisis Management Policy includes
crisis-specific procedures for crisis situations that may occur during the
school day or at school-sponsored events and functions. These
district-wide procedures are designed to enable building administrators to
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tailor response procedures when creating building-specific crisis
management plans.

[Note: The Comprehensive School Safety Guide (2011 Edition) includes
crisis-specific procedures.]

3. School Emergency Response Teams

a. Composition The building administrator in each school building
will select a school emergency response team that will be trained
to respond to emergency situations. All school emergency response
team members will receive on-going training to carry out the
building’s crisis management plans and will have knowledge of
procedures, evacuation routes, and safe areas. For purposes of
student safety and accountability, to the extent possible, school
emergency response team members will not have direct
responsibility for the supervision of students. Team members must
be willing to be actively involved in the resolution of crises and be
available to assist in any crisis situation as deemed necessary by
the building administrator. Each building will maintain a current
list of school emergency response team members which will be
updated annually. The building administrator, and his or her
alternative designees, will know the location of that list in the
event of a school emergency. A copy of the list will be kept on file
in the school district office. or in a secondary location in single
building school districts.

[Note: The Comprehensive School Safety Guide (2011 Edition)
has a sample School Emergency Response Team list.]

b. Leaders The building administrator or his or her designee will
serve as the leader of the school emergency response team and will
be the primary contact for emergency response officials. In the
event the primary designee is unavailable, the designee list should
include more than one alternative designee and may include
members of the emergency response team. When emergency
response officials are present, they may elect to take command and
control of the crisis. It is critical in this situation that school
officials assume a resource role and be available as necessary to
emergency response officials.

III. PREPARATION BEFORE AN EMERGENCY

A. Communication

1. District Employees Teachers generally have the most direct contact with
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students on a day-to-day basis. As a result, they must 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 shall be
aware of the school district’s Crisis Management Policy and their own
building’s crisis management plan. Each school’s building-specific crisis
management plan shall include the method and dates of dissemination of
the plan to its staff. Employees will receive a copy of the relevant
building-specific crisis management plans and shall receive periodic
training on plan implementation.

2. Students and Parents Students and parents shall be made aware of the
school district’s Crisis Management Policy and relevant tailored crisis
management plans for each school building. Each school district’s
building-specific crisis management plan shall set forth how students and
parents are made aware of the district and school-specific plans. Students
shall receive specific instruction on plan implementation and shall
participate in a required number of drills and practice sessions throughout
the school year.

B. Planning and Preparing for Fire

1. Designate a safe area at least 50 feet away from the building to enable
students and staff to evacuate. The safe area should not interfere with
emergency responders or responding vehicles and should not be in an area
where evacuated persons are exposed to any products of combustion.
(Depending on the wind direction, where the building on fire is located,
the direction from which the fire is arriving, and the location of fire
equipment, the distance may need to be extended.)

[Note: Evacuation areas at least 50 feet from school buildings are
recommended but not mandated by statute or rule. Evacuation areas
should be selected based on safety and the individual school site’s
proximity to streets, traffic patterns, and other hazards.]

2. Each building’s facility diagram and site plan shall be available in
appropriate areas of the building and shall identify the most direct
evacuation routes to the designated safe areas both inside and outside of
the building. The facility diagram and site plan must identify the location
of the fire alarm control panel, fire alarms, fire extinguishers, hoses, water
spigots, and utility shut offs.

3. Teachers and staff will receive training on the location of the primary
emergency evacuation routes and alternate routes from various points in
the building. During fire drills, students and staff will practice evacuations
using primary evacuation routes and alternate routes.
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4. Certain employees, such as those who work in hazardous areas in the
building, will receive training on the locations and proper use of fire
extinguishers and protective clothing and equipment.

5. Fire drills will be conducted periodically without warning at various times
of the day and under different circumstances, e.g., lunchtime, recess, and
during assemblies. State law requires a minimum of five fire drills each
school year, consistent with Minn. Stat. § 299F.30. See Minn. Stat. §
121A.035.

[Note: The State Fire Marshal advises schools to defer fire drills during
the winter months.]

6. A record of fire drills conducted at the building will be maintained in the
building administrator’s office.

[Note: The Comprehensive School Safety Guide (2011 Edition), under
the Preparedness/Planning section, has a sample fire drills schedule and
log.]

7. The school district will have prearranged sites for emergency sheltering
and transportation as needed.

8. The school district will determine which staff will remain in the building
to perform essential functions if safe to do so (e.g., switchboard, building
engineer, etc.). The school district also will designate an administrator or
his or her designee to meet local fire or law enforcement agents upon their
arrival.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Response section, has a sample fire procedure form, evacuation/relocation and
student reunification/release procedures, and planning for student
reunification.]

C. Facility Diagrams and Site Plans

All school buildings will have a facility diagram and site plan that includes the
location of primary and secondary evacuation routes, exits, designated safe areas
inside and outside of the building, and the location of fire alarm control panel, fire
alarms, fire extinguishers, hoses, water spigots, and utility shut offs. All facility
diagrams and site plans will be updated regularly and whenever a major change is
made to a building. Facility diagrams and site plans will be maintained by the
building administrator and will be easily accessible and on file in the school
district office. Facility diagrams and site plans will be provided to first
responders, such as fire and law enforcement personnel.
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[Note: For single building school districts, such as charter schools, a secondary
location for the diagrams and site plans will be included in the district’s Crisis
Management Policy and may include filing documents with a charter school
sponsor, or compiling facility diagrams and site plans on a CD-Rom and
distributing copies to first responders or sharing the documents with first
responders during the crisis planning process.]

[Note: To the extent data contained in facility diagrams and site plans constitute
security information pursuant to Minn. Stat. § 13.37, school districts are
advised to consult with appropriate officials and/or legal counsel prior to
dissemination of the facility diagrams or site plans to anyone other than first
responders.]

D. Emergency Telephone Numbers

Each building will maintain a current list of emergency telephone numbers and
the names and addresses of local, county, and state personnel who may be
involved in a crisis situation. The list will include telephone numbers for local
police, fire, ambulance, hospital, the Poison Control Center, county and state
emergency management agencies, local public works departments, local utility
companies, the public health nurse, mental health/suicide hotlines, and the county
welfare agency. A copy of this list will be kept on file in the school district office,
or at a secondary location for single building school districts, and updated
annually.

School district employees will receive training on how to make emergency
contacts, including 911 calls, when the school district’s main telephone number
and location is electronically conveyed to emergency personnel instead of the
specific building in need of emergency services.

School district plans will set forth a process to internally communicate an
emergency, using telephones in classrooms, intercom systems, or two-way radios,
as well as the procedure to enable the staff to rapidly convey emergency
information to a building designee. Each plan will identify a primary and
secondary method of communication for both internal and secondary use. It is
recommended that the plan include several methods of communication because
computers, intercoms, telephones, and cell phones may not be operational or may
be dangerous to use during an emergency.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Preparedness/Planning section, has a sample Emergency Phone Numbers list.]

E. Warning and Notification Systems

The school district shall maintain a warning system designed to inform students,
staff, and visitors of a crisis or emergency. This system shall be maintained on a
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regular basis under the maintenance plan for all school buildings. The school
district should consider an alternate notification system to address the needs of
staff and students with special needs, such as vision or hearing.

The building administrator shall be responsible for informing students and
employees of the warning system and the means by which the system is used to
identify a specific crisis or emergency situation. Each school’s building-specific
crisis management plan will include the method and frequency of dissemination
of the warning system information to students and employees.

F. Early School Closure Procedures

The superintendent will make decisions about closing school or buildings as early
in the day as possible. The early school closure procedures will set forth the
criteria for early school closure (e.g., weather-related, utility failure, or a crisis
situation), will specify how closure decisions will be communicated to staff,
students, families, and the school community (designated broadcast media, local
authorities, e-mail, or district or school building web sites), and will discuss the
factors to be considered in closing and reopening a school or building.

Early school closure procedures also will include a reminder to parents and
guardians to listen to designated local radio and TV stations for school closing
announcements, where possible.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Response section, provides universal procedures for severe weather shelter.]

G. Media Procedures

The superintendent has the authority and discretion to notify parents or guardians
and the school community in the event of a crisis or early school closure. The
superintendent will designate a spokesperson who will notify the media in the
event of a crisis or early school closure. The spokesperson shall receive training
to ensure that the district is in strict compliance with federal and state law relative
to the release of private data when conveying information to the media.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Response section, has a sample Media Procedures form.]

H. Behavioral Health Crisis Intervention Procedures

Short-term behavioral health crisis intervention procedures will set forth the
procedure for initiating behavioral health crisis intervention plans. The procedures
will utilize available resources including the school psychologist, counselor,
community behavioral health crisis intervention, or others in the community.
Counseling procedures will be used whenever the superintendent or the building
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administrator determines it to be necessary, such as after an assault, a hostage
situation, shooting, or suicide. The behavioral health crisis intervention
procedures shall include the following steps:

1. Administrators will meet with relevant persons, including school
psychologists and counselors, to determine the level of intervention
needed for students and staff.

2. Designate specific rooms as private counseling areas.

3. Escort siblings and close friends of any victims as well as others in need of
emotional support to the counseling areas.

4. Prohibit media from interviewing or questioning students or staff.

5. Provide follow-up services to students and staff who receive counseling.

6.         Resume normal school routines as soon as possible.

I. Long-Term Recovery Intervention Procedures

Long-term recovery intervention procedures may involve both short-term and
long-term recovery planning:

1. Physical/structural recovery.

2. Fiscal recovery.

3. Academic recovery.

4. Social/emotional recovery.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Recovery section, addresses the recovery components in more detail.]

IV. SAMPLE PROCEDURES INCLUDED IN THIS POLICY

Sample procedures for the various hazards/emergencies listed below are attached to this
Policy for use when drafting articulating specific crisis management plans. Additional
sample procedures may be found in the Response section of the Comprehensive School
Safety Guide (2011 Edition). After approval by the school board, an adopted procedure
will become an addendum to the Crisis Management Policy.

A. Fire, including evacuation and relocation

B. Hazardous materials, including biological and chemical threats
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C. Natural disasters, including severe weather, shelter in place procedures, and
highly contagious diseases, such as pandemic or flu

D.       Bomb threats, including checklist for telephone threats

E.       Utility emergencies

F.       Disturbances, including fights, demonstrations, suicide attempts, student
injuries/death and medical emergencies

G.      Deadly weapons, including intruders, weapons, shootings, hostage situations and
lock-down procedures

D. Medical Emergency

E. Fight/Disturbance

F. Assault

G. Intruder

H. Weapons

I. Shooting

J. Hostage

K. Bomb Threat

L. Chemical or Biological Threat

M. Checklist for Telephone Threats

N. Demonstration

O. Suicide

P. Lock-down Procedures

Q. Shelter-In-Place Procedures

R. Evacuation/Relocation

S. Media Procedures
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T. Post-Crisis Procedures

A. School Emergency Response Team

V. Emergency Phone Numbers

W. Highly Contagious Serious Illness or Pandemic Flu

V. MISCELLANEOUS PROCEDURES

A. Chemical Accidents

Procedures for reporting chemical accidents shall be posted at key locations such
as chemistry labs, art rooms, swimming pool areas, and janitorial closets.

[Note: School buildings must maintain Material Safety Data Sheets (M.S.D.S.)
for all chemicals on campus. State law, federal law, and OSHA require that
pertinent staff have access to M.S.D.S. in the event of a chemical accident.]

B. Visitors

The school district shall implement procedures mandating visitor sign in and
visitors in school buildings. See MSBA/MASA Model Policy 903 (Visitors to
School District Buildings and Sites).

The school district shall implement procedures to minimize outside entry into
school buildings except at designated check-in points and assure that all doors are
locked prior to and after regular building hours.

C. Student Victims of Criminal Offenses at or on School Property

The school district shall establish procedures allowing student victims of criminal
offenses on school property the opportunity to transfer to another school within
the school district.

[Note: The Every Student Succeeds Act, 20 U.S.C. § 6301, et seq.; Title IX, 20
U.S.C. § 1681, et seq.; and the Unsafe School Choice Option, 20 U.S.C. § 7912,
require school districts to establish such transfer procedures.]

D. Radiological Emergencies at Nuclear Generating Plants [OPTIONAL]

School districts within a 10 mile radius of the Monticello or Prairie Island nuclear
power plants will implement crisis plans in the event of an accident or incident at
the power plant.

Questions relative to the creation or implementation of such plans will be directed
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to the Minnesota Department of Public Safety.

Legal References: Minn. Stat. Ch. 12 (Emergency Management)
Minn. Stat. Ch. 12A (Natural Disaster; State Assistance)
Minn. Stat. § 121A.035 (Crisis Management Policy)
Minn. Stat. § 121A.06 (Reports of Dangerous Weapon Incidents in School
Zones)
Minn. Stat. § 299F.30 (Fire Drill in School)
Minn. Stat. § 326B.02, Subd. 6 (Powers)
Minn. Stat. § 326B.106 (General Powers of Commissioner of Labor and
Industry)
Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property)
Minn. Rules Ch. 7511 (Fire Safety)
20 U.S.C. § 1681, et seq. (Title IX)
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act)
20 U.S.C. § 7912 (Unsafe School Choice Option)
42 U.S.C. § 5121 et seq. (Disaster Relief and Emergency Assistance)

Cross References: MSBA/MASA Model Policy 407 (Employee Right to Know – Exposure
to Hazardous Substances)
MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 501 (School Weapons Policy)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 532 (Use of Peace Officers and Crisis Teams
to Remove Students with IEPs from School Grounds)
MSBA/MASA Model Policy 903 (Visitors to School District Buildings
and Sites)
https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool
safetyguide.pdf
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806 CRISIS MANAGEMENT POLICY 
 

[Note:  The Commissioner of Education is required to maintain and make available to 

school boards and charter schools a Model Crisis Management Policy.  See Minn. Stat. 

§ 121A.035.  School boards and charter schools must adopt a Crisis Management 

Policy to address potential crisis situations in their school districts or charter schools.  

Id. This Model Crisis Management Policy was originally the result of a collaborative 

effort between the Minnesota Department of Education, Division of Compliance and 

Assistance; the Minnesota Department of Public Safety, Division of Homeland 

Security and Emergency Management; and the Minnesota School Boards 

Association.] 
 

I. PURPOSE 
 

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

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

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

school district.  For purposes of this Policy, the term, “school districts,” shall include 

charter schools. 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. Each school district should develop tailored building-specific crisis 

management plans 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. 

 

The school district will, to the extent possible, engage in ongoing emergency planning 

within the school district and with emergency responders and other relevant community 

organizations. The school district will ensure that relevant emergency responders in the 

community have access to their building-specific crisis management plans and will 

provide training to school district staff to enable them to act appropriately in the event of 

a crisis. 

 

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 that would likely be involved in the event of a school emergency.  It is 

designed so that each building administrator can tailor a building-specific crisis 

management plan to meet that building’s specific situation and needs. 

 

The school district’s administration and/or the administration of each building 

shall present tailored building-specific crisis management plans to the school 

board for review and approval.  The building-specific crisis management plans 

will include general crisis procedures and crisis-specific procedures.  Upon 
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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 on an annual basis. 

 

B. Elements of the District Crisis Management Policy 

 

1. General Crisis Procedures.  The Crisis Management Policy includes 

general crisis procedures for securing buildings, classroom evacuation, 

building evacuation, campus evacuation, and sheltering.  The Policy 

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 their building-specific crisis management 

plans. A communication system will be in place to enable the designated 

individual to be contacted at all times in the event of a potential crisis, 

setting forth the method to contact the designated individual, the provision 

of at least two designees when the contact person is unavailable, and the 

method to convey contact information to the appropriate staff persons.  

The alternative designees may include members of the emergency first 

responder response team. A secondary method of communication should 

be included in the plan for use when the primary method of 

communication is inoperable. Each building in the school district will 

have access to a copy of the Comprehensive School Safety Guide (2011 

Edition) to assist in the development of building-specific crisis 

management plans. 

 

All general crisis procedures will address specific procedures for the safe 

evacuation of children and employees with special needs such as physical, 

sensory, motor, developmental, and mental health challenges. 

 

 

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

situations where harm may result to persons inside the school 

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

disturbance, or when determined to be necessary by the building 

administrator or his or her designee.  The building administrator or 

designee will announce the lock-down over the public address 

system or other designated system.  Code words will not be used.   

Provisions for emergency evacuation will 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. 

 

[Note:  State law requires a minimum of five school lock-down 

drills each school year.  See Minn. Stat. § 121A.035.] 
 

b. Evacuation Procedures. Evacuations of classrooms and buildings 

shall be implemented at the discretion of the building administrator 

or his or her designee.  Each building’s crisis management plan 
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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.  Safe areas may change based 

upon the specific emergency situation.  The evacuation procedures 

should include specific procedures for children with special needs, 

including children with limited mobility (wheelchairs, braces, 

crutches, etc.), visual impairments, hearing impairments, and other 

sensory, developmental, or mental health needs.  The evacuation 

procedures should also address transporting necessary medications 

for students that take medications during the school day. 

 

[Note:  State law requires a minimum of five school fire drills, 

consistent with Minn. Stat. § 299F.30, and one school tornado 

drill each school year.  See Minn. Stat. § 121A.035.] 
 

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 based upon the specific emergency.  The 

building administrator or his or her designee will announce the 

need for sheltering over the public address system or other 

designated system.  Each building administrator will submit 

sheltering procedures for his or her building as part of the building-

specific crisis management plan. 

 

 

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

crisis-specific procedures for crisis situations that may occur during the 

school day or at school-sponsored events and functions.  These district-

wide procedures are designed to enable building administrators to tailor 

response procedures when creating building-specific crisis management 

plans. 

 

 

3. School Emergency Response Teams 

 

a. Composition.  The building administrator in each school building 

will select a school emergency response team that will be trained 

to respond to emergency situations. All school emergency response 

team members will receive on-going training to carry out the 

building’s crisis management plans and will have knowledge of 

procedures, evacuation routes, and safe areas.  For purposes of 

student safety and accountability, to the extent possible, school 

emergency response team members will not have direct 

responsibility for the supervision of students. Team members must 

be willing to be actively involved in the resolution of crises and be 

available to assist in any crisis situation as deemed necessary by 

the building administrator.  Each building will maintain a current 
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list of school emergency response team members which will be 

updated annually.  The building administrator, and his or her 

alternative designees, will know the location of that list in the 

event of a school emergency.  A copy of the list will be kept on file 

in the school district office, or in a secondary location in single 

building school districts. 

 

 

b. Leaders.  The building administrator or his or her designee will 

serve as the leader of the school emergency response team and will 

be the primary contact for emergency response officials. In the 

event the primary designee is unavailable, the designee list should 

include more than one alternative designee and may include 

members of the emergency response team.  When emergency 

response officials are present, they may elect to take command and 

control of the crisis.  It is critical in this situation that school 

officials assume a resource role and be available as necessary to 

emergency response officials. 

 

III. PREPARATION BEFORE AN EMERGENCY 
 

A. Communication 

 

1. District Employees.  Teachers generally have the most direct contact with 

students on a day-to-day basis.  As a result, they must 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 shall be 

aware of the school district’s Crisis Management Policy and their own 

building’s crisis management plan.  Each school’s building-specific crisis 

management plan shall include the method and dates of dissemination of 

the plan to its staff.  Employees will receive a copy of the relevant 

building-specific crisis management plans and shall receive periodic 

training on plan implementation. 

 

2. Students and Parents.  Students and parents shall be made aware of the 

school district’s Crisis Management Policy and relevant tailored crisis 

management plans for each school building.  Each school district’s 

building-specific crisis management plan shall set forth how students and 

parents are made aware of the district and school-specific plans.  Students 

shall receive specific instruction on plan implementation and shall 

participate in a required number of drills and practice sessions throughout 

the school year. 

 

B. Planning and Preparing for Fire 

 

1. Designate a safe area at least 50 feet away from the building to enable 

students and staff to evacuate.  The safe area should not interfere with 

emergency responders or responding vehicles and should not be in an area 
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where evacuated persons are exposed to any products of combustion. 

(Depending on the wind direction, where the building on fire is located, 

the direction from which the fire is arriving, and the location of fire 

equipment, the distance may need to be extended.) 

 

[Note: Evacuation areas at least 50 feet from school buildings are 

recommended but not mandated by statute or rule.  Evacuation areas 

should be selected based on safety and the individual school site’s 

proximity to streets, traffic patterns, and other hazards.] 
 

2. Each building’s facility diagram and site plan shall be available in 

appropriate areas of the building and shall identify the most direct 

evacuation routes to the designated safe areas both inside and outside of 

the building. The facility diagram and site plan must identify the location 

of the fire alarm control panel, fire alarms, fire extinguishers, hoses, water 

spigots, and utility shut offs. 

 

3. Teachers and staff will receive training on the location of the primary 

emergency evacuation routes and alternate routes from various points in 

the building. During fire drills, students and staff will practice evacuations 

using primary evacuation routes and alternate routes. 

 

4. Certain employees, such as those who work in hazardous areas in the 

building, will receive training on the locations and proper use of fire 

extinguishers and protective clothing and equipment. 

 

5. Fire drills will be conducted periodically without warning at various times 

of the day and under different circumstances, e.g., lunchtime, recess, and 

during assemblies.  State law requires a minimum of five fire drills each 

school year, consistent with Minn. Stat. § 299F.30.  See Minn. Stat. § 

121A.035. 

 

[Note: The State Fire Marshal advises schools to defer fire drills during 

the winter months.] 
 

6. A record of fire drills conducted at the building will be maintained in the 

building administrator’s office. 

 

 

7. The school district will have prearranged sites for emergency sheltering 

and transportation as needed. 

 

8. The school district will determine which staff will remain in the building 

to perform essential functions if safe to do so (e.g., switchboard, building 

engineer, etc.).  The school district also will designate an administrator or 

his or her designee to meet local fire or law enforcement agents upon their 

arrival. 
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 C. Facility Diagrams and Site Plans 

   

All school buildings will have a facility diagram and site plan that includes the 

location of primary and secondary evacuation routes, exits, designated safe areas 

inside and outside of the building, and the location of fire alarm control panel, fire 

alarms, fire extinguishers, hoses, water spigots, and utility shut offs. All facility 

diagrams and site plans will be updated regularly and whenever a major change is 

made to a building. Facility diagrams and site plans will be maintained by the 

building administrator and will be easily accessible and on file in the school 

district office. Facility diagrams and site plans will be provided to first 

responders, such as fire and law enforcement personnel. 

 

 

  D. Emergency Telephone Numbers 

 

Each building will maintain a current list of emergency telephone numbers and 

the names and addresses of local, county, and state personnel who may be 

involved in a crisis situation.  The list will include telephone numbers for local 

police, fire, ambulance, hospital, the Poison Control Center, county and state 

emergency management agencies, local public works departments, local utility 

companies, the public health nurse, mental health/suicide hotlines, and the county 

welfare agency.  A copy of this list will be kept on file in the school district 

office, or at a secondary location for single building school districts, and updated 

annually. 

 

School district employees will receive training on how to make emergency 

contacts, including 911 calls, when the school district’s main telephone number 

and location is electronically conveyed to emergency personnel instead of the 

specific building in need of emergency services. 

 

School district plans will set forth a process to internally communicate an 

emergency, using telephones in classrooms, intercom systems, or two-way radios, 

as well as the procedure to enable the staff to rapidly convey emergency 

information to a building designee. Each plan will identify a primary and 

secondary method of communication for both internal and secondary use.  It is 

recommended that the plan include several methods of communication because 

computers, intercoms, telephones, and cell phones may not be operational or may 

be dangerous to use during an emergency. 

 

 

E. Warning and Notification Systems 

 

 The school district shall maintain a warning system designed to inform students, 

staff, and visitors of a crisis or emergency. This system shall be maintained on a 

regular basis under the maintenance plan for all school buildings. The school 

district should consider an alternate notification system to address the needs of 

staff and students with special needs, such as vision or hearing. 
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The building administrator shall be responsible for informing students and 

employees of the warning system and the means by which the system is used to 

identify a specific crisis or emergency situation.  Each school’s building-specific 

crisis management plan will include the method and frequency of dissemination 

of the warning system information to students and employees. 

 

  F. Early School Closure Procedures 

 

   The superintendent will make decisions about closing school or buildings as early 

in the day as possible. The early school closure procedures will set forth the 

criteria for early school closure (e.g., weather-related, utility failure, or a crisis 

situation), will specify how closure decisions will be communicated to staff, 

students, families, and the school community (designated broadcast media, local 

authorities, e-mail, or district or school building web sites), and will discuss the 

factors to be considered in closing and reopening a school or building. 

 

   Early school closure procedures also will include a reminder to parents and 

guardians to listen to designated local radio and TV stations for school closing 

announcements, where possible. 

 

 

 G. Media Procedures 

 

The superintendent has the authority and discretion to notify parents or guardians 

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

superintendent will designate a spokesperson who will notify the media in the 

event of a crisis or early school closure.  The spokesperson shall receive training 

to ensure that the district is in strict compliance with federal and state law relative 

to the release of private data when conveying information to the media. 

 

H. Behavioral Health Crisis Intervention Procedures 

 

 Short-term behavioral health crisis intervention procedures will set forth the 

procedure for initiating behavioral health crisis intervention plans. The procedures 

will utilize available resources including the school psychologist, counselor, 

community behavioral health crisis intervention, or others in the community. 

Counseling procedures will be used whenever the superintendent or the building 

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

situation, shooting, or suicide. The behavioral health crisis intervention 

procedures shall include the following steps: 

 

 1. Administrator will meet with relevant persons, including school 

psychologists and counselors, to determine the level of intervention 

needed for students and staff. 

 

 2. Designate specific rooms as private counseling areas. 
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 3. Escort siblings and close friends of any victims as well as others in need of 

emotional support to the counseling areas. 

 

 4. Prohibit media from interviewing or questioning students or staff. 

 

 5. Provide follow-up services to students and staff who receive counseling. 

 

6. Resume normal school routines as soon as possible. 

 

I. Long-Term Recovery Intervention Procedures 

 

Long-term recovery intervention procedures may involve both short-term and 

long-term recovery planning: 

 

1. Physical/structural recovery. 

 

2. Fiscal recovery. 

 

3. Academic recovery. 

 

4. Social/emotional recovery. 

 

 

IV. SAMPLE PROCEDURES INCLUDED IN THIS POLICY 
 

Sample procedures for the various hazards/emergencies listed below are attached to this 

Policy for use when drafting specific crisis management plans. Additional sample 

procedures may be found in the Response section of the Comprehensive School Safety 

Guide (2011 Edition). After approval by the school board, an adopted procedure will 

become an addendum to the Crisis Management Policy. 

 

A. Fire 

 

B. Hazardous Materials 

 

C. Severe Weather:  Tornado/Severe Thunderstorm/Flooding 

 

D. Medical Emergency 

 

E. Fight/Disturbance 

 

F. Assault 

 

G.  Intruder 

 

H. Weapons 

 

I. Shooting 
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J. Hostage 

 

K. Bomb Threat 

 

L. Chemical or Biological Threat 

 

M. Checklist for Telephone Threats 

 

N. Demonstration 

 

O. Suicide 

 

P. Lock-down Procedures 

 

Q. Shelter-In-Place Procedures 

 

R. Evacuation/Relocation 

 

S. Media Procedures 

 

T. Post-Crisis Procedures 

 

U. School Emergency Response Team 

 

 V. Emergency Phone Numbers 

 

 W. Highly Contagious Serious Illness or Pandemic Flu 

 

V. MISCELLANEOUS PROCEDURES 

 

 A. Chemical Accidents 
 

Procedures for reporting chemical accidents shall be posted at key locations such 

as chemistry labs, art rooms, swimming pool areas, and janitorial closets. 

 

[Note: School buildings must maintain Material Safety Data Sheets (M.S.D.S.) 

for all chemicals on campus.  State law, federal law, and OSHA require that 

pertinent staff have access to M.S.D.S. in the event of a chemical accident.] 

 

B. Visitors 

 

The school district shall implement procedures mandating visitor sign in and 

visitors in school buildings. See MSBA/MASA Model Policy 903 (Visitors to 

School District Buildings and Sites). 

 

The school district shall implement procedures to minimize outside entry into 

school buildings except at designated check-in points and assure that all doors are 
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locked prior to and after regular building hours. 

 

C. Student Victims of Criminal Offenses at or on School Property 

 

The school district shall establish procedures allowing student victims of criminal 

offenses on school property the opportunity to transfer to another school within 

the school district. 

 

[Note:  The No Child Left Behind Act, 20 U.S.C. § 6301, et seq.; Title IX, 20 

U.S.C. § 1681, et seq.; and the Unsafe School Choice Option, 20 U.S.C. § 7912, 

require school districts to establish such transfer procedures.] 

 

D. Radiological Emergencies at Nuclear Generating Plants [OPTIONAL] 

  

School districts within a 10 mile radius of the Monticello or Prairie Island nuclear 

power plants will implement crisis plans in the event of an accident or incident at 

the power plant. 

 

Questions relative to the creation or implementation of such plans will be directed 

to the Minnesota Department of Public Safety. 

 

Legal References: Minn. Stat. Ch. 12 (Emergency Management) 

Minn. Stat. Ch. 12A (Natural Disaster; State Assistance) 

Minn. Stat. § 121A.035 (Crisis Management Policy) 

Minn. Stat. § 121A.06 (Reports of Dangerous Weapon Incidents in School 

Zones) 

Minn. Stat. § 299F.30 (Fire Drill in School) 

Minn. Stat. § 326B.02, Subd. 6 (Powers) 

Minn. Stat. § 326B.106 (General Powers of Commissioner of Labor and 

Industry) 

Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property) 

Minn. Rules Ch. 7511 (Fire Safety) 

20 U.S.C. § 1681, et seq. (Title IX) 

20 U.S.C. § 6301, et seq. (No Child Left Behind) 

20 U.S.C. § 7912 (Unsafe School Choice Option) 

42 U.S.C. § 5121 et seq. (Disaster Relief and Emergency Assistance) 

 

Cross References: MSBA/MASA Model Policy 407 (Employee Right to Know – Exposure 

to Hazardous Substances) 

MSBA/MASA Model Policy 413 (Harassment and Violence) 

MSBA/MASA Model Policy 501 (School Weapons Policy) 

MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 532 (Use of Peace Officers and Crisis Teams 

to Remove Students with IEPs from School Grounds) 

MSBA/MASA Model Policy 903 (Visitors to School District Buildings 

and Sites) 

https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool 

safetyguide.pdf 

https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool%20safetyguide.pdf
https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool%20safetyguide.pdf
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4.A. 404 Employment Background Checks
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404 EMPLOYMENT BACKGROUND CHECKS 
 

[Note: The provisions of this policy substantially reflect statutory requirements.] 
 

I. PURPOSE 
 

The purpose of this policy is to maintain a safe and healthful environment in the school 

district in order to promote the physical, social, and psychological well-being of its 

students. To that end, the school district will seek a criminal history background check 

for applicants who receive an offer of employment with the school district and on all 

individuals, except enrolled student volunteers, who are offered the opportunity to 

provide athletic coaching services or other extracurricular academic coaching services to 

the school district, regardless of whether any compensation is paid, or such other 

background checks as provided by this policy.  The school district may also elect to do 

background checks of other volunteers, independent contractors, and student employees 

in the school district. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The school district shall require that applicants for school district positions who 

receive an offer of employment and all individuals, except enrolled student 

volunteers, who are offered the opportunity to provide athletic coaching services 

or other extracurricular academic coaching services to the school district, 

regardless of whether any compensation is paid, submit to a criminal history 

background check.  The offer of employment or the opportunity to provide 

services shall be conditioned upon a determination by the school district that an 

individual’s criminal history does not preclude the individual from employment 

with, or provision of services to, the school district. 

 

B. The school district specifically reserves any and all rights it may have to conduct 

background checks regarding current employees, applicants, or service providers 

without the consent of such individuals. 

 

C. Adherence to this policy by the school district shall in no way limit the school 

district’s right to require additional information, or to use procedures currently in 

place or other procedures to gain additional background information concerning 

employees, applicants, volunteers, service providers, independent contractors, and 

student employees. 

 

III. PROCEDURES 
 

A. Normally an individual will not commence employment or provide services until 

the school district receives the results of the criminal history background check.  

The school district may conditionally hire an applicant or allow an individual to 

provide services pending completion of the background check, but shall notify the 

individual that the individual’s employment or opportunity to provide services 

may be terminated based on the result of the background check.  Background 

checks will be performed by the Minnesota Bureau of Criminal Apprehension 

(BCA).  The BCA shall conduct the background check by retrieving criminal 

history data as defined in Minn. Stat. § 13.87.  The school district reserves the 
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right to also have criminal history background checks conducted by other 

organizations or agencies. 

 

B. In order for an individual to be eligible for employment or to provide athletic 

coaching services or other extracurricular academic coaching services to the 

school district, except for an enrolled student volunteer, the individual must sign a 

criminal history consent form, which provides permission for the school district to 

conduct a criminal history background check, and provide a money order or check 

payable to either the BCA or to the school district, at the election of the school 

district, in an amount equal to the actual cost to the BCA and the school district of 

conducting the criminal history background check.  The cost of the criminal 

history background check is the responsibility of the individual, unless the school 

district decides to pay the costs for a volunteer, an independent contractor, or a 

student employee.  If the individual fails to provide the school district with a 

signed Informed Consent Form and fee at the time the individual receives a job 

offer, or permission to provide services, the individual will be considered to have 

voluntarily withdrawn the application for employment or request to provide 

services. 

 

[Note:  If the school district elects to receive payment, it may, at its discretion, 

accept payment in the form of a negotiable instrument other than a money 

order or check and then pay the superintendent of the BCA directly to conduct 

the background check.] 
 

C. The school district, in its discretion, may elect not to request a criminal history 

background check on an individual who holds an initial entrance license issued by 

the state board of teaching or the commissioner of education within the 12 months 

preceding an offer of employment or permission to provide services. 

 

D. The school district may use the results of a criminal background check conducted 

at the request of another school hiring authority if: 

 

1. the results of the criminal background check are on file with the other 

school hiring authority or otherwise accessible;  

 

2. the other school hiring authority conducted a criminal background check 

within the previous 12 months; 

 

3. the individual executes a written consent form giving the school district 

access to the results of the check; and 

 

4. there is no reason to believe that the individual has committed an act 

subsequent to the check that would disqualify the individual for 

employment or provision of services. 

 

E. For all nonstate residents who are offered employment with or the opportunity to 

provide athletic coaching services or other extracurricular academic coaching 

services to the school district, the school district shall request a criminal history 

background check on such individuals from the superintendent of the BCA and 

from the government agency performing the same function in the resident state or, 
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if no government entity performs the same function in the resident state, from the 

Federal Bureau of Investigation.  The offer of employment or the opportunity to 

provide services shall be conditioned upon a determination by the school district 

that an individual’s criminal history does not preclude the individual from 

employment with, or provision of services to, the school district. Such individuals 

must provide an executed criminal history consent form. 

 

F. When required, individuals must provide fingerprints to assist in a criminal 

history background check.  If the fingerprints provided by the individual are 

unusable, the individual will be required to submit another set of prints. 

 

G. Copies of this policy shall be available in the school district’s employment office 

and will be distributed to applicants for employment and individuals who are 

offered the opportunity to provide athletic coaching services or other 

extracurricular academic coaching services upon request.  The need to submit to a 

criminal history background check may be included with the basic criteria for 

employment or provision of services in the position posting and position 

advertisements. 

 

H. The individual will be informed of the results of the criminal background check(s) 

to the extent required by law. 

 

I. If the criminal history background check precludes employment with, or 

provision of services to, the school district, the individual will be so advised. 

 

J. The school district may apply these procedures to other volunteers, independent 

contractors, or student employees. 

 

K. At the beginning of each school year or when a student enrolls, the school district 

will notify parents and guardians about this policy and identify those positions 

subject to a background check and the extent of the school district’s discretion in 

requiring a background check.  The school district may include this notice in its 

student handbook, a school policy guide, or other similar communication.  A form 

notice for this purpose is included with this policy. 

 

Legal References: Minn. Stat. § 13.04, Subd. 4 (Inaccurate or Incomplete Data) 

Minn. Stat. § 13.87, Subd. 1 (Criminal History Data) 

Minn. Stat. § 123B.03 (Background Check) 

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

Check Act) 

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

 

Cross References:  
Policy Adopted: May 11, 1998  

Amended:  February 11, 2002, March 2008, February 2009, June 2011 

Reviewed: February 2018 

Independent School District No. 110 

Waconia, MN 55387 
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Adopted:                               MSBA/MASA Model Policy 404 
Orig. 1995 

Revised:                                Rev. 2009 2018 
 
 
404 EMPLOYMENT BACKGROUND CHECKS 
 

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

The purpose of this policy is to maintain a safe and healthful environment in the school 
district in order to promote the physical, social, and psychological well-being of its 
students. To that end, the school district will seek a criminal history background check 
for applicants who receive an offer of employment with the school district and on all 
individuals, except enrolled student volunteers, who are offered the opportunity to 
provide athletic coaching services or other extracurricular academic coaching services to 
the school district, regardless of whether any compensation is paid, or such other 
background checks as provided by this policy.  The school district may also elect to do 
background checks of other volunteers, independent contractors, and student employees 
in the school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The school district shall require that applicants for school district positions who 
receive an offer of employment and all individuals, except enrolled student 
volunteers, who are offered the opportunity to provide athletic coaching services 
or other extracurricular academic coaching services to the school district, 
regardless of whether any compensation is paid, submit to a criminal history 
background check.  The offer of employment or the opportunity to provide 
services shall be conditioned upon a determination by the school district that an 
individual’s criminal history does not preclude the individual from employment 
with, or provision of services to, the school district. 

 
B. The school district specifically reserves any and all rights it may have to conduct 

background checks regarding current employees, applicants, or service providers 
without the consent of such individuals. 

 
C. Adherence to this policy by the school district shall in no way limit the school 

district’s right to require additional information, or to use procedures currently in 
place or other procedures to gain additional background information concerning 
employees, applicants, volunteers, service providers, independent contractors, and 
student employees. 

 
III. PROCEDURES 
 

A. Normally an individual will not commence employment or provide services until 
the school district receives the results of the criminal history background check.  
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The school district may conditionally hire an applicant or allow an individual to 
provide services pending completion of the background check but shall notify the 
individual that the individual’s employment or opportunity to provide services 
may be terminated based on the result of the background check.  Background 
checks will be performed by the Minnesota Bureau of Criminal Apprehension 
(BCA).  The BCA shall conduct the background check by retrieving criminal 
history data as defined in Minn. Stat. § 13.87.  The school district reserves the 
right to also have criminal history background checks conducted by other 
organizations or agencies. 

 
B. In order for an individual to be eligible for employment or to provide athletic 

coaching services or other extracurricular academic coaching services to the 
school district, except for an enrolled student volunteer, the individual must sign a 
criminal history consent form, which provides permission for the school district to 
conduct a criminal history background check, and provide a money order or check 
payable to either the BCA or to the school district, at the election of the school 
district, in an amount equal to the actual cost to the BCA and the school district of 
conducting the criminal history background check.  The cost of the criminal 
history background check is the responsibility of the individual, unless the school 
district decides to pay the costs for a volunteer, an independent contractor, or a 
student employee.  If the individual fails to provide the school district with a 
signed Informed Consent Form and fee at the time the individual receives a job 
offer, or permission to provide services, the individual will be considered to have 
voluntarily withdrawn the application for employment or request to provide 
services. 

 
[Note:  If the school district elects to receive payment, it may, at its discretion, 
accept payment in the form of a negotiable instrument other than a money 
order or check and then pay the superintendent of the BCA directly to conduct 
the background check.] 

 
C. The school district, in its discretion, may elect not to request a criminal history 

background check on an individual who holds an initial entrance license issued by 
the state board of teaching Minnesota Professional Educator Licensing and 
Standards Board or the commissioner of education within the 12 months 
preceding an offer of employment or permission to provide services. 

 
D. The school district may use the results of a criminal background check conducted 

at the request of another school hiring authority if: 
 

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

 
2. the other school hiring authority conducted a criminal background check 

within the previous 12 months; 
 

3. the individual executes a written consent form giving the school district 
access to the results of the check; and 
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4. there is no reason to believe that the individual has committed an act 

subsequent to the check that would disqualify the individual for 
employment or provision of services. 

 
E. For all nonstate residents who are offered employment with or the opportunity to 

provide athletic coaching services or other extracurricular academic coaching 
services to the school district, the school district shall request a criminal history 
background check on such individuals from the superintendent of the BCA and 
from the government agency performing the same function in the resident state or, 
if no government entity performs the same function in the resident state, from the 
Federal Bureau of Investigation.  The offer of employment or the opportunity to 
provide services shall be conditioned upon a determination by the school district 
that an individual’s criminal history does not preclude the individual from 
employment with, or provision of services to, the school district. Such individuals 
must provide an executed criminal history consent form. 

 
F. When required, individuals must provide fingerprints to assist in a criminal 

history background check.  If the fingerprints provided by the individual are 
unusable, the individual will be required to submit another set of prints. 

 
G. Copies of this policy shall be available in the school district’s employment office 

and will be distributed to applicants for employment and individuals who are 
offered the opportunity to provide athletic coaching services or other 
extracurricular academic coaching services upon request.  The need to submit to a 
criminal history background check may be included with the basic criteria for 
employment or provision of services in the position posting and position 
advertisements. 

 
H. The individual will be informed of the results of the criminal background check(s) 

to the extent required by law. 
 

I. If the criminal history background check precludes employment with, or 
provision of services to, the school district, the individual will be so advised. 

 
J. The school district may apply these procedures to other volunteers, independent 

contractors, or student employees. 
 

K. At the beginning of each school year or when a student enrolls, the school district 
will notify parents and guardians about this policy and identify those positions 
subject to a background check and the extent of the school district’s discretion in 
requiring a background check.  The school district may include this notice in its 
student handbook, a school policy guide, or other similar communication.  A form 
notice for this purpose is included with this policy. 

 
IV. CRIMINAL HISTORY CONSENT FORM 
 

A form to obtain consent for a criminal history background check is included with this 
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policy. 
 
 
Legal References: Minn. Stat. § 13.04, Subd. 4 (Inaccurate or Incomplete Data) 

Minn. Stat. § 13.87, Subd. 1 (Criminal History Data) 
Minn. Stat. § 123B.03 (Background Check) 
Minn. Stat. §§ 299C.60-299C.64 (Minnesota Child Protection Background 
Check Act) 
Minn. Stat. § 364.09(b) (Exception for School Districts) 

 
Cross References:  



4.B. 428 Assignment and Transfer of Personnel 



428    ASSIGNMENT AND TRANSFER OF PERSONNEL                                                                            

 

School District 110 recognizes that the placement and transfer of staff at grade levels, in 

departments, in class group assignments, or to specific work assignments to which they have 

license is the responsibility of the school administration.   

 

I.    TRANSFER PROCEDURES FOR TEACHERS 

 

A. Transfer shall be defined as a change in subject matter or teaching area through 

either voluntary or involuntary means.  A voluntary transfer is a transfer requested 

by the teacher.  An involuntary transfer is a transfer not requested by the teacher. 

 

B. Vacancies shall be posted for a reasonable time after the vacancy occurs.  

 

C. Teachers who desire a change in grade and/or subject matter area assignment or 

desire to transfer to another building shall annually file a letter stating such desire 

with the Director of Human Resources.  Such letter(s) shall include the grade(s) 

and/or subject matter area(s) to which the teacher desires assignment and the 

school or schools to which the teacher desires to be transferred, in order of 

preference.  Such written requests for transfer or reassignment for the ensuing 

school year shall be submitted to the Human Resources Department by February 

15. These shall remain on file until the beginning of the next school year. 

 

D. A position may be filled by means of involuntary transfer or reassignment if it is 

determined by district administration that there is not an acceptable and qualified 

volunteer available to fill said position. 

 

E. Notice of involuntary transfer or reassignment shall be given in writing to 

teachers by May 15th.  Extenuating circumstances such as late resignation, new 

staff acquisition or budget considerations may necessitate this timeline not being 

adhered to. 

 

F. A teacher shall be given the reason for an involuntary transfer.  Decisions on 

involuntary transfers shall be delivered to teachers in writing by the building 

administrator, if so requested. 

 

G. In arriving at a transfer decision the administration shall consider job 

performance, licensure/qualifications, and seniority and other factors set out 

above.  Decisions on voluntary transfers shall be delivered to the affected teacher 

in writing notifying the teacher of the disposition of the voluntary request. 

 

II.  TEACHER PLACEMENT PROCEDURE – REASSIGNMENT WITHIN BUILDING  
 

A. When a change in a teaching assignment is being considered, teachers involved or 

potentially involved will be requested to submit their assignment preference, in writing to 

the building administrator as part of the normal information gathering phase. 

 

B. The building administrator will inform teachers of teaching assignment decisions as per 

the requirements of the working agreements between the district and the teachers’ 



association. 

 

C. If a teaching assignment decision is made contrary to or outside of the expressed 

teacher’s preferences, the building administrator will state in writing the considerations 

used for making the teaching assignment decision if so requested. 

 

D. A written notification by a building administrator of a change in grade level or subject 

taught shall be submitted to the affected teacher by May 15th for the upcoming year.  

Extenuating circumstances such as a late resignation, new staff acquisition or budget 

consideration may necessitate this timeline not be adhered to. 

 

III.  NOTIFICATION OF ASSIGNMENT (All Employees) 
 

A. Teachers:  

Teachers not experiencing a change in grade level or subject shall receive their notice of 

assignment within the timelines established by their work agreement.   

 

B. Educational Support Professionals: 

A written notification from the school district to each person stating their employment 

status, work location and tentative assignment for the upcoming year will be made by 

May 30th.  Extenuating circumstances such as a late resignation, new staff acquisition or 

budget consideration may necessitate this timeline not be followed. 

 

C. Reduction in Assignment: 

Any staff assignment that causes a position to be reduced in hours for an upcoming year 

will be done as per each staff member’s respective employee work agreement with 

District 110.  

 

 D. Verification of Work Assignment for Teachers:  

 

In school years where the work agreement between the Waconia Education Association 

and District 110 has not been completed by September 1, notice of assignments will be 

distributed to the teachers 30 days after the ratification of the work agreement. 

 

Policy Adopted: June 10, 1996 

Amended: December 8, 1997 / January 4, 1999 / May 13, 2002 / May 12, 2008 / April 2011/ 

Nov 2016 / Dec 2018 

Independent School District 110 

Waconia, Minnesota 



4.C. 436 Substitute Teaching



 

436    SUBSTITUTE TEACHING                                                                                                         

                      

 

Independent School District No. 110 requires the services of substitute teachers in its elementary and 

secondary schools to ensure that appropriate instructional programming is provided for all students 

when assigned teachers are absent.  While performing their duties, substitute teachers are considered 

employees of the district. 

  

I. DEFINITIONS: 
 

A. Daily Substitute Teacher:  A daily substitute teacher performs substitute teaching services for 

fifteen (15) consecutive calendar days or less for an individual teacher. 

B. Long-term Substitute Teacher:  A long-term substitute teacher performs substitute teaching  

services for more than fifteen (15) consecutive for an individual teacher.        

II.  PROCEDURES: 

A. Substitute teachers must complete all required application materials, interview with a member 

of the district’s administration team when required, and attend a new substitute orientation 

session, including information regarding mandatory district training and policies, payroll 

requirements, and background checks prior to becoming eligible to perform services as a 

substitute teacher in the School District.   

B. Substitute teachers are required to maintain valid teaching or substitute licenses through the 

Minnesota Professional Educator Licensing and Standards Board or the commissioner of 

education. 

C. The School District will contact substitute teachers when services are required via its 

electronic substitute program.  The substitute teacher will be provided with the specifics of the 

assignment when contacted. 

D. The building principal or his/her designee will coordinate the use of substitute teachers in 

his/her respective building.  The absent teacher will ensure that lesson plans are available for 

the substitute teacher.    

E. Substitute teachers assigned to a particular building may be utilized throughout the building as 

needed. Assignments may include coverage for one or more absent teachers in one or more 

building departments. 

F. The building principal or his/her designee will complete the necessary payroll forms for each 

substitute teacher performing services in his/her building.  The substitute teacher will sign the 

pay form verifying his/her hours of performance.  

G. Regular faculty members may be assigned to substitute, without additional pay, as long as 

contractual preparation time provisions are adhered to. If regular faculty members are asked to 



provide substitute services during their preparation time, then they will be reimbursed at the 

rate specified in the teachers’ collective bargaining agreement. 

III.  PAYMENT: 

A. Daily substitute teachers will be compensated in accordance with School Board action. 

B. Long-term substitute teachers shall be paid a daily rate in accordance with BA/Step A on the 

teachers’ salary schedule. 

C. Substitute teacher pay will be issued using direct deposit on the 15th and the last day of the 

month. 

D. Substitute teachers are not eligible to participate in health insurance plans or other fringe 

benefits through the School District unless required by law. 

E. Substitute teachers will not be compensated for mileage or travel time. 

F. Long-term substitute teachers assigned to perform substitute teaching services for more than 

one-hundred-twenty (120) consecutive days for an individual teacher are eligible for fringe 

benefits as provided for in the teachers’ collective bargaining agreement.   

 

 

 

Policy Adopted: December 14, 1970 / Amended September 8, 1975 / Amended June 9, 1986 /  

Amended December 14, 1992 / January 4, 1999 / July 18, 2005 / May 12, 2008 / May 

11, 2009 / August 16, 2010 / Jan. 2016 / Dec. 2018 

Independent School District No. 110 

Waconia, Minnesota 



4.D. 438 Nepotism



438   NEPOTISM 

I. PURPOSE 

 

To establish and define a Board policy regarding nepotism. 

 

II. GENERAL STATEMENT OF POLICY 

No individual or independent contractor shall be assigned or reassigned to a position 

in a department, special program, location or school where a member of such 

individual or independent contractor’s family has direct supervisory responsibility 

over that individual or independent contractor.  

Direct supervisory responsibility means the authority to make, participate in, or 

recommend employment and/or compensation related decisions involving a family 

member, including but not limited to, decisions concerning hiring, promotion, 

transfer, discipline, termination, salary, evaluation, grievance resolution, or other 

similar personnel actions. 

For the purposes of this policy, “family members” include:  father, mother, stepfather, 

stepmother, daughter, son, stepdaughter, stepson, foster son, foster daughter, husband, 

wife, son-in-law, daughter-in-law, great grandfather, great grandmother,  grandfather, 

grandmother, brother, sister, stepbrother, stepsister, great grandson, great 

granddaughter, grandson, granddaughter, spouse’s grandfather, spouse’s 

grandmother, father-in-law, mother-in-law, brother-in-law, sister-in-law, uncle, aunt, 

nephew, niece, or any member of the supervisor’s household. 

For the purposes of this policy, an adopted child, stepchild or foster child is treated as 

the natural child of his/her parents.  

In the event that marriage, adoption or foster child placement of an employee or a 

member of an employee’s family or household places his/her assignment in conflict 

with this policy, reassignments or other actions required to achieve compliance may 

be delayed until completion of the school year in which the conflict arises if deemed 

prudent by the Superintendent.   

This policy shall not be interpreted to restrict the rights of students to enroll in or be 

assigned to classes taught by family members. 

 

Legal References:  Minn. Stat Ch. 363A 

   (Minnesota Human Rights Act) 



   42 U.S. C. §2000e et seq. 

   (Title VII of the Civil Rights Act) 

Cross References: MSBA/MASA Model Policy 401 

   (Equal Employment Opportunity) 

 

Policy Adopted May 2013 

Revised: Dec 2018 

Independent School District No.110 

Waconia MN 
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Adopted:                              MSBA/MASA Model Policy 523
Orig. 1995

Revised:                               Rev. 202012

523 POLICIES INCORPORATED BY REFERENCE

PURPOSE

Certain policies as contained in the school district’s policies are applicable to students as 
well as to employees.  In order to avoid undue duplication, the school district provides 
notice by this section of the application and incorporation by reference of the following 
policies which also apply to students:

Model Policy 102 Equal Educational Opportunity
Model Policy 103 Complaints – Students, Employees, Parents, Other Persons
Model Policy 206 Public Participation in School Board Meetings/Complaints about 

Persons at School Board Meetings and Data Privacy 
Considerations

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

Model Policy 305 Policy Implementation
Model Policy 413 Harassment and Violence
Model Policy 417 Chemical Use and Abuse
Model Policy 418 Drug-Free Workplace/Drug-Free School
Model Policy 419 Tobacco-Free Environment; Possession and Use of Tobacco, 

Tobacco-Related Devices, and Electronic Delivery Devices)
Model Policy 420 Students and Employees with Sexually Transmitted Infections and 

Diseases and Certain Other Communicable Diseases and Infectious 
Conditions

Model Policy 511 Student Fundraising
Model Policy 524 Internet Acceptable Use and Safety Policy
Model Policy 525 Violence Prevention
Model Policy 610 Field Trips
Model Policy 613 Graduation Requirements
Model Policy 614 School District Testing Plan and Procedure
Model Policy 615 Testing Accommodations, Modifications, and Exemptions for 

IEPs, Section 504 Plans, and LEP Students
Model Policy 616 School District System Accountability
Model Policy 707 Transportation of Public School Students
Model Policy 708 Transportation of Nonpublic School Students
Model Policy 709 Student Transportation Safety Policy
Model Policy 710 Extracurricular Transportation
Model Policy 711 Video Recording on School Buses
Model Policy 712 Video Surveillance Other Than on Buses
Model Policy 801 Equal Access to School Facilities
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Students are charged with notice that the above cited policies are also applicable to 
students; however, students are also on notice that the provisions of the various policies 
speak for themselves and may be applicable although not specifically listed above.

Legal References:

Cross References:
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523 POLICIES INCORPORATED BY REFERENCE 
 

PURPOSE 
 

Certain policies as contained in this policy reference manual are applicable to students as 

well as to employees.  In order to avoid undue duplication, the school district provides 

notice by this section of the application and incorporation by reference of the following 

policies which also apply to students: 

 

 Model Policy 102 Equal Educational Opportunity 

 Model Policy 103 Complaints – Students, Employees, Parents, Other Persons 

Model Policy 206 Public Participation in School Board Meetings/Complaints about 

Persons at School Board Meetings and Data Privacy 

Considerations 

Model Policy 211 Criminal or Civil Action Against School District, School Board 

Member, Employee, or Student 

 Model Policy 305 Policy Implementation 

 Model Policy 413 Harassment and Violence 

 Model Policy 417 Chemical Use and Abuse 

 Model Policy 418 Drug-Free Workplace/Drug-Free School 

 Model Policy 419 Tobacco-Free Environment 

Model Policy 420 Students and Employees with Sexually Transmitted Infections and 

Diseases and Certain Other Communicable Diseases and Infectious 

Conditions 

 Model Policy 511 Student Fundraising 

 Model Policy 524 Internet Acceptable Use and Safety Policy 

 Model Policy 525 Violence Prevention 

 Model Policy 610 Field Trips 

 Model Policy 613 Graduation Requirements 

 Model Policy 614 School District Testing Plan and Procedure 

Model Policy 615 Testing Accommodations, Modifications, and Exemptions for 

IEPs, Section 504 Plans, and LEP Students 

 Model Policy 616 School District System Accountability 

 Model Policy 707 Transportation of Public School Students 

 Model Policy 708 Transportation of Nonpublic School Students 

 Model Policy 709 Student Transportation Safety Policy 

 Model Policy 710 Extracurricular Transportation 

 Model Policy 711 Video Recording on School Buses 

 Model Policy 712 Video Surveillance Other Than on Buses 

 Model Policy 801 Equal Access to School Facilities 

 

Students are charged with notice that the above cited policies are also applicable to 

students; however, students are also on notice that the provisions of the various policies 

speak for themselves and may be applicable although not specifically listed above. 

 

Legal References:  

Cross References:  
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Policy Adopted: 

Nov. 2013 

Waconia Public Schools 

Waconia, MN 



6. 601 School District Curriculum
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Adopted:                               MSBA/MASA Model Policy 601 

Orig. 1995 

Revised:                                Rev. 2019 2020 

 

 

601 SCHOOL DISTRICT CURRICULUM AND INSTRUCTION GOALS 

 

[Note:  Minn. Stat. § 120B.11 requires school districts to adopt a comprehensive long-

term strategic plan that addresses the review of curriculum, instruction, student 

achievement, and assessment.  MSBA/MASA Model Policies 601, 603, and 616 address 

these statutory requirements.  In addition, MSBA/MASA Model Policies 613-615 and 

617-620 provide procedures to further implement the requirements of Minn. Stat. § 

120B.11.] 

 

I. PURPOSE 

 

The purpose of this policy is to establish broad curriculum parameters for the school 

district that encompass the Minnesota Academic Standards and federal law and are 

aligned with creating the world’s best workforce. 

 

II. GENERAL STATEMENT OF POLICY 

 

The policy of the school district is to establish the “world’s best workforce” in which all 

learning in the school district should be directed and for which all school district learners 

should be held accountable. 

 

III. DEFINITIONS 

 

A. “Academic standard” means a summary description of student learning in a 

required content area or elective content area. 

 

 B. “Benchmark” means specific knowledge or skill that a student must master to 

complete part of an academic standard by the end of the grade level or grade 

band. 

 

C. “Curriculum” means district or school adopted programs and written plans for 

providing students with learning experiences that lead to expected knowledge, 

skills, and career and college readiness. 

 

D. “Instruction” means methods of providing learning experiences that enable 

students to meet state and district academic standards and graduation 

requirements. 

 

E. “Performance measures” are measures to determine school district and school site 

progress in striving to create the world’s best workforce and must include at least 

the following: 
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  1. the size of the academic achievement gap and rigorous course taking, 

including college-level advanced placement, international baccalaureate, 

postsecondary enrollment options, including concurrent enrollment, other 

rigorous courses of study or industry certification courses or programs, 

and enrichment experiences by student subgroup; 

 

  2. student performance on the Minnesota Comprehensive Assessments; 

 

  3. high school graduation rates; and 

 

  4. career and college readiness under Minn. Stat. § 120B.30, Subd. 1. 

 

F. “World’s best workforce” means striving to:  meet school readiness goals; have 

all third-grade students achieve grade-level literacy; close the academic 

achievement gap among all racial and ethnic groups of students and between 

students living in poverty and students not living in poverty; have all students 

attain career and college readiness before graduating from high school; and have 

all students graduate from high school. 

 

 G. “Experiential learning” means learning for students that includes career 

exploration through a specific class or course or through work-based experiences 

such as job shadowing, mentoring, entrepreneurship, service learning, 

volunteering, internships, other cooperative work experience, youth 

apprenticeship, or employment. 

 

IV. LONG-TERM STRATEGIC PLAN 

 

A. The school board, at a public meeting, shall adopt a comprehensive, long-term 

strategic plan to support and improve teaching and learning that is aligned with 

creating the world’s best workforce and includes the following: 

 

  1. clearly defined school district and school site goals and benchmarks for 

instruction and student achievement for all student categories identified in 

state and federal law; 

 

[Note: MSBA/MASA Model Policy 601, Section IV.B. and 

MSBA/MASA Model Policy 616 address this requirement.] 

 

  2. a process to assess and evaluate each student’s progress toward meeting 

state and local academic standards, assess and identify students for 

participation in gifted and talented programs and accelerate their 

instruction, adopt procedures for early admission to kindergarten or first 

grade of gifted and talented learners which are sensitive to under-

represented groups, and identify the strengths and weaknesses of 

instruction in pursuit of student and school success and curriculum 

affecting students’ progress and growth toward career and college 

readiness and leading to the world’s best workforce; 
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[Note:  MSBA/MASA Model Policy 618 addresses this requirement.] 

 

  3. a system to periodically review and evaluate the effectiveness of all 

instruction and curriculum, taking into account strategies and best 

practices, student outcomes, principal evaluations under Minn. Stat. § 

123B.147, Subd. 3, students’ access to effective teachers who are 

members of populations under-represented among the licensed teachers in 

the district or school and who reflect the diversity of enrolled students 

under Minn. Stat. § 120B.35, Subd. 3(b)(2), and teacher evaluations under 

Minn. Stat. § 122A.40, Subd. 8, or 122A.41, Subd. 5; 

 

[Note: MSBA/MASA Model Policy 616 addresses this requirement.] 

 

  4. strategies for improving instruction, curriculum, and student achievement, 

including the English and, where practicable, the native language 

development and the academic achievement of English learners; 

 

[Note: MSBA/MASA  Model Policy 616 addresses this requirement.] 

 

  5. a process to examine the equitable distribution of teachers and strategies to 

ensure low-income and minority children are not taught at higher rates 

than other children by inexperienced, ineffective, or out-of-field teachers; 

 

  6. education effectiveness practices that integrate high-quality instruction, 

rigorous curriculum, technology, and a collaborative professional culture 

that develops and supports teacher quality, performance, and 

effectiveness; and 

 

 7. an annual budget for continuing to implement the school district plan. 

 

 B. School district site and school site goals shall include the following: 

 

1. All students will be required to demonstrate essential skills to effectively 

participate in lifelong learning.*  These skills include the following: 

 

 [*Note:  The criteria for acceptable performance in basic skills areas 

may need to be modified for students with unique learning needs.  These 

modifications will be reflected in the Individualized Education Program 

(IEP) or Rehabilitation Act Section 504 Accommodation plan.] 

 

a. reading, writing, speaking, listening, and viewing in the English 

language; 

 

b. mathematical and scientific concepts; 

 

c. locating, organizing, communicating, and evaluating information 

and developing methods of inquiry (i.e., problem solving); 
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d. creative and critical thinking, decision making, and study skills; 

 

e. work readiness skills; 

 

f. global and cultural understanding. 

 

2. Each student will have the opportunity and will be expected to develop 

and apply essential knowledge that enables that student to: 

 

a. live as a responsible, productive citizen and consumer within local, 

state, national, and global political, social, and economic systems; 

 

b. bring many perspectives, including historical, to contemporary 

issues; 

 

c. develop an appreciation and respect for democratic institutions; 

 

d. communicate and relate effectively in languages and with cultures 

other than the student’s own; 

 

e. practice stewardship of the land, natural resources, and 

environment; 

 

f. use a variety of tools and technology to gather and use information, 

enhance learning, solve problems, and increase human 

productivity. 

 

3. Students will have the opportunity to develop creativity and self-

expression through visual and verbal images, music, literature, world 

languages, movement, and the performing arts. 

 

4. School practices and instruction will be directed toward developing within 

each student a positive self-image and a sense of personal responsibility 

for: 

 

a. establishing and achieving personal and career goals; 

 

b. adapting to change; 

 

c. leading a healthy and fulfilling life, both physically and mentally; 

 

d. living a life that will contribute to the well-being of society; 

 

e. becoming a self-directed learner; 

 

f. exercising ethical behavior. 

 

5. Students will be given the opportunity to acquire human relations skills 
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necessary to: 

 

a. appreciate, understand, and accept human diversity and 

interdependence; 

 

b. address human problems through team effort; 

 

c. resolve conflicts with and among others; 

 

d. function constructively within a family unit; 

 

e. promote a multicultural, gender-fair, disability-sensitive society. 

 

[Note: School district and site goals example courtesy of the Winona School 

District.] 

 

 C. Every child is reading at or above grade level no later than the end of grade 3, 

including English learners, and teachers provide comprehensive, scientifically 

based reading instruction, including a program or collection of instructional 

practices that is based on valid, replicable evidence showing that, when the 

programs or practices are used, students can be expected to achieve, at a 

minimum, satisfactory reading progress.  The program or collection of practices 

must include, at a minimum, effective, balanced instruction in all five areas of 

reading (phonemic awareness, phonics, fluency, vocabulary development, and 

reading comprehension), as well as instructional strategies for continuously 

assessing, evaluating, and communicating the student’s reading progress and 

needs. 

 

1. The school district must identify, before the end of kindergarten, grade 1, 

and grade 2, all students who are not reading at grade level. Students 

identified as not reading at grade level by the end of kindergarten, grade 1, 

and grade 2 must be screened for characteristics of dyslexia, unless a 

different reason for the reading difficulty has been identified.  

 

2. Students in grade 3 or higher who demonstrate a reading difficulty to a 

classroom teacher must be screened for characteristics of dyslexia, unless 

a different reason for the reading difficulty has been identified.  

 

[Note: According to Minnesota statutes, dyslexia screening is to be conducted in 

a locally determined manner.] 

 

3. Reading assessments in English and in the predominant languages of 

district students, where practicable, must identify and evaluate students’ 

areas of academic need related to literacy.  The school district also must 

monitor the progress and provide reading instruction appropriate to the 

specific needs of English learners.  The school district must use locally 

adopted, developmentally appropriate, and culturally responsive 
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assessment and annually report summary assessment results to the 

Commissioner of Education by July 1. 

 

4. The school district must annually report to the Commissioner of Education 

by July 1 a summary of the district’s efforts to screen and identify students 

with: who demonstrate characteristics of dyslexia using screening tools 

such as those recommended by the Minnesota Department of Education’s 

dyslexia specialist. With respect to students screened or identified under 

paragraph (1), the report must include: 

 

(a) a summary of the district’s efforts to screen for dyslexia; 

 

(b) the number of students screened for that reporting year; and 

 

(c) the number of students demonstrating characteristics of dyslexia for 

that year. 

 

 

b. convergence insufficiency disorder. 

 

5. A student identified as having a reading difficulty must be provided with 

alternate instruction under Minn. Stat. § 125A.56, Subd. 1. 

 

6. At least annually, the school district must give the parent of each student 

who is not reading at or above grade level timely information about: 

 

a. the student’s reading proficiency as measured by a locally adopted 

assessment; 

 

b. reading-related services currently being provided to the student and 

the student’s progress; and 

 

c. strategies for parents to use at home in helping their students 

succeed in becoming grade-level proficient in reading English and 

their native languages. 

 

This provision may not be used to deny a student’s right to a special 

education evaluation. 

 

7. For each student who is not reading at or above grade level, the school 

district shall provide reading intervention to accelerate student growth and 

reach the goal of reading at or above grade level by the end of the current 

grade and school year. If a student does not read at or above grade level by 

the end of grade 3, the school district must continue to provide reading 

intervention until the student reads at grade level. Intervention methods 

shall encourage family engagement and, where possible, collaboration 

with appropriate school and community programs.  Intervention methods 

may include, but are not limited to, requiring attendance in summer 
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school, intensified reading instruction that may require that the student be 

removed from the regular classroom for part of the school day, extended 

day programs, or programs that strengthen students’ cultural connections. 

 

  [Note:  School districts are strongly encouraged, but not required, to provide 

personal learning plans, as provided in Paragraph  8.] 

 

  8. The school district will provide a personal learning plan for a student who 

is unable to demonstrate grade-level proficiency, as measured by the 

statewide reading assessment in grade 3.  The school district will 

determine the format of the personal learning plan in collaboration with 

the student’s educators and other appropriate professionals.  The school 

district will develop the personal learning plan in consultation with the 

student’s parent or guardian.  The personal learning plan will address 

knowledge gaps and skill deficiencies through strategies such as specific 

exercises and practices during and outside of the school day, periodic 

assessments, and reasonable timelines.  The personal learning plan may 

include grade retention if it is in the student’s best interest.  The student’s 

school will maintain and regularly update and modify the personal 

learning plan until the student reads at grade level.  This paragraph does 

not apply to a student under an Individualized Education Program. 

 

 

Legal References: Minn. Stat. § 120B.018 (Definitions) 

   Minn. Stat. § 120B.02 (Educational Expectations for Minnesota Students) 

Minn. Stat. § 120B.11 (School District Process) 

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of 

Grade 3) 

Minn. Stat. § 120B.30, Subd. 1 (Statewide Testing and Reporting System) 

Minn. Stat. § 120B.35, Subd. 3 (Student Academic Achievement and 

Growth) 

Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination) 

 Minn. Stat. § 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First 

Class; Definitions) 

Minn. Stat. § 123B.147, Subd. 3 (Principals) 

Minn. Stat. § 125A.56, Subd. 1 (Alternate Instruction Required) 

20 U.S.C. § 5801, et seq. (National Education Goals 2000) 

20 U.S.C. § 6301, et seq. (Every Student Succeeds Act) 

 

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 613 (Graduation Requirements) 

MSBA/MASA Model Policy 614 (School District Testing Plan and 

Procedure) 

MSBA/MASA Model Policy 615 (Testing Accommodations, 

Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP 

Students) 

MSBA/MASA Model Policy 616 (School District System Accountability) 

MSBA/MASA Model Policy 618 (Assessment of Student Achievement) 
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601 SCHOOL DISTRICT CURRICULUM AND INSTRUCTION GOALS 
 

[Note:  Minn. Stat. § 120B.11 requires school districts to adopt a comprehensive long-

term strategic plan that addresses the review of curriculum, instruction, student 

achievement, and assessment.  MSBA/MASA Model Policies 601, 603, and 616 address 

these statutory requirements.  In addition, MSBA/MASA Model Policies 613-615 and 

617-620 provide procedures to further implement the requirements of Minn. Stat. § 

120B.11.] 
 

I. PURPOSE 
 

The purpose of this policy is to establish broad curriculum parameters for the school 

district that encompass the Minnesota Academic Standards and federal law and are 

aligned with creating the world’s best workforce. 

 

II. GENERAL STATEMENT OF POLICY 
 

The policy of the school district is to establish the “world’s best workforce” in which all 

learning in the school district should be directed and for which all school district learners 

should be held accountable. 

 

III. DEFINITIONS 
 

A. “Academic standard” means a summary description of student learning in a 

required content area or elective content area. 

 

 B. “Benchmark” means specific knowledge or skill that a student must master to 

complete part of an academic standard by the end of the grade level or grade 

band. 

 

C. “Curriculum” means district or school adopted programs and written plans for 

providing students with learning experiences that lead to expected knowledge, 

skills, and career and college readiness. 

 

D. “Instruction” means methods of providing learning experiences that enable 

students to meet state and district academic standards and graduation 

requirements. 

 

E. “Performance measures” are measures to determine school district and school site 

progress in striving to create the world’s best workforce and must include at least 

the following: 

 

  1. the size of the academic achievement gap and rigorous course taking, 

including college-level advanced placement, international baccalaureate, 

postsecondary enrollment options, including concurrent enrollment, other 

rigorous courses of study or industry certification courses or programs, 

and enrichment experiences by student subgroup; 
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  2. student performance on the Minnesota Comprehensive Assessments; 

 

  3. high school graduation rates; and 

 

  4. career and college readiness under Minn. Stat. § 120B.30, Subd. 1. 

 

F. “World’s best workforce” means striving to:  meet school readiness goals; have 

all third-grade students achieve grade-level literacy; close the academic 

achievement gap among all racial and ethnic groups of students and between 

students living in poverty and students not living in poverty; have all students 

attain career and college readiness before graduating from high school; and have 

all students graduate from high school. 

 

 G. “Experiential learning” means learning for students that includes career 

exploration through a specific class or course or through work-based experiences 

such as job shadowing, mentoring, entrepreneurship, service learning, 

volunteering, internships, other cooperative work experience, youth 

apprenticeship, or employment. 

 

IV. LONG-TERM STRATEGIC PLAN 

 

A. The school board, at a public meeting, shall adopt a comprehensive, long-term 

strategic plan to support and improve teaching and learning that is aligned with 

creating the world’s best workforce and includes the following: 

 

  1. clearly defined school district and school site goals and benchmarks for 

instruction and student achievement for all student categories identified in 

state and federal law; 

 

[Note: MSBA/MASA Model Policy 601, Section IV.B. and 

MSBA/MASA Model Policy 616 address this requirement.] 

 

  2. a process to assess and evaluate each student’s progress toward meeting 

state and local academic standards, assess and identify students for 

participation in gifted and talented programs and accelerate their 

instruction, adopt procedures for early admission to kindergarten or first 

grade of gifted and talented learners which are sensitive to under-

represented groups, and identify the strengths and weaknesses of 

instruction in pursuit of student and school success and curriculum 

affecting students’ progress and growth toward career and college 

readiness and leading to the world’s best workforce; 

 

[Note:  MSBA/MASA Model Policy 618 addresses this requirement.] 

 

  3. a system to periodically review and evaluate the effectiveness of all 

instruction and curriculum, taking into account strategies and best 

practices, student outcomes, principal evaluations under Minn. Stat. § 

123B.147, Subd. 3, students’ access to effective teachers who are 
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members of populations under-represented among the licensed teachers in 

the district or school and who reflect the diversity of enrolled students 

under Minn. Stat. § 120B.35, Subd. 3(b)(2), and teacher evaluations under 

Minn. Stat. § 122A.40, Subd. 8, or 122A.41, Subd. 5; 

 

[Note: MSBA/MASA Model Policy 616 addresses this requirement.] 

 

  4. strategies for improving instruction, curriculum, and student achievement, 

including the English and, where practicable, the native language 

development and the academic achievement of English learners; 

 

[Note: MSBA/MASA  Model Policy 616 addresses this requirement.] 

 

  5. a process to examine the equitable distribution of teachers and strategies to 

ensure low-income and minority children are not taught at higher rates 

than other children by inexperienced, ineffective, or out-of-field teachers; 

 

  6. education effectiveness practices that integrate high-quality instruction, 

rigorous curriculum, technology, and a collaborative professional culture 

that develops and supports teacher quality, performance, and 

effectiveness; and 

 

 7. an annual budget for continuing to implement the school district plan. 

 

 B. School district site and school site goals shall include the following: 

 

1. All students will be required to demonstrate essential skills to effectively 

participate in lifelong learning.*  These skills include the following: 

 

 [*Note:  The criteria for acceptable performance in basic skills areas 

may need to be modified for students with unique learning needs.  These 

modifications will be reflected in the Individualized Education Program 

(IEP) or Rehabilitation Act Section 504 Accommodation plan.] 
 

a. reading, writing, speaking, listening, and viewing in the English 

language; 

 

b. mathematical and scientific concepts; 

 

c. locating, organizing, communicating, and evaluating information 

and developing methods of inquiry (i.e., problem solving); 

 

d. creative and critical thinking, decision making, and study skills; 

 

e. work readiness skills; 

 

f. global and cultural understanding. 
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2. Each student will have the opportunity and will be expected to develop 

and apply essential knowledge that enables that student to: 

 

a. live as a responsible, productive citizen and consumer within local, 

state, national, and global political, social, and economic systems; 

 

b. bring many perspectives, including historical, to contemporary 

issues; 

 

c. develop an appreciation and respect for democratic institutions; 

 

d. communicate and relate effectively in languages and with cultures 

other than the student’s own; 

 

e. practice stewardship of the land, natural resources, and 

environment; 

 

f. use a variety of tools and technology to gather and use information, 

enhance learning, solve problems, and increase human 

productivity. 

 

3. Students will have the opportunity to develop creativity and self-

expression through visual and verbal images, music, literature, world 

languages, movement, and the performing arts. 

 

4. School practices and instruction will be directed toward developing within 

each student a positive self-image and a sense of personal responsibility 

for: 

 

a. establishing and achieving personal and career goals; 

 

b. adapting to change; 

 

c. leading a healthy and fulfilling life, both physically and mentally; 

 

d. living a life that will contribute to the well-being of society; 

 

e. becoming a self-directed learner; 

 

f. exercising ethical behavior. 

 

5. Students will be given the opportunity to acquire human relations skills 

necessary to: 

 

a. appreciate, understand, and accept human diversity and 

interdependence; 

 

b. address human problems through team effort; 
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c. resolve conflicts with and among others; 

 

d. function constructively within a family unit; 

 

e. promote a multicultural, gender-fair, disability-sensitive society. 

 

[Note: School district and site goals example courtesy of the Winona School 

District.] 

 

 C. Every child is reading at or above grade level no later than the end of grade 3, 

including English learners, and teachers provide comprehensive, scientifically 

based reading instruction, including a program or collection of instructional 

practices that is based on valid, replicable evidence showing that, when the 

programs or practices are used, students can be expected to achieve, at a 

minimum, satisfactory reading progress.  The program or collection of practices 

must include, at a minimum, effective, balanced instruction in all five areas of 

reading (phonemic awareness, phonics, fluency, vocabulary development, and 

reading comprehension), as well as instructional strategies for continuously 

assessing, evaluating, and communicating the student’s reading progress and 

needs. 

 

1. The school district must identify, before the end of kindergarten, grade 1, 

and grade 2, all students who are not reading at grade level. Students 

identified as not reading at grade level by the end of kindergarten, grade 1, 

and grade 2 must be screened for characteristics of dyslexia, unless a 

different reason for the reading difficulty has been identified.  

 

2. Students in grade 3 or higher who demonstrate a reading difficulty to a 

classroom teacher must be screened for characteristics of dyslexia, unless 

a different reason for the reading difficulty has been identified.  

 

[Note: According to Minnesota statutes, dyslexia screening is to be conducted in 

a locally determined manner.] 

 

3. Reading assessments in English and in the predominant languages of 

district students, where practicable, must identify and evaluate students’ 

areas of academic need related to literacy.  The school district also must 

monitor the progress and provide reading instruction appropriate to the 

specific needs of English learners.  The school district must use locally 

adopted, developmentally appropriate, and culturally responsive 

assessment and annually report summary assessment results to the 

Commissioner of Education by July 1. 

 

4. The school district must annually report to the Commissioner of Education 

by July 1 a summary of the district’s efforts to screen and identify students 

with: 
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a. dyslexia, using screening tools such as those recommended by the 

Minnesota Department of Education’s dyslexia specialist; or 

 

b. convergence insufficiency disorder. 

 

5. A student identified as having a reading difficulty must be provided with 

alternate instruction under Minn. Stat. § 125A.56, Subd. 1. 

 

6. At least annually, the school district must give the parent of each student 

who is not reading at or above grade level timely information about: 

 

a. the student’s reading proficiency as measured by a locally adopted 

assessment; 

 

b. reading-related services currently being provided to the student and 

the student’s progress; and 

 

c. strategies for parents to use at home in helping their students 

succeed in becoming grade-level proficient in reading English and 

their native languages. 

 

This provision may not be used to deny a student’s right to a special 

education evaluation. 

 

7. For each student who is not reading at or above grade level, the school 

district shall provide reading intervention to accelerate student growth and 

reach the goal of reading at or above grade level by the end of the current 

grade and school year. If a student does not read at or above grade level by 

the end of grade 3, the school district must continue to provide reading 

intervention until the student reads at grade level. Intervention methods 

shall encourage family engagement and, where possible, collaboration 

with appropriate school and community programs.  Intervention methods 

may include, but are not limited to, requiring attendance in summer 

school, intensified reading instruction that may require that the student be 

removed from the regular classroom for part of the school day, extended 

day programs, or programs that strengthen students’ cultural connections. 

 

  [Note:  School districts are strongly encouraged, but not required, to provide 

personal learning plans, as provided in Paragraph  8.] 

 

  8. The school district will provide a personal learning plan for a student who 

is unable to demonstrate grade-level proficiency, as measured by the 

statewide reading assessment in grade 3.  The school district will 

determine the format of the personal learning plan in collaboration with 

the student’s educators and other appropriate professionals.  The school 

district will develop the personal learning plan in consultation with the 

student’s parent or guardian.  The personal learning plan will address 

knowledge gaps and skill deficiencies through strategies such as specific 
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exercises and practices during and outside of the school day, periodic 

assessments, and reasonable timelines.  The personal learning plan may 

include grade retention if it is in the student’s best interest.  The student’s 

school will maintain and regularly update and modify the personal 

learning plan until the student reads at grade level.  This paragraph does 

not apply to a student under an Individualized Education Program. 

 

 

Legal References: Minn. Stat. § 120B.018 (Definitions) 

   Minn. Stat. § 120B.02 (Educational Expectations for Minnesota Students) 

Minn. Stat. § 120B.11 (School District Process) 

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of 

Grade 3) 

Minn. Stat. § 120B.30, Subd. 1 (Statewide Testing and Reporting System) 

Minn. Stat. § 120B.35, Subd. 3 (Student Academic Achievement and 

Growth) 

Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination) 

 Minn. Stat. § 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First 

Class; Definitions) 

Minn. Stat. § 123B.147, Subd. 3 (Principals) 

Minn. Stat. § 125A.56, Subd. 1 (Alternate Instruction Required) 

20 U.S.C. § 5801, et seq. (National Education Goals 2000) 

20 U.S.C. § 6301, et seq. (Every Student Succeeds Act) 

 

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 613 (Graduation Requirements) 

MSBA/MASA Model Policy 614 (School District Testing Plan and 

Procedure) 

MSBA/MASA Model Policy 615 (Testing Accommodations, 

Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP 

Students) 

MSBA/MASA Model Policy 616 (School District System Accountability) 

MSBA/MASA Model Policy 618 (Assessment of Student Achievement) 
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Adopted:                               MSBA/MASA Model Policy 607 

Orig. 1995 

Revised:                                Rev. 2005 2020 
 

 

607 ORGANIZATION OF GRADE LEVELS 

 

 

I. PURPOSE 

 

The purpose of this policy is to address the grade level organization of schools within the 

school district. 

 

II. GENERAL STATEMENT OF POLICY 

 

A. The policy of the school district is to address the groupings of grade levels as 

recognized in Minn. Stat. § 120A.05, as follows: 

 

[Note:  Each school district should identify within the groupings as defined in 

Minn. Stat. § 120A.05, how grade levels shall be organized within the school 

district from the options listed below: 

 

Elementary:  Grades prekindergarten through 6 

Middle:  Minimum of two consecutive grades above 4th but 

below 10th 
Secondary:  (Grades 7 through 12) 

Junior High  Grades ___ through ___ 

Senior High  Grades ___ through ___ 

Vocational  Grades 7 through 12] 

 

B. The superintendent may seek school board approval to administer certain 

programs on a nongraded basis or a design different from that indicated.  Program 

proposals that seek school board approval must meet all state requirements and 

reflect the rationale for the modification. 

 

C. The school district may request documentation that verifies a student falls within 

the school’s minimum and maximum age requirements for admission to publicly 

funded prekindergarten, preschool, kindergarten, or grades 1 through 12. 

Documentation may include a passport, a hospital birth record or physician’s 

certificate, a baptismal or religious certificate, an adoption record, health records, 

immunization records, immigration records, previously verified school records, 

early childhood screening records, Minnesota Immunization Information 

Connection records, or an affidavit from a parent. 

 

 

 

III. DEFINITIONS 
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A. “Kindergarten” means a program designed for students five years of age on 

September 1 of the calendar year in which the school year commences that 

prepares students to enter first grade the following school year. 

 

B. “Prekindergarten” means a program designed for students younger than five years 

of age on September 1 of the calendar year in which the school year commences 

that prepares students to enter kindergarten the following school year. 

 

 

Legal References: Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)  

 Minn. Stat. § 120A.20, Subd. 4 (Verification of Age for Admission to 

Public School) 

Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School 

Districts) 

 

Cross References:  
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607 ORGANIZATION OF GRADE LEVELS 
 

 

I. PURPOSE 
 

The purpose of this policy is to address the grade level organization of schools within the 

school district. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to address the groupings of grade levels as 

recognized in Minn. Stat. § 120A.05, as follows: 

 

[Note:  Each school district should identify within the groupings as defined in 

Minn. Stat. § 120A.05, how grade levels shall be organized within the school 

district from the options listed below: 

 

Elementary:  Grades prekindergarten through 5 

 

Middle:  Grades 6 through 8 

 

High School:  Grades 9 through 12 
 

B. The superintendent may seek school board approval to administer certain 

programs on a nongraded basis or a design different from that indicated.  Program 

proposals that seek school board approval must meet all state requirements and 

reflect the rationale for the modification. 

 

III. DEFINITIONS 
 

A. “Kindergarten” means a program designed for students five years of age on 

September 1 of the calendar year in which the school year commences that 

prepares students to enter first grade the following school year. 

 

B. “Prekindergarten” means a program designed for students younger than five years 

of age on September 1 of the calendar year in which the school year commences 

that prepares students to enter kindergarten the following school year. 

 

 

Legal References: Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)  

Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School 

Districts) 

 

Cross References:  
 

Policy Adopted: May 2006 / August 2015 / reviewed July 2020 

Independent School District No. 110 

Waconia, MN 55387 
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806 CRISIS MANAGEMENT POLICY

[Note: The Commissioner of Education is required to maintain and make available to
school boards and charter schools a Model Crisis Management Policy. See Minn. Stat.
§ 121A.035. School boards and charter schools must adopt a Crisis Management
Policy to address potential crisis situations in their school districts or charter schools.
Id. This Model Crisis Management Policy was originally the result of a collaborative
effort between the Minnesota Department of Education, Division of Compliance and
Assistance; the Minnesota Department of Public Safety, Division of Homeland Security
and Emergency Management; and the Minnesota School Boards Association.]

I. PURPOSE

The purpose of this Model Crisis Management Policy is to act as a guide for school
district and building administrators, school district administration, school employees,
students, school board members, and community members to address a wide range of
potential crisis situations in the school district. For purposes of this Policy, the term,
“school districts,” shall include charter schools. 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. Each school district should develop tailored
building-specific crisis management plans 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.

The school district will, to the extent possible, engage in ongoing emergency planning
within the school district and with emergency responders and other relevant community
organizations. The school district will ensure that relevant emergency responders in the
community have access to their building-specific crisis management plans and will
provide training to school district staff to enable them to act appropriately in the event of
a crisis.

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 that would likely be involved in the event of a school emergency. It is
designed so that each building administrator can has tailored building-specific
crisis management plans to meet that building’s specific situation and needs.

806-1



The school district’s administration and/or the administration of each building
shall present maintain tailored building-specific crisis management plans. to the
school board for review and approval. The 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 presented to
the school board yearly. an addendum to this Crisis Management Policy. This
policy and the plans will be maintained and updated on an annual basis.

B. Elements of the District Crisis Management Policy

1. General Crisis Procedures. The Crisis Management Policy includes
general crisis procedures for securing buildings, classroom evacuation,
building evacuation, campus evacuation, and sheltering. The policy
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 their building-specific crisis management
plans. A communication system will be in place to enable the designated
individual to be contacted at all times in the event of a potential crisis,
setting forth the method to contact the designated individual, the provision
of at least two designees when the contact person is unavailable, and the
method to convey contact information to the appropriate staff persons.
The alternative designees may include members of the emergency first
responder response team. A secondary method of communication should
be included in the plan for use when the primary method of
communication is inoperable. Each building in the school district will
have access to a copy of the Comprehensive School Safety Guide (2011
Edition) to assist in the development of building-specific crisis
management plans.

All general crisis procedures will address specific procedures for the safe
evacuation of children and employees with special needs such as physical,
sensory, motor, developmental, and mental health challenges.

[Note: More specific information on planning for children with special
needs can be found in the Comprehensive School Safety Guide (2011
Edition) and United States Department of Education’s document
entitled, “Practical Information on Crisis Planning, a Guide for Schools
and Communities.” A website link is provided in the resource section of
this Policy.]

a. Lock-Down Procedures Lock-down procedures will be used in
situations where harm may result to persons inside the school
building, such as a shooting, hostage incident, intruder, trespass,
disturbance, or when determined to be necessary by the building
administrator or his or her designee. The building administrator or
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designee will announce the lock-down over the public address
system or other designated system. Code words will not be used.
Provisions for emergency evacuation will 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.

[Note: State law requires a minimum of five school lock-down
drills each school year.  See Minn. Stat. § 121A.035.]

b. Evacuation Procedures Evacuations of classrooms and buildings
shall be implemented at the discretion of the building administrator
or his or her 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. Safe areas may change based
upon the specific emergency situation. The evacuation procedures
should include specific procedures for children with special needs,
including children with limited mobility (wheelchairs, braces,
crutches, etc.), visual impairments, hearing impairments, and other
sensory, developmental, or mental health needs. The evacuation
procedures should also address transporting necessary medications
for students that take medications during the school day.

[Note: State law requires a minimum of five school fire drills,
consistent with Minn. Stat. § 299F.30, and one school tornado
drill each school year.  See Minn. Stat. § 121A.035.]

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 based upon the specific emergency. The
building administrator or his or her designee will announce the
need for sheltering over the public address system or other
designated system. Each building administrator will submit
sheltering procedures for his or her building as part of the
building-specific crisis management plan.

[Note: The Comprehensive School Safety Guide (2011 Edition) has
sample lock-down procedures, evacuation procedures, and sheltering
procedures.]

2. Crisis-Specific Procedures. The Crisis Management Policy includes
crisis-specific procedures for crisis situations that may occur during the
school day or at school-sponsored events and functions. These
district-wide procedures are designed to enable building administrators to
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tailor response procedures when creating building-specific crisis
management plans.

[Note: The Comprehensive School Safety Guide (2011 Edition) includes
crisis-specific procedures.]

3. School Emergency Response Teams

a. Composition The building administrator in each school building
will select a school emergency response team that will be trained
to respond to emergency situations. All school emergency response
team members will receive on-going training to carry out the
building’s crisis management plans and will have knowledge of
procedures, evacuation routes, and safe areas. For purposes of
student safety and accountability, to the extent possible, school
emergency response team members will not have direct
responsibility for the supervision of students. Team members must
be willing to be actively involved in the resolution of crises and be
available to assist in any crisis situation as deemed necessary by
the building administrator. Each building will maintain a current
list of school emergency response team members which will be
updated annually. The building administrator, and his or her
alternative designees, will know the location of that list in the
event of a school emergency. A copy of the list will be kept on file
in the school district office. or in a secondary location in single
building school districts.

[Note: The Comprehensive School Safety Guide (2011 Edition)
has a sample School Emergency Response Team list.]

b. Leaders The building administrator or his or her designee will
serve as the leader of the school emergency response team and will
be the primary contact for emergency response officials. In the
event the primary designee is unavailable, the designee list should
include more than one alternative designee and may include
members of the emergency response team. When emergency
response officials are present, they may elect to take command and
control of the crisis. It is critical in this situation that school
officials assume a resource role and be available as necessary to
emergency response officials.

III. PREPARATION BEFORE AN EMERGENCY

A. Communication

1. District Employees Teachers generally have the most direct contact with

806-4



students on a day-to-day basis. As a result, they must 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 shall be
aware of the school district’s Crisis Management Policy and their own
building’s crisis management plan. Each school’s building-specific crisis
management plan shall include the method and dates of dissemination of
the plan to its staff. Employees will receive a copy of the relevant
building-specific crisis management plans and shall receive periodic
training on plan implementation.

2. Students and Parents Students and parents shall be made aware of the
school district’s Crisis Management Policy and relevant tailored crisis
management plans for each school building. Each school district’s
building-specific crisis management plan shall set forth how students and
parents are made aware of the district and school-specific plans. Students
shall receive specific instruction on plan implementation and shall
participate in a required number of drills and practice sessions throughout
the school year.

B. Planning and Preparing for Fire

1. Designate a safe area at least 50 feet away from the building to enable
students and staff to evacuate. The safe area should not interfere with
emergency responders or responding vehicles and should not be in an area
where evacuated persons are exposed to any products of combustion.
(Depending on the wind direction, where the building on fire is located,
the direction from which the fire is arriving, and the location of fire
equipment, the distance may need to be extended.)

[Note: Evacuation areas at least 50 feet from school buildings are
recommended but not mandated by statute or rule. Evacuation areas
should be selected based on safety and the individual school site’s
proximity to streets, traffic patterns, and other hazards.]

2. Each building’s facility diagram and site plan shall be available in
appropriate areas of the building and shall identify the most direct
evacuation routes to the designated safe areas both inside and outside of
the building. The facility diagram and site plan must identify the location
of the fire alarm control panel, fire alarms, fire extinguishers, hoses, water
spigots, and utility shut offs.

3. Teachers and staff will receive training on the location of the primary
emergency evacuation routes and alternate routes from various points in
the building. During fire drills, students and staff will practice evacuations
using primary evacuation routes and alternate routes.
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4. Certain employees, such as those who work in hazardous areas in the
building, will receive training on the locations and proper use of fire
extinguishers and protective clothing and equipment.

5. Fire drills will be conducted periodically without warning at various times
of the day and under different circumstances, e.g., lunchtime, recess, and
during assemblies. State law requires a minimum of five fire drills each
school year, consistent with Minn. Stat. § 299F.30. See Minn. Stat. §
121A.035.

[Note: The State Fire Marshal advises schools to defer fire drills during
the winter months.]

6. A record of fire drills conducted at the building will be maintained in the
building administrator’s office.

[Note: The Comprehensive School Safety Guide (2011 Edition), under
the Preparedness/Planning section, has a sample fire drills schedule and
log.]

7. The school district will have prearranged sites for emergency sheltering
and transportation as needed.

8. The school district will determine which staff will remain in the building
to perform essential functions if safe to do so (e.g., switchboard, building
engineer, etc.). The school district also will designate an administrator or
his or her designee to meet local fire or law enforcement agents upon their
arrival.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Response section, has a sample fire procedure form, evacuation/relocation and
student reunification/release procedures, and planning for student
reunification.]

C. Facility Diagrams and Site Plans

All school buildings will have a facility diagram and site plan that includes the
location of primary and secondary evacuation routes, exits, designated safe areas
inside and outside of the building, and the location of fire alarm control panel, fire
alarms, fire extinguishers, hoses, water spigots, and utility shut offs. All facility
diagrams and site plans will be updated regularly and whenever a major change is
made to a building. Facility diagrams and site plans will be maintained by the
building administrator and will be easily accessible and on file in the school
district office. Facility diagrams and site plans will be provided to first
responders, such as fire and law enforcement personnel.
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[Note: For single building school districts, such as charter schools, a secondary
location for the diagrams and site plans will be included in the district’s Crisis
Management Policy and may include filing documents with a charter school
sponsor, or compiling facility diagrams and site plans on a CD-Rom and
distributing copies to first responders or sharing the documents with first
responders during the crisis planning process.]

[Note: To the extent data contained in facility diagrams and site plans constitute
security information pursuant to Minn. Stat. § 13.37, school districts are
advised to consult with appropriate officials and/or legal counsel prior to
dissemination of the facility diagrams or site plans to anyone other than first
responders.]

D. Emergency Telephone Numbers

Each building will maintain a current list of emergency telephone numbers and
the names and addresses of local, county, and state personnel who may be
involved in a crisis situation. The list will include telephone numbers for local
police, fire, ambulance, hospital, the Poison Control Center, county and state
emergency management agencies, local public works departments, local utility
companies, the public health nurse, mental health/suicide hotlines, and the county
welfare agency. A copy of this list will be kept on file in the school district office,
or at a secondary location for single building school districts, and updated
annually.

School district employees will receive training on how to make emergency
contacts, including 911 calls, when the school district’s main telephone number
and location is electronically conveyed to emergency personnel instead of the
specific building in need of emergency services.

School district plans will set forth a process to internally communicate an
emergency, using telephones in classrooms, intercom systems, or two-way radios,
as well as the procedure to enable the staff to rapidly convey emergency
information to a building designee. Each plan will identify a primary and
secondary method of communication for both internal and secondary use. It is
recommended that the plan include several methods of communication because
computers, intercoms, telephones, and cell phones may not be operational or may
be dangerous to use during an emergency.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Preparedness/Planning section, has a sample Emergency Phone Numbers list.]

E. Warning and Notification Systems

The school district shall maintain a warning system designed to inform students,
staff, and visitors of a crisis or emergency. This system shall be maintained on a
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regular basis under the maintenance plan for all school buildings. The school
district should consider an alternate notification system to address the needs of
staff and students with special needs, such as vision or hearing.

The building administrator shall be responsible for informing students and
employees of the warning system and the means by which the system is used to
identify a specific crisis or emergency situation. Each school’s building-specific
crisis management plan will include the method and frequency of dissemination
of the warning system information to students and employees.

F. Early School Closure Procedures

The superintendent will make decisions about closing school or buildings as early
in the day as possible. The early school closure procedures will set forth the
criteria for early school closure (e.g., weather-related, utility failure, or a crisis
situation), will specify how closure decisions will be communicated to staff,
students, families, and the school community (designated broadcast media, local
authorities, e-mail, or district or school building web sites), and will discuss the
factors to be considered in closing and reopening a school or building.

Early school closure procedures also will include a reminder to parents and
guardians to listen to designated local radio and TV stations for school closing
announcements, where possible.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Response section, provides universal procedures for severe weather shelter.]

G. Media Procedures

The superintendent has the authority and discretion to notify parents or guardians
and the school community in the event of a crisis or early school closure. The
superintendent will designate a spokesperson who will notify the media in the
event of a crisis or early school closure. The spokesperson shall receive training
to ensure that the district is in strict compliance with federal and state law relative
to the release of private data when conveying information to the media.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Response section, has a sample Media Procedures form.]

H. Behavioral Health Crisis Intervention Procedures

Short-term behavioral health crisis intervention procedures will set forth the
procedure for initiating behavioral health crisis intervention plans. The procedures
will utilize available resources including the school psychologist, counselor,
community behavioral health crisis intervention, or others in the community.
Counseling procedures will be used whenever the superintendent or the building
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administrator determines it to be necessary, such as after an assault, a hostage
situation, shooting, or suicide. The behavioral health crisis intervention
procedures shall include the following steps:

1. Administrators will meet with relevant persons, including school
psychologists and counselors, to determine the level of intervention
needed for students and staff.

2. Designate specific rooms as private counseling areas.

3. Escort siblings and close friends of any victims as well as others in need of
emotional support to the counseling areas.

4. Prohibit media from interviewing or questioning students or staff.

5. Provide follow-up services to students and staff who receive counseling.

6.         Resume normal school routines as soon as possible.

I. Long-Term Recovery Intervention Procedures

Long-term recovery intervention procedures may involve both short-term and
long-term recovery planning:

1. Physical/structural recovery.

2. Fiscal recovery.

3. Academic recovery.

4. Social/emotional recovery.

[Note: The Comprehensive School Safety Guide (2011 Edition), under the
Recovery section, addresses the recovery components in more detail.]

IV. SAMPLE PROCEDURES INCLUDED IN THIS POLICY

Sample procedures for the various hazards/emergencies listed below are attached to this
Policy for use when drafting articulating specific crisis management plans. Additional
sample procedures may be found in the Response section of the Comprehensive School
Safety Guide (2011 Edition). After approval by the school board, an adopted procedure
will become an addendum to the Crisis Management Policy.

A. Fire, including evacuation and relocation

B. Hazardous materials, including biological and chemical threats
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C. Natural disasters, including severe weather, shelter in place procedures, and
highly contagious diseases, such as pandemic or flu

D.       Bomb threats, including checklist for telephone threats

E.       Utility emergencies

F.       Disturbances, including fights, demonstrations, suicide attempts, student
injuries/death and medical emergencies

G.      Deadly weapons, including intruders, weapons, shootings, hostage situations and
lock-down procedures

D. Medical Emergency

E. Fight/Disturbance

F. Assault

G. Intruder

H. Weapons

I. Shooting

J. Hostage

K. Bomb Threat

L. Chemical or Biological Threat

M. Checklist for Telephone Threats

N. Demonstration

O. Suicide

P. Lock-down Procedures

Q. Shelter-In-Place Procedures

R. Evacuation/Relocation

S. Media Procedures
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T. Post-Crisis Procedures

A. School Emergency Response Team

V. Emergency Phone Numbers

W. Highly Contagious Serious Illness or Pandemic Flu

V. MISCELLANEOUS PROCEDURES

A. Chemical Accidents

Procedures for reporting chemical accidents shall be posted at key locations such
as chemistry labs, art rooms, swimming pool areas, and janitorial closets.

[Note: School buildings must maintain Material Safety Data Sheets (M.S.D.S.)
for all chemicals on campus. State law, federal law, and OSHA require that
pertinent staff have access to M.S.D.S. in the event of a chemical accident.]

B. Visitors

The school district shall implement procedures mandating visitor sign in and
visitors in school buildings. See MSBA/MASA Model Policy 903 (Visitors to
School District Buildings and Sites).

The school district shall implement procedures to minimize outside entry into
school buildings except at designated check-in points and assure that all doors are
locked prior to and after regular building hours.

C. Student Victims of Criminal Offenses at or on School Property

The school district shall establish procedures allowing student victims of criminal
offenses on school property the opportunity to transfer to another school within
the school district.

[Note: The Every Student Succeeds Act, 20 U.S.C. § 6301, et seq.; Title IX, 20
U.S.C. § 1681, et seq.; and the Unsafe School Choice Option, 20 U.S.C. § 7912,
require school districts to establish such transfer procedures.]

D. Radiological Emergencies at Nuclear Generating Plants [OPTIONAL]

School districts within a 10 mile radius of the Monticello or Prairie Island nuclear
power plants will implement crisis plans in the event of an accident or incident at
the power plant.

Questions relative to the creation or implementation of such plans will be directed
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to the Minnesota Department of Public Safety.

Legal References: Minn. Stat. Ch. 12 (Emergency Management)
Minn. Stat. Ch. 12A (Natural Disaster; State Assistance)
Minn. Stat. § 121A.035 (Crisis Management Policy)
Minn. Stat. § 121A.06 (Reports of Dangerous Weapon Incidents in School
Zones)
Minn. Stat. § 299F.30 (Fire Drill in School)
Minn. Stat. § 326B.02, Subd. 6 (Powers)
Minn. Stat. § 326B.106 (General Powers of Commissioner of Labor and
Industry)
Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property)
Minn. Rules Ch. 7511 (Fire Safety)
20 U.S.C. § 1681, et seq. (Title IX)
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act)
20 U.S.C. § 7912 (Unsafe School Choice Option)
42 U.S.C. § 5121 et seq. (Disaster Relief and Emergency Assistance)

Cross References: MSBA/MASA Model Policy 407 (Employee Right to Know – Exposure
to Hazardous Substances)
MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 501 (School Weapons Policy)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 532 (Use of Peace Officers and Crisis Teams
to Remove Students with IEPs from School Grounds)
MSBA/MASA Model Policy 903 (Visitors to School District Buildings
and Sites)
https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool
safetyguide.pdf
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806 CRISIS MANAGEMENT POLICY 
 

[Note:  The Commissioner of Education is required to maintain and make available to 

school boards and charter schools a Model Crisis Management Policy.  See Minn. Stat. 

§ 121A.035.  School boards and charter schools must adopt a Crisis Management 

Policy to address potential crisis situations in their school districts or charter schools.  

Id. This Model Crisis Management Policy was originally the result of a collaborative 

effort between the Minnesota Department of Education, Division of Compliance and 

Assistance; the Minnesota Department of Public Safety, Division of Homeland 

Security and Emergency Management; and the Minnesota School Boards 

Association.] 
 

I. PURPOSE 
 

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

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

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

school district.  For purposes of this Policy, the term, “school districts,” shall include 

charter schools. 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. Each school district should develop tailored building-specific crisis 

management plans 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. 

 

The school district will, to the extent possible, engage in ongoing emergency planning 

within the school district and with emergency responders and other relevant community 

organizations. The school district will ensure that relevant emergency responders in the 

community have access to their building-specific crisis management plans and will 

provide training to school district staff to enable them to act appropriately in the event of 

a crisis. 

 

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 that would likely be involved in the event of a school emergency.  It is 

designed so that each building administrator can tailor a building-specific crisis 

management plan to meet that building’s specific situation and needs. 

 

The school district’s administration and/or the administration of each building 

shall present tailored building-specific crisis management plans to the school 

board for review and approval.  The building-specific crisis management plans 

will include general crisis procedures and crisis-specific procedures.  Upon 
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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 on an annual basis. 

 

B. Elements of the District Crisis Management Policy 

 

1. General Crisis Procedures.  The Crisis Management Policy includes 

general crisis procedures for securing buildings, classroom evacuation, 

building evacuation, campus evacuation, and sheltering.  The Policy 

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 their building-specific crisis management 

plans. A communication system will be in place to enable the designated 

individual to be contacted at all times in the event of a potential crisis, 

setting forth the method to contact the designated individual, the provision 

of at least two designees when the contact person is unavailable, and the 

method to convey contact information to the appropriate staff persons.  

The alternative designees may include members of the emergency first 

responder response team. A secondary method of communication should 

be included in the plan for use when the primary method of 

communication is inoperable. Each building in the school district will 

have access to a copy of the Comprehensive School Safety Guide (2011 

Edition) to assist in the development of building-specific crisis 

management plans. 

 

All general crisis procedures will address specific procedures for the safe 

evacuation of children and employees with special needs such as physical, 

sensory, motor, developmental, and mental health challenges. 

 

 

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

situations where harm may result to persons inside the school 

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

disturbance, or when determined to be necessary by the building 

administrator or his or her designee.  The building administrator or 

designee will announce the lock-down over the public address 

system or other designated system.  Code words will not be used.   

Provisions for emergency evacuation will 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. 

 

[Note:  State law requires a minimum of five school lock-down 

drills each school year.  See Minn. Stat. § 121A.035.] 
 

b. Evacuation Procedures. Evacuations of classrooms and buildings 

shall be implemented at the discretion of the building administrator 

or his or her designee.  Each building’s crisis management plan 
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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.  Safe areas may change based 

upon the specific emergency situation.  The evacuation procedures 

should include specific procedures for children with special needs, 

including children with limited mobility (wheelchairs, braces, 

crutches, etc.), visual impairments, hearing impairments, and other 

sensory, developmental, or mental health needs.  The evacuation 

procedures should also address transporting necessary medications 

for students that take medications during the school day. 

 

[Note:  State law requires a minimum of five school fire drills, 

consistent with Minn. Stat. § 299F.30, and one school tornado 

drill each school year.  See Minn. Stat. § 121A.035.] 
 

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 based upon the specific emergency.  The 

building administrator or his or her designee will announce the 

need for sheltering over the public address system or other 

designated system.  Each building administrator will submit 

sheltering procedures for his or her building as part of the building-

specific crisis management plan. 

 

 

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

crisis-specific procedures for crisis situations that may occur during the 

school day or at school-sponsored events and functions.  These district-

wide procedures are designed to enable building administrators to tailor 

response procedures when creating building-specific crisis management 

plans. 

 

 

3. School Emergency Response Teams 

 

a. Composition.  The building administrator in each school building 

will select a school emergency response team that will be trained 

to respond to emergency situations. All school emergency response 

team members will receive on-going training to carry out the 

building’s crisis management plans and will have knowledge of 

procedures, evacuation routes, and safe areas.  For purposes of 

student safety and accountability, to the extent possible, school 

emergency response team members will not have direct 

responsibility for the supervision of students. Team members must 

be willing to be actively involved in the resolution of crises and be 

available to assist in any crisis situation as deemed necessary by 

the building administrator.  Each building will maintain a current 
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list of school emergency response team members which will be 

updated annually.  The building administrator, and his or her 

alternative designees, will know the location of that list in the 

event of a school emergency.  A copy of the list will be kept on file 

in the school district office, or in a secondary location in single 

building school districts. 

 

 

b. Leaders.  The building administrator or his or her designee will 

serve as the leader of the school emergency response team and will 

be the primary contact for emergency response officials. In the 

event the primary designee is unavailable, the designee list should 

include more than one alternative designee and may include 

members of the emergency response team.  When emergency 

response officials are present, they may elect to take command and 

control of the crisis.  It is critical in this situation that school 

officials assume a resource role and be available as necessary to 

emergency response officials. 

 

III. PREPARATION BEFORE AN EMERGENCY 
 

A. Communication 

 

1. District Employees.  Teachers generally have the most direct contact with 

students on a day-to-day basis.  As a result, they must 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 shall be 

aware of the school district’s Crisis Management Policy and their own 

building’s crisis management plan.  Each school’s building-specific crisis 

management plan shall include the method and dates of dissemination of 

the plan to its staff.  Employees will receive a copy of the relevant 

building-specific crisis management plans and shall receive periodic 

training on plan implementation. 

 

2. Students and Parents.  Students and parents shall be made aware of the 

school district’s Crisis Management Policy and relevant tailored crisis 

management plans for each school building.  Each school district’s 

building-specific crisis management plan shall set forth how students and 

parents are made aware of the district and school-specific plans.  Students 

shall receive specific instruction on plan implementation and shall 

participate in a required number of drills and practice sessions throughout 

the school year. 

 

B. Planning and Preparing for Fire 

 

1. Designate a safe area at least 50 feet away from the building to enable 

students and staff to evacuate.  The safe area should not interfere with 

emergency responders or responding vehicles and should not be in an area 
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where evacuated persons are exposed to any products of combustion. 

(Depending on the wind direction, where the building on fire is located, 

the direction from which the fire is arriving, and the location of fire 

equipment, the distance may need to be extended.) 

 

[Note: Evacuation areas at least 50 feet from school buildings are 

recommended but not mandated by statute or rule.  Evacuation areas 

should be selected based on safety and the individual school site’s 

proximity to streets, traffic patterns, and other hazards.] 
 

2. Each building’s facility diagram and site plan shall be available in 

appropriate areas of the building and shall identify the most direct 

evacuation routes to the designated safe areas both inside and outside of 

the building. The facility diagram and site plan must identify the location 

of the fire alarm control panel, fire alarms, fire extinguishers, hoses, water 

spigots, and utility shut offs. 

 

3. Teachers and staff will receive training on the location of the primary 

emergency evacuation routes and alternate routes from various points in 

the building. During fire drills, students and staff will practice evacuations 

using primary evacuation routes and alternate routes. 

 

4. Certain employees, such as those who work in hazardous areas in the 

building, will receive training on the locations and proper use of fire 

extinguishers and protective clothing and equipment. 

 

5. Fire drills will be conducted periodically without warning at various times 

of the day and under different circumstances, e.g., lunchtime, recess, and 

during assemblies.  State law requires a minimum of five fire drills each 

school year, consistent with Minn. Stat. § 299F.30.  See Minn. Stat. § 

121A.035. 

 

[Note: The State Fire Marshal advises schools to defer fire drills during 

the winter months.] 
 

6. A record of fire drills conducted at the building will be maintained in the 

building administrator’s office. 

 

 

7. The school district will have prearranged sites for emergency sheltering 

and transportation as needed. 

 

8. The school district will determine which staff will remain in the building 

to perform essential functions if safe to do so (e.g., switchboard, building 

engineer, etc.).  The school district also will designate an administrator or 

his or her designee to meet local fire or law enforcement agents upon their 

arrival. 
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 C. Facility Diagrams and Site Plans 

   

All school buildings will have a facility diagram and site plan that includes the 

location of primary and secondary evacuation routes, exits, designated safe areas 

inside and outside of the building, and the location of fire alarm control panel, fire 

alarms, fire extinguishers, hoses, water spigots, and utility shut offs. All facility 

diagrams and site plans will be updated regularly and whenever a major change is 

made to a building. Facility diagrams and site plans will be maintained by the 

building administrator and will be easily accessible and on file in the school 

district office. Facility diagrams and site plans will be provided to first 

responders, such as fire and law enforcement personnel. 

 

 

  D. Emergency Telephone Numbers 

 

Each building will maintain a current list of emergency telephone numbers and 

the names and addresses of local, county, and state personnel who may be 

involved in a crisis situation.  The list will include telephone numbers for local 

police, fire, ambulance, hospital, the Poison Control Center, county and state 

emergency management agencies, local public works departments, local utility 

companies, the public health nurse, mental health/suicide hotlines, and the county 

welfare agency.  A copy of this list will be kept on file in the school district 

office, or at a secondary location for single building school districts, and updated 

annually. 

 

School district employees will receive training on how to make emergency 

contacts, including 911 calls, when the school district’s main telephone number 

and location is electronically conveyed to emergency personnel instead of the 

specific building in need of emergency services. 

 

School district plans will set forth a process to internally communicate an 

emergency, using telephones in classrooms, intercom systems, or two-way radios, 

as well as the procedure to enable the staff to rapidly convey emergency 

information to a building designee. Each plan will identify a primary and 

secondary method of communication for both internal and secondary use.  It is 

recommended that the plan include several methods of communication because 

computers, intercoms, telephones, and cell phones may not be operational or may 

be dangerous to use during an emergency. 

 

 

E. Warning and Notification Systems 

 

 The school district shall maintain a warning system designed to inform students, 

staff, and visitors of a crisis or emergency. This system shall be maintained on a 

regular basis under the maintenance plan for all school buildings. The school 

district should consider an alternate notification system to address the needs of 

staff and students with special needs, such as vision or hearing. 
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The building administrator shall be responsible for informing students and 

employees of the warning system and the means by which the system is used to 

identify a specific crisis or emergency situation.  Each school’s building-specific 

crisis management plan will include the method and frequency of dissemination 

of the warning system information to students and employees. 

 

  F. Early School Closure Procedures 

 

   The superintendent will make decisions about closing school or buildings as early 

in the day as possible. The early school closure procedures will set forth the 

criteria for early school closure (e.g., weather-related, utility failure, or a crisis 

situation), will specify how closure decisions will be communicated to staff, 

students, families, and the school community (designated broadcast media, local 

authorities, e-mail, or district or school building web sites), and will discuss the 

factors to be considered in closing and reopening a school or building. 

 

   Early school closure procedures also will include a reminder to parents and 

guardians to listen to designated local radio and TV stations for school closing 

announcements, where possible. 

 

 

 G. Media Procedures 

 

The superintendent has the authority and discretion to notify parents or guardians 

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

superintendent will designate a spokesperson who will notify the media in the 

event of a crisis or early school closure.  The spokesperson shall receive training 

to ensure that the district is in strict compliance with federal and state law relative 

to the release of private data when conveying information to the media. 

 

H. Behavioral Health Crisis Intervention Procedures 

 

 Short-term behavioral health crisis intervention procedures will set forth the 

procedure for initiating behavioral health crisis intervention plans. The procedures 

will utilize available resources including the school psychologist, counselor, 

community behavioral health crisis intervention, or others in the community. 

Counseling procedures will be used whenever the superintendent or the building 

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

situation, shooting, or suicide. The behavioral health crisis intervention 

procedures shall include the following steps: 

 

 1. Administrator will meet with relevant persons, including school 

psychologists and counselors, to determine the level of intervention 

needed for students and staff. 

 

 2. Designate specific rooms as private counseling areas. 
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 3. Escort siblings and close friends of any victims as well as others in need of 

emotional support to the counseling areas. 

 

 4. Prohibit media from interviewing or questioning students or staff. 

 

 5. Provide follow-up services to students and staff who receive counseling. 

 

6. Resume normal school routines as soon as possible. 

 

I. Long-Term Recovery Intervention Procedures 

 

Long-term recovery intervention procedures may involve both short-term and 

long-term recovery planning: 

 

1. Physical/structural recovery. 

 

2. Fiscal recovery. 

 

3. Academic recovery. 

 

4. Social/emotional recovery. 

 

 

IV. SAMPLE PROCEDURES INCLUDED IN THIS POLICY 
 

Sample procedures for the various hazards/emergencies listed below are attached to this 

Policy for use when drafting specific crisis management plans. Additional sample 

procedures may be found in the Response section of the Comprehensive School Safety 

Guide (2011 Edition). After approval by the school board, an adopted procedure will 

become an addendum to the Crisis Management Policy. 

 

A. Fire 

 

B. Hazardous Materials 

 

C. Severe Weather:  Tornado/Severe Thunderstorm/Flooding 

 

D. Medical Emergency 

 

E. Fight/Disturbance 

 

F. Assault 

 

G.  Intruder 

 

H. Weapons 

 

I. Shooting 
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J. Hostage 

 

K. Bomb Threat 

 

L. Chemical or Biological Threat 

 

M. Checklist for Telephone Threats 

 

N. Demonstration 

 

O. Suicide 

 

P. Lock-down Procedures 

 

Q. Shelter-In-Place Procedures 

 

R. Evacuation/Relocation 

 

S. Media Procedures 

 

T. Post-Crisis Procedures 

 

U. School Emergency Response Team 

 

 V. Emergency Phone Numbers 

 

 W. Highly Contagious Serious Illness or Pandemic Flu 

 

V. MISCELLANEOUS PROCEDURES 

 

 A. Chemical Accidents 
 

Procedures for reporting chemical accidents shall be posted at key locations such 

as chemistry labs, art rooms, swimming pool areas, and janitorial closets. 

 

[Note: School buildings must maintain Material Safety Data Sheets (M.S.D.S.) 

for all chemicals on campus.  State law, federal law, and OSHA require that 

pertinent staff have access to M.S.D.S. in the event of a chemical accident.] 

 

B. Visitors 

 

The school district shall implement procedures mandating visitor sign in and 

visitors in school buildings. See MSBA/MASA Model Policy 903 (Visitors to 

School District Buildings and Sites). 

 

The school district shall implement procedures to minimize outside entry into 

school buildings except at designated check-in points and assure that all doors are 
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locked prior to and after regular building hours. 

 

C. Student Victims of Criminal Offenses at or on School Property 

 

The school district shall establish procedures allowing student victims of criminal 

offenses on school property the opportunity to transfer to another school within 

the school district. 

 

[Note:  The No Child Left Behind Act, 20 U.S.C. § 6301, et seq.; Title IX, 20 

U.S.C. § 1681, et seq.; and the Unsafe School Choice Option, 20 U.S.C. § 7912, 

require school districts to establish such transfer procedures.] 

 

D. Radiological Emergencies at Nuclear Generating Plants [OPTIONAL] 

  

School districts within a 10 mile radius of the Monticello or Prairie Island nuclear 

power plants will implement crisis plans in the event of an accident or incident at 

the power plant. 

 

Questions relative to the creation or implementation of such plans will be directed 

to the Minnesota Department of Public Safety. 

 

Legal References: Minn. Stat. Ch. 12 (Emergency Management) 

Minn. Stat. Ch. 12A (Natural Disaster; State Assistance) 

Minn. Stat. § 121A.035 (Crisis Management Policy) 

Minn. Stat. § 121A.06 (Reports of Dangerous Weapon Incidents in School 

Zones) 

Minn. Stat. § 299F.30 (Fire Drill in School) 

Minn. Stat. § 326B.02, Subd. 6 (Powers) 

Minn. Stat. § 326B.106 (General Powers of Commissioner of Labor and 

Industry) 

Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property) 

Minn. Rules Ch. 7511 (Fire Safety) 

20 U.S.C. § 1681, et seq. (Title IX) 

20 U.S.C. § 6301, et seq. (No Child Left Behind) 

20 U.S.C. § 7912 (Unsafe School Choice Option) 

42 U.S.C. § 5121 et seq. (Disaster Relief and Emergency Assistance) 

 

Cross References: MSBA/MASA Model Policy 407 (Employee Right to Know – Exposure 

to Hazardous Substances) 

MSBA/MASA Model Policy 413 (Harassment and Violence) 

MSBA/MASA Model Policy 501 (School Weapons Policy) 

MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 532 (Use of Peace Officers and Crisis Teams 

to Remove Students with IEPs from School Grounds) 

MSBA/MASA Model Policy 903 (Visitors to School District Buildings 

and Sites) 

https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool 

safetyguide.pdf 

https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool%20safetyguide.pdf
https://dps.mn.gov/divisions/sfm/documents/2011comprehensiveschool%20safetyguide.pdf
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404 EMPLOYMENT BACKGROUND CHECKS 
 

[Note: The provisions of this policy substantially reflect statutory requirements.] 
 

I. PURPOSE 
 

The purpose of this policy is to maintain a safe and healthful environment in the school 

district in order to promote the physical, social, and psychological well-being of its 

students. To that end, the school district will seek a criminal history background check 

for applicants who receive an offer of employment with the school district and on all 

individuals, except enrolled student volunteers, who are offered the opportunity to 

provide athletic coaching services or other extracurricular academic coaching services to 

the school district, regardless of whether any compensation is paid, or such other 

background checks as provided by this policy.  The school district may also elect to do 

background checks of other volunteers, independent contractors, and student employees 

in the school district. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The school district shall require that applicants for school district positions who 

receive an offer of employment and all individuals, except enrolled student 

volunteers, who are offered the opportunity to provide athletic coaching services 

or other extracurricular academic coaching services to the school district, 

regardless of whether any compensation is paid, submit to a criminal history 

background check.  The offer of employment or the opportunity to provide 

services shall be conditioned upon a determination by the school district that an 

individual’s criminal history does not preclude the individual from employment 

with, or provision of services to, the school district. 

 

B. The school district specifically reserves any and all rights it may have to conduct 

background checks regarding current employees, applicants, or service providers 

without the consent of such individuals. 

 

C. Adherence to this policy by the school district shall in no way limit the school 

district’s right to require additional information, or to use procedures currently in 

place or other procedures to gain additional background information concerning 

employees, applicants, volunteers, service providers, independent contractors, and 

student employees. 

 

III. PROCEDURES 
 

A. Normally an individual will not commence employment or provide services until 

the school district receives the results of the criminal history background check.  

The school district may conditionally hire an applicant or allow an individual to 

provide services pending completion of the background check, but shall notify the 

individual that the individual’s employment or opportunity to provide services 

may be terminated based on the result of the background check.  Background 

checks will be performed by the Minnesota Bureau of Criminal Apprehension 

(BCA).  The BCA shall conduct the background check by retrieving criminal 

history data as defined in Minn. Stat. § 13.87.  The school district reserves the 
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right to also have criminal history background checks conducted by other 

organizations or agencies. 

 

B. In order for an individual to be eligible for employment or to provide athletic 

coaching services or other extracurricular academic coaching services to the 

school district, except for an enrolled student volunteer, the individual must sign a 

criminal history consent form, which provides permission for the school district to 

conduct a criminal history background check, and provide a money order or check 

payable to either the BCA or to the school district, at the election of the school 

district, in an amount equal to the actual cost to the BCA and the school district of 

conducting the criminal history background check.  The cost of the criminal 

history background check is the responsibility of the individual, unless the school 

district decides to pay the costs for a volunteer, an independent contractor, or a 

student employee.  If the individual fails to provide the school district with a 

signed Informed Consent Form and fee at the time the individual receives a job 

offer, or permission to provide services, the individual will be considered to have 

voluntarily withdrawn the application for employment or request to provide 

services. 

 

[Note:  If the school district elects to receive payment, it may, at its discretion, 

accept payment in the form of a negotiable instrument other than a money 

order or check and then pay the superintendent of the BCA directly to conduct 

the background check.] 
 

C. The school district, in its discretion, may elect not to request a criminal history 

background check on an individual who holds an initial entrance license issued by 

the state board of teaching or the commissioner of education within the 12 months 

preceding an offer of employment or permission to provide services. 

 

D. The school district may use the results of a criminal background check conducted 

at the request of another school hiring authority if: 

 

1. the results of the criminal background check are on file with the other 

school hiring authority or otherwise accessible;  

 

2. the other school hiring authority conducted a criminal background check 

within the previous 12 months; 

 

3. the individual executes a written consent form giving the school district 

access to the results of the check; and 

 

4. there is no reason to believe that the individual has committed an act 

subsequent to the check that would disqualify the individual for 

employment or provision of services. 

 

E. For all nonstate residents who are offered employment with or the opportunity to 

provide athletic coaching services or other extracurricular academic coaching 

services to the school district, the school district shall request a criminal history 

background check on such individuals from the superintendent of the BCA and 

from the government agency performing the same function in the resident state or, 
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if no government entity performs the same function in the resident state, from the 

Federal Bureau of Investigation.  The offer of employment or the opportunity to 

provide services shall be conditioned upon a determination by the school district 

that an individual’s criminal history does not preclude the individual from 

employment with, or provision of services to, the school district. Such individuals 

must provide an executed criminal history consent form. 

 

F. When required, individuals must provide fingerprints to assist in a criminal 

history background check.  If the fingerprints provided by the individual are 

unusable, the individual will be required to submit another set of prints. 

 

G. Copies of this policy shall be available in the school district’s employment office 

and will be distributed to applicants for employment and individuals who are 

offered the opportunity to provide athletic coaching services or other 

extracurricular academic coaching services upon request.  The need to submit to a 

criminal history background check may be included with the basic criteria for 

employment or provision of services in the position posting and position 

advertisements. 

 

H. The individual will be informed of the results of the criminal background check(s) 

to the extent required by law. 

 

I. If the criminal history background check precludes employment with, or 

provision of services to, the school district, the individual will be so advised. 

 

J. The school district may apply these procedures to other volunteers, independent 

contractors, or student employees. 

 

K. At the beginning of each school year or when a student enrolls, the school district 

will notify parents and guardians about this policy and identify those positions 

subject to a background check and the extent of the school district’s discretion in 

requiring a background check.  The school district may include this notice in its 

student handbook, a school policy guide, or other similar communication.  A form 

notice for this purpose is included with this policy. 

 

Legal References: Minn. Stat. § 13.04, Subd. 4 (Inaccurate or Incomplete Data) 

Minn. Stat. § 13.87, Subd. 1 (Criminal History Data) 

Minn. Stat. § 123B.03 (Background Check) 

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

Check Act) 

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

 

Cross References:  
Policy Adopted: May 11, 1998  

Amended:  February 11, 2002, March 2008, February 2009, June 2011 

Reviewed: February 2018 

Independent School District No. 110 

Waconia, MN 55387 
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Adopted:                               MSBA/MASA Model Policy 404 
Orig. 1995 

Revised:                                Rev. 2009 2018 
 
 
404 EMPLOYMENT BACKGROUND CHECKS 
 

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

The purpose of this policy is to maintain a safe and healthful environment in the school 
district in order to promote the physical, social, and psychological well-being of its 
students. To that end, the school district will seek a criminal history background check 
for applicants who receive an offer of employment with the school district and on all 
individuals, except enrolled student volunteers, who are offered the opportunity to 
provide athletic coaching services or other extracurricular academic coaching services to 
the school district, regardless of whether any compensation is paid, or such other 
background checks as provided by this policy.  The school district may also elect to do 
background checks of other volunteers, independent contractors, and student employees 
in the school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The school district shall require that applicants for school district positions who 
receive an offer of employment and all individuals, except enrolled student 
volunteers, who are offered the opportunity to provide athletic coaching services 
or other extracurricular academic coaching services to the school district, 
regardless of whether any compensation is paid, submit to a criminal history 
background check.  The offer of employment or the opportunity to provide 
services shall be conditioned upon a determination by the school district that an 
individual’s criminal history does not preclude the individual from employment 
with, or provision of services to, the school district. 

 
B. The school district specifically reserves any and all rights it may have to conduct 

background checks regarding current employees, applicants, or service providers 
without the consent of such individuals. 

 
C. Adherence to this policy by the school district shall in no way limit the school 

district’s right to require additional information, or to use procedures currently in 
place or other procedures to gain additional background information concerning 
employees, applicants, volunteers, service providers, independent contractors, and 
student employees. 

 
III. PROCEDURES 
 

A. Normally an individual will not commence employment or provide services until 
the school district receives the results of the criminal history background check.  
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The school district may conditionally hire an applicant or allow an individual to 
provide services pending completion of the background check but shall notify the 
individual that the individual’s employment or opportunity to provide services 
may be terminated based on the result of the background check.  Background 
checks will be performed by the Minnesota Bureau of Criminal Apprehension 
(BCA).  The BCA shall conduct the background check by retrieving criminal 
history data as defined in Minn. Stat. § 13.87.  The school district reserves the 
right to also have criminal history background checks conducted by other 
organizations or agencies. 

 
B. In order for an individual to be eligible for employment or to provide athletic 

coaching services or other extracurricular academic coaching services to the 
school district, except for an enrolled student volunteer, the individual must sign a 
criminal history consent form, which provides permission for the school district to 
conduct a criminal history background check, and provide a money order or check 
payable to either the BCA or to the school district, at the election of the school 
district, in an amount equal to the actual cost to the BCA and the school district of 
conducting the criminal history background check.  The cost of the criminal 
history background check is the responsibility of the individual, unless the school 
district decides to pay the costs for a volunteer, an independent contractor, or a 
student employee.  If the individual fails to provide the school district with a 
signed Informed Consent Form and fee at the time the individual receives a job 
offer, or permission to provide services, the individual will be considered to have 
voluntarily withdrawn the application for employment or request to provide 
services. 

 
[Note:  If the school district elects to receive payment, it may, at its discretion, 
accept payment in the form of a negotiable instrument other than a money 
order or check and then pay the superintendent of the BCA directly to conduct 
the background check.] 

 
C. The school district, in its discretion, may elect not to request a criminal history 

background check on an individual who holds an initial entrance license issued by 
the state board of teaching Minnesota Professional Educator Licensing and 
Standards Board or the commissioner of education within the 12 months 
preceding an offer of employment or permission to provide services. 

 
D. The school district may use the results of a criminal background check conducted 

at the request of another school hiring authority if: 
 

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

 
2. the other school hiring authority conducted a criminal background check 

within the previous 12 months; 
 

3. the individual executes a written consent form giving the school district 
access to the results of the check; and 
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4. there is no reason to believe that the individual has committed an act 

subsequent to the check that would disqualify the individual for 
employment or provision of services. 

 
E. For all nonstate residents who are offered employment with or the opportunity to 

provide athletic coaching services or other extracurricular academic coaching 
services to the school district, the school district shall request a criminal history 
background check on such individuals from the superintendent of the BCA and 
from the government agency performing the same function in the resident state or, 
if no government entity performs the same function in the resident state, from the 
Federal Bureau of Investigation.  The offer of employment or the opportunity to 
provide services shall be conditioned upon a determination by the school district 
that an individual’s criminal history does not preclude the individual from 
employment with, or provision of services to, the school district. Such individuals 
must provide an executed criminal history consent form. 

 
F. When required, individuals must provide fingerprints to assist in a criminal 

history background check.  If the fingerprints provided by the individual are 
unusable, the individual will be required to submit another set of prints. 

 
G. Copies of this policy shall be available in the school district’s employment office 

and will be distributed to applicants for employment and individuals who are 
offered the opportunity to provide athletic coaching services or other 
extracurricular academic coaching services upon request.  The need to submit to a 
criminal history background check may be included with the basic criteria for 
employment or provision of services in the position posting and position 
advertisements. 

 
H. The individual will be informed of the results of the criminal background check(s) 

to the extent required by law. 
 

I. If the criminal history background check precludes employment with, or 
provision of services to, the school district, the individual will be so advised. 

 
J. The school district may apply these procedures to other volunteers, independent 

contractors, or student employees. 
 

K. At the beginning of each school year or when a student enrolls, the school district 
will notify parents and guardians about this policy and identify those positions 
subject to a background check and the extent of the school district’s discretion in 
requiring a background check.  The school district may include this notice in its 
student handbook, a school policy guide, or other similar communication.  A form 
notice for this purpose is included with this policy. 

 
IV. CRIMINAL HISTORY CONSENT FORM 
 

A form to obtain consent for a criminal history background check is included with this 
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policy. 
 
 
Legal References: Minn. Stat. § 13.04, Subd. 4 (Inaccurate or Incomplete Data) 

Minn. Stat. § 13.87, Subd. 1 (Criminal History Data) 
Minn. Stat. § 123B.03 (Background Check) 
Minn. Stat. §§ 299C.60-299C.64 (Minnesota Child Protection Background 
Check Act) 
Minn. Stat. § 364.09(b) (Exception for School Districts) 

 
Cross References:  



10. 428 Assignment and Transfer of Personnel 



428    ASSIGNMENT AND TRANSFER OF PERSONNEL                                                                            

 

School District 110 recognizes that the placement and transfer of staff at grade levels, in 

departments, in class group assignments, or to specific work assignments to which they have 

license is the responsibility of the school administration.   

 

I.    TRANSFER PROCEDURES FOR TEACHERS 

 

A. Transfer shall be defined as a change in subject matter or teaching area through 

either voluntary or involuntary means.  A voluntary transfer is a transfer requested 

by the teacher.  An involuntary transfer is a transfer not requested by the teacher. 

 

B. Vacancies shall be posted for a reasonable time after the vacancy occurs.  

 

C. Teachers who desire a change in grade and/or subject matter area assignment or 

desire to transfer to another building shall annually file a letter stating such desire 

with the Director of Human Resources.  Such letter(s) shall include the grade(s) 

and/or subject matter area(s) to which the teacher desires assignment and the 

school or schools to which the teacher desires to be transferred, in order of 

preference.  Such written requests for transfer or reassignment for the ensuing 

school year shall be submitted to the Human Resources Department by February 

15. These shall remain on file until the beginning of the next school year. 

 

D. A position may be filled by means of involuntary transfer or reassignment if it is 

determined by district administration that there is not an acceptable and qualified 

volunteer available to fill said position. 

 

E. Notice of involuntary transfer or reassignment shall be given in writing to 

teachers by May 15th.  Extenuating circumstances such as late resignation, new 

staff acquisition or budget considerations may necessitate this timeline not being 

adhered to. 

 

F. A teacher shall be given the reason for an involuntary transfer.  Decisions on 

involuntary transfers shall be delivered to teachers in writing by the building 

administrator, if so requested. 

 

G. In arriving at a transfer decision the administration shall consider job 

performance, licensure/qualifications, and seniority and other factors set out 

above.  Decisions on voluntary transfers shall be delivered to the affected teacher 

in writing notifying the teacher of the disposition of the voluntary request. 

 

II.  TEACHER PLACEMENT PROCEDURE – REASSIGNMENT WITHIN BUILDING  
 

A. When a change in a teaching assignment is being considered, teachers involved or 

potentially involved will be requested to submit their assignment preference, in writing to 

the building administrator as part of the normal information gathering phase. 

 

B. The building administrator will inform teachers of teaching assignment decisions as per 

the requirements of the working agreements between the district and the teachers’ 



association. 

 

C. If a teaching assignment decision is made contrary to or outside of the expressed 

teacher’s preferences, the building administrator will state in writing the considerations 

used for making the teaching assignment decision if so requested. 

 

D. A written notification by a building administrator of a change in grade level or subject 

taught shall be submitted to the affected teacher by May 15th for the upcoming year.  

Extenuating circumstances such as a late resignation, new staff acquisition or budget 

consideration may necessitate this timeline not be adhered to. 

 

III.  NOTIFICATION OF ASSIGNMENT (All Employees) 
 

A. Teachers:  

Teachers not experiencing a change in grade level or subject shall receive their notice of 

assignment within the timelines established by their work agreement.   

 

B. Educational Support Professionals: 

A written notification from the school district to each person stating their employment 

status, work location and tentative assignment for the upcoming year will be made by 

May 30th.  Extenuating circumstances such as a late resignation, new staff acquisition or 

budget consideration may necessitate this timeline not be followed. 

 

C. Reduction in Assignment: 

Any staff assignment that causes a position to be reduced in hours for an upcoming year 

will be done as per each staff member’s respective employee work agreement with 

District 110.  

 

 D. Verification of Work Assignment for Teachers:  

 

In school years where the work agreement between the Waconia Education Association 

and District 110 has not been completed by September 1, notice of assignments will be 

distributed to the teachers 30 days after the ratification of the work agreement. 

 

Policy Adopted: June 10, 1996 

Amended: December 8, 1997 / January 4, 1999 / May 13, 2002 / May 12, 2008 / April 2011/ 

Nov 2016 / Dec 2018 

Independent School District 110 

Waconia, Minnesota 



11. 436 Substitute Teaching



 

436    SUBSTITUTE TEACHING                                                                                                         

                      

 

Independent School District No. 110 requires the services of substitute teachers in its elementary and 

secondary schools to ensure that appropriate instructional programming is provided for all students 

when assigned teachers are absent.  While performing their duties, substitute teachers are considered 

employees of the district. 

  

I. DEFINITIONS: 
 

A. Daily Substitute Teacher:  A daily substitute teacher performs substitute teaching services for 

fifteen (15) consecutive calendar days or less for an individual teacher. 

B. Long-term Substitute Teacher:  A long-term substitute teacher performs substitute teaching  

services for more than fifteen (15) consecutive for an individual teacher.        

II.  PROCEDURES: 

A. Substitute teachers must complete all required application materials, interview with a member 

of the district’s administration team when required, and attend a new substitute orientation 

session, including information regarding mandatory district training and policies, payroll 

requirements, and background checks prior to becoming eligible to perform services as a 

substitute teacher in the School District.   

B. Substitute teachers are required to maintain valid teaching or substitute licenses through the 

Minnesota Professional Educator Licensing and Standards Board or the commissioner of 

education. 

C. The School District will contact substitute teachers when services are required via its 

electronic substitute program.  The substitute teacher will be provided with the specifics of the 

assignment when contacted. 

D. The building principal or his/her designee will coordinate the use of substitute teachers in 

his/her respective building.  The absent teacher will ensure that lesson plans are available for 

the substitute teacher.    

E. Substitute teachers assigned to a particular building may be utilized throughout the building as 

needed. Assignments may include coverage for one or more absent teachers in one or more 

building departments. 

F. The building principal or his/her designee will complete the necessary payroll forms for each 

substitute teacher performing services in his/her building.  The substitute teacher will sign the 

pay form verifying his/her hours of performance.  

G. Regular faculty members may be assigned to substitute, without additional pay, as long as 

contractual preparation time provisions are adhered to. If regular faculty members are asked to 



provide substitute services during their preparation time, then they will be reimbursed at the 

rate specified in the teachers’ collective bargaining agreement. 

III.  PAYMENT: 

A. Daily substitute teachers will be compensated in accordance with School Board action. 

B. Long-term substitute teachers shall be paid a daily rate in accordance with BA/Step A on the 

teachers’ salary schedule. 

C. Substitute teacher pay will be issued using direct deposit on the 15th and the last day of the 

month. 

D. Substitute teachers are not eligible to participate in health insurance plans or other fringe 

benefits through the School District unless required by law. 

E. Substitute teachers will not be compensated for mileage or travel time. 

F. Long-term substitute teachers assigned to perform substitute teaching services for more than 

one-hundred-twenty (120) consecutive days for an individual teacher are eligible for fringe 

benefits as provided for in the teachers’ collective bargaining agreement.   

 

 

 

Policy Adopted: December 14, 1970 / Amended September 8, 1975 / Amended June 9, 1986 /  

Amended December 14, 1992 / January 4, 1999 / July 18, 2005 / May 12, 2008 / May 

11, 2009 / August 16, 2010 / Jan. 2016 / Dec. 2018 

Independent School District No. 110 

Waconia, Minnesota 
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