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MINNETONKA PUBLIC SCHOOLS 

__________________________________________________________

__ 

 
POLICY #470:  EMPLOYEE USE OF SOCIAL MEDIA 

__________________________________________________________

__ 
 

I. PURPOSE 

 

As a national leader in using technology as an accelerator of learning, the Minnetonka School 

District recognizes the value of inquiry, investigation and innovation in using new technology 

tools and resources to enhance the learning experience and to share information.  The District 

also recognizes its obligation to teach, model and ensure responsible safe use of such 

technology tools.  

 

District staff are expected to model appropriate and healthy use of technology tools in their 

interactions with one another, students and the global community both in person and through 

technology. With social media continuing to emerge and thrive as a dynamic, influential and 

evolving aspect of communication, the District developed this policy to address the unique 

circumstances that arise when employees engage through publicly available social media 

such as personal websites, virtual and augmented reality environments, social networks, 

online forums and other similar tools. 

 

II. GENERAL STATEMENT OF POLICY 

 

The District recognizes the importance of social media networks and platforms as 

communication and e-learning tools. To that end, the District provides select, approved 

social media accounts and other online engagement tools and encourages use of these tools 

for collaboration by employees, as appropriate for employees’ roles with the District.  Public 

social media, outside of accounts sponsored and approved by the District, may not be used 

for classroom instruction or school-sponsored activities without the prior authorization of 

the Superintendent, or designee. Additionally, such use must comply with all District 

policies and with regulations set forth by the social media provider.  

 

The District has official accounts on select social media platforms (Facebook, Twitter, 

Instagram, Vimeo, YouTube, other) and additional technologies (Schoology, PreciouStatus, 

Peachjar, Let’s Talk) it uses in fulfilling its responsibility for effectively communicating 

with its various audiences, including the general public. Communications Department staff 

members and designated staff at each of the schools and in some additional departments, 
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such as Athletics and Community Education, are approved to post for the District on 

accounts that have been designated as their responsibility. They are the only employees who 

may post for the District or schools on such accounts without additional approval from the 

Superintendent or designee. 

 

Employees must limit personal use of social media during work, using professional 

discretion. If a building principal or executive staff member determines personal use of 

social media is becoming an issue for an employee, restrictions may be placed on 

employees’ use of personal devices. Such restrictions would take place at the discretion of 

the Superintendent or designee. 

 

When a new official District social media account is desired by an employee, the request 

should be elevated to a principal or executive staff member, who then will discuss it with 

the Superintendent or designee and the Executive Director of Communications. From there, 

any approved social media account will be created in coordination with the 

Communications Department. The login, password and recovery information will be shared 

with the Communications Department, and any update to that information in future will be 

shared, as well. 

 

All employees must avoid posting any information or engaging in communications that 

violates state or federal laws or District policy. 

 

When employees choose to join or engage with District students, families, fellow employees 

or members of the general public in a social media context that exists outside those approved 

by the District, they must maintain their professionalism as District employees and have 

responsibility for addressing inappropriate behavior or activity on these networks, including 

requirements for mandated reporting. 

 

III. DEFINITIONS 

 

A. Public social media networks are defined to include: websites, social networks, online 

forums, virtual and augmented reality environments, and any other social media 

generally available to the public or consumers.  Examples of public social media include 

but are not limited to the following platforms: Facebook, Twitter, Snapchat, Instagram, 

LinkedIn, Vimeo, YouTube and blogs. 

 

B. District approved online engagement tools are those the District has approved for 

educational or official communication purposes.  The District has greater ability to 

protect minors from inappropriate content and can limit public access with such tools. 

Examples include but are not limited to the following platforms: Schoology, Let’s Talk, 

PreciouStatus. 
 

IV. REQUIREMENTS 

 

As set forth in the District’s Vision, all employees are expected to serve as positive 

ambassadors for our schools and to remember they are role models to students in the 

http://education.state.mn.us/MDE/dse/mal/index.htm
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community.  Because those on social media networks may view the employee as a 

representative of the schools and the District, the District requires employees to observe the 

following rules when referring to the District, its schools, students, programs, activities, 

employees, volunteers and communities on any social media networks: 

 

A. An employee’s postings, displays, or communications must comply with all state and 

federal laws and any applicable District policies. 

 

Employees must be respectful and professional in all communications (by word, image, 

implication and other means).  Employees shall not use obscene, profane or vulgar 

language on any social media network or engage in communications or conduct that is 

harassing, threatening, bullying, libelous, defamatory or that encourages any illegal 

activity, the inappropriate use of alcohol, the use of illegal drugs, sexual behavior, sexual 

harassment or bullying. 

 

Employees should not use their District e-mail address for communications on public 

social media networks for personal use or without approval from the Superintendent or 

designee.  

 

Employees must make clear that any views expressed are the employee’s alone and do 

not necessarily reflect the views of the District.  Employees may not act as a 

spokesperson for the District or post comments as a representative of the District, except 

as authorized by the Superintendent or the Superintendent’s designee or as appropriate 

for their defined role as a spokesperson or social media poster for the District. When 

authorized as a spokesperson for the District and not posting from a District account, 

employees must disclose their employment relationship with the District. 

 

Employees may not disclose information that is confidential or proprietary to the 

District, its students, or employees or that is protected by data privacy laws. 

 

Employees may not use or post the District’s logos on any social media network nor 

create a social media account that represents the District without permission from the 

Superintendent or designee. 

 

Employees may not post images on any social media network of co-workers without the 

co-workers’ consent. 

 

Employees may not post images of students on any public social media network if the 

parent has opted out of image use of their child, except for images of students taken in 

the public arena, such as at sporting events or fine arts public performances. 

 

Employees may not post any nonpublic images of the District’s floor plans. 

 

B. The District recognizes that student groups or members of the public may create social 

media accounts representing teams or groups within the District. When employees, 

including coaches/advisors, choose to join or engage with these social networking 
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groups, they always do so as an employee of the District. Employees have responsibility 

for maintaining appropriate employee-student and employee-public relationships at all 

times and have responsibility for addressing inappropriate student behavior or activity 

witnessed on these networks. This includes acting to protect the safety of minors online.  

 

1. When an official student group or team creates a social media site or team website 

for itself, the coach or advisor must request and secure the login, password and 

recovery information for that online group. This will prevent, for example, dozens 

of out of date Twitter accounts for a sports team, as each year’s team captain has 

graduated and the social media account remains up but not active.  

C. Employees who participate in social media networks may decide to include information 

about their work with the District as part of their personal profile, as it would relate to a 

typical social conversation. This may include: 

 

1. Work information included in a personal profile, to include District name, job title, 

and job duties. 

2. Status updates regarding an employee’s own job promotion. 

3. Personal participation in District-sponsored events, including volunteer activities. 

4. Words of praise for a District accomplishment. 

D. The District monitors social media and will respond to content when necessary.  An 

employee who is responsible for a social media posting that fails to comply with the 

requirements set forth in this policy may be subject to discipline, up to and including 

termination.  Employees will be held responsible for the disclosure, whether purposeful 

or inadvertent, of confidential or private information or information that violates the 

privacy rights or other rights of a third party. 

 

E. Anything posted on an employee’s personal or professional website, blog, social media 

account or other online content for which the employee is responsible will be subject to 

all District policies, rules, regulations, and guidelines.  The District is free to view and 

monitor an employee’s publicly viewable website or blog at any time without an 

employee’s consent or previous approval or knowledge. Where applicable, employees 

may be asked to disclose to the District the existence of and to provide the District with 

access to an employee’s personal or professional website, blog, social media account or 

other online content for which the employee is responsible as part of an employment 

selection, promotion or disciplinary process. 
 

Cross Reference: 

Policy #427:  Harassment and Violence  

Policy #428:  Respectful Workplace 

Policy #515:  Protection and Privacy of Pupil Records  

Policy #524:  Acceptable Use of Electronic Technologies 

Policy #525: Website and Intranet 

Policy # 542: Civility of Students 

Policy #606: Instructional Materials Review, Selection and Use 
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Policy #910: Media Relations 

Legal Reference: 

Minnesota Administrative Rule 8700.7500 Code of Ethics For Minnesota 

Teachers Children’s Internet Protection Act 

 

 

Approved:  March 8, 2018 
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MINNETONKA PUBLIC SCHOOLS 
 

Guidelines for Policy #470: Employee Use of Social Media  

 

These are guidelines for social media in the Minnetonka School District. If you're an employee 

contributing to blogs, social networks, virtual or augmented reality environments, or any other 

kind of social media both on and off the District network—these guidelines are for you.  

 

We expect all who participate in social media to understand and follow these guidelines. Failure 

to do so may place your employment at risk. These guidelines will continually evolve as new 

technologies and social networking tools emerge. Employees are encouraged to check in 

periodically on the Social Media Use policy to stay current. 

It’s your responsibility.  What you write, upload, post, react to or publish in any other way is 

ultimately your responsibility.  If it seems inappropriate, use caution.  If you're about to publish 

something that makes you even the slightest bit uncomfortable, don't shrug it off and hit 'post.' 

Take time to review these guidelines and determine what's bothering you and fix it.  If you're 

still unsure, you may want to discuss it with your supervisor.  Ultimately, what you publish is 

your responsibility.  What you publish is widely accessible and may be around for a long time, 

so consider the content carefully.  Trademark, copyright, and fair use requirements must also 

be respected. 

Ensure the safety of students.  When employees, especially coaches/advisors, choose to join 

or engage in social networking, they do so as an employee of the District and have responsibility 

for monitoring content and addressing inappropriate behavior or activity on these networks. 

This includes acting to protect the safety of minors online.  

Be transparent.  Your honesty—or dishonesty—will be quickly noticed in the social media 

environment. If you are posting about your work, use your real name and identify your 

employment relationship with the District.  Be clear about your role; if you have a vested 

interest in something you are discussing, be the first to point it out. If you publish to a site 

outside the District’s network, please use a disclaimer to state in clear terms that the views 

expressed are yours alone and that they do not necessarily reflect the views of the Minnetonka 

School District. 

Protect confidential information.  Be thoughtful about what you publish.  Make sure you do 

not disclose or use confidential information.  Students, parents and colleagues should not be 

cited or referenced without their approval. For example, ask permission before posting 

someone's picture or statement in a social network (student photos require parental consent). 

Do not publish a conversation that was meant to be private. 

It is acceptable to discuss general details about projects, lessons, or events and to use non- 

identifying pseudonyms for an individual if you do not have permission from the individual to 

use their name, so long as the information provided does not make it easy for someone to 

identify the individual or violate any privacy laws.  Furthermore, public social networking sites 

are not the place for employees who are not designated as official posters for the District to 
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conduct school business with students or parents. 

Respect your audience and your coworkers.  Always express ideas and opinions in a 

respectful manner.  Make sure your communications are in good taste.  Do not denigrate or 

insult others, including other schools or competitors.  Remember that our communities reflect 

a diverse set of customs, values and points of view.  Be respectful.  This includes not only the 

obvious (no racial slurs, personal insults, obscenity, etc.) but also proper consideration of 

privacy and of topics that may be considered objectionable or inflammatory.  Be sensitive about 

linking to content.  Redirecting to another site may imply an endorsement of its content. 

 

Perception can be reality.  On social media, the lines between public and private, personal and 

professional are blurred.  Just by identifying yourself as a District employee, you are creating 

perceptions about your expertise and about the District by community members, parents, 

students and the general public; and you are creating perceptions about yourself with your 

colleagues and managers.  If you chose to join or engage with District students and families in 

a social media context, do so in a professional manner, ever mindful that in the minds of 

students, families, colleagues and the public, you are a District employee.  Be sure that all 

content associated with you is consistent with your work and with the District’s beliefs and 

professional standards. 

Are you adding value? Communication associated with our District should help fellow 

educators, parents, students, and co-workers.  It should be thought-provoking and build a sense 

of community.  If it helps people improve knowledge or skills, do their jobs, solve problems, or 

understand education better—then it's adding value. 

Keep your cool.  One of the aims of social media is to create dialogue, and people will not 

always agree on an issue.  When confronted with a difference of opinion, stay cool. If you make 

an error, be upfront about your mistake and correct it quickly.  Express your points in a clear, 

logical way.  Don’t pick fights, and correct mistakes.  Sometimes, it’s best to ignore a comment 

and not give it credibility by acknowledging it with a response. 

 

Be careful with personal information.  Make full use of privacy settings.  Know how to 

disable anonymous postings and use moderating tools on your social media site(s). Astute 

criminals can piece together information you provide on different sites and then use it to 

impersonate you or someone you know, or even re-set your passwords. 

 

Be a positive role model.  Educational employees have a responsibility to maintain appropriate 

employee-student relationships, whether on or off duty. Both case law and public expectations 

hold educational employees to a higher standard of conduct than the general public. 

 

Don't forget your day job.  You should make sure that your online activities do not interfere 

with your job.  Remember that District technologies are provided for educational use. Use of 

social media for personal use during District time or on District equipment should be limited, 

using professional discretion. If a building principal or executive staff member determines 

personal use of social media is becoming an issue for an employee, restrictions may be placed 

on employees’ use of personal devices. 

 



2. MSBA Policy Updates November 2024

2.A. 606 Textbooks and Instructional Materials Presenter: Erika 
Nesvig, Director of 
Education Services



606​ TEXTBOOKS AND INSTRUCTIONAL MATERIALS 
 
 
I.​ PURPOSE 
 

The purpose of this policy is to provide direction for selection of textbooks and instructional 
materials. 

 
II.​ GENERAL STATEMENT OF POLICY 
 

The school board recognizes that selection of textbooks and instructional materials is a vital 
component of the school district’s curriculum.  The school board also recognizes that it has the 
authority to make final decisions on selection of all textbooks and instructional materials. 

 
III.​ RESPONSIBILITY OF SELECTION 
 

A.​ While the school board retains its authority to make final decisions on the selection of 
textbooks and instructional materials, the school board recognizes the expertise of the 
professional staff and the vital need of such staff to be primarily involved in the 
recommendation of textbooks and instructional materials.  Accordingly, the school 
board delegates to the superintendent [or designee] the responsibility to direct the 
professional staff in formulating recommendations to the school board on textbooks 
and other instructional materials. 

 
B.​ In reviewing textbooks and instructional materials during the selection process, the 

professional staff shall select materials that: 
 

1.​ support the goals and objectives of the education programs; 
 

2.​ consider the needs, age, and maturity of students; 
 

3.​ foster respect and appreciation for cultural diversity and varied opinion; 
 

4.​ fit within the constraints of the school district budget; 
 

5.​ are in the English language.  Another language may be used, pursuant to 
Minnesota Statutes section 124D.59 to 124D.61; 

 
6.​ permit grade-level instruction for students to read and study America’s 

founding documents, including documents that contributed to the foundation 
or maintenance of America’s representative form of limited government, the 
Bill of Rights, our free-market economic system, and patriotism; and 

 
7.​ do not censor or restrain instruction in American or Minnesota state history or 

heritage based on religious references in original source documents, writings, 
speeches, proclamations, or records. 

 
C.​ The superintendent [or designee] shall be responsible for developing procedures and 

guidelines to establish an orderly process for the review and recommendation of 
textbooks and other instructional materials by the professional staff.  Such procedures 
and guidelines shall be coordinated with the school district’s curriculum development 
effort and may utilize the Teaching and Learning Advisory Council for input and 
consideration.  

 
IV.​ SELECTION OF TEXTBOOKS AND OTHER INSTRUCTIONAL MATERIALS 
 

A.​ The superintendent [or designee] shall be responsible for keeping the school board 
informed of progress on the part of staff and others involved in the textbook and other 
instructional materials review and selection process. 
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B.​ The superintendent [or designee] shall present a recommendation to the school board 
on the selection of textbooks and other instructional materials after completion of the 
review process as outlined in this policy. 

 
V.​ RECONSIDERATION OF TEXTBOOKS OR OTHER INSTRUCTIONAL MATERIALS 
 

A.​ The school district shall provide a process for members of the school district 
community to seek reconsideration of the use of select textbooks or instructional 
materials.  

 
B.​ The superintendent [or designee] shall be responsible for the development of 

guidelines and procedures to identify the steps to be followed to seek reconsideration 
of textbooks or other instructional materials.  

 
C.​ The superintendent [or designee] shall present a procedure to the school board for 

review and approval regarding reconsideration of textbooks or other instructional 
materials.  When approved by the school board, such procedure shall be an addendum 
to this policy. 

 
 
Legal References:​ Minn. Stat. § 120A.22, Subd. 9 (Compulsory Instruction Curriculum) 

Minn. Stat. § 120B.235 (American Heritage Education) 
Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School 
Districts) 
Minn. Stat. § 123B.09, Subd. 8 (School Board Responsibilities) 
Minn. Stat. § 124D.59-124D.61 (Education for English Learners Act) 
Minn. Stat. § 127A.10 (State Officials and School Board Members to be 
Disinterested; Penalty) 
Hazelwood Sch. Dist. v. Kuhlmeier, 484 U.S. 260      (1988) 
Pratt v. Independent Sch. Dist. No. 831, 670 F.2d 771 (8th Cir. 1982) 

 
Cross References:​ MSBA/MASA Model Policy 603 (Curriculum Development) 

MSBA/MASA Model Policy 604 (Instructional Curriculum) 
 
 
Policy Adopted: July 2012 
Revised: December 2020, February 2023 
Independent School District No. 110 
Waconia, MN 
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2.B. 606.5 Library Materials Presenter: Erika 
Nesvig, Director of 
Education Services



 

606.5​ LIBRARY MATERIALS 
 
I.​ PURPOSE 
 

The purpose of this policy is to provide direction and to delegate responsibility for selection 
and reconsideration of library materials. 

 
II.​ GENERAL STATEMENT OF PURPOSE 
 

The school board recognizes that library materials serve as a vital component of a student’s 
education by enriching the breadth of the curriculum as a whole and meeting the needs and 
interests of individual students.  The purpose of library materials is to meet the needs of all 
students. Therefore, questions regarding selection and reconsideration of library materials 
should be handled differently than those concerning textbooks and instructional materials. 
 
To ensure that library materials fulfill this role, the school board delegates to the 
superintendent or the superintendent’s designee responsibility for administering a process for 
selection of library materials. Responsibility for selection shall rest with professionally trained 
school district staff, with recognition that the school board has the final authority on selection 
of library materials. Parents and guardians have the right and the responsibility to determine 
their children’s access to library materials. 
 
[NOTE: The school board may choose to revise the General Statement of Purpose.] 
 

III.​ DEFINITIONS 
 

A.​ “Library” is the school district resource that holds the library collection that serves the 
information and independent reading needs of students and supports the curriculum 
needs of teachers and staff. The term “library” includes a school library media center. 
The term also includes access to electronic materials. 

 
​ For school districts with multiple school buildings, the term “library” refers to the 

resource within a specific school building. The school district’s libraries are commonly 
referred to as Media Centers. 

 
Minnesota Statutes, section 124D.9091, states that a school district or charter school 
library or school library media center provides equitable and free access to students, 
teachers, and administrators and that a school library or school library media center 
must have the following characteristics: 

1. ​ ensures every student has equitable access to resources and is able to 
locate, access, and use resources that are organized and cataloged; 

2.​ has a collection development plan that includes but is not limited to 
materials selection and deselection, a challenged materials procedure, 
and an intellectual and academic freedom statement; 

3. ​ is housed in a central location that provides an environment for 
expanded learning and supports a variety of student interests; 

4.  ​ has technology and Internet access; and 

5. ​ is served by a licensed school library media specialist or licensed 
school librarian. 

​ [NOTE: The school board may add a sentence that incorporates the term(s) 
used to identify libraries in the school district, such as “The school district’s 
libraries are commonly referred to as Media Centers.] 

 
B.​ “Library collection” consists of the library materials made available to students. 
 
C.​ “Library materials” are the books, periodicals, newspapers, manuscripts, films, prints, 
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documents, videotapes, subscription content, electronic and digital materials 
(including e-books, audiobooks, and databases), and related items made available to 
students in a school building or through access to electronic materials This term does 
not include materials made available to students as part of the curriculum. 

 
D.​ “Library media specialist” is a teacher holding a Library Media Specialist teaching 

license issued by the Professional Educator Licensing and Standards Boards and who is 
trained to deliver library services to students and staff in a library. A library media 
specialist is authorized under Minnesota Rules to provide to students in kindergarten 
through grade 12 instruction that is designed to provide information and technology 
literacy skills instruction, to lead, collaborate, and consult with other classroom 
teachers for the purpose of integrating information and technology literacy skills with 
content teaching, and to administer media center operations, programming, and 
resources. 

 
[NOTE: The specific titles of the school district’s library staff should be used 
for this definition and substituted for “library media specialist” throughout 
this model policy. Please note the new 2024 law in Article IV regarding 
administration of selection and reconsideration procedures.] 

 
IV.​ RESPONSIBILITY FOR SELECTION OF LIBRARY MATERIALS 
 

A.​ The school board recognizes the expertise of the school district’s professional staff and 
the vital need of such staff to be responsible for selection of library materials.  

 
B.​ While recommendations by administrators, faculty members, students, parents, and 

other community members may be considered, the final responsibility for selection of 
library materials shall rest with the library media specialist. 

 
C.​ The procedures for selection and reconsideration set forth in this policy will be 

administered by: 
 
1.​ a licensed library media specialist under Minnesota Rules, part 8710.4550; 
 
2.​ an individual with a master’s degree in library science or library and 

information science; or 
 
3. ​ a professional librarian or a person trained in library collection management. 

 
D.​ The school board may decline to purchase, lend, or shelve or remove access to library 

materials legitimately based on: 
 

1.​ practical reasons, including but not limited to shelf space limitations, rare or 
antiquarian status, damage, or obsolescence; 

 
2.​ legitimate pedagogical concerns, including but not limited to the 

appropriateness of potentially sensitive topics for the library's intended 
audience, the selection of library materials for a curated collection, or the 
likelihood of causing a material and substantial disruption of the work and 
discipline of the school; or 

 
3.​ compliance with state or federal law. 
 
[NOTE: In 2024, the Minnesota legislature enacted a new law—Minnesota 
Statutes 134.51--that includes the new provisions above.] 
 
[NOTE: Minnesota Statutes, section 134.51, cited above, recognizes the 
school board’s authority to make decisions regarding library materials. 
Through adoption of this policy, the school board delegates selection and 
reconsideration of library materials decision making set forth in this policy.] 
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V.​ SELECTION OF LIBRARY MATERIALS 
 

A.​ Selection Criteria: The library materials selection process should result in a library 
collection that, when considered as a whole, is consistent with the following criteria: 

 
1.​ Library materials shall support and be consistent with the general educational 

goals of the state and the district and the aims and objectives of individual 
schools and specific courses; 

 
2.​ Library materials shall be chosen to enrich and support the curriculum as well 

as to promote reading for pleasure by responding to the personal needs and 
interests of student users; 

 
3.​ Library materials shall not be excluded because of the race, nationality, 

religion, sex, gender, or political views of the writer; 
 
4.​ Library materials shall be appropriate to and reflect the needs, ages, maturity 

level, emotional development, ability levels, learning styles, social 
development, background, diversity, and needs and interests of the students 
for whom the materials were selected; 

 
5.​ Library materials shall meet high standards of quality in one or more of these 

categories (presented alphabetically):  
 

a.​ Artistic quality and/or literary style; 
 
b.​ Authenticity;  
 
c. ​ Critical thinking; 
 
d.​ Educational significance;  
 
e. ​ Factual content; 
 
f. ​ High interest for intended audience; and 
 
g. ​ Readability. 

 
6.​ The selection of library materials shall conform to the constraints of the school 

district budget. 
 
[NOTE: Before adopting selection criteria, the school board is strongly 
encouraged to consult with the licensed library media specialist, who 
possesses professional expertise and experience in selecting appropriate 
library materials. The school board may choose to adopt selection criteria 
specifically designed for each school building.] 
 
[NOTE: A school board may choose to adopt similar selection criteria for 
classroom library materials, with the classroom teacher making selection 
decisions.  If a school board chooses to address classroom libraries, the 
board can decide whether to follow the reconsideration process in this model 
policy or to create a different process for classroom library materials.] 

 
B.​ The library media specialist shall consult sources and specialists experienced in library 

materials collections appropriate for the building’s students and that are reputable, 
experienced, unbiased, and professionally trained in school library materials.  

 
[NOTE: The school board may choose to identify specific sources and 
specialists that satisfy this paragraph.] 
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C.​ The superintendent or the superintendent’s designee shall be responsible for keeping 

the school board informed of progress on review and selection of each building’s 
library materials. 

 
D.​ Library materials that are outdated, inaccurate, no longer useful for curricular support 

or reading enrichment, or have not been utilized for an extended period of time may 
be removed. Library materials that are in poor physical condition may be removed or 
replaced as determined by the library media specialist or the principal. 

 
E.​ Gifts and Donations of Library Materials 
 

Materials offered for donation or gifted to a school library may be accepted if they 
comply with the library collection selection criteria and approved by the library media 
specialist. The school district’s libraries welcome donations of books and other 
resource materials from individuals and organizations, but also reserve the right to 
decline to accept library materials that do not meet the criteria for selection.  In 
addition, financial donations to benefit school district’s libraries will be accepted with 
the understanding that funds will be used to purchase materials that are needed for 
libraries based on the needs of the individual schools. 

 
​ ​ [NOTE: The school board may choose to delete Paragraph E.] 
 
VI.​ INDIVIDUAL STUDENT ACCESS TO SPECIFIC LIBRARY MATERIAL 
 

A parent or guardian may request that access to specific material in the library materials 
collection be restricted from their student. The school shall take reasonable steps to fulfill this 
request. This type of request will not result in removal of specific library collection material 
from the library or restrictions upon any other student accessing specific library materials. 

 
VII.​ RECONSIDERATION OF SPECIFIC LIBRARY MATERIAL 
 

A.​ The school board seeks to uphold students’ access to library materials that meet the 
educational goals and selection criteria set forth in this policy.  

 
B.​ A school district employee, student, or a parent or guardian of a school district student 

may request reconsideration of specific library material on the basis of 
appropriateness. Access to the material in question shall not be restricted until the 
procedures listed below have been fully completed and a decision to remove or restrict 
the materials has been made. 

 
C.​ Informal Request for Reconsideration of Specific Library Material 
 

1.​ Requests for reconsideration of specific library material shall be directed to the 
library media specialist and the building principal.  The building principal and 
the library media specialist shall assume responsibility for processing the 
request on an informal basis. 

 
2.​ The building principal and/or the library media specialist shall provide an 

explanation to the individual who submitted the request. The explanation shall 
include the particular selection criteria that the material in question met in 
order to be included in the library as curriculum support or as an independent 
reading choice for students in the building. 

 
3.​ If the request is not resolved informally, the principal shall submit a report on 

the matter to the superintendent or the superintendent’s designee.  The 
requestor will have an option to initiate a Formal Request for Reconsideration. 

 
D.​ Formal Request for Reconsideration of Specific Library Collection Material 
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1.​ A Formal Request for Reconsideration of specific library material is initiated 
upon submission of a completed Formal Request for Reconsideration of 
Specific Library Collection Material form.  The form must be completed in its 
entirety for each work that is subject to a request for reconsideration. The 
principal shall notify the superintendent or the superintendent’s designee and 
the library media specialist of receipt of a completed Formal Request form. 
 
If specific library material is the subject of a Formal Request for 
Reconsideration and a final decision is made to retain the specific library 
material, then the specific library material shall not be subject to additional 
requests for reconsideration for three years following the date of final 
resolution of the initial Formal Request for Reconsideration. 

 
2.​ On an annual basis, the Superintendent or the superintendent’s designee shall 

appoint a Library Materials Review Committee (Review Committee). This 
committee shall include: 

 
a.​ Building Administrator  
 
b.​ Media Specialist  
 
c.​ Classroom Teacher  
 
d.​ Member of Teaching and Learning Advisory Council  
 
e.​ Student (if appropriate)  
 
[NOTE: This list of Review Committee members is an example. The 
school board may alter this list. The school district may decide to 
create Review Committees for individual schools.] 

 
3.​ The Review Committee shall establish a date upon which it will discuss the 

request and whether the specific library collection material conforms to the 
selection criteria set forth in this policy. 

 
4.​ The Review Committee 
 

a.​ may consult individuals, organizations, and other resources with 
relevant professional knowledge on school library material; 

 
b.​ shall examine the specific library material as a whole;  
 
c. ​ shall examine the specific library material as to its conformance with 

the criteria for selection of library materials; and 
 
d.​ shall submit a written report to the superintendent or the 

superintendent’s designee containing the Review Committee’s decision 
on whether to retain, to remove, or to take other action regarding the 
specific library material.  

 
5.​ The superintendent or the superintendent’s designee shall inform the 

requestor and the school board of the Review Committee’s decision.  The 
requestor may appeal the Review Committee’s decision to the superintendent 
or the superintendent’s designee by submitting a written appeal to the 
superintendent or the superintendent’s designee within fourteen (14) days of 
submission of the Review Committee’s decision to the requestor. The 
superintendent or the superintendent’s designee shall provide a written 
decision on a requestor’s appeal within a reasonable time period. 

 
[NOTE: The school board can decide whether to allow appeal of a 
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Review Committee decision to the superintendent or the 
superintendent’s designee. If appeal to the superintendent or the 
superintendent’s designee is permitted, the school board may direct 
the superintendent or the superintendent’s designee to craft an appeal 
process or the board may choose to create the process itself.] 

 
6.​ The requestor shall have the right to appeal the decision of the superintendent 

or the superintendent’s designee to the school board. 
 

[NOTE: The school board may decide whether to allow an appeal of a 
Review Committee decision directly to the school board or whether 
the appeal to the superintendent or the superintendent’s designee is a 
required intermediary step. If appeal to the school board is permitted, 
the school board may direct the superintendent or the 
superintendent’s designee or designee to craft an appeal process or 
the board may choose to create the process itself.] 
 

VIII.​ CHALLENGE REPORT 
 

Upon the completion of a content challenge or reconsideration process in accordance with this 
policy, the school board must submit a report of the challenge to the Commissioner of the 
Minnesota Department of Education that includes: 
 
A.​ the title, author, and other relevant identifying information about the material being 

challenged; 
 
B.​ the date, time, and location of any public hearing held on the challenge in question, 

including minutes or transcripts; 
 
C.​ the result of the challenge or reconsideration request; and 
 
D.​ accurate and timely information on who from the school district the Department of 

Education may contact with questions or follow-up. 
 
[NOTE: This article was enacted in 2024 by the Minnesota legislature.] 
 

 
 
IX.​ Teacher Selected Materials 
 
​ Materials selected for classroom use may include both print and non-print formats as well as 

fiction and nonfiction.  Classroom materials have their primary justification to support the 
curriculum. Although a textbook may contain the entire curriculum content of a course of 
study, more commonly, a variety of materials are used.  Assumptions underlying the latter 
practice include the following: 

 
 
​ ​ 1.  ​ People often are better informed for having considered a subject from ​ ​
​ ​ ​ various points of view. 
 

2.  ​ Students in any subject at any given grade level have a wide range of skills 
and abilities.  An equally wide range of materials is needed to match these 
individual differences. 

 
3.  ​ Access to adequate collections of materials is essential to programs that 

provide students with independent study time. 
 

4.  ​ Because the curriculum may not include items of personal relevance of 
students, access to a wide range of materials is essential. 
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​ ​ 5.  ​ Teachers can be more flexible and creative if a wide variety of materials are ​
​ ​ ​ available. 
​  
 
X.​ PROHIBITION ON RETALIATION 
 

The school district may not discriminate against or discipline an employee for complying with 
Minnesota Statutes, section 134.51. 
 
[NOTE: This article was enacted in 2024 by the Minnesota legislature.] 

 
Legal References:​ Minn. Stat. § 120A.22, Subd. 9 (Compulsory Instruction) 

Minn. Stat. § 123B.02 (General Powers of Independent School Districts) 
Minn. Stat. § 123B.09 (School Board Responsibilities) 
Minn. Stat. § 124D.991 (Public School Libraries and Media Centers) 
Minn. Stat. § 134.51 (Access to Library Materials and Rights Protected) 
Minn. Rules Part 8710.4550 (Library Media Specialists) 
Bd. of Educ., Island Trees Union Free Sch. Dist. No. 26 v. Pico, 457 U.S. 853 
(1982) 
Virginia State Bd. of Educ. v. Barnette, 319 U.S. 624, 642 (1943) 

 
Cross References:​ MSBA/MASA Model Policy 524 (Internet Acceptable Use and Safety Policy) 

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

 
 
Policy Adopted: Dec 2024 
Waconia Public Schools 
Waconia, MN 
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2.C. 613 Graduation Requirements Presenter: Erika 
Nesvig, Director of 
Education Services



613​ GRADUATION REQUIREMENTS 
 

[Note:  The requirements set forth in this policy govern the graduation standards 
that Minnesota public schools must require for a high school diploma for all 
students.] 

 
I.​ PURPOSE 
 

The purpose of this policy is to set forth requirements for graduation from the school district.  
 
II.​ GENERAL STATEMENT OF POLICY 
 

The policy of the school district is that all students must demonstrate, as determined by the 
school district, their satisfactory completion of the credit requirements and their understanding 
of academic standards.  The school district must adopt graduation requirements that meet or 
exceed state graduation requirements established in law or rule. 

 
III.​ DEFINITIONS 

 
A.​ “Academic standard” means a statewide adopted expectation for student learning in 

the content areas of language arts, mathematics, science, social studies, physical 
education, health, and the arts. Locally developed academic standards in health apply 
until statewide rules implementing statewide health standards under Minnesota 
Statues, section 120B.021, subdivision 3, are required to be implemented in the 
classroom.  

 
​ [NOTE: The 2024 Minnesota legislature enacted this change. Paragraphs C and E are 

flipped to create alphabetical order.] 
​ ​  
B.​ “Credit” means a student’s successful completion of a trimester course or a student’s 

mastery of the applicable subject matter, as determined by the school district.  
 
C.​ “English language learners” or “ELL” student means an individual whose first language 

is not English and whose test performance may be negatively impacted by lack of 
English language proficiency.  

 
D.​ “Individualized Education Program” or “IEP” means a written statement developed for 

a student eligible by law for special education and services. 
 
E.​ “Section 504 Accommodation” means the defined appropriate accommodations or 

modifications that must be made in the school environment to address the needs of an 
individual student with disabilities. 

 
​ ​  

IV.​ DISTRICT ASSESSMENT COORDINATOR 
 

The superintendent or designee shall name the District Assessment Coordinator.  Said person 
shall be in charge of all test procedures and shall bring recommendations to the school board 
annually for approval. 

 
V.​ GRADUATION REQUIREMENTS 
 

A.​ Graduation Requirements 
 
Students’ state graduation requirements, based on a longitudinal, systematic approach to 
student education and career planning, assessment, instructional support, and evaluation, 
include the following: 

 
1.​ Achievement and career and college readiness in mathematics, reading, and ​

writing, consistent with paragraph (k) and to the extent available, to monitor ​
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students’ continuous development of and growth in requisite knowledge and ​
skills; analyze students’ progress and performance levels, identifying students’ 
academic strengths and diagnosing areas where students require curriculum or 
instructional adjustments, targeted interventions, or remediation; and, based ​
on analysis of students’ progress and performance data, determine students’ ​
learning and instructional needs and the instructional tools and best practices ​
that support academic rigor for the student; and 

 
 

​ 2.​ Consistent with this paragraph and Minnesota Statutes section 120B.125 (see ​
​ Policy 604, Section II.H.), age-appropriate exploration and planning activities ​
​ and career assessments to encourage students to identify personally relevant ​
​ career interests and aptitudes and help students and their families develop a ​
​ regularly reexamined transition plan for postsecondary education or ​ ​
​ employment without need for postsecondary remediation. 

 
​ 3.​ Based on appropriate state guidelines, students with an IEP may satisfy state ​

​ graduation requirements by achieving an individual score on the ​ ​
​ state-identified ​alternative assessments. 

 
​ [NOTE: Minnesota Statutes 120B.303 includes the reference to paragraph (k) 

found in subparagraph 1. above. This statute no longer has a paragraph (k). 
MSBA has informed the Minnesota Revisor’s Office, which replied that it will 
seek correction during the 2025 legislative session.] 

 
B.​ Targeted Instruction Plan 

 
1.​ A student must receive targeted, relevant, academically rigorous, and 

resourced instruction which may include a targeted instruction and ​ ​
intervention plan focused on improving the student’s knowledge and skills in 
core subjects so that the student has a reasonable chance to succeed in a 
career or college without need for postsecondary remediation. 

 
2.​ Consistent with Minnesota Statutes, sections 120B.13, 124D.09, 124D.091, ​

124D.49, and related sections, an enrolling school or district must actively ​
encourage a student in grade 11 or 12 who is identified as academically ready ​
for a career or college to participate in courses and programs awarding college 
credit to high school students. Students are not required to achieve a specified 
score or level of proficiency on an assessment under this subdivision to 
graduate from high school. 

 
3.​ As appropriate, students through grade 12 must continue to participate in ​

targeted instruction, intervention, or remediation and be encouraged to ​
participate in courses awarding college credit to high school students.  

 
​ ​ [NOTE: The revisions in Paragraphs A and B align the model policy language with ​
​ ​ Minnesota Statutes 120B.303.] 
 

C.​ A student’s progress toward career and college readiness must be recorded on the 
student’s high school transcript. 

 
VI.​ GRADUATION CREDIT REQUIREMENTS 
 

Students must successfully complete, as determined by the school district, the following high 
school level credits for graduation: 

 
 

A.​ Credit Requirements 
 
​ 1.​ Eight credits of language arts sufficient to satisfy all academic standards in ​
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English language arts; 
 

​ 2.​ Seven credits of mathematics sufficient to satisfy all of the academic standards 
​ in mathematics; 

 
 

3.​ Seven credits of science, including three credits to satisfy all the earth and 
space ​ standards for grades 9 through 12, two credits to satisfy all the life 
science standards for grades 9 through 12, and two credits to satisfy all the 
chemistry or physics standards for grades 9 through 12; 

 
 
4.​ Eight credits of social studies, encompassing at least United ​ States history, ​

geography, government and citizenship in either grade 11 or 12 for students ​
beginning in grade 9 in the 2025-2026 school year and later or an ​
advanced placement, international baccalaureate, or other rigorous course on ​
government and citizenship under Minnesota Statutes, section 120B.21, ​
subdivision 1a, and a combination of other credits encompassing at least 
United ​States history, ​geography, government and citizenship, world history, 
and economics sufficient to satisfy all of the academic standards in social 
studies; 

 
​ [NOTE: This revision includes the 2024 change on implementation of the ​

government and citizenship requirement to the 2025-26 school year.] 
 

5.​ Two credits in the arts sufficient to satisfy all of the academic standards in the ​
arts;  

 
​ 6.​ Credit sufficient to satisfy the state standards in physical education; and 

 
​ 76.​ A minimum of eighteen elective credits. 
 

87.​ Students who begin grade 9 in the 2024-2025 school year and later must ​
successfully complete a course for credit in personal finance in grade 10, 11, 
or 12. A teacher of a personal finance course that satisfies the graduation ​
requirement must have a field license or out-of-field permission in agricultural ​
education, business, family and consumer science, social studies, or math. 

 
​ [NOTE: The revisions above align the policy language with Minnesota law, ​

including changes enacted by the 2024 Minnesota legislature concerning ​
physical education credit and state standards in health. Paragraph 8 was ​
enacted in 2023; it affects students who begin grade 9 in the 2024-25 school ​
year.] 

 
98.​ Three credits of physical education (2) to satisfy the state standards in  

physical education; and health (1).  
 
​ 109.​ One credit for speech.  
 
​ 1110.​ One credit for completion of senior seminar  

 
B.​ Credit equivalencies 

 
1.​ A credit of economics taught in a school’s business department may fulfill 

credit in social studies under Paragraph 4., above, if the credit is sufficient to 
satisfy all of the academic standards in economics. 

 
2.​ An agriculture science or career and technical education credit may fulfill the 

elective science credit required under Paragraph A.3, above, if the credit meets 
the state physical science, life science, earth and space science, chemistry, or 
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physics academic standards or a combination of these academic standards as 
approved by the school district. An agriculture or career and technical 
education credit may fulfill the credit in chemistry or physics required under 
Paragraph A.3, above, if the credit meets the state chemistry academic 
standards or all of the physics academic standards as approved by the school 
district. A student must satisfy either all of the chemistry or physics academic 
standards prior to graduation.  An agriculture science or career and technical 
education credit may not fulfill the required biology credit under Paragraph 
A.3, above. 

 
3.​ A career and technical education credit may fulfill a mathematics or arts credit 

requirement under Paragraph A.2 or Paragraph A.5, above. 
 

4.​ A computer science credit may fulfill a mathematics credit requirement under 
Paragraph 2., above, if the credit meets state academic standards in 
mathematics. 
 

5.​ A Project Lead the Way credit may fulfill a mathematics or science credit 
requirement under Paragraph A.2, or Paragraph A.3, above, if the credit meets 
the state academic standards in mathematics or science. 

 
6.​ An ethnic studies course may fulfill a social studies, language arts, arts, math, 

or science credit if the course meets the applicable state academic standards.  
An ethnic studies course may fulfill an elective credit if the course meets 
applicable local standards or other requirements. 

 
[Note: The revisions above align the policy language with Minnesota law, 
including changes enacted by the 2024 Minnesota legislature. Starting in the 
2026-27 school year, a high school must offer an ethnic studies course; in 
elementary and middle schools by the 2027-28 school year.] 

 
VII.​ GRADUATION STANDARDS REQUIREMENTS 
 

A.​ All students must demonstrate their understanding of the following academic 
standards: 

 
1.​ School District Standards, Health (K-12); 

 
2.​ School District Standards, Career and Technical Education (K-12); and 

 
3.​ School District Standards, World Languages (K-12). 

 
B.​ Academic standards in health, world languages, and career and technical education 

will be reviewed as part of the district’s curriculum review cycle.*  A school district 
must use the current world languages standards developed by the American Council 
on the Teaching of Foreign Languages. 

 
* Reviews are required to be conducted on a periodic basis.  Therefore, this time 
period may be changed to accommodate individual school district needs. 

 
C.​ All students must satisfactorily complete the following required Graduation Standards 

in accordance with the standards developed by the Minnesota Department of 
Education (MDE): 

 
1.​ Minnesota Academic Standards, English Language Arts K-12; 

 
2.​ Minnesota Academic Standards, Mathematics K-12; 

 
3.​ Minnesota Academic Standards, Science K-12; 
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4.​ Minnesota Academic Standards, Social Studies K-12; and 
 

5.​ Minnesota Academic Standards, Physical Education K-12. 
 

D.​ State standards in the Arts K-12 are available, or school districts may choose to 
develop their own standards. 

 
​ E.​ The academic standards for language arts, mathematics, and science apply to all 

students except the very few students with extreme cognitive or physical impairments 
for whom an IEP team has determined that the required academic standards are 
inappropriate.  An IEP team that makes this determination must establish alternative 
standards. 

 
VIII.​ EARLY GRADUATION 
 

Students may be considered for early graduation, as provided for within Minnesota Statutes, 
section 120B.07, upon meeting the following conditions: 

 
A.​ All course or standards and credit requirements must be met; 

 
B.​ The principal or designee shall conduct an interview with the student and parent or 

guardian, familiarize the parties with opportunities available in post-secondary 
education, and arrive at a timely decision; and 

 
C.​ The principal’s decision shall be in writing and may be subject to review by the 

superintendent and school board. 
 
Legal References:​ Minn. Stat. § 120B.018 (Definitions) 
​ ​ ​ Minn. Stat. § 120B.02 (Educational Expectations and Graduation Requirements 

for Minnesota’s Students) 
Minn. Stat. § 120B.021 (Required Academic Standards) 
Minn. Stat. § 120B.023 (Benchmarks) 
Minn. Stat. § 120B.024 (Credits) 
Minn. Stat. § 120B.07 (Early Graduation) 
Minn. Stat. § 120B.11 (School District Process for Reviewing Curriculum, 
Instruction, and Student Achievement Goals; Striving for Comprehensive 
Achievement and Civic Readiness the World’s Best Workforce) 
Minn. Stat. § 120B.30 (General Requirements; Statewide Assessments) 
Minn. Stat. § 120B.303 (Assessment Graduation Requirements) 
Minn. Stat. § 120B.307 (College and Career Readiness) 
Minn. Rules Part 3501.0660 (Academic Standards for Kindergarten through 
Grade 12 
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics) 
Minn. Rules Part 3501.0820 (Academic Standards for the Arts) 
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science) 
Minn. Rules Parts 3501.1200-1210 (Academic Standards for English Language 
Development) 
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies) 
Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for Physical 
Education) 
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 601 (School District Curriculum and Instruction 
Goals) 
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) 
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MSBA/MASA Model Policy 616 (School District System Accountability) 
 
 

Policy Adopted: July 2012  
Revised: Jan. 2016, March 2023, September 2023, November 2024  
Independent School District No. 110 
Waconia MN 
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2.D. 614 School District Testing Plans and 
Procedures

Presenter: Erika 
Nesvig, Director of 
Education Services



 
 
614​ SCHOOL DISTRICT TESTING PLAN AND PROCEDURE 
 
 
I.​ PURPOSE 
 

The purpose of this policy is to set forth the school district’s testing plan and procedure. 
 
II.​ GENERAL STATEMENT OF POLICY 
 

The policy of the school district is to implement procedures for testing, test security, 
documentation, and record keeping. 

 
III.​ DUTIES OF SCHOOL DISTRICT PERSONNEL REGARDING TEST ADMINISTRATION 
 

[Note: This listing of school personnel may not be consistent with the personnel in 
the school district and, consequently, should be amended to reflect the personnel 
with responsibility for testing in the school district.] 

 
A.​ Superintendent 

 
1.​ Responsibilities before testing. 

 
a.​ Designate a district assessment coordinator and district technology 

coordinator. 
 

b. ​ The superintendent, or a designee who has been authorized to be the 
identified official with authority by the school board, pre-authorizes 
staff access for applicable Minnesota Department of Education (MDE) 
secure systems. 

 
c.​ Annually review and recertify staff who have access to MDE secure 

systems. 
 

d.​ Read and complete the Assurance of Test Security and Non-Disclosure. 
 

[Note: This form is available on the Minnesota PearsonAccess 
Next website—see Cross References for website address.] 

 
e.​ Establish a culture of academic integrity. 

 
f.​ Fully cooperate with MDE representatives conducting site visits or 

Minnesota Test of Academic Skills (MTAS) audits during testing. 
 

g.​ Ensure student information is current and accurate. 
 

h.​ Ensure that a current district test security procedure is in place and 
that all relevant staff have been provided district training on test 
administration and test security. 

 
i.​ Ensure that a current process is included for tracking which students 

tested with which test monitors and any other adult(s) who were 
present in the testing room (e.g., staff providing assistance, 
paraprofessionals, etc.). 

 
j.​ Confirm the district assessment coordinator has current information 

and training specific to test security and the administration of 
statewide assessments. 
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k.​ Confirm the district assessment coordinator completes Pre-test Editing 
in the Test Web Edit System (WES). 

 
l.​ Post on the school district website the complete Parent/Guardian Guide 

and Refusal for Student Participation in Statewide Testing form. 
 

2.​ Responsibilities after testing. 
 

a.​ Confirm the district assessment coordinator and Minnesota Automated 
Reporting Student System (MARSS) coordinator complete Post-test 
Editing in Test WES. 

 
b.​ Verify with the district assessment coordinator that all test security 

issues have been reported to MDE and are being addressed. 
 

c.​ Confirm the MARSS coordinator has updated all student records for 
Post-test Editing. 

 
d.​ Confirm the district assessment coordinator has finalized the district’s 

assessment information prior to the close of Post-test Editing in Test 
WES. 

 
e.​ Confirm the district assessment coordinator, or designee, has access to 

the Graduation Requirements Records (GRR) system and enters 
necessary information. 

 
f.​ Discuss assessment results with the district assessment coordinator 

and school administrators. 
 

B.​ District Assessment Coordinator 
 

1.​ Responsibilities before testing. 
 

a.​ Serve as primary contact with MDE regarding policy and procedure 
questions related to test administration. 

 
b.​ Read and complete the Assurance of Test Security and Non-Disclosure. 

 
c.​ Confirm all staff who handle test materials, administer tests, or have 

access to secure test content have completed the Assurance of Test 
Security and Non-Disclosure. 

 
(1) ​ Maintain the completed Assurance of Test Security and 

Non-Disclosure for two years after the end of the academic 
school year in which testing took place. 

 
d.​ Review with all staff the Assurance of Test Security and Non-Disclosure 

and their responsibilities thereunder. 
 

e.​ Identify appropriate tests for students and ensure student data sent to 
service providers for testing are correct. 

 
f.​ Establish district testing schedule within the testing windows specified 

by the MDE and service providers. 
 

g.​ Prepare testing conditions, including user access to service provider 
websites, preparing readiness for online testing, preparing a plan for 
tracking which students test on which computers or devices, ensure 
accommodations are indicated as necessary, providing students with 
opportunity to become familiar with test format, item types, and tools 
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prior to test administration; establishing process for inventorying and 
distributing secure test materials where necessary; preparing 
procedures for expected and unexpected situations occurring during 
testing; planning for addressing technical issues while testing; identify 
staff who will enter student responses from paper accommodated test 
materials and scores from MTAS administration online. 

 
h.​ Train school assessment coordinators, test monitors, MTAS test 

administrators, and ACCESS (test for English language learners) and 
Alternate ACCESS test administrators. 

 
(1)​ Provide training on proper test administration and test security 

(Pearson’s Training Management System). 
 

(2)​ Verify staff complete any and all test-specific training. 
 

i.​ Maintain security of test content, test materials, and record of all staff 
involved. 

 
(1)​ Receive secure paper test materials from the service provider 

and immediately lock them in a previously identified secure 
area, inventory same, and contact service provider with any 
discrepancies. 

 
(2)​ Organize secure test materials for online administrations and 

keep them secure. 
 

(3)​ Define chain of custody for providing test materials to test 
monitors and administrators.  The chain of custody must 
address the process for providing test materials on the day of 
testing, distributing test materials to and collecting test 
materials from students at the time of testing, keeping test 
materials secure between testing sessions, and returning test 
materials after testing is completed. 

 
j.​ Confirm that all students have appropriate test materials. 

 
2.​ Responsibilities on testing day(s). 

 
a.​ Conduct random, unannounced visits to testing rooms to observe staff 

adherence to test security and policies and procedures. 
 

b.​ Fully cooperate with MDE representatives conducting site visits or 
MTAS audits. 

 
c.​ Contact the MDE assessment contact within 24 hours of a security 

breach and submit the Test Security Notification in Test WES within 48 
hours. 

 
d.​ Address invalidations and test or accountability codes. 

 
3.​ Responsibilities after testing. 

 
a.​ Ensure that student responses from paper accommodated test 

materials and MTAS scores are entered. 
 

b.​ Arrange for secure disposal of all test materials that are not required 
to be returned within 48 hours after the close of the testing window. 
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c.​ Return secure test materials as outlined in applicable manuals and 
resources. 

 
d.​ Collect security documents and maintain them for two years from the 

end of the academic school year in which testing took place. 
 

e.​ Review student assessment data and resolve any issues. 
 

f.​ Distribute Individual Student Reports no later than fall parent/teacher 
conferences. 

 
g.​ Enter Graduation Requirements Records in the GRR system. 

 
C.​ School Principal 

 
1.​ Responsibilities before testing. 

 
a.​ Designate a school assessment coordinator and technology coordinator 

for the building. 
 

b.​ Be knowledgeable about proper test administration and test security 
as outlined in manuals and directions. 

 
c.​ Read and complete the Assurance of Test Security and Non-Disclosure. 

 
d.​ Communicate the importance of test security and expectation that 

staff will keep test content secure and act with honesty and integrity 
during test administration. 

 
e.​ Provide adequate secure storage space for secure test materials 

before, during, and after testing until they are returned to the service 
provider or securely disposed of. 

 
f.​ Ensure adequate computers and/or devices are available and rooms 

are appropriately set up for online testing. 
 

g.​ Verify that all test monitors and test administrators receive proper 
training for test administration. 

 
h.​ Ensure students taking specified tests have opportunity to become 

familiar with test format, item types, and tools prior to test 
administration. 

 
​ ​ ​ i.​ Include the complete Parent/Guardian Guide and Refusal for Student 

Participation in Statewide Testing form in the student handbook. 
 

2.​ Responsibilities on testing day(s). 
 

a.​ Ensure that test administration policies and procedures and test 
security requirements in all manuals and directions are followed. 

 
b.​ Fully cooperate with MDE representatives conducting site visits or 

MTAS audits. 
 
 

3.​ Responsibilities after testing. 
 

a.​ Ensure all secure test materials are collected, returned, and/or 
disposed of securely as required in any manual. 
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b.​ Ensure requirements for embargoed final assessment results are 
followed. 

 
D.​ School Assessment Coordinator 

 
1.​ Responsibilities before testing. 

 
a.​ Implement test administration and test security policies and 

procedures. 
 

b.​ Read and complete the Assurance of Test Security and Non-Disclosure. 
 

c.​ Ensure all staff who handle test materials, administer tests, or have 
access to secure test content read and complete the Assurance of Test 
Security and Non-Disclosure. 

 
d.​ Identify appropriate tests for students and ensure student data sent to 

service providers for testing are correct. 
 

e.​ Prepare testing conditions, including the following: schedule rooms and 
computer labs; arrange for test monitors and administrators; arrange 
for additional staff to assist with unexpected situations; arrange for 
technology staff to assist with technical issues; develop a plan for 
tracking which students test on which computers or devices; plan 
seating arrangements for students; ensure preparations are completed 
for Optional Local Purpose Assessment (OLPA), Minnesota 
Comprehensive Assessment (MCA), and ACCESS online testing; ensure 
accommodations are properly reported; confirm how secure paper test 
materials will arrive and quantities to expect; address accommodations 
and specific test administration procedures; determine staff who will 
enter the student responses from paper accommodated test materials 
and scores from MTAS administrations online. 

 
f.​ Train staff, including all state-provided training materials, policies and 

procedures, and test-specific training. 
 
g.​ Maintain security of test content and test materials. 

 
(1)​ Receive secure paper test materials from the service provider 

and immediately lock them in a previously identified secure 
area, inventory same, and contact service provider with any 
discrepancies. 

 
(2)​ Organize secure test materials for online administrations and 

keep them secure. 
 

(3)​ Follow chain of custody for providing test materials to test 
monitors and administrators.  The chain of custody must 
address the process for providing test materials on the day of 
testing, distributing test materials to and collecting test 
materials from students at the time of testing, keeping test 
materials secure between testing sessions, and returning test 
materials after testing is completed. 

 
(4)​ Identify need for additional test materials to district 

assessment coordinator. 
 

(5)​ Provide MTAS student data collection forms if necessary. 
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(6)​ Distribute applicable ACCESS and Alternate ACCESS Test 
Administrator Scripts and Test Administration Manuals to test 
administrators so they can become familiar with the script and 
prepare for test administration. 

 
(7)​ Confirm that all students taking ACCESS and Alternate ACCESS 

have appropriate test materials and preprinted student 
information on the label is accurate. 

 
2.​ Responsibilities on testing day(s). 

 
a.​ Distribute materials to test monitors and ACCESS test administrators 

and ensure security of test materials between testing sessions and 
that district procedures are followed. 

 
b.​ Ensure Test Monitor and Student Directions and Test Administrator 

Scripts are followed and answer questions regarding same. 
 

c.​ Fully cooperate with MDE representatives conducting site visits or 
MTAS audits, as applicable. 

 
d. ​ Conduct random, unannounced visits to testing rooms to observe staff 

adherence to test security and test administration policies and 
procedures. 

 
e.​ Report testing irregularities to district assessment coordinator using 

the Test Administration Report. 
 

[Note: This form is available on the Minnesota PearsonAccess 
Next website—see Cross References for website address.] 

 
f.​ Report security breaches to the district assessment coordinator as 

soon as possible. 
 

3.​ Responsibilities after testing. 
 

a.​ Ensure that all paper test materials are kept locked and secure and 
security checklists completed. 

 
b.​ Ensure that student responses from paper accommodated test 

materials and MTAS scores are entered. 
 

c.​ Arrange for secure disposal of all test materials that are not required 
to be returned within 48 hours after the close of the testing window. 

 
d.​ Return secure test materials as outlined in applicable manuals and 

resources. 
 

e.​ Prepare materials for pickup by designated carrier on designated 
date(s).  Maintain security of all materials. 

 
f.​ Ensure requirements for embargoed final assessment results are 

followed. 
 
 
 

 
E.​ Technology Coordinator 
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1.​ Ensure that district is prepared for online test administration and provide 
technical support to district staff. 

 
2.​ Acquire all necessary user identifications and passwords. 

 
3.​ Read and complete the Assurance of Test Security and Non-Disclosure. 

 
4.​ Fully cooperate with MDE representatives conducting site visits or MTAS audits. 

 
5.​ Attend district training and any service provider technology training. 

 
6.​ Review, use, and be familiar with all service provider technical documentation. 

 
7.​ Prepare computers and devices for online testing. 

 
8.​ Confirm site readiness. 

 
9.​ Provide all necessary accessories for testing, technical support/troubleshooting 

during test administration and contact service provider help desks as needed. 
 

F.​ Test Monitor 
 

1.​ Responsibilities before testing. 
 

a.​ Read and complete the Assurance of Test Security and Non-Disclosure. 
 

b.​ Attend trainings related to test administration and security. 
 

c.​ Complete required training course(s) for tests administering. 
 

d.​ Be knowledgeable about how to contact the school assessment 
coordinator during testing, where to pick up materials on day of test, 
and plan for securing test materials between test sessions. 

 
e.​ Be knowledgeable regarding student accommodations. 

 
f.​ Remove or cover any instructional posters or visual materials in the 

testing room. 
 

2.​ Responsibilities on testing day(s). 
 

a.​ Before test. 
 

(1)​ Receive and maintain security of test materials. 
 

(2)​ Verify that all test materials are received. 
 

(3)​ Ensure proper number of computers/devices or paper 
accommodated test materials are present. 

 
(4)​ Verify student testing tickets and appropriate allowable 

materials. 
 

(5)​ Assign numbered test books to individual students. 
 

(6)​ Complete information as directed. 
 

(7)​ Record extra test materials. 
 

b.​ During test. 
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(1)​ Verify that students are logged in and taking the correct test or 

using the correct grade-level and tier test booklet for students 
with paper accommodated test materials. 

 
(2)​ Follow all directions and scripts exactly. 

 
(3)​ Follow procedures for restricting student access to cell phones 

and other electronic devices, including wearable electronic 
devices. 

 
(4)​ Stay in testing room and remain attentive during entire test 

session. Practice active monitoring by circulating throughout 
the room during testing. 

 
[Note: School districts may allow test monitors to use 
their cell phones only to alert other staff of issues.  If 
allowed, the school district should train the test 
monitors on proper and improper use.] 

 
(5)​ Be knowledgeable about responding to emergency or unusual 

circumstances and technology issues. 
 

(6)​ Do not review, discuss, capture, email, post, or share test 
content in any format. 

 
(7)​ Ensure all students have been provided the opportunity to 

independently demonstrate their knowledge. 
 

(8)​ Fully cooperate with MDE representatives conducting site visits 
or MTAS audits. 

 
​ ​ ​ ​ (9)​ Document the students who tested with the test monitor and 

any other adult(s) who were present in the testing room (e.g., 
staff providing assistance, paraprofessionals, etc.). 

 
(10)​ Document students who require a scribe or translated 

directions or any unusual circumstances and report to school 
assessment coordinator. 

 
(11)​ Report any possible security breaches as soon as possible. 

 
c.​ After test. 

 
(1)​ Follow directions and scripts exactly. 

 
(2)​ Collect all materials and keep secure after each session.  Upon 

completion return to the school assessment coordinator. 
 
(3)​ Immediately report any missing test materials to the school 

assessment coordinator. 
 

G.​ MTAS Test Administrator 
 

1.​ Before testing. 
 

a.​ Read and complete the Assurance of Test Security and Non-Disclosure. 
 

b.​ Attend trainings related to test administration and security. 
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c.​ Complete required training course(s) for tests administering. 
 

d.​ Be knowledgeable as to when and where to pick up MTAS materials 
and the school’s plan for keeping test materials secure. 

 
e.​ Prepare test materials for administration, including objects and 

manipulatives, special instructions, and specific adaptations for each 
student. 

 
2.​ Responsibility on testing day(s). 

 
a.​ Before the test. 

 
(1)​ Maintain security of materials. 

 
(2)​ Confirm appropriate MTAS materials are available and 

prepared for student. 
 

b.​ During the test. 
 

(1)​ Administer each task to each student and record the score. 
 

(2)​ Be knowledgeable about how to contact the district or school 
assessment coordinator, if necessary, and responding to 
emergency and unusual circumstances. 

 
(3)​ Fully cooperate with MDE representatives conducting site visits 

or MTAS audits. 
 

(4)​ Document and report and unusual circumstances to district or 
school assessment coordinator. 

 
c.​ After the test. 

 
(1)​ Keep materials secure. 

 
(2)​ Return all materials. 

 
(3)​ Return objects and manipulatives to classroom. 

 
(4)​ Enter MTAS scores online or return data collection forms to the 

district or school assessment coordinator. 
 

H.​ MARSS Coordinator 
 

1.​ Responsibilities before testing. 
 

a.​ Confirm all eligible students have unique state student identification 
(SSID) or MARSS numbers. 

 
b.​ Ensure English language and special education designations are 

current and correct for students testing based on those designations. 
 

c.​ Submit MARSS data on an ongoing basis to ensure accurate student 
demographic and enrollment information. 

 
2.​ Responsibilities after testing. 

 
a.​ Ensure accurate enrollment of students in schools during the 

accountability windows. 
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b.​ Ensure MARSS identifying characteristics are correct, especially for any 

student not taking an accountability test. 
 

c.​ Work with district assessment coordinator to edit discrepancies during 
the Post-test Edit window in Test WES. 

 
I.​ Any Person with Access to Test Materials 

 
Read and complete the Assurance of Test Security and Non-Disclosure. 

 
IV.​ TEST SECURITY  
 

A.​ Test Security Procedures will be adopted by school district administration. 
 

[Note: This form is available on the Minnesota PearsonAccess Next 
website—see Cross References for website address..] 

 
B.​ Students will be informed of the following: 

 
1. ​ The importance of test security; 

 
2.​ Expectation that students will keep test content secure; 

 
3. ​ Expectation that students will act with honesty and integrity during test 

administration;  
 

4.​ Expectation that students will not access cell phones, wearable technology 
(e.g., smart watches, fitness trackers), or other devices that can electronically 
send or receive information.  The test of a student who wears a device during 
testing must be invalidated. 

 
If a student completes testing and then accesses a cell phone or other 
prohibited device (including wearable technology), the school district must 
take further action to determine if the test should be invalidated, rather than 
automatically invalidating the test. 

 
5.​ Availability of the online Test Security Tip Line on the MDE website for 

reporting suspected incidents of cheating or other improper or unethical 
behavior. 

 
C.​ Staff will be informed of the following: 

 
1.​ Availability of the online Test Security Tip Line on the MDE website for 

reporting suspected incidents of cheating or other improper or unethical 
behavior. 

 
2.​ Other contact information and options for reporting security concerns. 

 
V.​  REQUIRED DOCUMENTATION FOR PROGRAM AUDIT 
 

A.​ The school district shall maintain records necessary for program audits conducted by 
MDE.  The records must include documentation consisting of the following: 

 
1.​ Signed Assurance of Test Security and Non-Disclosure forms must be 

maintained for two years after the end of the academic year in which the 
testing took place. 
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2.​ School district security checklists provided in the test materials shipment must 
be maintained for two years after the end of the academic school year in which 
testing took place. 

 
3.​ School security checklists provided in the test materials shipment must be 

maintained for two years after the end of the academic school year in which 
testing took place. 

 
4.​ Test Monitor Test Materials Security Checklist provided for each group of 

students assigned to a test monitor must be maintained for two years after the 
end of the academic school year in which testing took place. 

 
5.​ School district test monitor tracking documentation must be maintained for 

two years after the end of the academic year in which the tracking took place. 
 

6.​ ACCESS and Alternate ACCESS Packing List and Security Checklist provided in 
the test materials shipment must be maintained for two years after the end of 
the academic school year in which testing took place. 

 
7.​ Documentation of school district staff training on test administration and test 

security must be maintained for two years after the end of the academic 
school year in which testing took place. 

 
8.​ Test Security Notification must be maintained for two years after the end of 

the academic school year in which testing took place. 
 

9.​ Test Administration Report must be maintained for one year after the end of 
the academic school year in which testing took place. 

 
10.​ Record of staff trainings and test-specific trainings must be maintained for one 

year after the end of the academic year in which testing took place. 
 

VI.​ RETALIATION PROHIBITED 
 
​ An employee who discloses information to the MDE Commissioner or a parent 

or guardian about service disruptions or technical interruptions related to 
administering assessments under this section is protected under section 
181.932, governing disclosure of information by employees. 

 
​ [NOTE: The 2024 Minnesota legislature enacted this provision.] 

 
 
Legal References:​ Minn. Stat. § 13.34 (Examination Data) 

Minn. Stat. § 120B.11 (School District Process for Reviewing Curriculum 
Instruction, and Student Achievement Goals; Striving for Comprehensive 
Achievement and Civic Readiness) 
Minn. Stat. § 120B.30 (Statewide Testing and Reporting System) 
Minn. Stat. § 120B.36, Subd. 2 (School Accountability)  
Minn. Rules Parts 3501.0660 (Academic Standards for Language Arts) 
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics) 
Minn. Rules Parts 3501.082 (Academic Standards for the Arts) 
Minn. Rules Parts 3501.0900-3501.0960  (Academic Standards in Science) 
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies) 
Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for Physical 
Education) 
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act) 

 
Cross References:​ MSBA/MASA Model Policy 601 (School District Curriculum and Instruction 
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Goals) 
MSBA/MASA Model Policy 613 (Graduation Requirements) 
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) 
Minnesota PearsonAccess Next Resources and Forms: 
http://minnesota.pearsonaccessnext.com/policies-and-procedures/  

 
 
Policy Adopted: January 2004 
Revised: January 2023, revised October 2024 
Independent School District No. 110 
Waconia, MN 
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2.E. 615 Basic Standards Testing Accommodations 
Modifications and Exemptions for IEP Section 504 
Accommodations and LEP Students

Presenter: Erika 
Nesvig, Director of 
Education Services



 
615​ TESTING ACCOMMODATIONS, MODIFICATIONS, AND EXEMPTIONS FOR IEPS, 

SECTION 504 PLANS, AND LEP STUDENTS 
 
I.​ PURPOSE 
 

The purpose of the policy is to provide adequate opportunity for students identified as having 
individualized education program (IEP), Rehabilitation Act of 1973, Section 504 
accommodation plan (504 plan), or English Learner (EL) needs to participate in statewide 
assessment systems designed to hold schools accountable for the academic performance of all 
students. 

 
II.​ GENERAL STATEMENT OF POLICY 
 

A.​ Minnesota Test of Academic Skills (MTAS) 
 

1.​ The school district will utilize the existing annual review of IEPs or 504 plans to 
review, on a case-by-case basis, and determine how a student with a disability 
will participate in statewide testing. 

 
2.​ Participation decisions will be made separately for mathematics, reading, and 

science.  The assessment options are the Minnesota Comprehensive 
Assessment (MCA) and the MTAS. 

 
3.​ Eligibility Requirements 

 
a.​ The following requirements must be met for a student with a 

significant cognitive disability to be eligible for the MTAS: 
 

(1)​ The IEP team must consider the student’s ability to access the 
MCA, with or without accommodations; 

 
(2)​ The IEP must review the student’s instructional program to 

ensure that the student is receiving instruction linked to the 
general education curriculum to the extent appropriate.  If 
instruction is not linked to the general education curriculum, 
the IEP team must review the student’s goals and determine 
how access to the general curriculum will be provided; 

 
(3)​ The IEP team determined the student’s cognitive functioning to 

be significantly below age expectations.  The team also 
determined that the student’s disability has a significant 
impact on the student’s ability to function in multiple 
environments, including home, school, and community; 

 
(4)​ The IEP team determined that the student needs explicit and 

intensive instruction and/or extensive supports in multiple 
settings to acquire, maintain, and generalize academic and life 
skills in order to actively participate in school, work, home, and 
community environments; 

 
(5)​ The IEP team must document, in the IEP, reasons the MCA is 

or is not an appropriate measure of the student’s academic 
progress and how the student would participate in statewide 
testing. 
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b.​ MTAS participation decisions must not be made on the following 
factors: 

 
(1)​ Student’s disability category; 

 
(2)​ Placement; 

 
(3)​ Participation in a separate, specialized curriculum; 

 
(4)​ An expectation that the student will receive a low score on the 

MCA; 
 

(5)​ Language, social, cultural, or economic differences; 
 

(6)​ Concern for accountability calculations. 
 

B.​ Alternate ACCESS for ELs 
 

1.​ The school district will utilize the existing annual review of IEPs or 504 plans to 
review, on a case-by-case basis, and determine how an identified EL student 
with a disability will participate in statewide testing. 

 
2.​ Eligibility Requirements 

 
a.​ The student must be identified as EL in MARSS in order to take an 

English language proficiency assessment. 
 

b.​ The student must have a significant cognitive disability.  If the student 
has been identified as eligible to take the MTAS in mathematics, 
reading, or science, the student meets this criterion.  

 
c.​ For students in grades that the MTAS is not administered:  

 
(1)​ the student must have cognitive functioning significantly below 

age level; 
 

(2)​ the student’s disability must have a significant impact on the 
student’s ability to function in multiple environments, including 
home, school, and community; and 

 
(3)​ the student needs explicit and intensive instruction and/or 

extensive supports in multiple settings to acquire, maintain, 
and generalize academic and life skills in order to actively 
participate in school, work, home, and community 
environments. 

 
d.​ The IEP team must consider the student’s ability to access the 

ACCESS, with or without accommodations. 
 

e.​ The IEP team must document, in the IEP, reasons the MCA is or is not 
an appropriate English language proficiency assessment for the 
student. 

 
3.​ Alternate ACCESS participation decisions must not be made on the following 

factors: 
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a.​ Student’s disability category; 
 

b.​ Participation in a separate, specialized curriculum; 
 

c.​ Current level of English language proficiency; 
 

d.​ The expectation that the student will receive a low score on the 
ACCESS for ELs; 

 
e.​ Language, social, cultural, or economic differences; 

 
f.​ Concern for accountability calculations. 

 
C.​ EL Students New to the United States 

 
EL students new to the United States will take all assessments, including all academic 
assessments (math, reading, and science), as well as the English Language Proficiency 
Assessment (ACCESS). 

 
III.​ DEFINITION OF TERMS 
 

See Chapter 4 of the current “Procedures Manual for the Minnesota Assessments” which is 
produced by the Minnesota Department of Education and available through  
minnesota.pearsonaccessnext.com/policies-and-procedures. 

 
IV.​ GRANTING AND DOCUMENTING ACCOMMODATIONS, MODIFICATIONS, OR 

EXEMPTIONS FOR TESTING 
 

See Chapter 5 of the current “Procedures Manual for the Minnesota Assessments” and 
Guidelines for Administration of Accommodations and Linguistic Supports  
 
 

V.​ RECORDS 
 

All test accommodations, modifications, or exemptions shall be reported to the school district 
test administrator.  The school district test administrator shall be responsible for keeping a list 
of all such test accommodations, modifications, and exemptions for school district audit 
purposes.  Testing results will be documented and reported. 

 
 
Legal References:​ Minn. Stat. § 120B.11 (School District Process for Reviewing Curriculum, 

Instruction, and Student Achievement Goals; Striving for Comprehensive 
Achievement and Civic Readiness) 
Minn. Stat. § 120B.30 (Statewide Testing and Reporting System) 
Minn. Stat. § 125A.08 (Individualized Education Programs) 
Minn. Rules Parts 3501.0660 (Academic Standards for Language Arts) 
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics) 
Minn. Rules Parts 3501.0820  (Academic Standards for the Arts) 
Minn. Rules Parts 3501.0900-3501.0960 (Academic Standards in Science) 
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies) 
Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for Physical 
Education) 
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Eligibility Requirements for the Minnesota Test of Academic Skills (MTAS),  
https://education.mn.gov/mdeprod/groups/educ/documents/hiddencontent/m
daw/mda2/~edisp/006087.pdf 
Alternate ACCESS for ELLs Participation Guidelines, 
https://education.mn.gov/mdeprod/groups/educ/documents/hiddencontent/m
daw/mdq5/~edisp/049763.pdf 

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

MSBA/MASA Model Policy 601 (School District Curriculum and Instruction 
Goals) 
MSBA/MASA Model Policy 613 (Graduation Requirements) 
MSBA/MASA Model Policy 614 (School District Testing Plan and Procedure) 
MSBA/MASA Model Policy 616 (School District System Accountability) 

 
 
Policy Adopted: March 2004 
Revised: Dec 2020 / January 2023 / October 2024  
Independent School District No. 110  
Waconia, MN 
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3. NEW Policy January 2025

4. 524.5 Personal Electronic Communication Devices 
(NEW)

Presenter: Paul 
Sparby, WHS Principal 
and Dr. Brian 
Gersich, 
Superintendent



Adopted:                              ​ MSBA/MASA Model Policy 
524.5 

Revised:                               ​ Orig. 2025 
 
 
524.5​ PERSONAL ELECTRONIC COMMUNICATION DEVICES 
 
I.​ PURPOSE 

 
The objective of this policy is to support the school district’s focus on learning in alignment 
with the district’s mission to ignite for all students to explore their passions and create their 
success. for learning, cultivate a strong foundation of knowledge, and foster a sense of 
community within our schools. This policy provides the regulations for Ppossession and use of 
personal electronic communication devices must be regulated to ensure that such devices do 
not disrupt or interfere with the education process or school operations, impair the safety, 
welfare, and privacy of students and staff, or are used as part of an act of academic 
dishonesty. 

 
II.​ GENERAL STATEMENT OF POLICY 
 

To minimize the impact of personal electronic communication devices on student behavior, 
mental health, and academic attainment and to support school environments in which 
students can engage fully with their classmates, their teachers, and instruction, the school 
board has determined the use of personal electronic communication devices by students 
during school hours should be limited. 

 
III.​ DEFINITIONS 
 

A.​ “Bell-to-Bell” means from when the first bell rings at the start of the school day to 
begin instructional time until the dismissal bell rings at the end of the academic school 
day. “Bell-to bell” includes lunch and time in between class periods. 

 
B.​ “Cell Phone” means a personal device capable of making calls, transmitting pictures or 

video, or sending or receiving messages through electronic means. The definition of 
cell phone includes a non-smart phone that is limited to making phone calls or text 
messages and a smart phone that encompasses the above features. 

 
C.​ “Cyberbullying” means bullying using technology or other electronic communication, 

including but not limited to a transfer of a sign, signal, writing, image, sound, or data, 
including a post on a social network Internet website or forum, transmitted through a 
computer, cell phone, or other electronic device. 

 
D.​ “Instructional Time” means any structured or unstructured learning experiences that 

occur from when the first bell rings at the start of the school day until the dismissal 
bell rings at the end of the academic school day. 

 
E.​ “Personal Electronic Communication Device” means any personal device capable of 

connecting to a cell phone, the internet, a cellular or Wi-Fi network, or directly 
connects to another similar device. Personal electronic communication devices may 
include cell phones, wearable devices such as smart watches, personal headphones, 
earbuds or pods, laptops, tablets, virtual reality devices, and other personal electronic 
communication devices with the abovementioned characteristics. 

 
F.​ “Stored” means a cell phone or personal electronic communication device not being 

carried on the student’s person, including not in the student’s pocket. Storage options 
may include, but are not limited to, in the student’s backpack, in the student’s locker, 
in a locked pouch, or in a designated place in the classroom, as determined by school 
administration. 
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IV.​ PERSONAL ELECTRONIC COMMUNICATION DEVICE USE AND STORAGE 
 

A.​ Personal Electronic Communication Device Use 
 
 

1.​ Elementary Schools (K-5) 
 

a.​ Students are prohibited from using personal electronic communication 
devices on school premises from bell-to-bell, which includes but is not 
limited to instructional time, lunch periods, recess, school-sponsored 
programs, events or activities, or any other time during the designated 
school day.   

 
b.​ All personal electronic communication devices shall be kept in 

designated areas and turned off. 
 
2.​ Middle School (6-8) 

a.​ Students are prohibited from using personal electronic communication 
devices on school premises from bell to bell, which includes but is not 
limited to instructional time, lunch periods, recess, school-sponsored 
programs, events or activities, or any other time during the designated 
school day.   

 
b.​ All personal electronic communication devices shall be kept in 

designated areas and turned off. 
 

3.​ High School (9-12) 
 

a.​ Students are prohibited from using personal electronic communication 
devices during instructional time, which includes the entire period of a 
scheduled class and other times when students are directed to report 
to and participate in any instructional activity.  

 
b.​ Students may wear smart or electronic watches but may not use any 

communication applications or features that are prohibited from use on 
other personal electronic communication devices and all notifications 
must be turned off. 

 
c.​ All personal electronic communication devices shall be kept in 

designated areas and turned off during instructional time. Personal 
electronic communication devices may be used during passing times 
and lunch periods; however, such use is discouraged. 

 
B.​ Off-Campus School-Sponsored Activities 
 

School administration may establish guidelines for personal electronic communication 
device possession and use during off-campus school-sponsored activities, such as 
extracurricular activities, outdoor and service trips, and school field trips. These 
guidelines will be provided at pre-activity meetings, activity-specific permission slips, 
and by other means as appropriate in the circumstances. 
 

V. ​ LIMITATIONS ON USE OF AND STORAGE OF PERSONAL ELECTRONIC 
COMMUNICATION DEVICES 

 
A.​ Limitations on Use of Personal Electronic Communication Devices 

 
1.​ Personal electronic communication devices may not be used in any manner 

that causes or results in disruption of the educational environment or 
school-sponsored extracurricular activities or events or impairs or interferes 
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with school district operations. 
 
2.​ Devices, including but not limited to personal electronic communication 

devices, with audio, video, or photo-taking capabilities shall not be used at any 
time in locker rooms, bathrooms, or other locations where the presence of 
such devices poses an unreasonable risk to the safety, welfare, or privacy of 
others. Confiscation and search of such devices will occur if found in these 
areas. 

 
3.​ Students may not use a device to record, transmit, or post audio, videos, or 

photos of a person or persons on school grounds or on a school bus without 
the express permission of school staff in addition to the express consent of the 
individual or individuals that are the subjects of the recording. 

 
4.​ Personal electronic communication devices may not be used to engage in 

bullying, cyberbullying, harassment, discrimination, or other activity prohibited 
under federal or state law or under school district policy. 

 
5.​ Personal electronic communication devices shall not be used during a lockdown 

drill, a fire drill, or a similar safety drill. 
 

B.​ Storage of Personal Electronic Communication Devices 
 

Students shall keep their personal electronic communication devices stored in a 
location designated by the building/site, secure place, such as the student’s locker, a 
storage device provided by the school, or an area designated by the classroom teacher 
at all times when personal electronic communication device use is prohibited. 

 
V.​ EXCEPTIONS 
 

A.​ Nothing in this policy prohibits a student from using a personal electronic 
communication device for a purpose documented in the student’s individualized 
education program, a plan developed under section 504 of the Rehabilitation Act of 
1973, or a health care plan in force regarding the student.  

 
B.​ A student may use a personal electronic communication device to monitor or address a 

health concern or medical condition upon permission granted by school administration. 
 
C.​ Students may use a personal electronic communication device when the use is 

necessary to report an emergency. For purposes of this policy, “emergency” means an 
actual or imminent threat to the health or safety of students and/or school personnel, 
which may result in death, bodily injury, or substantial property damage. 

 
D.​ A student may use a personal electronic communication device during a time at which 

use would otherwise be prohibited when the student has been granted permission 
from a staff member to use the device. If the school district implements a curriculum 
that uses technology, students may be allowed to use their own personal electronic 
communication devices to access the curriculum. Students who are allowed to use 
their own personal electronic communication devices to access the curriculum will be 
granted access to any application or electronic materials when they are available to 
students who do not use their own personal electronic communication devices, or 
provided free of charge to students who do not use their own personal electronic 
communication devices for curriculum. 

 
E.​ Students who need to make a call may request permission to use a telephone in the 

building office. 
 

VI.​ DISCIPLINE 
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If a student violates this policy, a teacher or administrator shall take the following 
progressively serious disciplinary measures: 
 
A.​ Give the student a verbal warning and require the student to store the student’s 

personal electronic communication device in accordance with this policy. 
 

B.​ Securely store the student’s personal electronic communication device in a teacher or 
administrator-controlled locker, bin, or drawer for the duration of the class or period. 

 
C.​ Place the student’s personal electronic communication device in the school’s central 

office for the remainder of the school day. 
 
D.​ Place the student’s personal device in the school’s central office to be picked up by the 

student’s parent or guardian. 
 
E.​ Schedule a conference with the student’s parent or guardian to discuss the student’s 

personal device use. 
 
F.​ Apply discipline as provided under school district policies and as appropriate. 
 
G.​ Other (insert as needed). 
 

VII.​ SCHOOL DISTRICT RESPONSIBILITY 
 

A.​ The school district is not responsible for, nor is it required to investigate, any lost, 
stolen, or damaged personal electronic communication devices brought onto school 
grounds or the bus or school-sponsored activities or events. 

 
B.​ The school board directs the superintendent and school district administration to 

establish additional rules and procedures regarding student possession and use of 
personal electronic communication devices in schools as the superintendent and school 
district administration find appropriate. These rules shall be consistent with this policy 
and other applicable school district policies. These rules and procedures should seek to 
minimize the impact of personal electronic communication devices on student 
behavior, mental health, and academic attainment. These rules and procedures may 
be designed for specific school buildings, grade levels, or pursuant to similar criteria. 

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

Minn. Stat. § 13.32 (Educational Data) 
Minn. Stat. § 121A.031 (School Student Bullying Policy) 
Minn. Stat. § 121A.73 (School Cell Phone Policy) 
Minn. Stat. § 124D.166 (Limit on Screen Time for Children in Preschool and 
Kindergarten) 
Minn. Stat. § 125B.15 (Internet Access for Students)​  
Minn. Stat. § 125B.26 (Telecommunications/Internet Access Equity Act) 
29 U.S.C. § 794 (Nondiscrimination under Federal Grants and Programs) 
 

Cross References:​ MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal of School 
District Employees) 
MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 
MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 514 (Bullying Prohibition Policy) 
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records) 
MSBA/MASA Model Policy 524 (Internet, Technology, and Cell Phone 
Acceptable Use and Safety Policy) 
Away for the Day (www.awayfortheday.org)  
MASSP/MESPA, The Cell Phone Toolkit (July 2024) 
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