
ROCK RIDGE PUBLIC SCHOOLS 
1405 PROGRESS PARKWAY

VIRGINIA MN 55792

Regular Meeting
Monday, May 12, 2025  at 6:00 PM

Rock Ridge Administration Building, 1405 Progress Parkway, 
Virginia, MN 55792

AGENDA

1. Call to order.
2. Approval of agenda.
3. Recognition of visitors and visitor input.
4. Consent Agenda:

1. Approval of April 28, 2025 regular meeting minutes.
2. Approval of start date modification for PT Bus Driver Peter Wargowsky from April 
23, 2025 to April 24, 2025.
3. Approval of hire of Tara Norri for the Womens' Volleyball Site Manager position at 
a rate of $15.00/hour effective November 14, 2024 through April 26, 2025. 
4. Approval of hire of Stephanie Stefanich for the Homebound Instructor (RRHS) 
position at a rate of $42.00/hour effective March 21, 2025. 
5. Approval of hire of the following for the Summer Day Camp Staff positions at a 
rate of $15.00/hour effective June 2, 2025: Maija Lamppa, Jacqueline Hoag, Alyssa 
Grahek, Sherry Salo, Paige Johnson, Lissa Kriefels, Breanna Bridgewater, Amelia 
Sandnas, Danica Markasich, April Stupca.
6. Approval of hire of Hannah Ronning for the ESY Paraprofessional position at a rate 
of $19.97/hour effective June 10, 2025. 
7. Approval of hire of Morgan Dobson for the ESY Paraprofessional position at a rate 
of $19.97/hour effective June 10, 2025. 
8. Approval of hire of Cindy Kujala for the ESY Paraprofessional position at a rate of 
$19.97/hour effective June 10, 2025. 
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9. Approval of hire of Brittney Kemi for the ESY Paraprofessional position at a rate of 
$19.97/hour effective June 10, 2025. 
10. Approval of hire of Amber King for the ESY Special Education Teacher position 
at a rate of $33.00/hour (per contract) effective June 10, 2025. 
11. Approval of hire of Jasmine Daugherty for the JV Volleyball Coach position with 
a stipend of $4,791 for the 2025-2026 school year.
12. Approval of hire of Jordyn Drees for the 1.0 FTE Occupational 
Therapist position with a salary of $86,404 (Step J BA+30/MA) effective 
August 25, 2025. 
13. Acceptance of resignation of Kelsey Rye from the Childcare Mentor position 
effective March 25, 2025. 
14. Acceptance of resignation for the purpose of retirement of David Mattila from the 
PT Bus Driver position effective May 29, 2025. 
15. Acceptance of resignation of Tricia Fierst from the Secondary School Counseling 
position effective May 30, 2025. 
16. Approval of out-of-state travel for Cassandra Hainey to attend the National 
Prevention Network Conference in Washington, DC on August 11-13, 2025. Cost of 
travel, registration, and meals will be covered by the PCN grant. In addition to 
attending the conference, Cassandra has been invited to present on the PCN work of 
Rock Ridge.
17. Acceptance and appreciation of a donation in the amount of $4,122 from the Rock 
Ridge Education Fund/Virginia Community Foundation for the RRPS - Education 
Fund.

5. Reports:
1. High School Staffing 2025-2026.
2. Student Representative Report.
3. Parkview Elementary Principal's Report.
4. Superintendent.
5. Treasurer's Report.

6. Policies. 
1. 413 Harassment and Violence.
2. 425 Staff Development and Mentoring.
3. 512 School-Sponsored Student Publications and Activities.
4. 516 Student Medication and Telehealth.
5. 519 Interviews of Students By Outside Agencies.
6. 606.5 Library Materials.
7. 614 School District Testing Plan and Procedure.
8. 621 Literacy and the Read Act.
9. 701 Establishment and Adoption of School District Budget.
10. 704 Development and Maintenance of an Inventory of Fixed Assets 
and a Fixed Asset Accounting System.
11. 721 Uniform Grant Guidance Policy Regarding Federal Revenue 
Sources.
12. 906 Community Notification of Predatory Offenders.

7. Policies Regarding Electronic Devices/Cell Phones.
1. MSBA January 2025 Newsletter.
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2. 524 Internet, Technology, and Cell Phone Acceptable Use and Safety 
Policy (CURRENT Rock Ridge policy).
3. 524 Internet and Technology Acceptable Use and Safety Policy 
(Revised Policy 524 if Policy 524.5 is adopted.)
4. 524.5 Personal Electronic Communication Devices (NEW policy).

8. Administration Items:
1. Discussion and possible action on principal placements for the 2025-2026 school 
year.
2. Discussion and possible action on daycare transportation for the 2025-2026 school 
year. 
3. Consider approval of Resolution Relating to the Termination and Non-
Renewal of the Teaching Contract of Linda Fedor, a Probationary 
Teacher, effective at the end of the 2024-2025 school year.

9. Policies. 
1. 413 Harassment and Violence.
2. 425 Staff Development and Mentoring.
3. 512 School-Sponsored Student Publications and Activities.
4. 516 Student Medication and Telehealth.
5. 519 Interviews of Students By Outside Agencies.
6. 606.5 Library Materials.
7. 614 School District Testing Plan and Procedure.
8. 621 Literacy and the Read Act.
9. 701 Establishment and Adoption of School District Budget.
10. 704 Development and Maintenance of an Inventory of Fixed Assets 
and a Fixed Asset Accounting System.
11. 721 Uniform Grant Guidance Policy Regarding Federal Revenue 
Sources.
12. 906 Community Notification of Predatory Offenders.

10. Policies Regarding Electronic Devices/Cell Phones.
1. 524 Internet, Technology, and Cell Phone Acceptable Use and Safety 
Policy (CURRENT Rock Ridge policy).
2. 524 Internet and Technology Acceptable Use and Safety Policy 
(Revised Policy 524 if Policy 524.5 is adopted.)
3. 524.5 Personal Electronic Communication Devices (NEW policy).

11. Meeting Announcements:
1. The next regular meeting will be Monday, June 9, 2025 at 6:00 P.M. at the Rock 
Ridge Administration Building, 1405 Progress Pkwy, Virginia.

12. Adjournment.
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OFFICE OF THE SCHOOL BOARD
INDEPENDENT SCHOOL DISTRICT NO. 2909

MONDAY, APRIL 28, 2025, 6:00 P.M.
ROCK RIDGE ADMINISTRATION BUILDING, 1405 PROGRESS PARKWAY, VIRGINIA, MN 55792

MINUTES OF THE REGULAR SCHOOL BOARD MEETING

Members Present: Other Staff Present:
Jennifer Bonner John Uhan Dr. Noel Schmidt, Superintendent

Brandi Lautigar Jodi Westby Willie Spelts, Director of School to Work 
Engagement/Fundraising Coordinator

Tim Riordan Lisa Westby Bob Voss, Transportation Director
Scott Manni, North Star Elementary Principal

Members Absent: Angie Williams, Laurentian Elementary Principal
Nicole Culbert-Dahl Sheena Stefanich, Parkview Elementary Principal

Student Representative:
Cora Eilola Zallar

I. Chair UHAN called the regular meeting to order at 6:00 P.M.

II. APPROVE AGENDA: Uhan added to agenda: Seat new school board member to Reports 
5.05. Motion to approve the agenda as amended made by J. WESTBY, seconded by RIORDAN. 
Motion passed unanimously. 

III. RECOGNITION OF VISITORS AND VISITOR INPUT: None.

IV. CONSENT AGENDA: Motion to approve the Consent Agenda made by RIORDAN, seconded by J. 
WESTBY. Motion passed unanimously.
A. Approval of April 14, 2025 regular meeting minutes.
B. Approval of hire of Leah Ryan for the Junior High Speech Coach position with a stipend of $1,584 

for the 2024-2025 school year.
C. Approval of hire of Peter Wargowsky for the PT Permanent Bus Driver position at a rate of 

$25.14/hour effective April 23, 2025. 
D. Acceptance of resignation of Ashley Strukel from the Paraprofessional position (LES) effective April 

24, 2025. 
E. Acceptance of resignation of Kylie Ashby from the Lunch and Playground Aide position (PES) 

effective April 26, 2025. 
F. Acceptance of resignation of Katie Anderson from the Paraprofessional position (PES) effective May 

29, 2025. 
G. Approval of out-of-state travel for Noel Schmidt to present about Rock Ridge High School at the 

National Association for Career Technical Education Conference in Tucson, Arizona, on May 5-7, 
2025. There is no cost to the district.

H. Approval of lane change for Kristy Hill from MA+10 to MA+18 Step J effective April 23, 2025.
I. Acceptance and appreciation of a scholarship award in the amount of $200 from Scheuring Speed 

Sports and the United States Air Force for the CTE program.
J. Acceptance and appreciation of a donation to North Star and Parkview nurse's office of healthcare 

supplies and clothing from the PTA. 
K. Acceptance and appreciation of a donation in the amount of $10,000 from the Eveleth Elks Lodge 

1161 for the #RockRidgeRising Campaign - classroom dedication at Rock Ridge High School.

V. Motion to approve the Resolution Proposing Discipline of Employee made by CULBERT-DAHL, 
seconded by RIORDAN. Roll call vote. Motion passed unanimously.
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VI. REPORTS:
A. BRANDI LAUTIGAR recited the ceremonial Oath of Office and was seated on the board.
B. Willie Spelts provided a School to Work Engagement update as well as a Fundraising update. Jen 

Evenson, Eveleth Elks Lodge 1161, presented a check in the amount of $10,000 for a classroom 
dedication at RRHS – the donation will be split among the Social Studies department, DECA, 
Science department, Laurentian Elementary for Starbase transportation costs, and the Nursing 
Assistant classes.

C. Bob Voss presented information regarding the “Elementary Attendance Boundary Line” and the 
concern of daycare transportation for the 2025-26 school year, specifically Appletree. No decision 
was made. 

D. Cora Eilola Zallar presented the Student Representative report. 
E. Scott Manni gave the North Star Principal’s report. 
F. Principals Angie Williams, Scott Manni, and Sheena Stefanich shared staffing changes at their 

respective schools for the 2025-26 school year.
G. Supt. Noel Schmidt provided an update to the 2025-26 budget, the internal RRHS Principal posting 

will be discussed at an upcoming Personnel Committee meeting to review options and brought to the 
full board on May 12, the AROI will also be brought to the May 12 meeting.

H. Motion to approve the payment of the bills made by RIORDAN, seconded by L. WESTBY. Motion 
passed unanimously. 

VII. ADMINISTRATION ITEMS:
A. Motion to approve the approve the quote for 3rd-5th grades TWIG Science curriculum (6-year 

subscription) made by RIORDAN, seconded by UHAN. Following discussion, motion passed 
unanimously.

B. Motion to approve the Professional Services Contract between ISD 2909 and Range Mental 
Health Center effective July 1, 2025 - June 30, 2026 made by BONNER, seconded by RIORDAN. 
Motion passed 5-0-1 with LAUTIGAR abstaining.

C. Motion to nominate Brandi Lautigar for the RAMS Board of Directors for a term ending 
December 31, 2025 made by RIORDAN, seconded by BONNER. Motion passed unanimously. 

D. Motion to approve the draft of the 2025-2026 Rock Ridge school calendar (includes elimination of 
Early Release Wednesdays) made by LAUTIGAR, seconded by RIORDAN. Motion passed 
unanimously.

VIII.  MEETING ANNOUNCEMENTS were made.

IX. ADJOURNMENT: Meeting adjourned at 7:35 P.M.

___________________________________ ___________________________________
CHAIR CLERK





Laurentian Elementary North Star Elementary Parkview Elementary RRHS
Grade Level Teachers Grade Level Teachers Grade Level Teachers Area Teachers

3's Shanon Kush 3's and ECFE Parent Ed (shared) Kayla Cochems (0.32) Orchestra (0.4) Sheila Wilcox (0.4)
Parent Ed (shared) Kayla Cochems (0.32) ECFE ECFE (shared) Ellen Ebben (0.32) Band (0.5) Kevin Szumal (0.5)

ECFE (shared) Ellen Ebben (0.32)

Pre-K
Pre-K

Kathy Kemen (0.78) Choir (0.5) Reida Forsman (0.5)

Pre-K

Ellen Ebben (0.22)

English (6)

Dan Berry
Dominique Little Mary Musich
Ashley Tikkanen Sheila Takanen

Kindergarten

Shelley Schriber Janessa Greenly

Kindergarten

Jody Negen

Kindergarten

Kathy Seppala Jill Clennon
Kim Wolner Emily Zeidler Ben Norman
Joe Grigal Carolyn Peterson

Social Studies (5.4)

Aimee Krebs
Matraca Streier Dave Kunz

1st Grade

Hannah Davidson-Teff Steph Lutzka

1st Grade

Laurie Hipple-Jam

1st Grade

Deron Davidson Liam Conger
Kaylee Hennen Annie Nichols Isaac Christenson

Heather Gulbranson Caley Hujanen Susan Ellefson (0.4)
Kate Barnes

Science (5.4)

Todd Ufford

2nd grade

Jeannine Baumann (0.4)

2nd grade

Becki Carey

2nd grade

Nina Sporich Tim Strasser
Sam Sertich Cullen Warren Betty Parker
Cody Baker Nichole Reid Brandon Borich

Brandon Miller Alysson Glade

3rd grade

Jodi Smith Meggie Schroeder

Math (5.5)

Mike Kowalski

3rd grade

Beth Bittmann Samantha Andrews

3rd grade

Tara Peshel
Deb Tikkanen Jackie LeBeque Dawn Savela

Lauria Kuoppala Kelli Voss Angie Kemp

4th grade

Jeff Teasck Jessica Kortekas

4th grade

Nikki Young Beth Collins

4th grade

Andrew Tikkanen (0.5)
Kristy Hill Lindsay Engel

Health/PE (3)
Stephanie Stefanich

Jessica Kralich Elyssa Kemen Paul Brainard

5th grade

Bobbi Spry Sean Streier

5th grade

Amanda Brunfelt Ed Cremers

5th grade
FACS (1.6)

Jeannine Baumann (0.6)
Alicia Schroeder Sarah Thyen Jade Andrie

Lori LaLonde Eli LIttle
Ind. Tech (3.0)

Greg Foster

6th grade

Byron Negen James Eicholtz

6th grade

Stace Landwer Steph Aho

6th grade

David Fiery
Natalie Belt Kyle Lawrence

Art (2)
Deb Custer

Ed Thompson Josh Gibson Tony Norland

Special Education

Stacy Aune
Foreign Lang. (1.4)

Terri Kowalski

Special Education

Karlene Leseman Kim Plesha

Special Education

Aubree Schiller Abby Warner (0.4)
Elizabeth Niemi Don Galloway Crystal Scuffy STEAM (1.0) Troy Caddy

Amanda Rasmussen New Hire New Hire

Special Education (9.0)

Cara Pond
Speech Angela Suihkonen Amber King

Speech Angela Suihkonen
PE Specialist

Taylor Skoglund Speech Jenna Hautamaki Emily Heitke

PE Specialist
Wayne Roberts (.5)

PE Specialist
Wayne Roberts (0.5) Rebecca Deedrick

Rob Hinrichs 
Music

Julie Sandstede (0.3) Taylor Skoglund (0.5) Jace Friedleib
Maxine Perko (.32/.38) Sheila Wilcox (0.2)

Music
Julie Sandstede (0.5) Kortney Rosati

Art Althea Kure August Galloway

Music
Reida Forsman (0.5)

Interventionists
Amanda Morley Art Althea Kure (0.5) Shawn Johnson

Interventionists
Anita Tyminski Kianna Martinson

Art
Brianne Pellinen (.08) Orchestra Sheila Wilcox (0.1) Kayla Cochems (0.68)

ALP (1.5)
Andrew Tikkanen (0.5)

Georgia Epp (.32/.35) Band Julie Sandstede (0.1) Ellen Ebben (.39) Tricia Fierst
Melissa Lautigar (.08) 6th general music Julie Sandstede (0.1) Tech Darren Kramer REACH (1.0) Lori Ismil

Medical Science (0.6)

Interventionists
Melissa Lautigar (.92)

My Futures (1.0)
Abby Warner (0.6)

Brianne Pellinen (.92) Susan Ellefson (0.4)

Careers (0.6)
Susan Ellefson (0.2)

Orchestra Sheila Wilcox (0.1) Kyle Hammer (0.4)
Band Kevin Szumal (0.1)

Counseling (3.0)
Elisa Boe

6th general music Kevin Szumal (0.1) Tessa Peterson
Tara Fierke

Business (0.6) Kyle Hammer (0.6)
Dean of Students Evan Freidleib

Library Tina Trullinger
School to Work Jill Oja



























1

413 HARASSMENT AND VIOLENCE

[NOTE: State law (Minnesota Statutes, section 121A.03) requires that school districts 
adopt a sexual, religious, and racial harassment and violence policy that conforms 
with the Minnesota Human Rights Act, Minnesota Statutes, chapter 363A (MHRA). This 
policy complies with that statutory requirement and addresses the other 
classifications protected by the MHRA and/or federal law. While the recommendation 
is that school districts incorporate the other protected classifications, in addition to 
sex, religion, and race, into this policy, they are not specifically required to do so by 
Minnesota Statutes, section 121A.03. The Minnesota Department of Education (MDE) 
is required to maintain and make available a model sexual, religious, and racial 
harassment policy in accordance with Minnesota Statutes, section 121A.03. MDE’s 
policy differs from that of MSBA and imposes greater requirements upon school 
districts than required by law. For that reason, MSBA recommends the adoption of its 
model policy by school districts. Each school board must submit a copy of the policy 
the board has adopted to the Commissioner of MDE.]

I. PURPOSE

The purpose of this policy is to maintain a learning and working environment free from 
harassment and violence on the basis of race, color, creed, religion, national origin, sex, 
age, marital status, familial status, status with regard to public assistance, sexual 
orientation, or disability (Protected Class).

II. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to maintain a learning and working environment 
free from harassment and violence on the basis of Protected Class.  The school 
district prohibits any form of harassment or violence on the basis of Protected Class.

B. A violation of this policy occurs when any student, teacher, administrator, or other 
school district personnel harasses a student, teacher, administrator, or other school 
district personnel or group of students, teachers, administrators, or other school 
district personnel through conduct or communication based on a person’s Protected 
Class, as defined by this policy.  (For purposes of this policy, school district 
personnel include school board members, school employees, agents, volunteers, 
contractors, or persons subject to the supervision and control of the district.)

C. A violation of this policy occurs when any student, teacher, administrator, or other 
school district personnel inflicts, threatens to inflict, or attempts to inflict violence 

Adopted: July 27, 2020 Revised: November 25, 2024
Revised: January 10, 2022 Revised: ________________
Revised: February 12, 2024

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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upon any student, teacher, administrator, or other school district personnel or group 
of students, teachers, administrators, or other school district personnel based on a 
person’s Protected Class.

D. The school district will act to investigate all complaints, either formal or informal, 
verbal or written, of harassment or violence based on a person’s Protected Class, 
and to discipline or take appropriate action against any student, teacher, 
administrator, or other school district personnel found to have violated this policy.

III. DEFINITIONS

A. “Assault” is:

1. an act done with intent to cause fear in another of immediate bodily harm 
or death;

2. the intentional infliction of or attempt to inflict bodily harm upon another; 
or

3. the threat to do bodily harm to another with present ability to carry out the 
threat.

B. “Harassment” prohibited by this policy consists of physical or verbal conduct, 
including, but not limited to, electronic communications, relating to an individual’s 
or group of individuals’ race, color, creed, religion, national origin, sex, age, marital 
status, familial status, status with regard to public assistance, sexual orientation, 
including gender identity or expression, or disability when the conduct:

1. has the purpose or effect of creating an intimidating, hostile, or offensive 
working or academic environment;

2. has the purpose or effect of substantially or unreasonably interfering with 
an individual’s work or academic performance; or

3. otherwise adversely affects an individual’s employment or academic 
opportunities.

C. “Immediately” means as soon as possible but in no event longer than 24 hours.

D. Protected Classifications

1. “Disability” means, with respect to an individual who

a. has a physical sensory or mental impairment that materially limits 
one or more major life activities of such individual;
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b. has a record of such an impairment; or

c. is regarded as having such an impairment; or

d. has an impairment that is episodic or in remission and would 
materially limit a major life activity when active.

2. “Familial status” means the condition of one or more minors having legal 
status or custody with:

a. the minor’s parent or parents or the minor’s legal guardian or 
guardians; or

b. the designee of the parent or parents or guardian or guardians with 
the written permission of the parent or parents or guardian or 
guardians. Familial status also means residing with and caring for 
one or more individuals who lack the ability to meet essential 
requirements for physical health, safety, or self-care because the 
individual or individuals are unable to receive and evaluate 
information or make or communicate decisions. The protections 
afforded against harassment or discrimination on the basis of family 
status apply to any person who is pregnant or is in the process of 
securing legal custody of an individual who has not attained the age 
of majority.

3. “Marital status” means whether a person is single, married, remarried, 
divorced, separated, or a surviving spouse and, in employment cases, 
includes protection against harassment or discrimination on the basis of the 
identity, situation, actions, or beliefs of a spouse or former spouse.

4. “National origin” means the place of birth of an individual or of any of the 
individual’s lineal ancestors.

5. “Sex” includes, but is not limited to, pregnancy, childbirth, and disabilities 
related to pregnancy or childbirth.

6. “Sexual orientation” means to whom someone is, or is perceived of as 
being, emotionally, physically, or sexually attracted to based on sex or 
gender identity. A person may be attracted to men, women, both, neither, or 
to people who are genderqueer, androgynous, or have other gender 
identities.

7. “Status with regard to public assistance” means the condition of being a 
recipient of federal, state, or local assistance, including medical assistance, 
or of being a tenant receiving federal, state, or local subsidies, including 
rental assistance or rent supplements.



Policy 413 4

E. “Remedial response” means a measure to stop and correct acts of harassment or 
violence, prevent acts of harassment or violence from recurring, and protect, 
support, and intervene on behalf of a student who is the target or victim of acts of 
harassment or violence.

F. Sexual Harassment; Definition

1. Sexual harassment includes unwelcome sexual advances, requests for 
sexual favors, sexually motivated physical conduct or other verbal or 
physical conduct or communication of a sexual nature when:

a. submission to that conduct or communication is made a term or 
condition, either explicitly or implicitly, of obtaining employment 
or an education; or

b. submission to or rejection of that conduct or communication by an 
individual is used as a factor in decisions affecting that individual’s 
employment or education; or

c. that conduct or communication has the purpose or effect of 
substantially interfering with an individual’s employment or 
education, or creating an intimidating, hostile, or offensive 
employment or educational environment.

2. Sexual harassment may include, but is not limited to:

a. unwelcome verbal harassment or abuse;

b. unwelcome pressure for sexual activity;

c. unwelcome, sexually motivated, or inappropriate patting, pinching, 
or physical contact, other than necessary restraint of student(s) by 
teachers, administrators, or other school district personnel to avoid 
physical harm to persons or property;

d. unwelcome sexual behavior or words, including demands for sexual 
favors, accompanied by implied or overt threats concerning an 
individual’s employment or educational status; 

e. unwelcome sexual behavior or words, including demands for sexual 
favors, accompanied by implied or overt promises of preferential 
treatment with regard to an individual’s employment or educational 
status; or

f. unwelcome behavior or words directed at an individual because of 
sexual orientation, including gender identity or expression.



Policy 413 5

G. Sexual Violence; Definition

1. Sexual violence is a physical act of aggression or force or the threat thereof 
that involves the touching of another’s intimate parts or forcing a person to 
touch any person’s intimate parts.  Intimate parts, as defined in Minnesota 
Statutes section 609.341, includes the primary genital area, groin, inner 
thigh, buttocks, or breast, as well as the clothing covering these areas.

2. Sexual violence may include, but is not limited to:

a. touching, patting, grabbing, or pinching another person’s intimate 
parts;

b. coercing, forcing, or attempting to coerce or force the touching of 
anyone’s intimate parts;

c. coercing, forcing, or attempting to coerce or force sexual intercourse 
or a sexual act on another; or

d. threatening to force or coerce sexual acts, including the touching of 
intimate parts or intercourse, on another.

H. Violence; Definition

Violence prohibited by this policy is a physical act of aggression or assault upon 
another or group of individuals because of, or in a manner reasonably related to, an 
individual’s Protected Class.

IV. REPORTING PROCEDURES

A. Any person who believes he or she has been the target or victim of harassment or 
violence on the basis of Protected Class by a student, teacher, administrator, or 
other school district personnel, or any person with knowledge or belief of conduct 
which may constitute harassment or violence prohibited by this policy toward a 
student, teacher, administrator, or other school district personnel or group of 
students, teachers, administrators, or other school district personnel should report 
the alleged acts immediately to an appropriate school district official designated by 
this policy.  A person may report conduct that may constitute harassment or 
violence anonymously.  However, the school district may not rely solely on an 
anonymous report to determine discipline or other remedial responses.

B. The school district encourages the reporting party or complainant to use the report 
form available from the principal or building supervisor of each building or 
available from the school district office, but oral reports shall be considered 
complaints as well.
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C. Nothing in this policy shall prevent any person from reporting harassment or 
violence directly to a school district human rights officer or to the superintendent.  
If the complaint involves the building report taker, the complaint shall be made or 
filed directly with the superintendent or the school district human rights officer by 
the reporting party or complainant.

D. In Each School Building.  The building principal, the principal’s designee, or the 
building supervisor (hereinafter the “building report taker”) is the person 
responsible for receiving oral or written reports of harassment or violence 
prohibited by this policy at the building level.  Any adult school district personnel 
who receives a report of harassment or violence prohibited by this policy shall 
inform the building report taker immediately. If the complaint involves the building 
report taker, the complaint shall be made or filed directly with the superintendent 
or the school district human rights officer by the reporting party or complainant. 
The building report taker shall ensure that this policy and its procedures, practices, 
consequences, and sanctions are fairly and fully implemented and shall serve as a 
primary contact on policy and procedural matters.

E. A teacher, school administrator, volunteer, contractor, or other school employee 
shall be particularly alert to possible situations, circumstances, or events that might 
include acts of harassment or violence.  Any such person who witnesses, observes, 
receives a report of, or has other knowledge or belief of conduct that may constitute 
harassment or violence shall make reasonable efforts to address and resolve the 
harassment or violence and shall inform the building report taker immediately.  
School district personnel who fail to inform the building report taker of conduct 
that may constitute harassment or violence or who fail to make reasonable efforts 
to address and resolve the harassment or violence in a timely manner may be subject 
to disciplinary action.

F. Upon receipt of a report, the building report taker must notify the school district 
human rights officer immediately, without screening or investigating the report.  
The building report taker may request, but may not insist upon, a written complaint.  
A written statement of the facts alleged will be forwarded as soon as practicable by 
the building report taker to the human rights officer.  If the report was given 
verbally, the building report taker shall personally reduce it to written form within 
24 hours and forward it to the human rights officer.  Failure to forward any 
harassment or violence report or complaint as provided herein may result in 
disciplinary action against the building report taker.

G. In the District.  The school board hereby designates the school district human rights 
officer(s) to receive reports or complaints of harassment or violence prohibited by 
this policy.  If the complaint involves a human rights officer, the complaint shall be 
filed directly with the superintendent.
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H. The school district shall conspicuously post the name of the human rights officer(s), 
including mailing addresses and telephone numbers.

I. Submission of a good faith complaint or report of harassment or violence prohibited 
by this policy will not affect the complainant or reporter’s future employment, 
grades, work assignments, or educational or work environment.

J. Use of formal reporting forms is not mandatory.

K. Reports of harassment or violence prohibited by this policy are classified as private 
educational and/or personnel data and/or confidential investigative data and will 
not be disclosed except as permitted by law.

L. The school district will respect the privacy of the complainant(s), the individual(s) 
against whom the complaint is filed, and the witnesses as much as possible, 
consistent with the school district’s legal obligations to investigate, to take 
appropriate action, and to comply with any discovery or disclosure obligations.

M. Retaliation against a victim, good faith reporter, or a witness of violence or 
harassment is prohibited.

N. False accusations or reports of violence or harassment against another person are 
prohibited.

O. A person who engages in an act of violence or harassment, reprisal, retaliation, or 
false reporting of violence or harassment, or permits, condones, or tolerates 
violence or harassment shall be subject to discipline or other remedial responses for 
that act in accordance with the school district’s policies and procedures.

Consequences for students who commit, or are a party to, prohibited acts of 
violence or harassment or who engage in reprisal or intentional false reporting may 
range from remedial responses or positive behavioral interventions up to and 
including suspension and/or expulsion.

Consequences for employees who permit, condone, or tolerate violence or 
harassment or engage in an act of reprisal or intentional false reporting of violence 
or harassment may result in disciplinary action up to and including termination or 
discharge.

Consequences for other individuals engaging in prohibited acts of violence or 
harassment may include, but not be limited to, exclusion from school district 
property and events and/or termination of services and/or contracts.

V. INVESTIGATION
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A. By authority of the school district, the human rights officer, within three (3) days 
of the receipt of a report or complaint alleging harassment or violence prohibited 
by this policy, shall undertake or authorize an investigation.  The investigation may 
be conducted by school district officials or by a third party designated by the school 
district.

B. The investigation may consist of personal interviews with the complainant, the 
individual(s) against whom the complaint is filed, and others who may have 
knowledge of the alleged incident(s) or circumstances giving rise to the complaint.  
The investigation may also consist of any other methods and documents deemed 
pertinent by the investigator.

C. In determining whether alleged conduct constitutes a violation of this policy, the 
school district should consider the surrounding circumstances, the nature of the 
behavior, past incidents or past or continuing patterns of behavior, the relationships 
between the parties involved, and the context in which the alleged incidents 
occurred.  Whether a particular action or incident constitutes a violation of this 
policy requires a determination based on all the facts and surrounding 
circumstances.

D. In addition, the school district may take immediate steps, at its discretion, to protect 
the target or victim, the complainant, and students, teachers, administrators, or other 
school district personnel pending completion of an investigation of alleged 
harassment or violence prohibited by this policy.

E. The alleged perpetrator of the act(s) of harassment or violence shall be allowed the 
opportunity to present a defense during the investigation or prior to the imposition 
of discipline or other remedial responses.

F. The investigation will be completed as soon as practicable.  The school district 
human rights officer shall make a written report to the superintendent upon 
completion of the investigation.  If the complaint involves the superintendent, the 
report may be filed directly with the school board.  The report shall include a 
determination of whether the allegations have been substantiated as factual and 
whether they appear to be violations of this policy.

VI. SCHOOL DISTRICT ACTION

A. Upon completion of an investigation that determines a violation of this policy has 
occurred, the school district will take appropriate action.  Such action may include, 
but is not limited to, warning, suspension, exclusion, expulsion, transfer, 
remediation, termination, or discharge. Disciplinary consequences will be 
sufficiently severe to try to deter violations and to appropriately discipline 
prohibited behavior.  School district action taken for violation of this policy will be 
consistent with requirements of applicable collective bargaining agreements, 
Minnesota and federal law, and applicable school district policies and regulations.
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B. The school district is not authorized to disclose to a victim private educational or 
personnel data regarding an alleged perpetrator who is a student or employee of the 
school district.  School officials will notify the targets or victims and alleged 
perpetrators of harassment or violence, the parent(s) or guardian(s) of targets or 
victims of harassment or violence and the parent(s) or guardian(s) of alleged 
perpetrators of harassment or violence who have been involved in a reported and 
confirmed harassment or violence incident of the remedial or disciplinary action 
taken, to the extent permitted by law.

C. In order to prevent or respond to acts of harassment or violence committed by or 
directed against a child with a disability, the school district shall, where determined 
appropriate by the child’s individualized education program (IEP) or Section 504 
team, allow the child’s IEP or Section 504 plan to be drafted to address the skills 
and proficiencies the child needs as a result of the child’s disability to allow the 
child to respond to or not to engage in acts of harassment or violence.

VII. RETALIATION OR REPRISAL

The school district will discipline or take appropriate action against any student, teacher, 
administrator, or other school district personnel who commits an act of reprisal or who 
retaliates against any person who asserts, alleges, or makes a good faith report of alleged 
harassment or violence prohibited by this policy, who testifies, assists, or participates in an 
investigation of retaliation or alleged harassment or violence, or who testifies, assists, or 
participates in a proceeding or hearing relating to such harassment or violence. Retaliation 
includes, but is not limited to, any form of intimidation, reprisal, harassment, or intentional 
disparate treatment.  Disciplinary consequences will be sufficiently severe to deter 
violations and to appropriately discipline the individual(s) who engaged in the harassment 
or violence.  Remedial responses to the harassment or violence shall be tailored to the 
particular incident and nature of the conduct.

VIII. RIGHT TO ALTERNATIVE COMPLAINT PROCEDURES

These procedures do not deny the right of any individual to pursue other avenues of 
recourse which may include filing charges with the Minnesota Department of Human 
Rights or another state or federal agency, initiating civil action, or seeking redress under 
state criminal statutes and/or federal law.

IX. HARASSMENT OR VIOLENCE AS ABUSE

A. Under certain circumstances, alleged harassment or violence may also be possible 
abuse under Minnesota law.  If so, the duties of mandatory reporting under 
Minnesota Statute, Chapter 260E may be applicable.

B. Nothing in this policy will prohibit the school district from taking immediate action 
to protect victims of alleged harassment, violence, or abuse.
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X. DISSEMINATION OF POLICY AND TRAINING

A. This policy shall be conspicuously posted throughout each school building in areas 
accessible to students and staff members.

B. This policy shall be given to each school district employee and independent 
contractor who regularly interacts with students at the time of initial employment 
with the school district.

C. This policy shall appear in the student handbook.

D. The school district will develop a method of discussing this policy with students 
and employees.

E. The school district may implement violence prevention and character development 
education programs to prevent and reduce policy violations.  Such programs may 
offer instruction on character education including, but not limited to, character 
qualities such as attentiveness, truthfulness, respect for authority, diligence, 
gratefulness, self-discipline, patience, forgiveness, respect for others, peacemaking, 
resourcefulness, and/or sexual abuse prevention.

F. This policy shall be reviewed at least annually for compliance with state and federal 
law.

Legal References: Minn. Stat. § 120B.232 (Character Development Education)
Minn. Stat. § 120B.234 (Child Sexual Abuse Prevention Education)
Minn. Stat. § 121A.03, Subd. 2 (Sexual, Religious, and Racial Harassment 
and Violence Policy)
Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. Ch. 363A (Minnesota Human Rights Act)
Minn. Stat. § 609.341 (Definitions)
Minn. Stat. Ch. 260E (Reporting of Maltreatment of Minors)
20 U.S.C. §§ 1681-1688 (Title IX of the Education Amendments of 1972)
29 U.S.C. § 621 et seq. (Age Discrimination in Employment Act)
29 U.S.C. § 794 (Section 504 of the Rehabilitation Act of 1973, § 504)
42 U.S.C. § 1983 (Civil Action for Deprivation of Rights)
42 U.S.C. § 2000d et seq. (Title VI of the Civil Rights Act of 1964)
42 U.S.C. § 2000e et seq. (Title VII of the Civil Rights Act)
42 U.S.C. § 12101 et seq. (Americans with Disabilities Act) 

Cross References: Policy 102 (Equal Educational Opportunity)
Policy 401 (Equal Employment Opportunity)
Policy 402 (Disability Nondiscrimination Policy)
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Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees)
Policy 406 (Public and Private Personnel Data)
Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 
Abuse)
Policy 415 (Mandated Reporting of Maltreatment of Vulnerable Adults)
Policy 506 (Student Discipline)
Policy 514 (Bullying Prohibition Policy)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 521 (Student Disability Nondiscrimination)
Policy 522 (Title IX Sex Nondiscrimination, Grievance Procedures and 
Process)
Policy 524 (Internet Acceptable Use and Safety Policy)
Policy 525 (Violence Prevention)
Policy 526 (Hazing Prohibition)
Policy 528 (Student Parental, Family, and Marital Status 
Nondiscrimination)
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425 STAFF DEVELOPMENT AND MENTORING

I. PURPOSE

The purpose of this policy is to establish a staff development program and structure to carry 
out planning and reporting on staff development that supports improved student learning.

II. ADVISORY STAFF DEVELOPMENT COMMITTEE AND SITE 
PROFESSIONAL DEVELOPMENT TEAMS

A. The school board will establish an Advisory Staff Development Committee to 
develop a Staff Development Plan, assist Site Professional Development Teams in 
developing a site plan consistent with the goals of the Staff Development Plan, and 
evaluate staff development efforts at the site level.

1. The majority of the membership of the Advisory Staff Development 
Committee shall consist of teachers representing various grade levels, 
subject areas, and special education. The Committee also will include 
nonteaching staff, parents, and administrators.

2. Members of the Advisory Staff Development Committee shall be appointed 
by the school board administration. Committee members shall serve a two-
year term* based upon nominations by board members, teachers, and 
paraprofessionals. The school board administration shall appoint 
replacement members of the Advisory Staff Development Committee as 
soon as possible following the resignation, death, serious illness, or removal 
of a member from the Committee.

B. The school board will establish the Site Professional Development Teams.

1. Members of the Site Professional Development Teams will be appointed by 
the school board administration. Team members shall serve a two-year 
term* based upon nominations by board members, teachers, and 
paraprofessionals. The school board administration shall appoint 
replacement members of the Site Professional Development Teams as soon 
as possible following the resignation, death, serious illness, or removal of a 
member from the Team.
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2. The majority of the Site Professional Development Teams shall be teachers 
representing various grade levels, subject areas, and special education.

III. DUTIES OF THE ADVISORY STAFF DEVELOPMENT COMMITTEE

A. The Advisory Staff Development Committee will develop a Staff Development 
Plan that will be reviewed and subject to approval by the school board twice a year.*

B. The Staff Development Plan must contain the following elements:

1. Staff development outcomes that are consistent with the education 
outcomes as may be determined periodically by the school board;

We see... 

• An educational environment designed to inspire passion and joy for everyone 

• Collaborative educational experiences with immediate real-world applications 

• Meaningful integration of community professionals into the daily education of 
students 

• Adaptable learning spaces that will continually meet the needs of an ever-
changing workforce 

Everyone = [faculty, staff, parents, students, community, visitors, etc.] 

2. The means to achieve the Staff Development outcomes; 

3. The procedures for evaluating progress at each school site toward meeting 
educational outcomes consistent with relicensure requirements under 
Minnesota Statutes section 122A.187;

4. Ongoing staff development activities that contribute toward continuous 
improvement in achievement of the following goals:

a. Improve student achievement of state and local education standards 
in all areas of the curriculum, including areas of regular academic 
and applied and experiential learning, by using research-based best 
practices methods;

b. Effectively meet the needs of a diverse student population, including 
at-risk children, children with disabilities, English learners, and 
gifted children, within the regular classroom, applied and 
experiential learning settings, and other settings;
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c. Provide an inclusive curriculum for a racially, ethnically, 
linguistically, and culturally diverse student population that is 
consistent with state education diversity rule and the district’s 
education diversity plan;

d. Improve staff collaboration and develop mentoring and peer 
coaching programs for teachers new to the school or district;

e. Effectively teach and model violence prevention policy and 
curriculum that address early intervention alternatives, issues of 
harassment, and teach nonviolent alternatives for conflict resolution;

f. Effectively deliver digital and blended learning and curriculum and 
engage students with technology; and

g. Provide teachers and other members of site-based management 
teams with appropriate management and financial management 
skills.

5. The Staff Development Plan also must:

a. Support stable and productive professional communities achieved 
through ongoing and schoolwide progress and growth in teaching 
practice;

b. Emphasize coaching, professional learning communities, classroom 
action research, and other job-embedded models;

c. Maintain a strong subject matter focus premised on students’ 
learning goals consistent Minnesota Statutes section 120B.125;

d. Ensure specialized preparation and learning about issues related to 
teaching English learners and students with special needs by 
focusing on long-term systemic efforts to improve educational 
services and opportunities and raise student achievement; and

e. Reinforce national and state standards of effective teaching practice.

6. Staff development activities must:

a. Focus on the school classroom and research-based strategies that 
improve student learning;

b. Provide opportunities for teachers to practice and improve their 
instructional skills over time;
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c. Provide opportunities for teachers to use student data as part of their 
daily work to increase student achievement;

d. Enhance teacher content knowledge and instructional skills, 
including to accommodate the delivery of digital and blended 
learning and curriculum and engage students with technology;

e. Align with state and local academic standards;

f. Provide opportunities to build professional relationships, foster 
collaboration among principals and staff who provide instruction, 
and provide opportunities for teacher-to-teacher mentoring;

g. Align with the plan, if any, of the district or site for an alternative 
teacher professional pay system;

h. Provide teachers of English learners, including English as a second 
language, and content teachers with differentiated instructional 
strategies critical for ensuring students long-term academic success, 
the means to effectively use assessment data on the academic 
literacy, oral academic language, and English language 
development of English learners, and skills to support native and 
English language development across the curriculum; and

i. Provide opportunities for staff to learn about current workforce 
trends, the connections between workforce trends and 
postsecondary education, and training options, including career and 
technical education options.

7. Staff development activities may include curriculum development and 
curriculum training programs and activities that provide teachers and other 
members of site-based teams training to enhance team performance.

8. The school district may implement other staff development activities 
required by law and activities associated with professional teacher 
compensation models.

C. The Advisory Staff Development Committee will assist Site Professional 
Development Teams in developing a site plan consistent with the goals and 
outcomes of the Staff Development Plan.

D. The Advisory Staff Development Committee will evaluate staff development 
efforts at the site level and will report to the school board on a quarterly basis* the 
extent to which staff at the site have met the outcomes of the Staff Development 
Plan.
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E. In addition to developing a Staff Development Plan, the Staff Development 
Advisory Committee also must develop teacher mentoring programs for teachers 
new to the profession or school district, including teaching residents, teachers of 
color, teachers who are American Indian, teachers in license shortage areas, 
teachers with special needs, or experienced teachers in need of peer coaching.  
Teacher mentoring programs must be included in or aligned with the school 
district's teacher evaluation and peer review processes under Minnesota Statutes, 
sections 122A.40, subdivision 8 or 122A.41, subdivision 5. 

F. The Advisory Staff Development Committee shall assist the school district in 
preparing any reports required by the Minnesota Department of Education (MDE) 
relating to staff development or teacher mentoring including, but not limited to, the 
reports referenced in Section VII. below.

IV. DUTIES OF THE SITE PROFESSIONAL DEVELOPMENT TEAM 

A. Each Site Professional Development Team shall develop a site plan, consistent with 
the goals of the Staff Development Plan. The school board will review the site plans 
for consistency with the Staff Development Plan twice a year.*

B. The Site Professional Development Team must demonstrate to the school board the 
extent to which staff at the site have met the outcomes of the Staff Development 
Plan. The actual reports to the school board can be made by the Advisory Staff 
Development Committee to avoid duplication of effort.

C. If the school board determines that staff development outcomes are not being met, 
it may withhold a portion of the initial allocation of revenue referenced in Section 
V. below.

V. STAFF DEVELOPMENT FUNDING 

A. Unless the school district is in statutory operating debt or a majority of the school 
board and a majority of its licensed teachers annually vote to waive the requirement 
to reserve basic revenue for staff development, the school district will reserve an 
amount equal to at least two percent of its basic revenue for:  (1) teacher 
development and evaluation under Minnesota Statutes, section 122A.40, 
subdivision 8 or 122A.41, subdivision 5; (2) principal development and evaluation 
under section 123B.147, subdivision. 3; (3) professional development under section 
122A.60; (4) in-service education for programs under section 120B.22, subdivision 
2; and (5) teacher mentorship under section 122A.70, subdivision 1.  To the extent 
extra funds remain, staff development revenue may be used for development plans, 
including plans for challenging instructional activities and experiences under 
section 122A.60, and for curriculum development and programs, other in-service 
education, teacher’s workshops, teacher conferences, the cost of substitute teachers 
for staff development purposes, preservice and in-service education for special 

https://www.revisor.mn.gov/statutes/cite/122A.40#stat.122A.40.8
https://www.revisor.mn.gov/statutes/cite/122A.41
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education professionals and paraprofessionals, and other related costs for staff 
development efforts.  The school district also may use the revenue reserved for staff 
development for grants to the school district’s teachers to pay for coursework and 
training leading to certification as either a college in the schools teacher or a 
concurrent enrollment teacher. To receive a grant, the teacher must be enrolled in a 
program that includes coursework and training focused on teaching a core subject.

B. The school district may, in its discretion, expend an additional amount of 
unreserved revenue for staff development based on its needs.

C. Release time provided for teachers to supervise students on field trips and school 
activities, or independent tasks not associated with enhancing the teacher’s 
knowledge and instructional skills, such as preparing report cards, calculating 
grades, or organizing classroom materials, may not be counted as staff development 
time that is financed with staff development reserved revenue under Minnesota 
Statutes section 122A.61.

D. The school district may use staff development revenue, special grant programs 
established by the legislature, or another funding source to pay a stipend to a mentor 
who may be a current or former teacher who has taught at least three (3) years and 
is not on an improvement plan.  Other initiatives using such funds. or funds 
available under Minnesota Statutes, sections 124D.861 and 124D.862, may 
include:

1. additional stipends as incentives to mentors of color or who are American 
Indian; 

2. financial supports for professional learning community affinity groups 
across schools within and between districts for teachers from 
underrepresented racial and ethnic groups to come together throughout the 
school year;

3. programs for induction aligned with the school district or school mentorship 
program during the first three (3) years of teaching, especially for teachers 
from underrepresented racial and ethnic groups; or

4. grants supporting licensed and nonlicensed educator participation in 
professional development, such as workshops and graduate courses, related 
to increasing student achievement for students of color and American Indian 
students in order to close opportunity and achievement gaps.

To the extent the school district receives a grant for any of the above purposes, it 
will negotiate additional retention strategies or protection from unrequested leave 
of absences in the beginning years of employment for teachers of color and teachers 
who are American Indian.  Retention strategies may include providing financial 
incentives for teachers of color and teachers who are American Indian to work in 

https://www.revisor.mn.gov/statutes/cite/124D.861
https://www.revisor.mn.gov/statutes/cite/124D.862
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the school or district for at least five (5) years and placing American Indian 
educators at sites with other American Indian educators and educators of color at 
sites with other educators of color to reduce isolation and increase opportunity for 
collegial support.

VI. PROCEDURE FOR USE OF STAFF DEVELOPMENT FUNDS

A. On a yearly* basis, the Advisory Staff Development Committee, with the assistance 
of the Site Professional Development Teams, shall prepare a projected budget 
setting forth proposals for allocating staff development funds reserved for each 
school site.  Such budgets shall include, but not be limited to, projections as to the 
cost of building site training programs, costs of individual staff seminars, and cost 
of substitutes.

B. Upon approval of the budget by the school board, the Advisory Committee shall be 
responsible for monitoring the use of such funds in accordance with the Staff 
Development Plan and budget. The requested use of staff development funds must 
meet or make progress toward the goals and objectives of the Staff Development 
Plan. All costs/expenditures will be reviewed by the school board and/or 
superintendent for consistency with the Staff Development Plan on a quarterly 
basis.*

C. Individual requests from staff for leave to attend staff development activities shall 
be submitted and reviewed according to school district policy, staff procedures, 
contractual agreement, and the effect on school district operations.  Failure to 
timely submit such requests may be cause for denial of the request.

VII. PARAPROFESSIONALS, TITLE I AIDES, AND OTHER INSTRUCTIONAL 
SUPPORT STAFF

A. The school district must provide a minimum of eight hours of paid 
orientation or professional development annually to all paraprofessionals, Title I 
aides, and other instructional support staff. Six of the eight hours must be 
completed before the first instructional day of the school year or within 30 days 
of hire. The school district must consult the exclusive representative for employees 
receiving this training before creating or planning the training required under this 
section.

B. The orientation or professional development must be relevant to the employee's 
occupation and may include collaboration time with classroom teachers and 
planning for the school year. 

C. For paraprofessionals who provide direct support to students, at least 50 percent of 
the professional development or orientation must be dedicated to meeting the 
requirements of this section. Professional development for paraprofessionals may 
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also address the requirements of Minnesota Statutes, section 120B.363, subdivision 
3. 

D. A school administrator must provide an annual certification of compliance with this 
requirement to the MDE Commissioner.

E. For the 2024-2025 school year only, a school may reduce the hours of training 
required in paragraphs (b) to (e) to a minimum of six hours and must pay for 
paraprofessional test materials and testing fees for any paraprofessional employed 
by the school district during the 2023-2024 school year who has not yet successfully 
completed the paraprofessional assessment or met the requirements of the 
paraprofessional competency grid.

VIII. REPORTING

A. The school district and site staff development committee shall prepare a report of 
the previous fiscal year’s staff development activities and expenditures as part of 
the school district’s comprehensive achievement and civic readiness report.

1. The report must include assessment and evaluation data indicating progress 
toward district and site staff development goals based on teaching and 
learning outcomes, including the percentage of teachers and other staff 
involved in instruction who participate in effective staff development 
activities.

2. The report will provide a breakdown of expenditures for:

a. Curriculum development and curriculum training programs; 

b. Staff development training models, workshops, and conferences; 
and

c. The cost of releasing teachers or providing substitute teachers for 
staff development purposes.

The report also must indicate whether the expenditures were incurred at the 
district level or the school site level and whether the school site expenditures 
were made possible by the grants to school sites that demonstrate exemplary 
use of allocated staff development revenue.  These expenditures must be 
reported using the uniform financial and accounting and reporting standards 
(UFARS).

3. The report will be signed by the superintendent and staff development chair.

B. To the extent the school district receives a grant for mentorship activities described 
in Section V.D., by June 30 of each year after receiving a grant, the site staff 
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development committee must submit a report to the Professional Educator 
Licensing and Standards Board on program efforts that describes mentoring and 
induction activities and assesses the impact of these programs on teacher 
effectiveness and retention.

Legal References: Minn. Stat. § 120A.41 (Length of School Year; Days of Instruction)
Minn. Stat. § 120A.415 (Extended School Calendar)
Minn. Stat. § 120B.125 (Planning for Students’ Successful Transition to 
Postsecondary Education and Employment; Personal Learning Plans)
Minn. Stat. § 120B.22, subd. 2 (Violence Prevention Education)
Minn. Stat. § 121A.642 (Paraprofessional Training)
Minn. Stat. § 122A.187, (Expiration and Renewal)
Minn. Stat. § 122A.40, subds. 7, 7a and 8 (Employment; Contracts; 
Termination - Additional Staff Development and Salary)
Minn. Stat. § 122A.41, subds. 4, 4a and 5 (Teacher Tenure Act; Cities of 
the First Class; Definitions - Additional Staff Development and Salary)
Minn. Stat. § 122A.60 (Staff Development Program)
Minn. Stat. § 122A.70 (Teacher Mentorship and Retention of Effective 
Teachers)
Minn. Stat. § 122A.61 (Reserved Revenue for Staff Development)
Minn. Stat. § 123B.147, Subd. 3 (Principals)
Minn. Stat. § 124D.861 (Achievement and Integration for Minnesota)
Minn. Stat. § 124D.862 (Achievement and Integration Revenue)
Minn. Stat. § 126C.10, subds. 2 and 2b (General Education Revenue)
Minn. Stat. § 126C.13, subd. 5 (General Education Levy and Aid)

Cross References: None.
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512 SCHOOL-SPONSORED STUDENT PUBLICATIONS AND ACTIVITIES

I. PURPOSE

The purpose of this policy is to protect students’ rights to free speech in production of 
school-sponsored and activities while at the same time balancing the school district’s role 
in supervising student publications and the operation of public schools.

II. GENERAL STATEMENT OF POLICY

A. The school district may exercise editorial control over the style and content of 
student expression in school-sponsored publications and activities.

A. Expressions and representations made by students in school-sponsored publications 
and activities are not expressions of official school district policy.  Faculty advisors 
shall supervise student writers to ensure compliance with the law and school district 
policies.

B. Students who believe their right to free expression has been unreasonably restricted 
in a school-sponsored activity may seek review of the decision by the building 
principal.  The principal shall issue a decision no later than three (3) school days 
after review is requested.

1. Students producing school-sponsored media and activities shall be under 
the supervision of a faculty advisor and the school principal.  School-
sponsored media and activities shall be subject to the guidelines set forth 
below.

2. School-sponsored media may be distributed at reasonable times and 
locations.

III. DEFINITIONS

A. “Distribution” means circulation or dissemination of material by means of handing 
out free copies, selling or offering copies for sale, accepting donations for copies,  
posting, or displaying material, or placing materials in internal staff or student 
mailboxes.

B. “Material and substantial disruption” of a normal school activity means:

Adopted: September 28, 2020
Revised: November 25, 2024
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1. Where the normal school activity is an educational program of the school 
district for which student attendance is compulsory, “material and 
substantial disruption” is defined as any disruption which interferes with or 
impedes the implementation of that program.

2. Where the normal school activity is voluntary in nature (including, without 
limitation, school athletic events, school plays and concerts, and lunch 
periods) “material and substantial disruption” is defined as student rioting, 
unlawful seizures of property, conduct inappropriate to the event, 
participation in a school boycott, demonstration, sit-in, stand-in, walk-out, 
or other related forms of activity.

In order for expression to be considered disruptive, there must exist specific facts 
upon which the likelihood of disruption can be forecast, including past experience 
in the school, current events influencing student activities and behavior, and 
instances of actual or threatened disruption relating to the written material in 
question.

C. “Minor” means any person under the age of eighteen (18).

D. “Obscene to minors” means:

1. The average person, applying contemporary community standards, would 
find that the material, taken as a whole, appeals to the prurient interest of 
minors of the age to whom distribution is requested;

2. The material depicts or describes, in a manner that is patently offensive to 
prevailing standards in the adult community concerning how such conduct 
should be presented to minors of the age to whom distribution is requested, 
sexual conduct such as intimate sexual acts (normal or perverted), 
masturbation, excretory functions, or lewd exhibition of the genitals; and

3. The material, taken as a whole, lacks serious literary, artistic, political, or 
scientific value for minors.

E. “School activities” means any activity of students sponsored by the school 
including, but not limited to, classroom work, library activities, physical education 
classes, official assemblies and other similar gatherings, school athletic contests, 
band concerts, school plays and other theatrical productions, and in-school lunch 
periods.

F. “School-sponsored media” means material that is:
1. prepared, wholly or substantially written, published, broadcast, or otherwise 

disseminated by a student journalist enrolled in the school district;
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2. distributed or generally made available to students in the school; and
3. prepared by a student journalist under the supervision of a student media 

adviser.
School-sponsored media does not include material prepared solely for distribution 
or transmission in the classroom in which the material is produced, or a yearbook.

G. “Student journalist” means a school district student in grades 6 through 12 who 
gathers, compiles, writes, edits, photographs, records, or otherwise prepares 
information for dissemination in school-sponsored media.

H. “Student media adviser” means a qualified teacher, as defined in Minnesota 
Statutes, section 122A.16, that the school district employs, appoints, or designates 
to supervise student journalists or provide instruction relating to school-sponsored 
media.

IV. GUIDELINES

A. Except as provided in paragraph B below, a student journalist has the right to 
exercise freedom of speech and freedom of the press in school-sponsored media 
regardless of whether the school-sponsored media receives financial support from 
the school or district, uses school equipment or facilities in its production, or is 
produced as part of a class or course in which the student journalist is enrolled. 
Freedom of speech includes freedom to express political viewpoints. Consistent 
with paragraph B below, a student journalist has the right to determine the news, 
opinion, feature, and advertising content of school-sponsored media. The school 
district must not discipline a student journalist for exercising rights or freedoms 
under this paragraph or the First Amendment of the United States Constitution.

B. Student expression in an school-sponsored media, a yearbook, or school-sponsored 
activity is prohibited when the material:

1. is obscene to minors;

2. is defamatory;

3. is profane, harassing, threatening, or intimidating;

4. constitutes an unwarranted invasion of privacy;

5. violates federal or state law;

6. causes a material and substantial disruption of school activities;

7. is directed to inciting or producing imminent lawless action on school 
premises or the violation of lawful school policies or rules, including a 
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policy adopted in accordance with Minnesota Statutes, section 121A.03 or 
121A.031;

8. advertises or promotes any product or service not permitted for minors by 
law;

9. expresses or advocates sexual, racial, or religious harassment or violence or 
prejudice; or

10. is distributed or displayed in violation of time, place, and manner 
regulations.

C. The school district must not retaliate or take adverse employment action against a 
student media adviser for supporting a student journalist exercising rights or 
freedoms under paragraph A above or the First Amendment of the United States 
Constitution.

D. Notwithstanding the rights or freedoms of this Article or the First Amendment of 
the United States Constitution, nothing in this Article inhibits a student media 
adviser from teaching professional standards of English and journalism to student 
journalists.

These may include, but are not limited to, the following:

1. assuring that participants learn whatever lessons the activity is designed to 
teach;

2. assuring that readers or listeners are not exposed to material that may be 
inappropriate for their level of maturity;

3. assuring that the views of the individual speaker are not erroneously 
attributed to the school;

4. assuring that the school is not associated with any position other than 
neutrality on matters of political controversy;

5. assuring that the sponsored student speech cannot reasonably be perceived 
to advocate conduct otherwise inconsistent with the shared values of a 
civilized social order;

6. assuring that the school is not associated with expression that is, for 
example, ungrammatical, poorly written, inadequately researched, biased or 
prejudiced, vulgar or profane, or unsuitable for immature audiences.

E. Time, Place, and Manner of Distribution
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Students shall be permitted to distribute written materials at school as follows:

1. Time

Distribution shall be limited to the hours before the school day begins, 
during lunch hour and after school is dismissed.

2. Place

Written materials may be distributed in locations so as not to interfere with 
the normal flow of traffic within the school hallways, walkways, entry 
ways, and parking lots.  Distribution shall not impede entrance to or exit 
from school premises in any way.

3. Manner

No one shall induce or coerce a student or staff member to accept a student 
publication.

V. POSTING

The school district must adopt a student journalist policy consistent with Minnesota 
Statutes, section 121A.80 and post it on the district website.

Legal References: U. S. Const., amend. I
Morse v. Frederick, 551 U.S. 393 (2007)
Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988)
Bystrom v. Fridley High School, I.S.D. No. 14, 822 F. 2d 747 (8th Cir. 1987)
Minn. Stat. § 121A.03 (Model Policy)
Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. § 121A.80 (Student Journalism; Student Expression)

Cross References: Policy 505 (Distribution of Nonschool-Sponsored Materials on School 
Premises by Students and Employees)
Policy 506 (Student Discipline)
Policy 904 (Distribution of Materials on School District Property by 
Nonschool Persons)



 

 
 
 

516​ STUDENT MEDICATION AND TELEHEALTH 
 
I.​ PURPOSE 
 

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

 
II.​ GENERAL STATEMENT OF POLICY 
 

The school district acknowledges that some students may require prescribed drugs or 
medication or telehealth to be administered during the school day.  The school district’s 
licensed school nurse (LSN), registered nurse (RN), licensed practical nurse (LPN) or 
other non-licensed district employee as delegated by either the district’s LSN or RN will 
administer prescribed medications, except any form of medical cannabis, in accordance 
with law and school district procedures. 

 
III.​ DRUG AND MEDICATION REQUIREMENTS 
 

[NOTE: The June 2024 Model Policy 516 revisions include insertion of headings and 
rearrangement of paragraphs so that similar content is grouped together. School 
boards can choose whether to make these revisions.] 
 
A.​        Administration of Drugs and Medicine 

 
1.​ The administration of medications at school requires (1)written or oral 

authorization of the student’s parent/legal guardian and physician/licensed 
healthcare provider.  If the parent’s / legal guardian’s authorization is oral 
then the oral authorization must be reduced to writing within two school 
days. Prescribed Medication shall be administered to and taken by only the 
person for whom the prescription has been written medication has been 
prescribed, and (2) the written order of a physician/licensed health care 
prescriber. The physician/licensed prescriber medication order must be 
received in writing within two school days provided that the school district 
may rely on parent written request until prescribing health care provider’s 
medication orders are received. 

 
​ 2.​ A “General Medication Administration Form” must be completed ​  
​ ​ annually (once per school year) and/or when a change in the prescription ​

​ or requirements for administration occurs.  Prescription medication as ​  
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​ ​ used in this policy does not include any form of medical cannabis as ​
​ defined in Minnesota Statutes section 152.22, subdivision 6. 

 
3.​ All medication must come to school in the original container and must be 

consistent with the instructions on the label and prescription medication 
must be labeled for the student by a pharmacist in accordance with law 
and must be administered in a manner consistent with the instructions on 
the label. 

 
4.  ​ The school must be notified immediately by the parent or student 18 years 

old or older in writing of any change in the student’s prescription 
medication administration. A new medical authorization or container label 
with new pharmacy instructions shall be required immediately as well. 

 
5.​ The school nurse may request to receive further information about the 

medication, if needed, prior to administration of the substance. 
 

6.​ Medications are not to be carried by the student, but will be left with the 
appropriate school district personnel.  Exceptions to this requirement are: 
prescription asthma medications self-administered with an inhaler, 
epi-pens used for treatment of anaphylaxis, over the counter (OTC) 
medications for grades 7-12 only, and other medications administered as 
noted in a written agreement between the school district and the parent or 
as specified in an IEP (individualized education program), Section 504 
plan, or IHP (individual health plan). 

 
7.​ Self-Carrying and Self-Administration of Prescription Medication: 

 
​ The district “Medication Authorization to Self-Administer” form  must be 

completed and renewed annually by the parent/legal guardian and 
physician/licensed health care prescriber. Completion of this form will 
allow a student to responsibly carry medications for self-administration 
(see Minnesota Statutes Chapters 121A.22, 121A.2205, 121A221 and 
121A222, and Wheeler, 2004).  This authorization is renewed each school 
year.   

​  
​ Emergency Prescription medications such as asthma medications 

administered ​ with an inhaler, epinephrine auto-injectors as prescribed for 
severe allergy ​treatment and other prescription medications noted in a 
written agreement between the school district and the parent or as 
specified in an IEP (Individualized Education Program), Section 504 Plan, 
or IHP (Individual Health Plan) require both (1) prescribing health care 
provider and (2) guardian written consent to self-carry medication.  

 
8.​ Self-Carrying and Self-Administration of Non-Prescription Medication:  
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​ ​ (No request for self-carrying or self-administration will be honored if 
dosage exceeds the recommendations on the manufacturer’s label.)​ 

 
​ ​ According to MS Chapter 121A.222, a secondary student (grade 7-12) 

may possess and use non-prescription pain relief in a manner consistent 
with the labeling if the district has parental or legal guardian authorization.  
However, this law does not apply to the possession or use of any drug or 
product containing ephedrine or pseudoephedrine as its sole active 
ingredient or as one of its active ingredients. 

 
​ ​ The district “Authorization to Self-Administer” form  must be completed 

and renewed annually by both the parent/legal guardian and physician / 
licensed prescriber.  

​ ​ ​ ​ ​   
​ ​ The school district may revoke a student’s privilege to possess and use 

nonprescription pain relievers if the school district determines that the 
student is abusing the privilege.  This provision does not apply to the 
possession or use of any drug or product containing ephedrine or 
pseudoephedrine as its sole active ingredient or as one of its active 
ingredients.  Except as stated in this paragraph, only prescription 
medications are governed by this policy. 

 
9.​ Self-Carry Self-administration Student Safety:  
 
​ a. ​ The LSN/RN, in consultation with the parent/legal guardian and ​
​ ​ physician/licensed health care prescriber, needs to evaluate the ​
​ ​ student’s health status and abilities for safe self-administration of ​
​ ​ prescription and non-prescription medications, observe the ​​
​ ​ student’s self-administration at school, and communicate with the ​
​ ​ parent/legal guardian about any medication administration ​ ​
​ ​ difficulties or successes. 
 
​ b. ​ In the case of a disagreement regarding a student’s self-carrying ​
​ ​ and self-administration of medication, a meeting should be held ​
​ ​ among all those involved to sort out differences of opinion and ​
​ ​ develop a plan, keeping as a priority the student’s educational ​
​ ​ goals and health safety. 

 
10.​ For drugs or medicine used by children with a disability, administration 

may be as provided in the IEP, Section 504 plan or IHP. 
 

11.​ The school nurse, or other designated person, shall be responsible for 
documentation of medication administered.   

 
12.​ Procedures for administration of drugs and medicine at school and school 

activities shall be developed in consultation with a licensed school nurse, 
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RN, or a public or private health organization or other appropriate party (if 
appropriately contracted by the school district under Minnesota Statutes 
section 121A.21).  The school district administration shall submit these 
procedures and any additional guidelines and procedures necessary to 
implement this policy to the school board for approval.  Upon approval by 
the school board, such guidelines and procedures shall be an addendum to 
this policy. Medical Treatments and health functions fall under the same 
guidelines as the medication policy including but not limited to 
catheterization, tracheostomy suctioning, gastrostomy feedings, and 
diabetic cares. 

 
13.​ Special health treatments and health functions such as catheterization, 

tracheostomy suctioning, and gastrostomy feedings require (1) 
parent/Guardian written consent (2) physician/licensed prescribers orders. 

​  
​ 14.​ Medications: 

 
a.​ that are used off school grounds; 

 
b.​ that are used in connection with athletics or extracurricular 

activities; or 
 

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

 
15. ​ At the start of each school year or at the time a student enrolls in school, ​
​ whichever is first, a student’s parent/guardian is responsible to inform the ​
​ school health ​ services of their student’s medical needs. If emergency ​
​ medication is needed, it will ​ be provided by the parent/guardian and an ​
​ individual written health plan will be developed and implemented, ​​ school 
​ staff, including those responsible for student health care, and the ​ ​
​ prescribing medical professional must develop and implement an ​ ​
​ individualized written health plan for a student who is prescribed ​ ​
​ epinephrine auto-injectors that enables the student to: 

 
a.​ possess epinephrine auto-injectors; or 

 
b.​ if the parent and prescribing medical professional determine the 

student is unable to possess the epinephrine, have access to 
epinephrine auto-injectors, as provided by the parent/guardian, in 
close proximity to the student during the instructional day. 

 
​ The plan must designate the school staff responsible for implementing the ​
​ student’s health plan, including recognizing anaphylaxis and administering 
​ epinephrine auto-injectors when required, consistent with state law.  This ​
​ health plan may be included in a student’s § 504 plan. 
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16.​ A student may possess cough drops/lozenges and apply a topical 

sunscreen product during the school day while on school property or at a 
school-sponsored event without a prescription, physician’s note, or other 
documentation from a licensed health care professional.  School personnel 
are not required to provide sunscreen or assist students in applying 
sunscreen. 

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

 
18.​ The District and District staff may not purchase or have a supply of any 

OTC medications to administer to students. 
 

19.​ Parents/guardians are responsible for provision of individual student 
medication. 

 
B. ​ Administration of Drugs and Medicine Exclusions 
 
​ 1.​ used in situations in which, in the judgment of the school personnel,  

including a licensed nurse, who are present or available, the risk to the 
pupil’s life or health is of such a nature that drugs or medicine should be 
given without delay; and, 

 
​ 2. ​ provided or administered by a public health agency to prevent or control  

an illness or a disease outbreak as provided under Minnesota law. 
 

C.​ Procedure regarding unclaimed drugs or medications. 
  

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

  
2.     ​ If the unclaimed or abandoned prescription drug is not a controlled 
substance as defined under Minnesota Statutes, section 152.01, subdivision 4, or 
is an over-the-counter medication, the school district will either designate an 
individual who shall be responsible for transporting the drug or medication to a 
designated drop-off box or collection site or request that a law enforcement 
agency transport the drug or medication to a drop-off box or collection site on 
behalf of the school district. 
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3.     ​ If the unclaimed or abandoned prescription drug is a controlled substance 
as defined in Minnesota Statutes, section 152.01, subdivision 4, the school district 
or school personnel is prohibited from transporting the prescription drug to a 
drop-off box or collection site for prescription drugs identified under this 
paragraph. The school district must request that a law enforcement agency 
transport the prescription drug or medication to a collection bin that complies with 
Drug Enforcement Agency regulations, or if a site is not available, under the 
agency’s procedure for transporting drugs. 

  
IV.   ​ ACCESS TO SPACE FOR MENTAL HEALTH CARE THROUGH TELEHEALTH 

  
A.     ​ Beginning October 1, 2024, to the extent space is available, the school 
district must provide an enrolled secondary school student with access during 
regular school hours, and to the extent staff is available, before or after the school 
day on days when students receive instruction at school, to space at the school site 
that a student may use to receive mental health care through telehealth from a 
student's licensed mental health provider. A secondary school must develop a plan 
with procedures to receive requests for access to the space. 
  
B.     ​ The space must provide a student privacy to receive mental health care. 
  
C.     ​ A student may use a school-issued device to receive mental health care 
through telehealth if such use is consistent with the district or school policy 
governing acceptable use of the school-issued device. 
  
D.     ​ A school may require a student requesting access to space under this 
section to submit to the school a signed and dated consent from the student's 
parent or guardian, or from the student if the student is age 16 or older, 
authorizing the student's licensed mental health provider to release information 
from the student's health record that is requested by the school to confirm the 
student is currently receiving mental health care from the provider. Such a consent 
is valid for the school year in which it is submitted. 
  
[NOTE: The Minnesota legislature enacted Article IV in the spring 2024.] 

 
Legal References:​ Minn. Stat. § 13.32 (Educational Data) 

Minn. Stat. § 121A.21 (Hiring of Health Personnel School Health 
Services) 
Minn. Stat. § 121A.216 (Access to Space for Mental Health Care through 

Telehealth) 

Minn. Stat. § 121A.22 (Administration of Drugs and Medicine) 
Minn. Stat. § 121A.2205 (Possession and Use of Epinephrine 
Auto-Injectors; Model Policy) 
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Minn. Stat. § 121A.2207 (Life-Threatening Allergies in Schools; Stock 
Supply of Epinephrine Auto-Injectors) 
Minn. Stat. § 121A.221 (Possession and Use of Asthma Inhalers by 
Asthmatic Students) 
Minn. Stat. § 121A.222 (Possession and Use of Nonprescription Pain 
Relievers by Secondary Students) 
Minn. Stat. § 121A.223 (Possession and Use of Sunscreen) 
Minn. Stat. § 148.171 (Definitions; Title) 
Minn. Stat. § 151.212 (Label of Prescription Drug Containers) 
Minn. Stat. § 152.01 (Definitions) 
Minn. Stat. § 152.22 (Definitions) 
Minn. Stat. § 152.23 (Limitations) 
Minn. Rule 8710.6100 (School Nurse) 
20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education Act) 
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504) 

 
Cross References:​ Policy 418 (Drug-Free Workplace/Drug-Free School) 
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519 INTERVIEWS OF STUDENTS BY OUTSIDE AGENCIES

I. PURPOSE

There are occasions in which persons other than school district officials and employees 
find it necessary to speak with a student during the school day.  Student safety and 
disruption of the educational program is of concern to the school district.  The purpose of 
this policy is to establish the procedures for access to students by authorized individuals 
during the school day.

II. GENERAL STATEMENT OF POLICY

A. Generally, students may not be interviewed during the school day by persons other 
than a student’s parents, school district officials, employees and/or agents, except 
as otherwise provided by law and/or this policy.

B. Requests from law enforcement officers and those other than a student’s parents, 
school district officials, employees and/or agents to interview students shall be 
made through the principal’s office.  Upon receiving a request, it shall be the 
responsibility of the principal to determine whether the request will be granted.  
Prior to granting a request, the principal shall attempt to contact the student’s 
parents to inform them of the request, except where otherwise prohibited by law.

III. INTERVIEWS CONDUCTED UNDER THE MALTREATMENT OF MINORS 
ACT

A. In the case of an investigation pursuant to the Reporting of Maltreatment of Minors 
Act, a local welfare agency, the agency responsible for investigating the report, and 
a local law enforcement agency may interview, without parental consent, an alleged 
victim and any minors who currently reside with or who have resided with the 
alleged perpetrator.  The interview may take place at school and during school 
hours.  School district officials will work with the local welfare agency, the agency 
responsible for investigating the report, or law enforcement agency to select a place 
appropriate for the interview.  When it is possible and the report alleges substantial 
child endangerment or sexual abuse, the interview may take place outside the 
presence of the perpetrator or parent, legal custodian, guardian, or school district 
official alleged offender and may take place prior to any interviews of the alleged 
offender.

Adopted: September 28, 2020
Revised: October 24, 2022
Revised: _______________
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[NOTE: This change is found in Minnesota Statutes, section 260E.22.]

B. If the interview took place or is to take place on school district property, an order 
of the juvenile court pursuant to Minnesota Statutes Chapter 260E may specify that 
school district officials may not disclose to the parent, legal custodian, or guardian 
the contents of the notification of intent to interview the child on school district 
property and/or any other related information regarding the interview that may be 
a part of the child’s record.  The school district official must receive a copy of the 
order from the local welfare or law enforcement agency.

C. When the local welfare agency, local law enforcement agency, or agency 
responsible for assessing or investigating a report of maltreatment determines that 
an interview should take place on school district property, school district officials 
must receive written notification of intent to interview the child on school district 
property prior to the interview.  The notification shall include the name of the child 
to be interviewed, the purpose of the interview, and a reference to the statutory 
authority to conduct an interview on school district property.  Where the interviews 
are conducted by the local welfare agency, the notification must be signed by the 
chair of the local social services agency or the chair’s designee.  The notification is 
private educational data on the student.  School district officials may not disclose 
to the parent, legal custodian or guardian the contents of the notification or any 
other related information regarding the interview until notified in writing by the 
local welfare or law enforcement agency that the investigation or assessment has 
been concluded, unless a school employee or agent is alleged to have maltreated 
the child.  Until school district officials receive said notification, all inquiries 
regarding the nature of the investigation or assessment should be directed to the 
local welfare or law enforcement agency or the agency responsible for assessing or 
investigating a report of maltreatment shall be solely responsible for any disclosure 
regarding the nature of the assessment or investigation.

D. School district officials shall have discretion to reasonably schedule the time, place, 
and manner of an interview by a local welfare or local law enforcement agency on 
school district premises.  However, where the alleged perpetrator is believed to be 
a school district official or employee, the local welfare or local law enforcement 
agency will have discretion to determine where the interview will be held.  The 
interview must be conducted not more than 24 hours after the receipt of the 
notification unless another time is considered necessary by agreement between the 
school district officials and the local welfare or law enforcement agency.  However, 
school district officials must yield to the discretion of the local welfare or law 
enforcement agency concerning other persons in attendance at the interview.  
School district officials will make every effort to reduce the disruption to the 
educational program of the child, other students, or school staff when an interview 
is conducted on school district premises.

E. Students shall not be taken from school district property without the consent of the 
principal and without proper warrant.
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Legal References: Minn. Stat. § 13.32 (Educational Data)
Minn. Stat. Ch. 260E (Reporting of Maltreatment of Minors)

Cross References: Policy 103 (Complaints – Students, Employees, Parents, Other Persons)
Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 
Abuse)
Policy 515 (Protection and Privacy of Pupil Records)
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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.

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.

Minnesota Statutes, section 124D.991, 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;
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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 ________.]

B. “Library collection” consists of the library materials made available to students.

C. “Library materials” are the books, periodicals, newspapers, manuscripts, films, 
prints, 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.



Policy 606.5 3

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 as set forth in this policy.]

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;
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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.

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. 

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 
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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. One member of the school district administration

b. One principal

c. Two teachers

d. One library media specialist (or district media specialist or public 
librarian if the school district does not have a library media 
specialist)

e. Two members of the school district community with no direct 
connection with the request for reconsideration

f. Two student representatives (as appropriate to the specific request).

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; 
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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.

6. The requestor shall have the right to appeal the decision of the 
superintendent or the superintendent’s designee to the school board.

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. 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.]
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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: Policy 524 (Internet Acceptable Use and Safety Policy)
Policy 606 (Textbook and Instructional Materials)
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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

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.

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.
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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.

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.
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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 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.
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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.

c. Return secure test materials as outlined in applicable manuals and 
resources.
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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 
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).
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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.

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.



Policy 614 7

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.

(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.
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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.

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

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

(6) Complete information as directed.

(7) Record extra test materials.

b. During test.

(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.

(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.
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(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.

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.
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(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.

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.
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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.

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.
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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.

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 3501.0640-3501.0660 (Academic Standards for 
Language Arts)
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics)
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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)
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act)

Cross References: Policy 601 (School District Curriculum and Instruction Goals)
Policy 613 (Graduation Requirements)
Policy 615 (Testing Accommodations, Modifications, and Exemptions for 
IEPs, Section 504 Plans, and LEP Students)
Policy 616 (School District System Accountability)
Minnesota PearsonAccess Next Resources and Forms:
http://minnesota.pearsonaccessnext.com/policies-and-procedures/
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621 LITERACY AND THE READ ACT

[NOTE: The 2024 Minnesota legislature renumbered the Read Act statutes to 120B.118 
and 120B.119.]

I. PURPOSE

This policy aligns with Minnesota law established in the Read Act and on other topics 
related to reading.

 
II. GENERAL STATEMENT OF POLICY

The school district recognizes the centrality of reading in a student’s educational 
experience.

III. DEFINITIONS

A. “Evidence-based” means the instruction or item described is based on reliable, 
trustworthy, and valid evidence and has demonstrated a record of success in 
increasing students’ reading competency in the areas of phonological and 
phonemic awareness, phonics, vocabulary development, reading fluency, and 
reading comprehension. Evidence-based literacy instruction is explicit, systematic, 
and includes phonological and phonemic awareness, phonics and decoding, 
spelling, fluency, vocabulary, oral language, and comprehension that can be 
differentiated to meet the needs of individual students. Evidence-based 
instruction does not include the three-cueing system, as defined in subdivision 16.

B. “Fluency” means the ability of students to read text accurately, automatically, and 
with proper expression.

C. “Foundational reading skills” includes phonological and phonemic awareness, 
phonics and decoding, and fluency. Foundational reading skills appropriate to each 
grade level must be mastered in kindergarten, grade 1, grade 2, and grade 3. 
Struggling readers in grades 4 and above who do not demonstrate mastery of grade-
level foundational reading skills must continue to receive explicit, systematic 
instruction to reach mastery.

D. “Literacy specialist” means a person licensed by the Professional Educator 
Licensing and Standards Board as a teacher of reading, a special education teacher, 

Adopted: September 25, 2023
Revised: _________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792



Policy 621 2

or a kindergarten through grade 6 teacher, who has completed professional 
development approved by the Minnesota Department of Education (MDE) in 
structured literacy. A literacy specialist employed by the department under 
Minnesota Statutes, section 120B.123, subdivision 7, or by a district as a literacy 
lead, is not required to complete the approved training before August 30, 2025.

E. “Literacy lead” means a literacy specialist with expertise in working with educators 
as adult learners. A district literacy lead must support the district's implementation 
of the Read Act; provide support to school-based coaches; support the 
implementation of structured literacy, interventions, curriculum delivery, and 
teacher training; assist with the development of personal learning plans; and train 
paraprofessionals and other support staff to support classroom literacy instruction. 
A literacy lead may be employed by one district, jointly by two or more districts, 
or may provide services to districts through a partnership with the regional service 
cooperatives or another district.

F. “Multitiered system of support” or “MTSS” means a systemic, continuous 
improvement framework for ensuring positive social, emotional, behavioral, 
developmental, and academic outcomes for every student. The MTSS framework 
provides access to layered tiers of culturally and linguistically responsive, 
evidence-based practices and relies on the understanding and belief that every 
student can learn and thrive. Through a MTSS at the core (Tier 1), supplemental 
(Tier 2), and intensive (Tier 3) levels, educators provide high quality, evidence-
based instruction and intervention that is matched to a student’s needs; 
progress is monitored to inform instruction and set goals and data is used for 
educational decision making.

G. “Oral language,” also called “spoken language,” includes speaking and listening, 
and consists of five components: phonology, morphology, syntax, semantics, and 
pragmatics.

H. “Phonemic awareness” means the ability to notice, think about, and manipulate 
individual sounds in spoken syllables and words.

I. “Phonics instruction” means the explicit, systematic, and direct instruction of the 
relationships between letters and the sounds they represent and the application of 
this knowledge in reading and spelling.

J. “Progress monitoring” means using data collected to inform whether interventions 
are working. Progress monitoring involves ongoing monitoring of progress that 
quantifies rates of improvement and informs instructional practice and the 
development of individualized programs using state-approved screening that is 
reliable and valid for the intended purpose.

K. “Reading comprehension” means a function of word recognition skills and 
language comprehension skills. It is an active process that requires intentional 
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thinking during which meaning is constructed through interactions between the text 
and reader. Comprehension skills are taught explicitly by demonstrating, 
explaining, modeling, and implementing specific cognitive strategies to help 
beginning readers derive meaning through intentional, problem-solving 
thinking processes.

L. “Structured literacy” means an approach to reading instruction in which teachers 
carefully structure important literacy skills, concepts, and the sequence of 
instruction to facilitate children’s literacy learning and progress. Structured literacy 
is characterized by the provision of systematic, explicit, sequential, and diagnostic 
instruction in phonemic awareness, phonics, fluency, vocabulary and oral language 
development, and reading comprehension.

M.  “Three-cueing system,” also known as “meaning structure visual (MSV),” means a 
method that teaches students to use meaning, structure and syntax, and visual cues 
when attempting to read an unknown word.

N. “Vocabulary development” means the process of acquiring new words. A robust 
vocabulary improves all areas of communication, including listening, speaking, 
reading, and writing. Vocabulary growth is directly related to school achievement 
and is a strong predictor for reading success.

IV. READING SCREENER; PARENT NOTIFICATION AND INVOLVEMENT

A. The school district must administer an approved evidence-based reading screener 
to students in kindergarten through grade 3 within the first six weeks of the school 
year, and again within the last six weeks of the school year. The screener must be 
one of the screening tools approved by the Minnesota Department of Education 
(MDE).

B. The school district must identify any screener it uses in the district’s annual literacy 
plan, and submit screening data with the annual literacy plan by June 15.

C. Schools, at least biannually after administering each screener, must give the parent 
of each student who is not reading at or above grade level timely information about:

1. the student’s reading proficiency as measured by a screener approved by 
MDE;

2. reading-related services currently being provided to the student and the 
student’s progress; and

3. strategies for parents to use at home in helping their student succeed in 
becoming grade-level proficient in reading in English and in their native 
language.
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D. The school district may not use this section to deny a student’s right to a 
special education evaluation.

V. IDENTIFICATION AND REPORT

A. Students enrolled in kindergarten, grade 1, grade 2, and grade 3, including 
multilingual learners and students receiving special education services, must be 
universally screened for mastery of foundational reading skills, including phonemic 
awareness, phonics, decoding, fluency, oral language, and for characteristics of 
dyslexia as measured by a screening tool approved by MDE. The screening for 
characteristics of dyslexia may be integrated with universal screening for mastery 
of foundational skills and oral language. 

B. The school district must submit data on student performance in kindergarten, grade 
1, grade 2, and grade 3 on foundational reading skills, including phonemic 
awareness, phonics, decoding, fluency, and oral language to MDE in the annual 
local literacy plan submission due on June 15.

C. Students in grades 4 and above, including multilingual learners and students 
receiving special education services, who do not demonstrate mastery of 
foundational reading skills, including phonemic awareness, phonics, decoding, 
fluency, and oral language, must be screened using a screening tool approved by 
MDE for characteristics of dyslexia and must continue to receive evidence-based 
instruction, interventions, and progress monitoring until the students achieve 
grade-level proficiency. A parent, in consultation with a teacher, may opt a 
student out of the literacy screener if the parent and teacher decide that 
continuing to screen would not be beneficial to the student. In such limited cases, 
the student must continue to receive progress monitoring and literacy interventions.

D. Reading screeners in English, and in the predominant languages of school district 
students where practicable, must identify and evaluate students' areas of academic 
need related to literacy. The school district also must monitor the progress and 
provide reading instruction appropriate to the specific needs of multilingual 
learners. The school district must use an approved, developmentally appropriate, 
and culturally responsive screener and annually report summary screener results to 
the MDE Commissioner (“Commissioner”) by June 15 in the form and manner 
determined by the MDE Commissioner.

E. The school district must include in its literacy plan a summary of the district's 
efforts to screen, identify, and provide interventions to students who demonstrate 
characteristics of dyslexia as measured by a screening tool approved by MDE. With 
respect to students screened or identified under paragraph (a), the report must 
include:

1. a summary of the school district's efforts to screen for dyslexia;



Policy 621 5

2. the number of students universally screened for that reporting year;
 

3. the number of students demonstrating characteristics of dyslexia for that 
year; and

4. an explanation of how students identified under this subdivision are 
provided with alternate instruction and interventions under Minnesota 
Statutes, section 125A.56, subdivision 1.

VI. INTERVENTION

A. For each student identified under the screening identification process, the school 
district shall provide reading intervention to accelerate student growth and reach 
the goal of reading at or above grade level by the end of the current grade and school 
year. 

B. The school district must implement progress monitoring, as defined in Minnesota 
Statutes, section 120B.119, for a student not reading at grade level.

C. The school district must use evidence-based curriculum and intervention materials 
at each grade level that are designed to ensure student mastery of phonemic 
awareness, phonics, vocabulary development, reading fluency, and reading 
comprehension. Starting July 1, 2023, if the school district purchases new literacy 
curriculum, or literacy intervention or supplementary materials, the curriculum or 
materials must be evidence-based as defined in Minnesota Statutes, section 
120B.119.

D. If a student does not read at or above grade level by the end of the current school 
year, the school district must continue to provide reading intervention until the 
student reads at grade level. School district intervention methods shall encourage 
family engagement and, where possible, collaboration with appropriate school and 
community programs that specialize in evidence-based instructional practices and 
measure mastery of foundational reading skills, including phonemic awareness, 
phonics, decoding, fluency, and oral language. 

E. By the 2025-2026 school year, intervention programs must be taught by an 
intervention teacher or special education teacher who has successfully completed 
training in evidence-based reading instruction approved by MDE. Intervention may 
include but is not limited to requiring student attendance in summer school, 
intensified reading instruction that may require that the student be removed from 
the regular classroom for part of the school day, extended-day programs, or 
programs that strengthen students’ cultural connections.

F. The school district must determine the format of the personal learning plan in 
collaboration with the student's educators and other appropriate professionals. The 
school must develop the learning plan in consultation with the student's parent or 
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guardian. The personal learning plan must include targeted instruction that is 
evidence-based and ongoing progress monitoring, and address knowledge gaps and 
skill deficiencies through strategies such as specific exercises and practices 
during and outside of the regular school day, group interventions, periodic 
assessments or screeners, and reasonable timelines. The personal learning plan 
may include grade retention, if it is in the student’s best interest; a student may 
not be retained solely due to delays in literacy or not demonstrating grade-level 
proficiency. A school must maintain and regularly update and modify the personal 
learning plan until the student reads at grade level. This paragraph does not apply 
to a student under an individualized education program.

VII. LOCAL LITERACY PLAN

A. The school district must adopt a local literacy plan to have every child reading at 
or above grade level every year beginning in kindergarten and to support 
multilingual learners and students receiving special education services in achieving 
their individualized reading goals. The school district must update and submit the 
plan to the Commissioner of MDE by June 15 each year. The plan must be 
consistent with the Read Act, and include the following:

1. a process to assess students' foundational reading skills, oral language, and 
level of reading proficiency and the screeners used, by school site and grade 
level, under Minnesota Statutes, section 120B.123;

2. a process to notify and involve parents;

3. a description of how schools in the school district will determine the 
targeted reading instruction that is evidence-based and includes an 
intervention strategy for a student and the process for intensifying or 
modifying the reading strategy in order to obtain measurable reading 
progress;

4. evidence-based intervention methods for students who are not reading at or 
above grade level and progress monitoring to provide information on the 
effectiveness of the intervention; 

5. identification of staff development needs, including a plan to meet those 
needs;

6. the curricula used by school site and grade level;

7. a statement of whether the school district has adopted an MTSS framework;

8. student data using the measures of foundational literacy skills and mastery 
identified by MDE for the following students:
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a. students in kindergarten through grade 3;

b. students who demonstrate characteristics of dyslexia; and

c. students in grades 4 to 12 who are identified as not reading at grade 
level; and

9. the number of teachers and other staff that have completed training 
approved by the department.

B. The school district must post its literacy plan on the official school district website 
and submit it to the Commissioner of MDE using the template developed by the 
Commissioner beginning June 15, 2024.

VIII. STAFF TRAINING

A. Beginning July 1, 2024, a school district must provide access to the training 
required under Minnesota Statutes, section 120B.123, subdivision 5, to:

1. intervention teachers working with students in kindergarten through grade 
12;

2. all classroom teachers of students in kindergarten through grade 3 and 
children in prekindergarten programs;

3. special education teachers;

4. curriculum directors;

5.  instructional support staff who provide reading instruction; and

6. employees who select literacy instructional materials for a district.

B. The school district must provide training from a menu of approved evidence-based 
training programs to all reading intervention teachers, literacy specialists, and 
other teachers and staff identified in Minnesota Statutes, section 120B.12, 
subdivision 1, paragraph (b), by July 1, 2025; and by July 1, 2027, to other teachers 
in the school district, prioritizing teachers who work with students with disabilities, 
English learners, and students who qualify for the graduation incentives program 
under Minnesota Statutes, section 124D.68. The Commissioner of MDE may 
grant a school district an extension to these deadlines.

C. By August 30, 2025, the school district must employ or contract with a literacy 
lead, or be actively supporting a designated literacy specialist through the process 
of becoming a literacy lead. The school board may satisfy the requirements of this 
subdivision by contracting with another school board or cooperative unit under 
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Minnesota Statutes, section 123A.24 for the services of a literacy lead by August 
30, 2025.  The school district literacy lead must collaborate with school district 
administrators and staff to support the school district’s implementation of 
requirements under the Read Act.

IX. STAFF DEVELOPMENT

A. The school district must provide training programs on evidence-based reading 
instruction to teachers and instructional staff in accordance with subdivision 1, 
paragraph (b). The training must include teaching in the areas of phonemic 
awareness, phonics, vocabulary development, reading fluency, reading 
comprehension, and culturally and linguistically responsive pedagogy.

B. The school district shall use the data under Article V. above to identify the staff 
development needs so that:

1. elementary teachers are able to implement explicit, systematic, evidence-
based instruction in the five reading areas of phonemic awareness, 
phonics, fluency, vocabulary, and comprehension with emphasis on 
mastery of foundational reading skills as defined in Minnesota Statutes, 
section 120B.119 and other literacy-related areas including writing until 
the student achieves grade-level reading and writing proficiency;

2. elementary teachers have sufficient training to provide students with 
evidence-based reading and oral language instruction that meets students’ 
developmental, linguistic, and literacy needs using the intervention methods 
or programs selected by the school district for the identified students;

3. licensed teachers employed by the school district have regular opportunities 
to improve reading and writing instruction;

4. licensed teachers recognize students’ diverse needs in cross-cultural settings 
and are able to serve the oral language and linguistic needs of students who 
are multilingual learners by maximizing strengths in their native languages 
in order to cultivate students’ English language development, including oral 
academic language development, and build academic literacy; and

5. licensed teachers are well trained in culturally responsive pedagogy that 
enables students to master content, develop skills to access content, and 
build relationships.

C. The school district must provide staff in early childhood programs sufficient 
training to provide children in early childhood programs with explicit, systematic 
instruction in phonological and phonemic awareness; oral language, including 
listening comprehension; vocabulary; and letter-sound correspondence.
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X. LITERACY INCENTIVE AID USES

The school district must use its literacy incentive aid to support implementation of 
evidence-based reading instruction. The following are eligible uses of literacy incentive 
aid:

1. training for kindergarten through grade 3 teachers, early childhood 
educators, special education teachers, reading intervention teachers 
working with students in kindergarten through grade 12, curriculum 
directors, and instructional support staff that provide reading instruction, on 
using evidence-based screening and progress monitoring tools;

2. evidence-based training using a training program approved by MDE;

3. employing or contracting with a literacy lead, as defined in Minnesota 
Statutes, section 120B.119;

4. materials, training, and ongoing coaching to ensure reading interventions 
under Minnesota Statutes, section 125A.56, subdivision 1, are evidence-
based; and costs of substitute teachers to allow teachers to complete 
required training during the teachers’ contract day.

Legal References: Minn. Stat. § 120B.119 (Read Act Definitions)
Minn. Stat. § 120B.12 (Read Act Goal and Interventions)
Minn. Stat. § 120B.123 (Read Act Implementation)
Minn. Stat. § 123A.24 (Withdrawing from a Cooperative Unit; Appealing 
Denial of Membership)
Minn. Stat. §124D.68 (Graduation Incentives Program)
Minn. Stat. § 124D.98 (Literacy Incentive Aid)
Minn. Stat. § 125A.56 (Alternate Instruction Required before Assessment 
Referral)

Cross References: None
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701 ESTABLISHMENT AND ADOPTION OF SCHOOL DISTRICT BUDGET

I. PURPOSE

The purpose of this policy is to establish lines of authority and procedures for the 
establishment of the school district’s revenue and expenditure budgets.

II. GENERAL STATEMENT OF POLICY

The policy of the school district is to establish its revenue and expenditure budgets in 
accordance with the applicable provisions of law.  Budget planning is an integral part of 
program planning so that the annual budget will effectively express and implement school 
board goals and the priorities of the school district.

III. REQUIREMENT

A. The superintendent or such other school official as designated by the superintendent 
or the school board shall each year prepare preliminary revenue and expenditure 
budgets for review by the school board or its designated committee or committees.  
The preliminary budgets shall be accompanied by such written commentary as may 
be necessary for them to be clearly understood by the members of the school board 
and the public.  The school board shall review the projected revenues and 
expenditures for the school district for the next fiscal year and make such 
adjustments in the expenditure budget as necessary to carry out the education 
program within the revenues projected. When projected expenditures exceed 
projected revenues, the school board may consider use of an available fund balance, 
if one exists.

B. The school district must maintain separate accounts to identify revenues and 
expenditures for each building.  Expenditures shall be reported in compliance with 
Minnesota Statutes section 123B.76.

C. Prior to July 1 of each year, the school board shall approve and adopt its initial 
revenue and expenditure budgets for the next school year.  The adopted expenditure 
budget document shall be considered the school board’s expenditure authorization 
for that school year.  No funds may be expended for any purpose in any school year 
prior to the adoption of the budget document which authorizes that expenditure for 
that year, or prior to the adoption of an amendment to that budget document by the 
school board to authorize that expenditure for that year.

Adopted: September 28, 2020
Revised: February, 27, 2023
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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D. Each year, the school district shall publish its adopted revenue and expenditure 
budgets for the current year, the actual revenues, expenditures, and fund balances 
for the prior year, and the projected fund balances for the current year in the form 
prescribed by the Minnesota Commissioner of the Minnesota Department of 
Education (Commissioner) within one week of the acceptance of the final audit by 
the school board, or November 30, whichever is earlier.  A statement shall be 
included in the publication that the complete budget in detail may be inspected by 
any resident of the school district upon request to the superintendent.  A summary 
of this information and the address of the school district’s official website where 
the information can be found must be published in a newspaper of general 
circulation in the school district.  At the same time as this publication, the school 
district shall publish the other information required by Minnesota Statutes section, 
123B.10.

E. At the public hearing on the adoption of the school district’s proposed property tax 
levy, the school board shall review its current budget and the proposed property 
taxes payable in the following calendar year.

F. The school district must also post the materials specified in Paragraph III.D. above 
on the school district’s official website, including a link to the school district’s 
school report card on the Minnesota Department of Education’s website, and 
publish a summary of information and the address of the school district’s website 
where the information can be found in a qualified newspaper of general circulation 
in the district.

IV. IMPLEMENTATION

A. The school board places the responsibility for administering the adopted budget 
with the superintendent.  The superintendent may delegate duties related thereto to 
other school officials, but the superintendent maintains the ultimate responsibility 
for this function.

B. The program-oriented budgeting system will be supported by a program-oriented 
accounting structure organized and operated on a fund basis as provided for in 
Minnesota statutes through the Uniform Financial Accounting and Reporting 
Standards for Minnesota School Districts (UFARS).

C. The superintendent or the superintendent’s designee is authorized to make 
payments of claims or salaries authorized by the adopted or amended budget prior 
to school board approval.

D. Supplies and capital equipment can be ordered prior to budget adoption only by 
authority of the school board.  If additional personnel are provided in the proposed 
budget, actual hiring may not occur until the budget is adopted unless otherwise 
approved by the school board.  Other funds to be expended in a subsequent school 
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year may not be encumbered prior to budget adoption unless specifically approved 
by the school board.

E. The school district shall make such reports to the Minnesota Commissioner of 
Education as required relating to initial allocations of revenue, reallocations of 
revenue, and expenditures of funds.

Legal References: Minn. Stat. § 123B.10 (Publication of Financial Information)
Minn. Stat. § 123B.76 (Expenditures; Reporting)
Minn. Stat. § 123B.77 (Accounting, Budgeting, and Reporting 
Requirements)

Cross References: Policy 701.1 (Modification of School District Budget)
Policy 702 (Accounting)
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704 FIXED ASSETS DEVELOPMENT AND MAINTENANCE OF AN INVENTORY 
OF FIXED ASSETS AND A FIXED ASSET ACCOUNTING SYSTEM

I. PURPOSE

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

II. GENERAL STATEMENT OF POLICY

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

III. DEVELOPMENT OF INVENTORY AND ACCOUNTING SYSTEM

The superintendent or such other school official as designated by the superintendent or the 
school board shall be responsible for the development and maintenance of an inventory of 
the fixed assets of the school district and for the establishment and maintenance of a formal 
fixed asset accounting system.  The accounting system shall be operated in compliance 
with the applicable provisions of the Uniform Financial Accounting and Reporting 
Standards for Minnesota School Districts (UFARS) with a capitalization level that equals 
or exceeds $5,000. Group purchases for technology, furniture, or other equipment that is 
purchased as a per quantity that otherwise may be below the individual item threshold, the 
total threshold is $25,000. In addition, The inventory shall specify the location of all 
continued abstracts showing the conveyance of the property to the school district; 
certificates of title showing title to the property in the school district; title insurance 
policies; surveys; and other property records relating to the real property of the school 
district.

IV. REPORT

The administration shall annually update the property records of the school district and 
provide an inventory of the fixed assets of the school district to the school board.

Legal References: Minn. Stat. § 123B.02 (General Powers of Independent School Districts)
Minn. Stat. § 123B.09 (Boards of Independent School Districts)
Minn. Stat. § 123B.51 (Schoolhouse and Sites; Uses for School and 
Nonschool Purposes; Closings)

Adopted: September 28, 2020 
Revised: February 27, 2023
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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721 UNIFORM GRANT GUIDANCE POLICY REGARDING FEDERAL REVENUE 
SOURCES

I. PURPOSE

The purpose of this policy is to ensure compliance with the requirements of the federal 
Uniform Grant Guidance regulations by establishing uniform administrative requirements, 
cost principles, and audit requirements for federal grant awards received by the school 
district.

II. DEFINITIONS
A. “Compensation for personal services” includes all remuneration, paid currently or 

accrued, for services of employees rendered during the period of performance under 
the federal award, including, but not necessarily limited to, wages and salaries.  
Compensation for personal services may also include fringe benefits which are 
addressed in 2 Code of Federal Regulations section 200.431  
(Compensation - Fringe Benefits).

B. “Contract” means a legal instrument by which a non-federal entity purchases 
property or services needed to carry out the project or program under a federal 
award.  The term, as used in 2 Code of Federal Regulations Part 200, does not 
include a legal instrument, even if the non-federal entity considers it a contract, 
when the substance of the transaction meets the definition of a federal award or 
subaward.

C. “Direct costs” are those costs that can be identified specifically with a particular 
final cost objective, such as a federal award, or other internally or externally funded 
activity, or that can be directly assigned to such activities relatively easily with a 
high degree of accuracy.

D. “Equipment” means tangible personal property (including information technology 
systems) having a useful life of more than one year and a per-unit acquisition cost 
which exceeds the lesser of the capitalization level established by the non-federal 
entity for financial statement purposes, or $510,000.

E. “Federal award” has the meaning, depending on the context, in either paragraph 1. 
or 2. of this definition:

Adopted: July 27, 2020 Revised: ________________
Revised: November 14, 2022
Revised: November 25, 2024

Rock Ridge Public 
Schools

1405 Progress 
Parkway

Virginia, MN 55792
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1. a. The federal financial assistance that a non-federal entity receives 
directly from a federal awarding agency or indirectly from a pass-
through entity, as described in 2 Code of Federal Regulations 
section 200.101 (Applicability); or

b. The cost-reimbursement contract under the federal Acquisition 
Regulations that a non-federal entity receives directly from a federal 
awarding agency or indirectly from a pass-through entity, as 
described in 2 Code of Federal Regulations section 200.101 
(Applicability).

2. The instrument setting forth the terms and conditions. The instrument is the 
grant agreement, cooperative agreement, other agreement for assistance 
covered in paragraph (b) of Code of Federal Regulations section 
200.40 (Federal Financial Assistance), or the cost-reimbursement contract 
awarded under the federal Acquisition Regulations.

3. “Federal award” does not include other contracts that a federal agency uses 
to buy goods or services from a contractor or a contract to operate federal-
government-owned, contractor-operated facilities.

F. Grants

1. “State-administered grants” are those grants that pass through a state 
agency such as the Minnesota Department of Education (MDE).

2. “Direct grants” are those grants that do not pass through another agency 
such as MDE and are awarded directly by the federal awarding agency to 
the grantee organization. These grants are usually discretionary grants that 
are awarded by the U.S. Department of Education (DOE) or by another 
federal awarding agency.

G. “Non-federal entity” means a state, local government, Indian tribe, institution of 
higher education, or nonprofit organization that carries out a federal award as a 
recipient or subrecipient.

H. “Post-retirement health plans” refer to costs of health insurance or health services 
not included in a pension plan covered by 2 Code of Federal Regulations section 
200.431(g) for retirees and their spouses, dependents, and survivors.

I. Procurement Methods

1. “Procurement by micro-purchase” is the acquisition of supplies or services, 
the aggregate dollar amount of which does not exceed the micro-purchase 
threshold (generally $10,000, except as otherwise discussed in 48
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Code of Federal Regulations Subpart 2.1 or as periodically adjusted for 
inflation).

2. “Procurement by small purchase procedures” are those relatively simple 
and informal procurement methods for securing services, supplies, or other 
property that do not cost more than $175,000 (periodically adjusted for 
inflation).

[NOTE: Despite the federal government’s increase in the dollar cap for 
small purchases, Minnesota law limits the cap to $175,000.]

3. “Procurement by sealed bids (formal advertising)” is a publicly solicited 
and a firm, fixed-price contract (lump sum or unit price) awarded to the 
responsible bidder whose bid, conforming to all the material terms and 
conditions of the invitation for bids, is the lowest in price.

4. “Procurement by competitive proposals” is normally conducted with more 
than one source submitting an offer, and either a fixed-price or cost-
reimbursement type contract is awarded. Competitive proposals are 
generally used when conditions are not appropriate for the use of sealed 
bids.

5. “Procurement by noncompetitive proposals” is procurement through 
solicitation of a proposal from only one source.

J. “Relocation costs” are costs incident to the permanent change of duty assignment 
(for an indefinite period or for a stated period not less than 12 months) of an existing 
employee or upon recruitment of a new employee.

K. “Severance pay” is a payment in addition to regular salaries and wages by the non-
federal entities to workers whose employment is being terminated.

L. “Travel costs” are the expenses for transportation, lodging, subsistence, and related 
items incurred by employees who are in travel status on official business of the 
school district.

III. CONFLICT OF INTEREST 

A. Employee Conflict of Interest

No employee, officer, or agent may participate in the selection, award, or 
administration of a contract supported by a federal award if he or she has a real or 
apparent conflict of interest.  Such a conflict of interest would arise when the 
employee, officer, or agent, any member of his or her immediate family, his or her 
partner, or an organization which employs or is about to employ any of the parties 
indicated herein, has a financial or other interest in or a tangible personal benefit 
from a firm considered for a contract.  The employees, officers, and agents of the 
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school district may neither solicit nor accept gratuities, favors, or anything of 
monetary value from contractors or parties to subcontracts.  However, the school 
district may set standards for situations in which the financial interest is not 
substantial or the gift is an unsolicited item of nominal value.  The standards of 
conduct must provide for disciplinary actions to be applied for violations of such 
standards by employees, officers, or agents of the school district.

B. Organizational Conflicts of Interest

The school district is unable or appears to be unable to be impartial in conducting 
a procurement action involving the related organization because of relationships 
with a parent company, affiliate, or subsidiary organization.

C. Disclosing Conflicts of Interest.  The school district must disclose in writing any 
potential conflict of interest to MDE in accordance with applicable federal 
awarding agency policyies.

IV. ACCEPTABLE METHODS OF PROCUREMENT

A. General Procurement Standards

The school district must use its own documented procurement procedures which 
reflect applicable state laws, provided that the procurements conform to the 
applicable federal law and the standards identified in the Uniform Grant Guidance.

B. The school district must maintain oversight to ensure that contractors perform in 
accordance with the terms, conditions, and specifications of their contracts or 
purchase orders.

C. The school district’s procedures must avoid acquisition of unnecessary or 
duplicative items.  Consideration should be given to consolidating or breaking out 
procurements to obtain a more economical purchase.  Where appropriate, an 
analysis will be made of lease versus purchase alternatives and any other 
appropriate analysis to determine the most economical approach.

D. The school district must award contracts only to responsible contractors possessing 
the ability to perform successfully under the terms and conditions of a proposed 
procurement.  Consideration will be given to such matters as contractor integrity, 
compliance with public policy, record of past performance, and financial and 
technical resources.

E. The school district must maintain records sufficient to detail the history of 
procurement.  These records will include, but are not necessarily limited to, the 
following: rationale for the method of procurement; selection of the contract type; 
contractor selection or rejection; and the basis for the contract price.
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F. The school district alone must be responsible, in accordance with good 
administrative practice and sound business judgment, for the settlement of all 
contractual and administrative issues arising out of procurements.  These issues 
include, but are not limited to, source evaluation, protests, disputes, and claims.  
These standards do not relieve the school district of any contractual responsibilities 
under its contracts.

G. The school district must take all necessary affirmative steps to assure that minority 
businesses, women’s business enterprises, veteran-owned businesses, and labor 
surplus area firms are used when possible considered.

H. Methods of Procurement

The school district must use one of the following methods of procurement:

1. Procurement by micro-purchases.  To the extent practicable, the school 
district must distribute micro-purchases equitably among qualified 
suppliers.  Micro-purchases may be awarded without soliciting competitive 
quotations if the school district considers the price to be reasonable.

2. Procurement by small purchase procedures.  If small purchase procedures 
are used, price or rate quotations must be obtained from an adequate number 
of qualified sources.

3. Procurement by sealed bids (formal advertising). 

4. Procurement by competitive proposals. If this method is used, the following 
requirements apply:

a. Requests for proposals must be publicized and identify all 
evaluation factors and their relative importance. Any 
response to publicized requests for proposals must be 
considered to the maximum extent practical;

b. Proposals must be solicited from an adequate number of 
qualified sources;

c. The school district must have a written method for 
conducting technical evaluations of the proposals received 
and for selecting recipients;

d. Contracts must be awarded to the responsible firm whose 
proposal is most advantageous to the program, with price 
and other factors considered; and

e. The school district may use competitive proposal procedures
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for qualifications-based procurement of 
architectural/engineering (A/E) professional services 
whereby competitors’ qualifications are evaluated and the 
most qualified competitor is selected, subject to negotiation 
of fair and reasonable compensation. The method where 
price is not used as a selection factor can only be used in 
procurement of A/E professional services; it cannot be used 
to purchase other types of services, though A/E firms are a 
potential source to perform the proposed effort.

5. Procurement by noncompetitive proposals. Procurement by noncompetitive 
proposals may be used only when one or more of the following 
circumstances apply:

a. The item is available only from a single source;

b. The public exigency or emergency for the requirement will 
not permit a delay resulting from competitive solicitation;

c. The DOE or MDE expressly authorizes noncompetitive proposals 
in response to a written request from the school district; or

d. After solicitation of a number of sources, competition is determined 
inadequate.

I. Competition

The school district must have written procedures for procurement transactions.  
These procedures must ensure that all solicitations:

1. Incorporate a clear and accurate description of the technical requirements 
for the material, product, or service to be procured. Such description must 
not, in competitive procurements, contain features which unduly restrict 
competition. The description may include a statement of the qualitative 
nature of the material, product, or service to be procured and, when 
necessary, must set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. 
Detailed product specifications should be avoided if at all possible. When 
making a clear and accurate description of the technical requirements is 
impractical or uneconomical, a “brand name or equivalent” description may 
be used as a means to define the performance or other salient requirements 
of procurement.  The specific features of the named brand which must be 
met by offers must be clearly stated; and

2. Identify all requirements which the offerors must fulfill and all other 
factors to be used in evaluating bids or proposals.
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J. The school district must ensure that all prequalified lists of persons, firms, 
or products which are used in acquiring goods and services are current and include 
enough qualified sources to ensure maximum open and free competition. Also, the 
school district must not preclude potential bidders from qualifying during the 
solicitation period.

K. Non-federal entities are prohibited from contracting with or making subawards 
under “covered transactions” to parties that are suspended or debarred or whose 
principals are suspended or debarred.  “Covered transactions” include procurement 
contracts for goods and services awarded under a grant or cooperative agreement 
that are expected to equal or exceed $25,000.

L. All nonprocurement transactions entered into by a recipient (i.e., subawards to 
subrecipients), irrespective of award amount, are considered covered transactions, 
unless they are exempt as provided in 2 C.F.R.  § 180.215.

V. MANAGING EQUIPMENT AND SAFEGUARDING ASSETS 

A. Property Standards  

The school district must, at a minimum, provide the equivalent insurance coverage 
for real property and equipment acquired or improved with federal funds as 
provided to property owned by the non-federal entity.  Federally owned property 
need not be insured unless required by the terms and conditions of the federal 
award. The school district must adhere to the requirements concerning real 
property, equipment, supplies, and intangible property set forth in 2 Code of Federal 
Regulations sections 200.311, 200.314, and 200.315.

B. Equipment

Management requirements.  

Procedures for managing equipment (including replacement equipment), whether 
acquired in whole or in part under a federal award, until disposition takes place 
will, at a minimum, meet the following requirements:

1. Property records must be maintained that include a description of the 
property; a serial number or other identification number; the source of the 
funding for the property (including the federal award identification number 
(FAIN)); who holds title; the acquisition date; the cost of the property; the 
percentage of the federal participation in the project costs for the federal 
award under which the property was acquired; the location, use, and 
condition of the property; and any ultimate disposition data, including the 
date of disposition and sale price of the property.
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2. A physical inventory of the property must be taken and the results 
reconciled with the property records at least once every two years.

3. A control system must be developed to ensure adequate safeguards to 
prevent loss, damage, or theft of the property.  Any loss, damage, or theft 
must be investigated.

4. Adequate maintenance procedures must be developed to keep property in 
good condition.

5. If the school district is authorized or required to sell the property, proper 
sales procedures must be established to ensure the highest possible return.

C. Cybersecurity

The school district must take reasonable cybersecurity and other measures to 
safeguard
1. Personally identifiable information;

2. Information that the federal agency or pass-through entity designates as 
sensitive; and

3. other information that the school district considers sensitive and is 
consistent with applicable Federal, State, local, and tribal laws regarding 
privacy and responsibility over confidentiality.

[NOTE: See 2 CFR 200.303, which establishes internal controls that the school 
district must implement.]

VI. FINANCIAL MANAGEMENT REQUIREMENTS

A. Financial Management  

The school district’s financial management systems, including records 
documenting compliance with federal statues, regulations, and the terms and 
conditions of the federal award, must be sufficient to permit the preparation of 
reports required by general and program-specific terms and conditions; and the 
tracing of funds to a level of expenditures adequate to establish that such funds have 
been used according to the federal statutes, regulations, and the terms and 
conditions of the federal award.

B. Payment  

The school district must be paid in advance, provided it maintains or 
demonstrates the willingness to maintain both written procedures that minimize the 
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time elapsing between the transfer of funds and disbursement between the school 
district and the financial management systems that meet the standards for fund 
control.

Advance payments to a school district must be limited to the minimum amounts 
needed and timed to be in accordance with the actual, immediate cash requirements 
of the school district in carrying out the purpose of the approved program or project.  
The timing and amount of advance payments must be as close as is administratively 
feasible to the actual disbursements by the non-federal entity for direct program or 
project costs and the proportionate share of any allowable indirect costs.  The 
school district must make timely payment to contractors in accordance with the 
contract provisions.

C. Internal Controls.  The school district must establish and maintain effective internal 
control over the federal award that provides reasonable assurance that the school 
district is managing the federal award in compliance with federal statutes, 
regulations, and the terms and conditions of the federal award.  These internal 
controls should be in compliance align with guidance in “Standards for Internal 
Control in the Federal Government” issued by the Comptroller General of the 
United States, or the “Internal Control Integrated Framework,” issued by the 
Committee of Sponsoring Organizations of the Treadway Commission (COSO).

The school district must comply with the United States Constitution, federal 
statutes, regulations, and the terms and conditions of the federal award.

The school district must also evaluate and monitor the school district’s compliance 
with statutes, regulations, and the terms and conditions of the federal award.

The school district must also take prompt action when instances of noncompliance 
are identified, including noncompliance identified in audit findings.

The school district must take reasonable measures to safeguard protected personally 
identifiable information considered sensitive consistent with applicable federal and 
state laws regarding privacy and obligations of confidentiality.

VII. ALLOWABLE USE OF FUNDS AND COST PRINCIPLES

A. Allowable Use of Funds.  The school district administration and board will enforce 
appropriate procedures and penalties for program, compliance, and accounting staff 
responsible for the allocation of federal grant costs based on their allowability and 
their conformity with federal cost principles to determine the allowability of costs.

B. Definitions
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1. “Allowable cost” means a cost that complies with all legal requirements that 
apply to a particular federal education program, including statutes, 
regulations, guidance, applications, and approved grant awards.

2. “Education Department General Administrative Regulations (EDGAR)” 
means a compilation of regulations that apply to federal education 
programs.  These regulations contain important rules governing the 
administration of federal education programs and include rules affecting the 
allowable use of federal funds (including rules regarding allowable costs, 
the period of availability of federal awards, documentation requirements, 
and grants management requirements).  EDGAR can be accessed at: 
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html.

3. “Omni Circular” or “2 Code of Federal Regulations Part 200s” or 
“Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards” means federal cost principles that 
provide standards for determining whether costs may be charged to federal 
grants.

4. “Advance payment” means a payment that a federal awarding agency or 
passthrough entity makes by any appropriate payment mechanism, 
including a predetermined payment schedule, before the non-federal entity 
disburses the funds for program purposes.

C. Allowable Costs. The following items are costs that may be allowable under the 2 
Code of Federal Regulations, Part 200s under specific conditions:

1. Advisory councils;

2. Audit costs and related services;

3. Bonding costs;

4. Communication costs;

5. Compensation for personal services;

6. Depreciation and use allowances;

7. Employee morale,  health, and welfare costs;

8. Equipment and other capital expenditures;

9. Gains and losses on disposition of depreciable property and other capital 
assets and substantial relocation of federal programs;

http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
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10. Insurance and indemnification;

11. Maintenance, operations, and repairs;

12. Materials and supplies costs;

13. Meetings and conferences;

14. Memberships, subscriptions, and professional activity costs;

15. Security costs;

16. Professional service costs;

17. Proposal costs;

18. Publication and printing costs;

19. Rearrangement and alteration costs;

20. Rental costs of building and equipment;

21. Training costs; and

22. Travel costs.

D. Costs Forbidden by Federal Law.  2 Code of Federal Regulations Part 200s 
and EDGAR identify certain costs that may never be paid with federal funds.  The 
following list provides examples of such costs.  If a cost is on this list, it may not 
be supported with federal funds.  The fact that a cost is not on this list does not 
mean it is necessarily permissible.  Other important restrictions apply to federal 
funds, such as those items detailed in the 2 CFR  Code of Federal Regulations, Part 
200s; thus, the following list is not exhaustive:

1. Advertising and public relations costs (with limited exceptions), including 
promotional items and memorabilia, models, gifts, and souvenirs;

2. Alcoholic beverages;

3. Bad debts;

4. Contingency provisions (with limited exceptions);

5. Fundraising and investment management costs (with limited exceptions);

6. Donations;
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7. Contributions;

8. Entertainment (amusement, diversion, and social activities and any 
associated costs);

9. Fines and penalties;

10. General government expenses (with limited exceptions pertaining to Indian 
tribal governments and Councils of Government (COGs));

11. Goods or services for personal use;

12. Interest, except interest specifically stated in 2 Code of Federal 
Regulations section 200.441 as allowable;

13. Religious use;

14. The acquisition of real property (unless specifically permitted by 
programmatic statute or regulations, which is very rare in federal education 
programs);

15. Construction (unless specifically permitted by programmatic statute or 
regulations, which is very rare in federal education programs); and

16. Tuition charged or fees collected from students applied toward meeting 
matching, cost sharing, or maintenance of effort requirements of a program.

E. Program Allowability

1. Any cost paid with federal education funds must be permissible under the 
federal program that would support the cost.

2. Many federal education programs detail specific required and/or allowable 
uses of funds for that program.  Issues such as eligibility, program 
beneficiaries, caps or restrictions on certain types of program expenses, 
other program expenses, and other program specific requirements must be 
considered when performing the programmatic analysis.

3. The two largest federal K-12 programs, Title I, Part A, and the Individuals 
with Disabilities Education Act (IDEA), do not contain a use of funds 
section delineating the allowable uses of funds under those programs.  In 
those cases, costs must be consistent with the purposes of the program in 
order to be allowable.

F. Federal Cost Principles
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1. The Omni Circular defines the parameters for the permissible uses of federal 
funds.  While many requirements are contained in the Omni Circular, it 
includes five core principles that serve as an important guide for effective 
grant management.  These core principles require all costs to be:

a. Necessary for the proper and efficient performance or 
administration of the program.

b. Reasonable.  An outside observer should clearly understand why a 
decision to spend money on a specific cost made sense in light of 
the cost, needs, and requirements of the program.

c. Allocable to the federal program that paid for the cost.  A program 
must benefit in proportion to the amount charged to the federal 
program – for example, if a teacher is paid 50% with Title I funds, 
the teacher must work with the Title I program/students at least 50% 
of the time.  Recipients also need to be able to track items or services 
purchased with federal funds so they can prove they were used for 
federal program purposes.

d. Authorized under state and local rules.  All actions carried out with 
federal funds must be authorized and not prohibited by state and 
local laws and policies.

e. Adequately documented.  A recipient must maintain proper 
documentation so as to provide evidence to monitors, auditors, or 
other oversight entities of how the funds were spent over the 
lifecycle of the grant.

G. Program Specific Fiscal Rules.  The Omni Circular also contains specific rules on 
selected items of costs.  Costs must comply with these rules in order to be paid with 
federal funds.

1. All federal education programs have certain program specific fiscal rules 
that apply.  Determining which rules apply depends on the program; 
however, rules such as supplement, not supplant, maintenance of effort, 
comparability, caps on certain uses of funds, etc., have an important impact 
when analyzing whether a particular cost is permissible.

2. Many state-administered programs require local education agencies (LEAs) 
to use federal program funds to supplement the amount of state, local, and, 
in some cases, other federal funds they spend on education costs and not to 
supplant (or replace) those funds.  Generally, the “supplement, not 
supplant” provision means that federal funds must be used to supplement 
the level of funds from non-federal sources by providing additional 
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services, staff, programs, or materials.  In other words, federal funds 
normally cannot be used to pay for things that would otherwise be paid for 
with state or local funds (and, in some cases, with other federal funds).

3. Auditors generally presume supplanting has occurred in three situations:

a. School district uses federal funds to provide services that the school 
district is required to make available under other federal, state, or 
local laws.

b. School district uses federal funds to provide services that the school 
district provided with state or local funds in the prior year.

c. School district uses Title I, Part A, or Migrant Education Program 
funds to provide the same services to Title I or Migrant students that 
the school district provides with state or local funds to 
nonparticipating students.

4. These presumptions apply differently in different federal programs and also 
in schoolwide program schools.  Staff should be familiar with the 
supplement not supplant provisions applicable to their program.

H. Approved Plans, Budgets, and Special Conditions

1. As required by the Omni Circular, all costs must be consistent with 
approved program plans and budgets.

2. Costs must also be consistent with all terms and conditions of federal 
awards, including any special conditions imposed on the school district’s 
grants.

I. Training

1. The school district will provide training on the allowable use of federal 
funds to all staff involved in federal programs.

2. The school district will promote coordination between all staff involved in 
federal programs through activities, such as routine staff meetings and 
training sessions.

J. Employee Sanctions.  Any school district employee who violates this policy will 
be subject to discipline, as appropriate, up to and including the termination of 
employment.

K. Mandatory Disclosures
The school district must promptly disclose whenever, in connection with the Federal 
award (including any activities or subawards thereunder), it has credible evidence of the 



Policy 721 15

commission of a violation of Federal criminal law involving fraud, conflict of interest, 
bribery, or gratuity violations found in 18 United States Code or a violation of the civil 
False Claims Act (31 United States Code, sections 3729–3733). 

The disclosure must be made in writing to the Federal agency, the agency’s Office of 
Inspector General, and pass-through entity (if applicable). School districts are also 
required to report matters related to recipient integrity and performance in accordance 
with Appendix XII of this part. Failure to make required disclosures can result in any of 
the remedies described in 2 Code of Federal Regulations, section 200.339.

VIII. COMPENSATION – PERSONAL SERVICES EXPENSES AND REPORTING

A. Compensation – Personal Services

Costs of compensation are allowable to the extent that they satisfy the specific requirements 
of the Uniform Grant Guidance and that the total compensation for individual employees:

1. Is reasonable for the services rendered and conforms to the established 
written policy of the school district consistently applied to both federal and 
non-federal activities; and

2. Follows an appointment made in accordance with a school district’s written 
policies and meets the requirements of federal statute, where applicable.

Unless an arrangement is specifically authorized by a federal awarding agency, a 
school district must follow its written non-federal, entitywide policies and practices 
concerning the permissible extent of professional services that can be provided 
outside the school district for non-organizational compensation.

B. Compensation – Fringe Benefits

1. During leave.

The costs of fringe benefits in the form of regular compensation paid to employees 
during periods of authorized absences from the job, such as for annual leave, 
family-related leave, sick leave, holidays, court leave, military leave, administrative 
leave, and other similar benefits, are allowable if all of the following criteria are 
met:

a. They are provided under established written leave policies;

b. The costs are equitably allocated to all related activities, including 
federal awards; and

c. The accounting basis (cash or accrual) selected for costing each type 
of leave is consistently followed by the school district.
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2. The costs of fringe benefits in the form of employer contributions or 
expenses for social security; employee life, health, unemployment, and 
worker’s compensation insurance (except as indicated in 2 Code of Federal 
Regulations 200.447(d)); pension plan costs; and other similar 
benefits are allowable, provided such benefits are granted under established 
written policies.  Such benefits must be allocated to federal awards and all 
other activities in a manner consistent with the pattern of benefits 
attributable to the individuals or group(s) of employees whose salaries and 
wages are chargeable to such federal awards and other activities and 
charged as direct or indirect costs in accordance with the school district’s 
accounting practices.

3. Actual claims paid to or on behalf of employees or former employees for 
workers’ compensation, unemployment compensation, severance pay, and 
similar employee benefits (e.g., post-retirement health benefits) are 
allowable in the year of payment provided that the school district follows a 
consistent costing policy.

4. Pension plan costs may be computed using a pay-as-you-go method or an 
acceptable actuarial cost method in accordance with the written policies of 
the school district.

5. Post-retirement costs may be computed using a pay-as-you-go method or 
an acceptable actuarial cost method in accordance with established written 
policies of the school district.

6. Costs of severance pay are allowable only to the extent that, in each case, 
severance pay is required by law; employer-employee agreement; 
established policy that constitutes, in effect, an implied agreement on the 
school district’s part; or circumstances of the particular employment.

C. Insurance and Indemnification.  Types and extent and cost of coverage are in 
accordance with the school district’s policy and sound business practice.

D. Recruiting Costs.  Short-term, travel visa costs (as opposed to longer-term, 
immigration visas) may be directly charged to a federal award, so long as they are:

1. Critical and necessary for the conduct of the project;

2. Allowable under the cost principles set forth in the Uniform Grant 
Guidance;

3. Consistent with the school district’s cost accounting practices and school 
district policy; and
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4. Meeting the definition of “direct cost” in the applicable cost principles of 
the Uniform Grant Guidance.

E. Relocation Costs of Employees.  Relocation costs are allowable, subject to the 
limitations described below, provided that reimbursement to the employee is in 
accordance with the school district’s reimbursement policy.

F. Travel Costs.  Travel costs may be charged on an actual cost basis, on a per diem 
or mileage basis in lieu of actual costs incurred, or on a combination of the two, 
provided the method used is applied to an entire trip and not to selected days of the 
trip, and results in charges consistent with those normally allowed in like 
circumstances in the school district’s non-federally funded activities and in 
accordance with the school district’s reimbursement policies.

Costs incurred by employees and officers for travel, including costs of lodging, 
other subsistence, and incidental expenses, must be considered reasonable and 
otherwise allowable only to the extent such costs do not exceed charges normally 
allowed by the school district in its regular operations according to the school 
district’s written reimbursement and/or travel policies.

In addition, when costs are charged directly to the federal award, documentation 
must justify the following:

1. Participation of the individual is necessary to the federal award; and

2. The costs are reasonable and consistent with the school district’s established 
travel policy.

Temporary dependent care costs above and beyond regular dependent care that 
directly results from travel to conferences is allowable provided the costs are:

1. A direct result of the individual’s travel for the federal award;

2. Consistent with the school district’s documented travel policy for all school 
district travel; and

3. Only temporary during the travel period.

Legal References: 2 C.F.R. § 200.12 (Definitions: Capital Assets)
2 C.F.R. § 200.112 (Conflict of Interest)
2 C.F.R. § 200.113 (Mandatory Disclosures)
2 C.F.R. § 200.205(d) (Federal Awarding Agency Review of Risk Posed by 
Applicants Merit of Proposals)
2 C.F.R. § 200.214 (Suspension and Debarment)
2 C.F.R. § 200.300(b) (Statutory and National Policy Requirements)
2 C.F.R. § 200.302 (Financial Management)
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2 C.F.R. § 200.303 (Internal Controls)
2 C.F.R. § 200.305(b)(1) (Federal Payment)
2 C.F.R. § 200.310 (Insurance Coverage)
2 C.F.R. § 200.311 (Federally-owned and Exempt Real Property)
2 C.F.R. § 200.312 (Federally-owned and Exempt Property)
2 C.F.R. § 200.313(d) (Equipment)
2 C.F.R. § 200.314 (Supplies) 
2 C.F.R. § 200.315 (Intangible Property)
2 C.F.R. § 200.318 (General Procurement Standards)
2 C.F.R. § 200.319(c) (Competition)
2 C.F.R. § 200.320 (Methods of Procurement to be Followed)
2 C.F.R. § 200.321 (Contracting with Small and Minority Businesses, 
Women’s Business Enterprises, and Labor Surplus Area Firms)
2 C.F.R. § 200.328 (Financial Reporting)
2 C.F.R. § 200.339 (Remedies for Noncompliance)
2 C.F.R. § 200.403(c) (Factors Affecting Allowability of Costs)
2 C.F.R. § 200.430 (Compensation – Personal Services)
2 C.F.R. § 200.431 (Compensation – Fringe Benefits)
2 C.F.R. § 200.447 (Insurance and Indemnification)
2 C.F.R. § 200.463 (Recruiting Costs)
2 C.F.R. § 200.464 (Relocation Costs of Employees)
2 C.F.R. § 200.474 (Transportation Costs)
2 C.F.R. § 200.475 (Travel Costs)

Cross References: Policy 208 (Development, Adoption, and Implementation of Policies)
Policy 210 (Conflict of Interest – School Board Members)
Policy 210.1 (Conflict of Interest – Charter School Board Members)
Policy 412 (Expense Reimbursement)
Policy 701 (Establishment and Adoption of School District Budget)
Policy 701.1 (Modification of School District Budget)
Policy 702 (Accounting)
Policy 703 (Annual Audit)

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR8feb98c2e3e5ad2/section-200.312
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906 COMMUNITY NOTIFICATION OF PREDATORY OFFENDERS

[NOTE: School board adoption of a policy regarding a predatory offender notification 
is discretionary. Minnesota Statutes, section 244.052 imposes duties on law 
enforcement agencies but does not impose mandatory notification duties on school 
districts except as set forth in Paragraph IV.B.6., below.]

I. PURPOSE

The purpose of this policy is to assist school administrators and staff members in 
responding to a notification by a law enforcement agency that a convicted predatory 
offender is moving into the school district so that they may better protect individuals in the 
school’s care while they are on or near the school district premises or under the control of 
the school district.

II. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to provide information to staff regarding known 
predatory offenders that are moving into the school district so that they may monitor 
school premises for the safety of the school, its students, and employees.  Staff will 
be notified as appropriate and have access to Offender Fact Sheets.

B. The superintendent, in cooperation with appropriate school transportation officials, 
will evaluate bus routes and bus stops.  Bus drivers will have access to Offender 
Fact Sheets.  If necessary, bus stops may be moved if they place children in close 
proximity to a predatory offender who has been convicted of crimes against 
children of similar ages.

C. The superintendent, in conjunction with the building principal or designee, shall 
prepare or provide safety information for distribution to students regarding 
protecting themselves from abuse, abduction, or exploitation.  The school district 
will prepare a list of available resources.  Staff will provide safety information to 
students on how to protect themselves against abuse, abduction, or exploitation.  
School officials may ask their police liaison officer or local law enforcement 
officials for assistance in providing instruction to staff and students.

D. Minnesota Statutes, section 244.052, as amended, allows law enforcement agencies 
to disclose information about certain predatory offenders when they are released 
into the community. The information disclosed and to whom it is disclosed will 
depend upon their assessment of the level of risk posed by the predatory offender.

Adopted: September 28, 2020
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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[NOTE: Paragraph D had appeared in the Definitions article below.]

III. DEFINITIONS

A. “Criminal history conviction data” is public data on a convicted criminal which is 
compiled by the State Bureau of Criminal Apprehension (BCA).  (Minn. Stat. § 
13.87)

B. “Law enforcement agency” means the law enforcement agency having primary 
jurisdiction over the location where the offender expects to reside upon release. 

C. “Notification or Disclosure by Law Enforcement Agency”

1. Risk Level I – The local law enforcement agency may disclose certain 
information to other law enforcement agencies and to any victims of or 
witnesses to the offense committed by the offender.  There will be no 
disclosure to school districts.

2. Risk Level II – In addition to those notified in Level I, a law enforcement 
agency may notify agencies and groups the offender is likely to encounter 
that the offender is about to move into the community and provide to those 
agencies and groups an Offender Fact Sheet on the offender.  School 
districts, private schools, day care centers, and other institutions serving 
those likely to be victimized by the predatory offender are included in a 
Level II notification.

3. Risk Level III – In most cases, the local law enforcement agencies will hold 
a community meeting and distribute an Offender Fact Sheet with 
information concerning and a photograph of the soon-to-be-released Level 
III offender.

D. “Offender Fact Sheet” is a data sheet compiled by the Department of Corrections or local 
law enforcement agency.  The Offender Fact Sheet contains both public and private data 
including a photograph and physical description of the predatory offender, as well as the 
general location of the offender’s residence.

1. A local law enforcement agency will generally provide Offender Fact 
Sheets for Level II predatory offenders directly to the school district.

2. Level III Offender Fact Sheets will be distributed at a community meeting 
conducted by the local law enforcement agency.

E. “Risk Level Assessment” is the level of danger to the community as established by 
the Minnesota Department of Corrections following a review by a committee of 
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experts.  The level of risk assigned to a soon-to-be-released offender determines the 
scope of notification.

F. “Risk Levels”

1. “Level I” – Risk Level I is assigned to a predatory offender whose risk 
assessment score indicates a low risk of reoffense.

2. “Level II” – Risk Level II is assigned to a predatory offender whose risk 
assessment score indicates a moderate risk of reoffense.

3. “Level III” – Risk Level III is assigned to a predatory offender whose risk 
assessment score indicates a high risk of reoffense.

IV. PROCEDURES

A. Level II Notification

In keeping with the statutorily designated purpose that Offender Fact Sheets are to 
be used by staff members to secure the school and protect individuals in the school 
district’s care while they are on or near the school district’s premises or under the 
control of the school district, the school district will take the following steps:

1. The superintendent shall notify the law enforcement agencies within the 
school district that all appropriate Level II and Level III notifications are to 
be provided at least to the superintendent of schools.

2. Upon notification of the release of a Level II predatory offender, the 
superintendent shall forward the Offender Fact Sheet to all building 
principals and central office administrators. This would include 
transportation, food service and buildings and grounds supervisors.

3. Principals of schools in close proximity to the Level II predatory offender’s 
residence shall meet with staff and show the Offender Fact Sheet to persons 
within the buildings who supervise students or who would be in a position 
to observe if the Level II offender was in or around the school.  This 
includes, but is not limited to, administrators, teachers, coaches, 
paraprofessionals, custodians, clerical and office workers, food service 
workers, volunteers, and transportation providers.

4. The school district shall request criminal history conviction data on the 
Level II predatory offender from its local law enforcement agency.  On a 
case-by-case basis, the superintendent may determine whether to send a 
letter to parents with general information regarding release of the Level II 
offender and a copy of the criminal history conviction data that the school 
district obtained from its local law enforcement agency.  The offender fact 
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sheet contains data classified as private or not public under Minnesota law 
and may only be distributed to parents, students, or others outside the school 
district if it determines the release is for the purpose of securing the schools 
and protecting individuals under the school district’s care while they are on 
or near school premises.

5. The building administrator shall cause the Offender Fact Sheet to be posted 
in each building in an area accessible to staff and employees but not the 
general public unless a determination has been made that public posting will 
help secure the school or protect students.

6. The school district shall not distribute or provide access to Level II Offender 
Fact Sheets to parents, students, or others outside the school district unless 
a determination has been made that dissemination of the data will help 
secure the school or protect students.

[NOTE: The Minnesota Department of Administration issued an opinion 
confirming that the Predatory Offender Fact Sheet contains private data 
or not public data. However, it is the department’s opinion that a school 
district may release any information contained in the notification to 
anyone, including staff, students, parents, and guardians, if it 
determines that the release of data will help secure the school or 
protect students.]

B. Level III Notification

1. The superintendent shall notify the law enforcement agencies within the 
school district that all Level III notifications of community meetings are to 
be provided to the superintendent of schools.

2. When a Level III predatory offender is released into a community, generally 
the local law enforcement agency will notify the school district of the time 
and location of the community meeting at which the Level III Offender Fact 
Sheet will be distributed to the community.

3. When the school district receives this information, the superintendent shall 
determine on a case-by-case basis whether the school district will notify 
parents and students of the time, date, and location of the community 
meeting.

4. When notified of a Level III predatory offender community meeting the 
superintendent or another school district administrator designated by the 
superintendent shall attend the community notification meeting.

5. When the school district receives information that a Level III predatory 
offender is moving into the school district, in addition to following the 
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procedures specified above, the school district shall follow the procedures 
outlined for a Level II notification.

6. If the predatory offender is participating in programs offered by the school 
district that require or allow the person to interact with children other than 
the person’s children, the superintendent shall notify parents of children in 
the school district of the contents of the Offender Fact Sheet.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 244.052 (Community Notification Predatory Offenders; 
Notice)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
42 U.S.C. § 16901 et seq. (Jacob Wetterling Crimes Against Children and 
Sexually Violent Offender Registration Program Jacob Wetterling, Megan 
Nicole Kanka, and Pam Lychner Sex Offender Registration and 
Notification Program)
Dept. of Admin. Advisory Op. No. 98-004

Cross References: Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 
Abuse)
Policy 415 (Mandated Reporting of Maltreatment of Vulnerable Adults)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 903 (Visitors to School District Buildings and Sites)
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New Model Policy 524.5: 
Personal Electronic Communication Devices 

School Cell Phone Policy Law 

During the 2024 session, the Minnesota legislature enacted Minnesota Statutes 121A.73 (School Cell 
Phone Policy), which states: 

A school district or charter school must adopt a policy on students' possession and use 
of cell phones in school by March 15, 2025. The Minnesota Elementary School Principals' 
Association and the Minnesota Association of Secondary School Principals must 
collaborate to make best practices available to schools on a range of different strategies 
in order to minimize the impact of cell phones on student behavior, mental health, and 
academic attainment. 

Model Policy 524 Update (June 2024) 

In June 2024, MSBA revised Model Policy 524 to include the following: 

CELL PHONE USE 

The school board directs the superintendent and school district administration to establish 
rules and procedures regarding student possession and use of cell phones in schools. 
These rules and procedures should seek to minimize the impact of cell phones on student 
behavior, mental health, and academic attainment. These rules and procedures may be 
designed for specific school buildings, grade levels, or similar criteria. 

[NOTE: In 2024, the Minnesota legislature enacted a law requiring that school districts 
adopt a policy on students’ possession and use of cell phones in school by March 15, 
2025. This law does not state that school districts must incorporate specific language or 
provisions in the school district policy.  

MSBA recognizes the common practice of setting forth cell phone rules in a student 
handbook or similar document. This Article directs school administration to establish cell 
phone rules, which the school board may require be presented to the board for approval. 
This approach enables administrators to craft flexible and specific rules that are specific 
to grade levels and buildings. The school board may choose to set forth general principles 
regarding cell phone use in this Article. 

Under the new law, the Minnesota Elementary School Principals Association and the 
Minnesota Association of Secondary School Principals will collaborate to make best 
practices available to schools on a range of different strategies to achieve the goals stated 
above.] 

A similar revision was made for Policy 524 Charter.  
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New MSBA Model Policy on Personal Electronic Communication Devices 

To support schools that prefer to have a separate policy—and to provide provisions that schools may 
choose to add to their existing rules—MSBA developed new Model Policy 524.5 (Personal Electronic 
Communication Devices). This new policy is posted on the MSBA website. 

Schools choosing to adopt this model policy, in whole or in part, should follow the new policy adoption 
process set forth in MSBA Model Policy 208 (Development, Adoption, and Implementation of Policies). A 
board may determine the steps it will follow under Article IV of this policy. 

Schools that adopt Model Policy 524.5 should revise Model Policy 524 (Internet, Technology, and Cell 
Phone Acceptable Use and Safety Policy) to remove references to cell phones. MSBA has posted a redline 
version of Model Policy 524 for schools that adopt Model Policy 524.5. 

At a future date, MSBA may revise Model Policy 524 to remove references to cell phones. At this time, 
however, Model Policy 524 will remain unchanged as some schools may prefer to have a single policy. 

Notes on Model Policy 524.5 

Introduction 

NOTE: Minnesota law requires school districts to have a cell phone policy starting on 
March 15, 2025. 

Article III.E: Definition of “Personal Electronic Communication Device” 

NOTE: Schools may choose to use a different term than “personal electronic 
communication device.” Similarly, schools may choose to include a sentence stating 
that, for purposes of this policy, “personal device” is synonymous with “personal 
electronic communication device.” 

Article IV.A: Personal Electronic Communication Device Use 

NOTE: Schools may choose to create rules for all students regardless of age by 
adopting and amending Subparagraph 1. Schools may choose to have some rules for 
all students (Subparagraph 1) and some rules that are grade/school specific 
(Subparagraphs 2-4). MSBA includes provisions in 2-4 that some schools have 
utilized. Schools that have adopted policies with specific rules for middle 
school/junior high school have typically blended the rules for elementary and high 
schools. 

Current and recent Policy Services Newsletters can be found on the MSBA website under Services—Policy 
Services, 

If you have questions about Policy Services, how to navigate the online Policy Reference 
Manual, or the content of the model policies, please contact Terry Morrow at (507) 934-8126 or 
(800) 324-4459 or by email at tmorrow@mnmsba.org 

Jaymyson Sillman (jsillman@mnmsba.org) can assist if technological issues arise related to accessing the 
model policies or the revisions. 
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524 INTERNET, TECHNOLOGY, AND CELL PHONE ACCEPTABLE USE AND 
SAFETY POLICY

I. PURPOSE

The purpose of this policy is to set forth policies and guidelines for access to the school 
district computer system and acceptable and safe use of the Internet, including electronic 
communications.

II. GENERAL STATEMENT OF POLICY

In making decisions regarding student and employee access to the school district computer 
system and the Internet, including electronic communications, the school district considers 
its own stated educational mission, goals, and objectives.  Electronic information research 
skills are now fundamental to preparation of citizens and future employees.  Access to the 
school district computer system and to the Internet enables students and employees to 
explore thousands of libraries, databases, bulletin boards, and other resources while 
exchanging messages with people around the world.  The school district expects that 
faculty will blend thoughtful use of the school district computer system and the Internet 
throughout the curriculum and will provide guidance and instruction to students in their 
use.

III. LIMITED EDUCATIONAL PURPOSE

The school district is providing students and employees with access to the school district 
computer system, which includes Internet access.  The purpose of the system is more 
specific than providing students and employees with general access to the Internet.  The 
school district system has a limited educational purpose, which includes use of the system 
for classroom activities, educational research, and professional or career development 
activities.  Users are expected to use Internet access through the district system to further 
educational and personal goals consistent with the mission of the school district and school 
policies. Uses which might be acceptable on a user’s private personal account on another 
system may not be acceptable on this limited-purpose network.

IV. USE OF SYSTEM IS A PRIVILEGE

The use of the school district system and access to use of the Internet is a privilege, not a 
right.  Depending on the nature and degree of the violation and the number of previous 
violations, unacceptable use of the school district system or the Internet may result in one 
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or more of the following consequences:  suspension or cancellation of use or access 
privileges; payments for damages and repairs; discipline under other appropriate school 
district policies, including suspension, expulsion, exclusion, or termination of 
employment; or civil or criminal liability under other applicable laws.

V. UNACCEPTABLE USES

A. While not an exhaustive list, the following uses of the school district system and 
Internet resources or accounts are considered unacceptable:

1. Users will not use the school district system to access, review, upload, 
download, store, print, post, receive, transmit, or distribute:

a. pornographic, obscene, or sexually explicit material or other visual 
depictions that are harmful to minors;

b. obscene, abusive, profane, lewd, vulgar, rude, inflammatory, 
threatening, disrespectful, or sexually explicit language;

c. materials that use language or images that are inappropriate in the 
education setting or disruptive to the educational process;

d. information or materials that could cause damage or danger of 
disruption to the educational process;

e. materials that use language or images that advocate violence or 
discrimination toward other people (hate literature) or that may 
constitute harassment or discrimination.

2. Users will not use the school district system to knowingly or recklessly post, 
transmit, or distribute false or defamatory information about a person or 
organization, or to harass another person, or to engage in personal attacks, 
including prejudicial or discriminatory attacks.

3. Users will not use the school district system to engage in any illegal act or 
violate any local, state, or federal statute or law.

4. Users will not use the school district system to vandalize, damage, or disable 
the property of another person or organization, will not make deliberate 
attempts to degrade or disrupt equipment, software, or system performance 
by spreading computer viruses or by any other means, will not tamper with, 
modify, or change the school district system software, hardware, or wiring 
or take any action to violate the school district’s security  system, and will 
not use the school district system in such a way as to disrupt the use of the 
system by other users.
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5. Users will not use the school district system to gain unauthorized access to 
information resources or to access another person’s materials, information, 
or files without the implied or direct permission of that person.

6. Users will not use the school district system to post private information 
about another person, personal contact information about themselves or 
other persons, or other personally identifiable information, including, but 
not limited to, addresses, telephone numbers, school addresses, work 
addresses, identification numbers, account numbers, access codes or 
passwords, labeled photographs, or other information that would make the 
individual’s identity easily traceable, and will not repost a message that was 
sent to the user privately without permission of the person who sent the 
message. 

a. This paragraph does not prohibit the posting of employee contact 
information on school district webpages or communications 
between employees and other individuals when such 
communications are made for education-related purposes (i.e., 
communications with parents or other staff members related to 
students).

b. Employees creating or posting school-related webpages may 
include personal contact information about themselves on a 
webpage. However, employees may not post personal contact 
information or other personally identifiable information about 
students unless:

(1) such information is classified by the school district as 
directory information and verification is made that the 
school district has not received notice from a parent/guardian 
or eligible student that such information is not to be 
designated as directory information in accordance with 
Policy 515; or

(2) such information is not classified by the school district as 
directory information but written consent for release of the 
information to be posted has been obtained from a 
parent/guardian or eligible student in accordance with 
Policy 515.

In addition, prior to posting any personal contact or personally 
identifiable information on a school-related webpage, employees 
shall obtain written approval of the content of the postings from the 
building administrator.
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c. These prohibitions specifically prohibit a user from utilizing the 
school district system to post personal information about a user or 
another individual on social networks, including, but not limited to, 
social networks such as “Facebook,” “Twitter,” “Instagram,” 
“Snapchat,” “TikTok”, “Reddit,” and similar websites or 
applications.

7. Users must keep all account information and passwords on file with the 
designated school district official.  Users will not attempt to gain 
unauthorized access to the school district system or any other system 
through the school district system, attempt to log in through another 
person’s account, or use computer accounts, access codes, or network 
identification other than those assigned to the user.  Messages and records 
on the school district system may not be encrypted without the permission 
of appropriate school authorities.

8. Users will not use the school district system to violate copyright laws or 
usage licensing agreements, or otherwise to use another person’s property 
without the person’s prior approval or proper citation, including the 
downloading or exchanging of pirated software or copying software to or 
from any school computer, and will not plagiarize works they find on the 
Internet.

9. Users will not use the school district system for conducting business, for 
unauthorized commercial purposes, or for financial gain unrelated to the 
mission of the school district. Users will not use the school district system 
to offer or provide goods or services or for product advertisement.  Users 
will not use the school district system to purchase goods or services for 
personal use without authorization from the appropriate school district 
official.

10. Users will not use the school district system to engage in bullying or 
cyberbullying in violation of the school district’s Bullying Prohibition 
Policy. This prohibition includes using any technology or other electronic 
communication off school premises to the extent that student learning or the 
school environment is substantially and materially disrupted.

B. The school district has a special interest in regulating off-campus speech that 
materially disrupts classwork or involves substantial disorder or invasion of the 
rights of others. A student or employee engaging in the foregoing unacceptable uses 
of the Internet when off school district premises also may be in violation of this 
policy as well as other school district policies.  Examples of such violations include, 
but are not limited to, serious or severe bullying or harassment targeting particular 
individuals, threats aimed at teachers or other students, failure to follow rules 
concerning lessons, the writing of papers, the use of computers, or participation in 
other online school activities, and breaches of school security devices.  If the school 
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district receives a report of an unacceptable use originating from a non-school 
computer or resource, the school district may investigate such reports to the best of 
its ability.  Students or employees may be subject to disciplinary action for such 
conduct, including, but not limited to, suspension or cancellation of the use or 
access to the school district computer system and the Internet and discipline under 
other appropriate school district policies, including suspension, expulsion, 
exclusion, or termination of employment.

C. If a user inadvertently accesses unacceptable materials or an unacceptable Internet 
site, the user shall immediately disclose the inadvertent access to an appropriate 
school district official.  In the case of a school district employee, the immediate 
disclosure shall be to the employee’s immediate supervisor and/or the building 
administrator.  This disclosure may serve as a defense against an allegation that the 
user has intentionally violated this policy.  In certain rare instances, a user also may 
access otherwise unacceptable materials if necessary to complete an assignment 
and if done with the prior approval of and with appropriate guidance from the 
appropriate teacher or, in the case of a school district employee, the building 
administrator.

VI. FILTER

A. With respect to any of its computers with Internet access, the school district will 
monitor the online activities of both minors and adults and employ technology 
protection measures during any use of such computers by minors and adults.  The 
technology protection measures utilized will block or filter Internet access to any 
visual depictions that are:

1. Obscene;

2. Child pornography; or

3. Harmful to minors.

B. The term “harmful to minors” means any picture, image, graphic image file, or 
other visual depiction that:

1. Taken as a whole and with respect to minors, appeals to a prurient interest 
in nudity, sex, or excretion; or

2. Depicts, describes, or represents, in a patently offensive way with respect 
to what is suitable for minors, an actual or simulated sexual act or sexual 
contact, actual or simulated normal or perverted sexual acts, or a lewd 
exhibition of the genitals; and

3. Taken as a whole, lacks serious literary, artistic, political, or scientific value 
as to minors.
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C. Software filtering technology shall be narrowly tailored and shall not discriminate 
based on viewpoint.

D. An administrator, supervisor, or other person authorized by the Superintendent may 
disable the technology protection measure, during use by an adult, to enable access 
for bona fide research or other lawful purposes.

E. The school district will educate students about appropriate online behavior, 
including interacting with other individuals on social networking websites and in 
chat rooms and cyberbullying awareness and response.

VII. CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of the school district computer system and use of the Internet shall be consistent with 
school district policies and the mission of the school district.

VIII. LIMITED EXPECTATION OF PRIVACY

A. By authorizing use of the school district system, the school district does not 
relinquish control over materials on the system or contained in files on the system.  
Users should expect only limited privacy in the contents of personal files on the 
school district system.

B. Routine maintenance and monitoring of the school district system may lead to a 
discovery that a user has violated this policy, another school district policy, or the 
law.

C. An individual investigation or search will be conducted if school authorities have a 
reasonable suspicion that the search will uncover a violation of law or school 
district policy.

D. Parents may have the right at any time to investigate or review the contents of their 
child’s files and e-mail files in accordance with the school district’s Protection and 
Privacy of Pupil Records Policy.  Parents have the right to request the termination 
of their child’s individual account at any time.

E. School district employees should be aware that the school district retains the right 
at any time to investigate or review the contents of their files and e-mail files.  In 
addition, school district employees should be aware that data and other materials in 
files maintained on the school district system may be subject to review, disclosure 
or discovery under Minnesota Statute Chapter 13 (the Minnesota Government Data 
Practices Act).

F. The school district will cooperate fully with local, state and federal authorities in 
any investigation concerning or related to any illegal activities or activities not in 
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compliance with school district policies conducted through the school district 
system.

IX. INTERNET USE AGREEMENT

A. The proper use of the Internet, and the educational value to be gained from proper 
Internet use, is the joint responsibility of students, parents, and employees of the 
school district.

B. This policy requires the permission of and supervision by the school’s designated 
professional staff before a student may use a school account or resource to access 
the Internet.

C. The Internet Use Agreement form for students must be read and signed by the user, 
the parent or guardian, and the supervising teacher.  The Internet Use Agreement 
form for employees must be signed by the employee.  The form must then be filed 
at the school office.  As supervising teachers change, the agreement signed by the 
new teacher shall be attached to the original agreement.

X. LIMITATION ON SCHOOL DISTRICT LIABILITY

Use of the school district system is at the user’s own risk.  The system is provided on an 
“as is, as available” basis.  The school district will not be responsible for any damage users 
may suffer, including, but not limited to, loss, damage, or unavailability of data stored on 
school district diskettes, tapes, hard drives, or servers, or for delays or changes in or 
interruptions of service or misdeliveries or nondeliveries of information or materials, 
regardless of the cause. The school district is not responsible for the accuracy or quality of 
any advice or information obtained through or stored on the school district system.  The 
school district will not be responsible for financial obligations arising through unauthorized 
use of the school district system or the Internet.

XI. USER NOTIFICATION

A. All users shall be notified of the school district policies relating to Internet use.

B. This notification shall include the following:

1. Notification that Internet use is subject to compliance with school district 
policies.

2. Disclaimers limiting the school district’s liability relative to:

a. Information stored on school district diskettes, hard drives, or 
servers.
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b. Information retrieved through school district computers, networks, 
or online resources.

c. Personal property used to access school district computers, 
networks, or online resources.

d. Unauthorized financial obligations resulting from use of school 
district resources/accounts to access the Internet.

3. A description of the privacy rights and limitations of school 
sponsored/managed Internet accounts.

4. Notification that, even though the school district may use technical means 
to limit student Internet access, these limits do not provide a foolproof 
means for enforcing the provisions of this acceptable use policy.

5. Notification that goods and services can be purchased over the Internet that 
could potentially result in unwanted financial obligations and that any 
financial obligation incurred by a student through the Internet is the sole 
responsibility of the student and/or the student’s parents.

6. Notification that the collection, creation, reception, maintenance, and 
dissemination of data via the Internet, including electronic communications, 
is governed by Public and Private Personnel Data Policy, and Protection 
and Privacy of Pupil Records Policy.

7. Notification that, should the user violate the school district’s acceptable use 
policy, the user’s access privileges may be revoked, school disciplinary 
action may be taken and/or appropriate legal action may be taken.

8. Notification that all provisions of the acceptable use policy are subordinate 
to local, state, and federal laws.

XII. PARENTS’ RESPONSIBILITY; NOTIFICATION OF STUDENT INTERNET USE

A. Outside of school, parents bear responsibility for the same guidance of Internet use 
as they exercise with information sources such as television, telephones, radio, 
movies, and other possibly offensive media.  Parents are responsible for monitoring 
their student’s use of the school district system and of the Internet if the student is 
accessing the school district system from home or a remote location.

B. Parents will be notified that their students will be using school district 
resources/accounts to access the Internet and that the school district will provide 
parents the option to request alternative activities not requiring Internet access.  
This notification should include:
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1. A copy of the user notification form provided to the student user.

2. A description of parent/guardian responsibilities.

3. A notification that the parents have the option to request alternative 
educational activities not requiring Internet access and the material to 
exercise this option.

4. A statement that the Internet Use Agreement must be signed by the user, the 
parent or guardian, and the supervising teacher prior to use by the student.

5. A statement that the school district’s acceptable use policy is available for 
parental review.

XIII. NOTIFICATION REGARDING TECHNOLOGY PROVIDERS

A. "Technology provider" means a person who:

1. contracts with the school district, as part of a one-to-one program or 
otherwise, to provide a school-issued device for student use; and

2. creates, receives, or maintains educational data pursuant or incidental to a 
contract with the school district.

B. "Parent" means a parent of a student and includes a natural parent, a 
guardian, or an individual acting as a parent in the absence of a parent or a guardian.

C. Within 30 days of the start of each school year, the school district must give parents 
and students direct and timely notice, by United States mail, e-mail, or other direct 
form of communication, of any curriculum, testing, or assessment technology 
provider contract affecting a student's educational data. The notice must:

1. identify each curriculum, testing, or assessment technology provider with 
access to educational data;

2. identify the educational data affected by the curriculum, testing, or 
assessment technology provider contract; and

3. include information about the contract inspection and provide contact 
information for a school department to which a parent or student may direct 
questions or concerns regarding any program or activity that allows a 
curriculum, testing, or assessment technology provider to access a student's 
educational data.

D. The school district must provide parents and students an opportunity to inspect a 
complete copy of any contract with a technology provider.
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E. A contract between a technology provider and the school district must include 
requirements to ensure appropriate security safeguards for educational data. The 
contract must require that:

1. the technology provider's employees or contractors have access to 
educational data only if authorized; and

2. the technology provider's employees or contractors may be authorized to 
access educational data only if access is necessary to fulfill the official 
duties of the employee or contractor.

F. All educational data created, received, maintained, or disseminated by a technology 
provider pursuant or incidental to a contract with a public educational agency or 
institution are not the technology provider's property.

XIV. SCHOOL-ISSUED DEVICES

A. "School-issued device" means hardware or software that the school district, acting 
independently or with a technology provider, provides to an individual student for 
that student's dedicated personal use. A school-issued device includes a device 
issued through a one-to-one program.

B. Except as provided in paragraph C, the school district or a technology provider must 
not electronically access or monitor:

1. any location-tracking feature of a school-issued device;

2. any audio or visual receiving, transmitting, or recording feature of a school-
issued device; or

3. student interactions with a school-issued device, including but not limited 
to keystrokes and web-browsing activity.

C. The school district or a technology provider may only engage in activities 
prohibited by paragraph B if:

1. the activity is limited to a noncommercial educational purpose for 
instruction, technical support, or exam-proctoring by school district 
employees, student teachers, staff contracted by the school district, a 
vendor, or the Minnesota Department of Education, and notice is provided 
in advance;

2. the activity is permitted under a judicial warrant;



Policy 524 11

3. the school district is notified or becomes aware that the device is missing or 
stolen;

4. the activity is necessary to respond to an imminent threat to life or safety 
and the access is limited to that purpose;

5. the activity is necessary to comply with federal or state law, including but 
not limited to Minnesota Statutes section 121A.031; or

6. the activity is necessary to participate in federal or state funding programs, 
including but not limited to the E-Rate program.

D. If the school district or a technology provider interacts with a school-issued device 
as provided in paragraph C, clause 4, it must, within 72 hours of the access, notify 
the student to whom the school-issued device was issued or that student's parent 
and provide a written description of the interaction, including which features of the 
device were accessed and a description of the threat. This notice is not required at 
any time when the notice itself would pose an imminent threat to life or safety, but 
must instead be given within 72 hours after that imminent threat has ceased.

XV. CELL PHONE USE
The school board directs the superintendent and school district administration to establish 
rules and procedures regarding student possession and use of cell phones in schools.  These 
rules and procedures should seek to minimize the impact of cell phones on student 
behavior, mental health, and academic attainment.  These rules and procedures may be 
designed for specific school buildings, grade levels, or similar criteria.

XVI. LIMIT ON SCREEN TIME FOR CHILDREN IN PRESCHOOL AND 
KINDERGARTEN

A child in a publicly funded preschool or kindergarten program may not use an individual-
use screen, such as a tablet, smartphone, or other digital media, without engagement from 
a teacher or other students. This section does not apply to a child for whom the school has 
an individualized family service plan, an individualized education program, or a 504 plan 
in effect.

XVII. IMPLEMENTATION; POLICY REVIEW

A. The school district administration may develop appropriate user notification forms, 
guidelines, and procedures necessary to implement this policy for submission to the 
school board for approval.  Upon approval by the school board, such guidelines, 
forms, and procedures shall be an addendum to this policy.

B. The administration shall revise the user notifications, including student and parent 
notifications, if necessary, to reflect the adoption of these guidelines and 
procedures.
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C. The school district Internet policies and procedures are available for review by all 
parents, guardians, staff, and members of the community.

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)
15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection Act)
17 U.S.C. § 101 et seq. (Copyrights)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 (CIPA))
47 C.F.R. § 54.520 (FCC rules implementing CIPA)
Mahanoy Area Sch. Dist. v. B.L., 594 U.S. 180, 141 S. Ct. 2038 (2021)
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, (1969)
United States v. Amer. Library Assoc., 539 U.S. 194 (2003)
Sagehorn v. Indep. Sch. Dist. No. 728, 122 F.Supp.2d 842 (D. Minn. 2015)
R.S. v. Minnewaska Area Sch. Dist. No. 2149, 894 F.Supp.2d 1128 (D. 
Minn. 2012)
Tatro v. Univ. of Minnesota, 800 N.W.2d 811 (Minn. App. 2011), aff’d on 
other grounds 816 N.W.2d 509 (Minn. 2012)
S.J.W. v. Lee’s Summit R-7 Sch. Dist., 696 F.3d 771 (8th Cir. 2012)
Parents, Families and Friends of Lesbians and Gays, Inc. v. Camdenton R-
III Sch. Dist., 853 F.Supp.2d 888 (W.D. Mo. 2012)
M.T. v. Cent. York Sch. Dist., 937 A.2d 538 (Pa. Commw. Ct. 2007)

Cross References: Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees)
Policy 406 (Public and Private Personnel Data)
Policy 505 (Distribution of Nonschool-Sponsored Materials on School 
Premises by Students and Employees)
Policy 506 (Student Discipline)
Policy 514 (Bullying Prohibition Policy)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 519 (Interviews of Students by Outside Agencies)
Policy 521 (Student Disability Nondiscrimination)
Policy 522 (Title IX Sex Nondiscrimination Grievance Procedures and 
Process)
Policy 603 (Curriculum Development)
Policy 604 (Instructional Curriculum)
Policy 606 (Textbooks and Instructional Materials)
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Policy 806 (Crisis Management Policy)
Policy 904 (Distribution of Materials on School District Property by 
Nonschool Persons)
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524 INTERNET, AND TECHNOLOGY, AND CELL PHONE ACCEPTABLE USE 
AND SAFETY POLICY

I. PURPOSE

The purpose of this policy is to set forth policies and guidelines for access to the school 
district computer system and acceptable and safe use of the Internet, including electronic 
communications.

II. GENERAL STATEMENT OF POLICY

In making decisions regarding student and employee access to the school district computer 
system and the Internet, including electronic communications, the school district considers 
its own stated educational mission, goals, and objectives.  Electronic information research 
skills are now fundamental to preparation of citizens and future employees.  Access to the 
school district computer system and to the Internet enables students and employees to 
explore thousands of libraries, databases, bulletin boards, and other resources while 
exchanging messages with people around the world.  The school district expects that 
faculty will blend thoughtful use of the school district computer system and the Internet 
throughout the curriculum and will provide guidance and instruction to students in their 
use.

III. LIMITED EDUCATIONAL PURPOSE

The school district is providing students and employees with access to the school district 
computer system, which includes Internet access.  The purpose of the system is more 
specific than providing students and employees with general access to the Internet.  The 
school district system has a limited educational purpose, which includes use of the system 
for classroom activities, educational research, and professional or career development 
activities.  Users are expected to use Internet access through the district system to further 
educational and personal goals consistent with the mission of the school district and school 
policies. Uses which might be acceptable on a user’s private personal account on another 
system may not be acceptable on this limited-purpose network.

IV. USE OF SYSTEM IS A PRIVILEGE

The use of the school district system and access to use of the Internet is a privilege, not a 
right.  Depending on the nature and degree of the violation and the number of previous 
violations, unacceptable use of the school district system or the Internet may result in one 
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or more of the following consequences:  suspension or cancellation of use or access 
privileges; payments for damages and repairs; discipline under other appropriate school 
district policies, including suspension, expulsion, exclusion, or termination of 
employment; or civil or criminal liability under other applicable laws.

V. UNACCEPTABLE USES

A. While not an exhaustive list, the following uses of the school district system and 
Internet resources or accounts are considered unacceptable:

1. Users will not use the school district system to access, review, upload, 
download, store, print, post, receive, transmit, or distribute:

a. pornographic, obscene, or sexually explicit material or other visual 
depictions that are harmful to minors;

b. obscene, abusive, profane, lewd, vulgar, rude, inflammatory, 
threatening, disrespectful, or sexually explicit language;

c. materials that use language or images that are inappropriate in the 
education setting or disruptive to the educational process;

d. information or materials that could cause damage or danger of 
disruption to the educational process;

e. materials that use language or images that advocate violence or 
discrimination toward other people (hate literature) or that may 
constitute harassment or discrimination.

2. Users will not use the school district system to knowingly or recklessly post, 
transmit, or distribute false or defamatory information about a person or 
organization, or to harass another person, or to engage in personal attacks, 
including prejudicial or discriminatory attacks.

3. Users will not use the school district system to engage in any illegal act or 
violate any local, state, or federal statute or law.

4. Users will not use the school district system to vandalize, damage, or disable 
the property of another person or organization, will not make deliberate 
attempts to degrade or disrupt equipment, software, or system performance 
by spreading computer viruses or by any other means, will not tamper with, 
modify, or change the school district system software, hardware, or wiring 
or take any action to violate the school district’s security  system, and will 
not use the school district system in such a way as to disrupt the use of the 
system by other users.
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5. Users will not use the school district system to gain unauthorized access to 
information resources or to access another person’s materials, information, 
or files without the implied or direct permission of that person.

6. Users will not use the school district system to post private information 
about another person, personal contact information about themselves or 
other persons, or other personally identifiable information, including, but 
not limited to, addresses, telephone numbers, school addresses, work 
addresses, identification numbers, account numbers, access codes or 
passwords, labeled photographs, or other information that would make the 
individual’s identity easily traceable, and will not repost a message that was 
sent to the user privately without permission of the person who sent the 
message. 

a. This paragraph does not prohibit the posting of employee contact 
information on school district webpages or communications 
between employees and other individuals when such 
communications are made for education-related purposes (i.e., 
communications with parents or other staff members related to 
students).

b. Employees creating or posting school-related webpages may 
include personal contact information about themselves on a 
webpage. However, employees may not post personal contact 
information or other personally identifiable information about 
students unless:

(1) such information is classified by the school district as 
directory information and verification is made that the 
school district has not received notice from a parent/guardian 
or eligible student that such information is not to be 
designated as directory information in accordance with 
Policy 515; or

(2) such information is not classified by the school district as 
directory information but written consent for release of the 
information to be posted has been obtained from a 
parent/guardian or eligible student in accordance with 
Policy 515.

In addition, prior to posting any personal contact or personally 
identifiable information on a school-related webpage, employees 
shall obtain written approval of the content of the postings from the 
building administrator.
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c. These prohibitions specifically prohibit a user from utilizing the 
school district system to post personal information about a user or 
another individual on social networks, including, but not limited to, 
social networks such as “Facebook,” “Twitter,” “Instagram,” 
“Snapchat,” “TikTok”, “Reddit,” and similar websites or 
applications.

7. Users must keep all account information and passwords on file with the 
designated school district official.  Users will not attempt to gain 
unauthorized access to the school district system or any other system 
through the school district system, attempt to log in through another 
person’s account, or use computer accounts, access codes, or network 
identification other than those assigned to the user.  Messages and records 
on the school district system may not be encrypted without the permission 
of appropriate school authorities.

8. Users will not use the school district system to violate copyright laws or 
usage licensing agreements, or otherwise to use another person’s property 
without the person’s prior approval or proper citation, including the 
downloading or exchanging of pirated software or copying software to or 
from any school computer, and will not plagiarize works they find on the 
Internet.

9. Users will not use the school district system for conducting business, for 
unauthorized commercial purposes, or for financial gain unrelated to the 
mission of the school district. Users will not use the school district system 
to offer or provide goods or services or for product advertisement.  Users 
will not use the school district system to purchase goods or services for 
personal use without authorization from the appropriate school district 
official.

10. Users will not use the school district system to engage in bullying or 
cyberbullying in violation of the school district’s Bullying Prohibition 
Policy. This prohibition includes using any technology or other electronic 
communication off school premises to the extent that student learning or the 
school environment is substantially and materially disrupted.

B. The school district has a special interest in regulating off-campus speech that 
materially disrupts classwork or involves substantial disorder or invasion of the 
rights of others. A student or employee engaging in the foregoing unacceptable uses 
of the Internet when off school district premises also may be in violation of this 
policy as well as other school district policies.  Examples of such violations include, 
but are not limited to, serious or severe bullying or harassment targeting particular 
individuals, threats aimed at teachers or other students, failure to follow rules 
concerning lessons, the writing of papers, the use of computers, or participation in 
other online school activities, and breaches of school security devices.  If the school 
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district receives a report of an unacceptable use originating from a non-school 
computer or resource, the school district may investigate such reports to the best of 
its ability.  Students or employees may be subject to disciplinary action for such 
conduct, including, but not limited to, suspension or cancellation of the use or 
access to the school district computer system and the Internet and discipline under 
other appropriate school district policies, including suspension, expulsion, 
exclusion, or termination of employment.

C. If a user inadvertently accesses unacceptable materials or an unacceptable Internet 
site, the user shall immediately disclose the inadvertent access to an appropriate 
school district official.  In the case of a school district employee, the immediate 
disclosure shall be to the employee’s immediate supervisor and/or the building 
administrator.  This disclosure may serve as a defense against an allegation that the 
user has intentionally violated this policy.  In certain rare instances, a user also may 
access otherwise unacceptable materials if necessary to complete an assignment 
and if done with the prior approval of and with appropriate guidance from the 
appropriate teacher or, in the case of a school district employee, the building 
administrator.

VI. FILTER

A. With respect to any of its computers with Internet access, the school district will 
monitor the online activities of both minors and adults and employ technology 
protection measures during any use of such computers by minors and adults.  The 
technology protection measures utilized will block or filter Internet access to any 
visual depictions that are:

1. Obscene;

2. Child pornography; or

3. Harmful to minors.

B. The term “harmful to minors” means any picture, image, graphic image file, or 
other visual depiction that:

1. Taken as a whole and with respect to minors, appeals to a prurient interest 
in nudity, sex, or excretion; or

2. Depicts, describes, or represents, in a patently offensive way with respect 
to what is suitable for minors, an actual or simulated sexual act or sexual 
contact, actual or simulated normal or perverted sexual acts, or a lewd 
exhibition of the genitals; and

3. Taken as a whole, lacks serious literary, artistic, political, or scientific value 
as to minors.
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C. Software filtering technology shall be narrowly tailored and shall not discriminate 
based on viewpoint.

D. An administrator, supervisor, or other person authorized by the Superintendent may 
disable the technology protection measure, during use by an adult, to enable access 
for bona fide research or other lawful purposes.

E. The school district will educate students about appropriate online behavior, 
including interacting with other individuals on social networking websites and in 
chat rooms and cyberbullying awareness and response.

VII. CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of the school district computer system and use of the Internet shall be consistent with 
school district policies and the mission of the school district.

VIII. LIMITED EXPECTATION OF PRIVACY

A. By authorizing use of the school district system, the school district does not 
relinquish control over materials on the system or contained in files on the system.  
Users should expect only limited privacy in the contents of personal files on the 
school district system.

B. Routine maintenance and monitoring of the school district system may lead to a 
discovery that a user has violated this policy, another school district policy, or the 
law.

C. An individual investigation or search will be conducted if school authorities have a 
reasonable suspicion that the search will uncover a violation of law or school 
district policy.

D. Parents may have the right at any time to investigate or review the contents of their 
child’s files and e-mail files in accordance with the school district’s Protection and 
Privacy of Pupil Records Policy.  Parents have the right to request the termination 
of their child’s individual account at any time.

E. School district employees should be aware that the school district retains the right 
at any time to investigate or review the contents of their files and e-mail files.  In 
addition, school district employees should be aware that data and other materials in 
files maintained on the school district system may be subject to review, disclosure 
or discovery under Minnesota Statute Chapter 13 (the Minnesota Government Data 
Practices Act).

F. The school district will cooperate fully with local, state and federal authorities in 
any investigation concerning or related to any illegal activities or activities not in 
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compliance with school district policies conducted through the school district 
system.

IX. INTERNET USE AGREEMENT

A. The proper use of the Internet, and the educational value to be gained from proper 
Internet use, is the joint responsibility of students, parents, and employees of the 
school district.

B. This policy requires the permission of and supervision by the school’s designated 
professional staff before a student may use a school account or resource to access 
the Internet.

C. The Internet Use Agreement form for students must be read and signed by the user, 
the parent or guardian, and the supervising teacher.  The Internet Use Agreement 
form for employees must be signed by the employee.  The form must then be filed 
at the school office.  As supervising teachers change, the agreement signed by the 
new teacher shall be attached to the original agreement.

X. LIMITATION ON SCHOOL DISTRICT LIABILITY

Use of the school district system is at the user’s own risk.  The system is provided on an 
“as is, as available” basis.  The school district will not be responsible for any damage users 
may suffer, including, but not limited to, loss, damage, or unavailability of data stored on 
school district diskettes, tapes, hard drives, or servers, or for delays or changes in or 
interruptions of service or misdeliveries or nondeliveries of information or materials, 
regardless of the cause. The school district is not responsible for the accuracy or quality of 
any advice or information obtained through or stored on the school district system.  The 
school district will not be responsible for financial obligations arising through unauthorized 
use of the school district system or the Internet.

XI. USER NOTIFICATION

A. All users shall be notified of the school district policies relating to Internet use.

B. This notification shall include the following:

1. Notification that Internet use is subject to compliance with school district 
policies.

2. Disclaimers limiting the school district’s liability relative to:

a. Information stored on school district diskettes, hard drives, or 
servers.
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b. Information retrieved through school district computers, networks, 
or online resources.

c. Personal property used to access school district computers, 
networks, or online resources.

d. Unauthorized financial obligations resulting from use of school 
district resources/accounts to access the Internet.

3. A description of the privacy rights and limitations of school 
sponsored/managed Internet accounts.

4. Notification that, even though the school district may use technical means 
to limit student Internet access, these limits do not provide a foolproof 
means for enforcing the provisions of this acceptable use policy.

5. Notification that goods and services can be purchased over the Internet that 
could potentially result in unwanted financial obligations and that any 
financial obligation incurred by a student through the Internet is the sole 
responsibility of the student and/or the student’s parents.

6. Notification that the collection, creation, reception, maintenance, and 
dissemination of data via the Internet, including electronic communications, 
is governed by Public and Private Personnel Data Policy, and Protection 
and Privacy of Pupil Records Policy.

7. Notification that, should the user violate the school district’s acceptable use 
policy, the user’s access privileges may be revoked, school disciplinary 
action may be taken and/or appropriate legal action may be taken.

8. Notification that all provisions of the acceptable use policy are subordinate 
to local, state, and federal laws.

XII. PARENTS’ RESPONSIBILITY; NOTIFICATION OF STUDENT INTERNET USE

A. Outside of school, parents bear responsibility for the same guidance of Internet use 
as they exercise with information sources such as television, telephones, radio, 
movies, and other possibly offensive media.  Parents are responsible for monitoring 
their student’s use of the school district system and of the Internet if the student is 
accessing the school district system from home or a remote location.

B. Parents will be notified that their students will be using school district 
resources/accounts to access the Internet and that the school district will provide 
parents the option to request alternative activities not requiring Internet access.  
This notification should include:
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1. A copy of the user notification form provided to the student user.

2. A description of parent/guardian responsibilities.

3. A notification that the parents have the option to request alternative 
educational activities not requiring Internet access and the material to 
exercise this option.

4. A statement that the Internet Use Agreement must be signed by the user, the 
parent or guardian, and the supervising teacher prior to use by the student.

5. A statement that the school district’s acceptable use policy is available for 
parental review.

XIII. NOTIFICATION REGARDING TECHNOLOGY PROVIDERS

A. "Technology provider" means a person who:

1. contracts with the school district, as part of a one-to-one program or 
otherwise, to provide a school-issued device for student use; and

2. creates, receives, or maintains educational data pursuant or incidental to a 
contract with the school district.

B. "Parent" means a parent of a student and includes a natural parent, a 
guardian, or an individual acting as a parent in the absence of a parent or a guardian.

C. Within 30 days of the start of each school year, the school district must give parents 
and students direct and timely notice, by United States mail, e-mail, or other direct 
form of communication, of any curriculum, testing, or assessment technology 
provider contract affecting a student's educational data. The notice must:

1. identify each curriculum, testing, or assessment technology provider with 
access to educational data;

2. identify the educational data affected by the curriculum, testing, or 
assessment technology provider contract; and

3. include information about the contract inspection and provide contact 
information for a school department to which a parent or student may direct 
questions or concerns regarding any program or activity that allows a 
curriculum, testing, or assessment technology provider to access a student's 
educational data.

D. The school district must provide parents and students an opportunity to inspect a 
complete copy of any contract with a technology provider.
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E. A contract between a technology provider and the school district must include 
requirements to ensure appropriate security safeguards for educational data. The 
contract must require that:

1. the technology provider's employees or contractors have access to 
educational data only if authorized; and

2. the technology provider's employees or contractors may be authorized to 
access educational data only if access is necessary to fulfill the official 
duties of the employee or contractor.

F. All educational data created, received, maintained, or disseminated by a technology 
provider pursuant or incidental to a contract with a public educational agency or 
institution are not the technology provider's property.

XIV. SCHOOL-ISSUED DEVICES

A. "School-issued device" means hardware or software that the school district, acting 
independently or with a technology provider, provides to an individual student for 
that student's dedicated personal use. A school-issued device includes a device 
issued through a one-to-one program.

B. Except as provided in paragraph C, the school district or a technology provider must 
not electronically access or monitor:

1. any location-tracking feature of a school-issued device;

2. any audio or visual receiving, transmitting, or recording feature of a school-
issued device; or

3. student interactions with a school-issued device, including but not limited 
to keystrokes and web-browsing activity.

C. The school district or a technology provider may only engage in activities 
prohibited by paragraph B if:

1. the activity is limited to a noncommercial educational purpose for 
instruction, technical support, or exam-proctoring by school district 
employees, student teachers, staff contracted by the school district, a 
vendor, or the Minnesota Department of Education, and notice is provided 
in advance;

2. the activity is permitted under a judicial warrant;
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3. the school district is notified or becomes aware that the device is missing or 
stolen;

4. the activity is necessary to respond to an imminent threat to life or safety 
and the access is limited to that purpose;

5. the activity is necessary to comply with federal or state law, including but 
not limited to Minnesota Statutes section 121A.031; or

6. the activity is necessary to participate in federal or state funding programs, 
including but not limited to the E-Rate program.

D. If the school district or a technology provider interacts with a school-issued device 
as provided in paragraph C, clause 4, it must, within 72 hours of the access, notify 
the student to whom the school-issued device was issued or that student's parent 
and provide a written description of the interaction, including which features of the 
device were accessed and a description of the threat. This notice is not required at 
any time when the notice itself would pose an imminent threat to life or safety, but 
must instead be given within 72 hours after that imminent threat has ceased.

XV. CELL PHONE USE
The school board directs the superintendent and school district administration to establish 
rules and procedures regarding student possession and use of cell phones in schools.  These 
rules and procedures should seek to minimize the impact of cell phones on student 
behavior, mental health, and academic attainment.  These rules and procedures may be 
designed for specific school buildings, grade levels, or similar criteria.

XVI. LIMIT ON SCREEN TIME FOR CHILDREN IN PRESCHOOL AND 
KINDERGARTEN

A child in a publicly funded preschool or kindergarten program may not use an individual-
use screen, such as a tablet, smartphone, or other digital media, without engagement from 
a teacher or other students. This section does not apply to a child for whom the school has 
an individualized family service plan, an individualized education program, or a 504 plan 
in effect.

XVII. IMPLEMENTATION; POLICY REVIEW

A. The school district administration may develop appropriate user notification forms, 
guidelines, and procedures necessary to implement this policy for submission to the 
school board for approval.  Upon approval by the school board, such guidelines, 
forms, and procedures shall be an addendum to this policy.

B. The administration shall revise the user notifications, including student and parent 
notifications, if necessary, to reflect the adoption of these guidelines and 
procedures.
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C. The school district Internet policies and procedures are available for review by all 
parents, guardians, staff, and members of the community.

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)
15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection Act)
17 U.S.C. § 101 et seq. (Copyrights)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 (CIPA))
47 C.F.R. § 54.520 (FCC rules implementing CIPA)
Mahanoy Area Sch. Dist. v. B.L., 594 U.S. 180, 141 S. Ct. 2038 (2021)
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, (1969)
United States v. Amer. Library Assoc., 539 U.S. 194 (2003)
Sagehorn v. Indep. Sch. Dist. No. 728, 122 F.Supp.2d 842 (D. Minn. 2015)
R.S. v. Minnewaska Area Sch. Dist. No. 2149, 894 F.Supp.2d 1128 (D. 
Minn. 2012)
Tatro v. Univ. of Minnesota, 800 N.W.2d 811 (Minn. App. 2011), aff’d on 
other grounds 816 N.W.2d 509 (Minn. 2012)
S.J.W. v. Lee’s Summit R-7 Sch. Dist., 696 F.3d 771 (8th Cir. 2012)
Parents, Families and Friends of Lesbians and Gays, Inc. v. Camdenton R-
III Sch. Dist., 853 F.Supp.2d 888 (W.D. Mo. 2012)
M.T. v. Cent. York Sch. Dist., 937 A.2d 538 (Pa. Commw. Ct. 2007)

Cross References: Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees)
Policy 406 (Public and Private Personnel Data)
Policy 505 (Distribution of Nonschool-Sponsored Materials on School 
Premises by Students and Employees)
Policy 506 (Student Discipline)
Policy 514 (Bullying Prohibition Policy)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 519 (Interviews of Students by Outside Agencies)
Policy 521 (Student Disability Nondiscrimination)
Policy 522 (Title IX Sex Nondiscrimination Grievance Procedures and 
Process)
Policy 603 (Curriculum Development)
Policy 604 (Instructional Curriculum)
Policy 606 (Textbooks and Instructional Materials)
Policy 806 (Crisis Management Policy)



Policy 524 13

Policy 904 (Distribution of Materials on School District Property by 
Nonschool Persons)
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524.5 PERSONAL ELECTRONIC COMMUNICATION DEVICES

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 students’ passion for learning, cultivate a strong foundation of 
knowledge, and foster a sense of community within our schools. Possession 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.

Adopted: ___________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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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.

IV. PERSONAL ELECTRONIC COMMUNICATION DEVICE USE AND STORAGE

A. Personal Electronic Communication Device Use

1.  Students are prohibited from using personal electronic communication devices 
_______

2. 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.

3. Middle Schools/Junior High Schools

4. High Schools (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
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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 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 in a secure place, 
such as the student’s locker, a closed backpack, 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 respond to or 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 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 
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devices, or provided free of charge to students who do not use their own devices for 
curriculum.

E. A personal electronic communication device may be stored in student vehicles parked 
on school district property provided that the device is not removed from the vehicle 
while on school district property.

F. Students who need to make a call may request permission to use a telephone in the 
building office.

VI. DISCIPLINE

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)
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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)

http://www.awayfortheday.org/


Director _____________ introduced the following resolution and Director _________________ moved its adoption:

RESOLUTION #25-____                                     May 12, 2025
RESOLUTION RELATING TO THE TERMINATION AND NON-RENEWAL

OF THE TEACHING CONTRACT OF
LINDA FEDOR, A PROBATIONARY TEACHER

WHEREAS, Linda Fedor, is a probationary teacher in Independent School District #2909, 

BE IT RESOLVED, by the School Board of Independent School District #2909, that pursuant to Minnesota 
Statutes 122A.40, the teaching contract of Linda Fedor, a probationary teacher in Independent School District #2909, 
is hereby terminated at the close of the current 2024-2025 school year.

BE IT RESOLVED that written notice be sent to said teacher regarding termination and non-renewal of his/her 
teaching contract as provided by law, and that said notice shall be in substantially the following form:

NOTICE OF TERMINATION AND NON-RENEWAL 
FOR A PROBATIONARY TEACHER

Linda Fedor
725 11th St N
Virginia MN 55792

Dear Ms. Fedor:

You are hereby notified that at a regular meeting of the School Board of Independent School District #2909 
held on May 12, 2025, a resolution was adopted by a majority roll call vote to terminate your contract effective at the 
end of the current school year and not to renew your contract for the 2025-2026 school year.  Said action of the Board 
is taken pursuant to M.S. 122A.40., subd 5, and the District Master Agreement.

You may request in writing that the School Board give its reasons for the non-renewal of your teaching 
contract.  However, such written request should be received within ten days after the receipt of this notice.  

Yours very truly,
/s/ Nicole Culbert-Dahl

Nicole Culbert-Dahl
School Board Clerk
I.S.D. #2909

The motion for the adoption of the foregoing resolution was duly seconded by Director __________________ and 
upon vote being taken, the vote was as follows:

Ayes:

Nays:

Absent:

Whereupon said resolution was duly passed on the 12th day of May, 2025.

_____________________________ _____________________________
Chair John Uhan Clerk Nicole Culbert-Dahl
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413 HARASSMENT AND VIOLENCE

[NOTE: State law (Minnesota Statutes, section 121A.03) requires that school districts 
adopt a sexual, religious, and racial harassment and violence policy that conforms 
with the Minnesota Human Rights Act, Minnesota Statutes, chapter 363A (MHRA). This 
policy complies with that statutory requirement and addresses the other 
classifications protected by the MHRA and/or federal law. While the recommendation 
is that school districts incorporate the other protected classifications, in addition to 
sex, religion, and race, into this policy, they are not specifically required to do so by 
Minnesota Statutes, section 121A.03. The Minnesota Department of Education (MDE) 
is required to maintain and make available a model sexual, religious, and racial 
harassment policy in accordance with Minnesota Statutes, section 121A.03. MDE’s 
policy differs from that of MSBA and imposes greater requirements upon school 
districts than required by law. For that reason, MSBA recommends the adoption of its 
model policy by school districts. Each school board must submit a copy of the policy 
the board has adopted to the Commissioner of MDE.]

I. PURPOSE

The purpose of this policy is to maintain a learning and working environment free from 
harassment and violence on the basis of race, color, creed, religion, national origin, sex, 
age, marital status, familial status, status with regard to public assistance, sexual 
orientation, or disability (Protected Class).

II. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to maintain a learning and working environment 
free from harassment and violence on the basis of Protected Class.  The school 
district prohibits any form of harassment or violence on the basis of Protected Class.

B. A violation of this policy occurs when any student, teacher, administrator, or other 
school district personnel harasses a student, teacher, administrator, or other school 
district personnel or group of students, teachers, administrators, or other school 
district personnel through conduct or communication based on a person’s Protected 
Class, as defined by this policy.  (For purposes of this policy, school district 
personnel include school board members, school employees, agents, volunteers, 
contractors, or persons subject to the supervision and control of the district.)

C. A violation of this policy occurs when any student, teacher, administrator, or other 
school district personnel inflicts, threatens to inflict, or attempts to inflict violence 

Adopted: July 27, 2020 Revised: November 25, 2024
Revised: January 10, 2022 Revised: ________________
Revised: February 12, 2024

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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upon any student, teacher, administrator, or other school district personnel or group 
of students, teachers, administrators, or other school district personnel based on a 
person’s Protected Class.

D. The school district will act to investigate all complaints, either formal or informal, 
verbal or written, of harassment or violence based on a person’s Protected Class, 
and to discipline or take appropriate action against any student, teacher, 
administrator, or other school district personnel found to have violated this policy.

III. DEFINITIONS

A. “Assault” is:

1. an act done with intent to cause fear in another of immediate bodily harm 
or death;

2. the intentional infliction of or attempt to inflict bodily harm upon another; 
or

3. the threat to do bodily harm to another with present ability to carry out the 
threat.

B. “Harassment” prohibited by this policy consists of physical or verbal conduct, 
including, but not limited to, electronic communications, relating to an individual’s 
or group of individuals’ race, color, creed, religion, national origin, sex, age, marital 
status, familial status, status with regard to public assistance, sexual orientation, 
including gender identity or expression, or disability when the conduct:

1. has the purpose or effect of creating an intimidating, hostile, or offensive 
working or academic environment;

2. has the purpose or effect of substantially or unreasonably interfering with 
an individual’s work or academic performance; or

3. otherwise adversely affects an individual’s employment or academic 
opportunities.

C. “Immediately” means as soon as possible but in no event longer than 24 hours.

D. Protected Classifications

1. “Disability” means, with respect to an individual who

a. has a physical sensory or mental impairment that materially limits 
one or more major life activities of such individual;
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b. has a record of such an impairment; or

c. is regarded as having such an impairment; or

d. has an impairment that is episodic or in remission and would 
materially limit a major life activity when active.

2. “Familial status” means the condition of one or more minors having legal 
status or custody with:

a. the minor’s parent or parents or the minor’s legal guardian or 
guardians; or

b. the designee of the parent or parents or guardian or guardians with 
the written permission of the parent or parents or guardian or 
guardians. Familial status also means residing with and caring for 
one or more individuals who lack the ability to meet essential 
requirements for physical health, safety, or self-care because the 
individual or individuals are unable to receive and evaluate 
information or make or communicate decisions. The protections 
afforded against harassment or discrimination on the basis of family 
status apply to any person who is pregnant or is in the process of 
securing legal custody of an individual who has not attained the age 
of majority.

3. “Marital status” means whether a person is single, married, remarried, 
divorced, separated, or a surviving spouse and, in employment cases, 
includes protection against harassment or discrimination on the basis of the 
identity, situation, actions, or beliefs of a spouse or former spouse.

4. “National origin” means the place of birth of an individual or of any of the 
individual’s lineal ancestors.

5. “Sex” includes, but is not limited to, pregnancy, childbirth, and disabilities 
related to pregnancy or childbirth.

6. “Sexual orientation” means to whom someone is, or is perceived of as 
being, emotionally, physically, or sexually attracted to based on sex or 
gender identity. A person may be attracted to men, women, both, neither, or 
to people who are genderqueer, androgynous, or have other gender 
identities.

7. “Status with regard to public assistance” means the condition of being a 
recipient of federal, state, or local assistance, including medical assistance, 
or of being a tenant receiving federal, state, or local subsidies, including 
rental assistance or rent supplements.
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E. “Remedial response” means a measure to stop and correct acts of harassment or 
violence, prevent acts of harassment or violence from recurring, and protect, 
support, and intervene on behalf of a student who is the target or victim of acts of 
harassment or violence.

F. Sexual Harassment; Definition

1. Sexual harassment includes unwelcome sexual advances, requests for 
sexual favors, sexually motivated physical conduct or other verbal or 
physical conduct or communication of a sexual nature when:

a. submission to that conduct or communication is made a term or 
condition, either explicitly or implicitly, of obtaining employment 
or an education; or

b. submission to or rejection of that conduct or communication by an 
individual is used as a factor in decisions affecting that individual’s 
employment or education; or

c. that conduct or communication has the purpose or effect of 
substantially interfering with an individual’s employment or 
education, or creating an intimidating, hostile, or offensive 
employment or educational environment.

2. Sexual harassment may include, but is not limited to:

a. unwelcome verbal harassment or abuse;

b. unwelcome pressure for sexual activity;

c. unwelcome, sexually motivated, or inappropriate patting, pinching, 
or physical contact, other than necessary restraint of student(s) by 
teachers, administrators, or other school district personnel to avoid 
physical harm to persons or property;

d. unwelcome sexual behavior or words, including demands for sexual 
favors, accompanied by implied or overt threats concerning an 
individual’s employment or educational status; 

e. unwelcome sexual behavior or words, including demands for sexual 
favors, accompanied by implied or overt promises of preferential 
treatment with regard to an individual’s employment or educational 
status; or

f. unwelcome behavior or words directed at an individual because of 
sexual orientation, including gender identity or expression.
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G. Sexual Violence; Definition

1. Sexual violence is a physical act of aggression or force or the threat thereof 
that involves the touching of another’s intimate parts or forcing a person to 
touch any person’s intimate parts.  Intimate parts, as defined in Minnesota 
Statutes section 609.341, includes the primary genital area, groin, inner 
thigh, buttocks, or breast, as well as the clothing covering these areas.

2. Sexual violence may include, but is not limited to:

a. touching, patting, grabbing, or pinching another person’s intimate 
parts;

b. coercing, forcing, or attempting to coerce or force the touching of 
anyone’s intimate parts;

c. coercing, forcing, or attempting to coerce or force sexual intercourse 
or a sexual act on another; or

d. threatening to force or coerce sexual acts, including the touching of 
intimate parts or intercourse, on another.

H. Violence; Definition

Violence prohibited by this policy is a physical act of aggression or assault upon 
another or group of individuals because of, or in a manner reasonably related to, an 
individual’s Protected Class.

IV. REPORTING PROCEDURES

A. Any person who believes he or she has been the target or victim of harassment or 
violence on the basis of Protected Class by a student, teacher, administrator, or 
other school district personnel, or any person with knowledge or belief of conduct 
which may constitute harassment or violence prohibited by this policy toward a 
student, teacher, administrator, or other school district personnel or group of 
students, teachers, administrators, or other school district personnel should report 
the alleged acts immediately to an appropriate school district official designated by 
this policy.  A person may report conduct that may constitute harassment or 
violence anonymously.  However, the school district may not rely solely on an 
anonymous report to determine discipline or other remedial responses.

B. The school district encourages the reporting party or complainant to use the report 
form available from the principal or building supervisor of each building or 
available from the school district office, but oral reports shall be considered 
complaints as well.
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C. Nothing in this policy shall prevent any person from reporting harassment or 
violence directly to a school district human rights officer or to the superintendent.  
If the complaint involves the building report taker, the complaint shall be made or 
filed directly with the superintendent or the school district human rights officer by 
the reporting party or complainant.

D. In Each School Building.  The building principal, the principal’s designee, or the 
building supervisor (hereinafter the “building report taker”) is the person 
responsible for receiving oral or written reports of harassment or violence 
prohibited by this policy at the building level.  Any adult school district personnel 
who receives a report of harassment or violence prohibited by this policy shall 
inform the building report taker immediately. If the complaint involves the building 
report taker, the complaint shall be made or filed directly with the superintendent 
or the school district human rights officer by the reporting party or complainant. 
The building report taker shall ensure that this policy and its procedures, practices, 
consequences, and sanctions are fairly and fully implemented and shall serve as a 
primary contact on policy and procedural matters.

E. A teacher, school administrator, volunteer, contractor, or other school employee 
shall be particularly alert to possible situations, circumstances, or events that might 
include acts of harassment or violence.  Any such person who witnesses, observes, 
receives a report of, or has other knowledge or belief of conduct that may constitute 
harassment or violence shall make reasonable efforts to address and resolve the 
harassment or violence and shall inform the building report taker immediately.  
School district personnel who fail to inform the building report taker of conduct 
that may constitute harassment or violence or who fail to make reasonable efforts 
to address and resolve the harassment or violence in a timely manner may be subject 
to disciplinary action.

F. Upon receipt of a report, the building report taker must notify the school district 
human rights officer immediately, without screening or investigating the report.  
The building report taker may request, but may not insist upon, a written complaint.  
A written statement of the facts alleged will be forwarded as soon as practicable by 
the building report taker to the human rights officer.  If the report was given 
verbally, the building report taker shall personally reduce it to written form within 
24 hours and forward it to the human rights officer.  Failure to forward any 
harassment or violence report or complaint as provided herein may result in 
disciplinary action against the building report taker.

G. In the District.  The school board hereby designates the school district human rights 
officer(s) to receive reports or complaints of harassment or violence prohibited by 
this policy.  If the complaint involves a human rights officer, the complaint shall be 
filed directly with the superintendent.
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H. The school district shall conspicuously post the name of the human rights officer(s), 
including mailing addresses and telephone numbers.

I. Submission of a good faith complaint or report of harassment or violence prohibited 
by this policy will not affect the complainant or reporter’s future employment, 
grades, work assignments, or educational or work environment.

J. Use of formal reporting forms is not mandatory.

K. Reports of harassment or violence prohibited by this policy are classified as private 
educational and/or personnel data and/or confidential investigative data and will 
not be disclosed except as permitted by law.

L. The school district will respect the privacy of the complainant(s), the individual(s) 
against whom the complaint is filed, and the witnesses as much as possible, 
consistent with the school district’s legal obligations to investigate, to take 
appropriate action, and to comply with any discovery or disclosure obligations.

M. Retaliation against a victim, good faith reporter, or a witness of violence or 
harassment is prohibited.

N. False accusations or reports of violence or harassment against another person are 
prohibited.

O. A person who engages in an act of violence or harassment, reprisal, retaliation, or 
false reporting of violence or harassment, or permits, condones, or tolerates 
violence or harassment shall be subject to discipline or other remedial responses for 
that act in accordance with the school district’s policies and procedures.

Consequences for students who commit, or are a party to, prohibited acts of 
violence or harassment or who engage in reprisal or intentional false reporting may 
range from remedial responses or positive behavioral interventions up to and 
including suspension and/or expulsion.

Consequences for employees who permit, condone, or tolerate violence or 
harassment or engage in an act of reprisal or intentional false reporting of violence 
or harassment may result in disciplinary action up to and including termination or 
discharge.

Consequences for other individuals engaging in prohibited acts of violence or 
harassment may include, but not be limited to, exclusion from school district 
property and events and/or termination of services and/or contracts.

V. INVESTIGATION
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A. By authority of the school district, the human rights officer, within three (3) days 
of the receipt of a report or complaint alleging harassment or violence prohibited 
by this policy, shall undertake or authorize an investigation.  The investigation may 
be conducted by school district officials or by a third party designated by the school 
district.

B. The investigation may consist of personal interviews with the complainant, the 
individual(s) against whom the complaint is filed, and others who may have 
knowledge of the alleged incident(s) or circumstances giving rise to the complaint.  
The investigation may also consist of any other methods and documents deemed 
pertinent by the investigator.

C. In determining whether alleged conduct constitutes a violation of this policy, the 
school district should consider the surrounding circumstances, the nature of the 
behavior, past incidents or past or continuing patterns of behavior, the relationships 
between the parties involved, and the context in which the alleged incidents 
occurred.  Whether a particular action or incident constitutes a violation of this 
policy requires a determination based on all the facts and surrounding 
circumstances.

D. In addition, the school district may take immediate steps, at its discretion, to protect 
the target or victim, the complainant, and students, teachers, administrators, or other 
school district personnel pending completion of an investigation of alleged 
harassment or violence prohibited by this policy.

E. The alleged perpetrator of the act(s) of harassment or violence shall be allowed the 
opportunity to present a defense during the investigation or prior to the imposition 
of discipline or other remedial responses.

F. The investigation will be completed as soon as practicable.  The school district 
human rights officer shall make a written report to the superintendent upon 
completion of the investigation.  If the complaint involves the superintendent, the 
report may be filed directly with the school board.  The report shall include a 
determination of whether the allegations have been substantiated as factual and 
whether they appear to be violations of this policy.

VI. SCHOOL DISTRICT ACTION

A. Upon completion of an investigation that determines a violation of this policy has 
occurred, the school district will take appropriate action.  Such action may include, 
but is not limited to, warning, suspension, exclusion, expulsion, transfer, 
remediation, termination, or discharge. Disciplinary consequences will be 
sufficiently severe to try to deter violations and to appropriately discipline 
prohibited behavior.  School district action taken for violation of this policy will be 
consistent with requirements of applicable collective bargaining agreements, 
Minnesota and federal law, and applicable school district policies and regulations.
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B. The school district is not authorized to disclose to a victim private educational or 
personnel data regarding an alleged perpetrator who is a student or employee of the 
school district.  School officials will notify the targets or victims and alleged 
perpetrators of harassment or violence, the parent(s) or guardian(s) of targets or 
victims of harassment or violence and the parent(s) or guardian(s) of alleged 
perpetrators of harassment or violence who have been involved in a reported and 
confirmed harassment or violence incident of the remedial or disciplinary action 
taken, to the extent permitted by law.

C. In order to prevent or respond to acts of harassment or violence committed by or 
directed against a child with a disability, the school district shall, where determined 
appropriate by the child’s individualized education program (IEP) or Section 504 
team, allow the child’s IEP or Section 504 plan to be drafted to address the skills 
and proficiencies the child needs as a result of the child’s disability to allow the 
child to respond to or not to engage in acts of harassment or violence.

VII. RETALIATION OR REPRISAL

The school district will discipline or take appropriate action against any student, teacher, 
administrator, or other school district personnel who commits an act of reprisal or who 
retaliates against any person who asserts, alleges, or makes a good faith report of alleged 
harassment or violence prohibited by this policy, who testifies, assists, or participates in an 
investigation of retaliation or alleged harassment or violence, or who testifies, assists, or 
participates in a proceeding or hearing relating to such harassment or violence. Retaliation 
includes, but is not limited to, any form of intimidation, reprisal, harassment, or intentional 
disparate treatment.  Disciplinary consequences will be sufficiently severe to deter 
violations and to appropriately discipline the individual(s) who engaged in the harassment 
or violence.  Remedial responses to the harassment or violence shall be tailored to the 
particular incident and nature of the conduct.

VIII. RIGHT TO ALTERNATIVE COMPLAINT PROCEDURES

These procedures do not deny the right of any individual to pursue other avenues of 
recourse which may include filing charges with the Minnesota Department of Human 
Rights or another state or federal agency, initiating civil action, or seeking redress under 
state criminal statutes and/or federal law.

IX. HARASSMENT OR VIOLENCE AS ABUSE

A. Under certain circumstances, alleged harassment or violence may also be possible 
abuse under Minnesota law.  If so, the duties of mandatory reporting under 
Minnesota Statute, Chapter 260E may be applicable.

B. Nothing in this policy will prohibit the school district from taking immediate action 
to protect victims of alleged harassment, violence, or abuse.
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X. DISSEMINATION OF POLICY AND TRAINING

A. This policy shall be conspicuously posted throughout each school building in areas 
accessible to students and staff members.

B. This policy shall be given to each school district employee and independent 
contractor who regularly interacts with students at the time of initial employment 
with the school district.

C. This policy shall appear in the student handbook.

D. The school district will develop a method of discussing this policy with students 
and employees.

E. The school district may implement violence prevention and character development 
education programs to prevent and reduce policy violations.  Such programs may 
offer instruction on character education including, but not limited to, character 
qualities such as attentiveness, truthfulness, respect for authority, diligence, 
gratefulness, self-discipline, patience, forgiveness, respect for others, peacemaking, 
resourcefulness, and/or sexual abuse prevention.

F. This policy shall be reviewed at least annually for compliance with state and federal 
law.

Legal References: Minn. Stat. § 120B.232 (Character Development Education)
Minn. Stat. § 120B.234 (Child Sexual Abuse Prevention Education)
Minn. Stat. § 121A.03, Subd. 2 (Sexual, Religious, and Racial Harassment 
and Violence Policy)
Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. Ch. 363A (Minnesota Human Rights Act)
Minn. Stat. § 609.341 (Definitions)
Minn. Stat. Ch. 260E (Reporting of Maltreatment of Minors)
20 U.S.C. §§ 1681-1688 (Title IX of the Education Amendments of 1972)
29 U.S.C. § 621 et seq. (Age Discrimination in Employment Act)
29 U.S.C. § 794 (Section 504 of the Rehabilitation Act of 1973, § 504)
42 U.S.C. § 1983 (Civil Action for Deprivation of Rights)
42 U.S.C. § 2000d et seq. (Title VI of the Civil Rights Act of 1964)
42 U.S.C. § 2000e et seq. (Title VII of the Civil Rights Act)
42 U.S.C. § 12101 et seq. (Americans with Disabilities Act) 

Cross References: Policy 102 (Equal Educational Opportunity)
Policy 401 (Equal Employment Opportunity)
Policy 402 (Disability Nondiscrimination Policy)
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Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees)
Policy 406 (Public and Private Personnel Data)
Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 
Abuse)
Policy 415 (Mandated Reporting of Maltreatment of Vulnerable Adults)
Policy 506 (Student Discipline)
Policy 514 (Bullying Prohibition Policy)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 521 (Student Disability Nondiscrimination)
Policy 522 (Title IX Sex Nondiscrimination, Grievance Procedures and 
Process)
Policy 524 (Internet Acceptable Use and Safety Policy)
Policy 525 (Violence Prevention)
Policy 526 (Hazing Prohibition)
Policy 528 (Student Parental, Family, and Marital Status 
Nondiscrimination)
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425 STAFF DEVELOPMENT AND MENTORING

I. PURPOSE

The purpose of this policy is to establish a staff development program and structure to carry 
out planning and reporting on staff development that supports improved student learning.

II. ADVISORY STAFF DEVELOPMENT COMMITTEE AND SITE 
PROFESSIONAL DEVELOPMENT TEAMS

A. The school board will establish an Advisory Staff Development Committee to 
develop a Staff Development Plan, assist Site Professional Development Teams in 
developing a site plan consistent with the goals of the Staff Development Plan, and 
evaluate staff development efforts at the site level.

1. The majority of the membership of the Advisory Staff Development 
Committee shall consist of teachers representing various grade levels, 
subject areas, and special education. The Committee also will include 
nonteaching staff, parents, and administrators.

2. Members of the Advisory Staff Development Committee shall be appointed 
by the school board administration. Committee members shall serve a two-
year term* based upon nominations by board members, teachers, and 
paraprofessionals. The school board administration shall appoint 
replacement members of the Advisory Staff Development Committee as 
soon as possible following the resignation, death, serious illness, or removal 
of a member from the Committee.

B. The school board will establish the Site Professional Development Teams.

1. Members of the Site Professional Development Teams will be appointed by 
the school board administration. Team members shall serve a two-year 
term* based upon nominations by board members, teachers, and 
paraprofessionals. The school board administration shall appoint 
replacement members of the Site Professional Development Teams as soon 
as possible following the resignation, death, serious illness, or removal of a 
member from the Team.

Adopted: September 28, 2020 Revised: September 25, 2023
Revised: December 14, 2020 Revised: November 25, 2024
Revised: January 10, 2022 Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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2. The majority of the Site Professional Development Teams shall be teachers 
representing various grade levels, subject areas, and special education.

III. DUTIES OF THE ADVISORY STAFF DEVELOPMENT COMMITTEE

A. The Advisory Staff Development Committee will develop a Staff Development 
Plan that will be reviewed and subject to approval by the school board twice a year.*

B. The Staff Development Plan must contain the following elements:

1. Staff development outcomes that are consistent with the education 
outcomes as may be determined periodically by the school board;

We see... 

• An educational environment designed to inspire passion and joy for everyone 

• Collaborative educational experiences with immediate real-world applications 

• Meaningful integration of community professionals into the daily education of 
students 

• Adaptable learning spaces that will continually meet the needs of an ever-
changing workforce 

Everyone = [faculty, staff, parents, students, community, visitors, etc.] 

2. The means to achieve the Staff Development outcomes; 

3. The procedures for evaluating progress at each school site toward meeting 
educational outcomes consistent with relicensure requirements under 
Minnesota Statutes section 122A.187;

4. Ongoing staff development activities that contribute toward continuous 
improvement in achievement of the following goals:

a. Improve student achievement of state and local education standards 
in all areas of the curriculum, including areas of regular academic 
and applied and experiential learning, by using research-based best 
practices methods;

b. Effectively meet the needs of a diverse student population, including 
at-risk children, children with disabilities, English learners, and 
gifted children, within the regular classroom, applied and 
experiential learning settings, and other settings;
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c. Provide an inclusive curriculum for a racially, ethnically, 
linguistically, and culturally diverse student population that is 
consistent with state education diversity rule and the district’s 
education diversity plan;

d. Improve staff collaboration and develop mentoring and peer 
coaching programs for teachers new to the school or district;

e. Effectively teach and model violence prevention policy and 
curriculum that address early intervention alternatives, issues of 
harassment, and teach nonviolent alternatives for conflict resolution;

f. Effectively deliver digital and blended learning and curriculum and 
engage students with technology; and

g. Provide teachers and other members of site-based management 
teams with appropriate management and financial management 
skills.

5. The Staff Development Plan also must:

a. Support stable and productive professional communities achieved 
through ongoing and schoolwide progress and growth in teaching 
practice;

b. Emphasize coaching, professional learning communities, classroom 
action research, and other job-embedded models;

c. Maintain a strong subject matter focus premised on students’ 
learning goals consistent Minnesota Statutes section 120B.125;

d. Ensure specialized preparation and learning about issues related to 
teaching English learners and students with special needs by 
focusing on long-term systemic efforts to improve educational 
services and opportunities and raise student achievement; and

e. Reinforce national and state standards of effective teaching practice.

6. Staff development activities must:

a. Focus on the school classroom and research-based strategies that 
improve student learning;

b. Provide opportunities for teachers to practice and improve their 
instructional skills over time;
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c. Provide opportunities for teachers to use student data as part of their 
daily work to increase student achievement;

d. Enhance teacher content knowledge and instructional skills, 
including to accommodate the delivery of digital and blended 
learning and curriculum and engage students with technology;

e. Align with state and local academic standards;

f. Provide opportunities to build professional relationships, foster 
collaboration among principals and staff who provide instruction, 
and provide opportunities for teacher-to-teacher mentoring;

g. Align with the plan, if any, of the district or site for an alternative 
teacher professional pay system;

h. Provide teachers of English learners, including English as a second 
language, and content teachers with differentiated instructional 
strategies critical for ensuring students long-term academic success, 
the means to effectively use assessment data on the academic 
literacy, oral academic language, and English language 
development of English learners, and skills to support native and 
English language development across the curriculum; and

i. Provide opportunities for staff to learn about current workforce 
trends, the connections between workforce trends and 
postsecondary education, and training options, including career and 
technical education options.

7. Staff development activities may include curriculum development and 
curriculum training programs and activities that provide teachers and other 
members of site-based teams training to enhance team performance.

8. The school district may implement other staff development activities 
required by law and activities associated with professional teacher 
compensation models.

C. The Advisory Staff Development Committee will assist Site Professional 
Development Teams in developing a site plan consistent with the goals and 
outcomes of the Staff Development Plan.

D. The Advisory Staff Development Committee will evaluate staff development 
efforts at the site level and will report to the school board on a quarterly basis* the 
extent to which staff at the site have met the outcomes of the Staff Development 
Plan.
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E. In addition to developing a Staff Development Plan, the Staff Development 
Advisory Committee also must develop teacher mentoring programs for teachers 
new to the profession or school district, including teaching residents, teachers of 
color, teachers who are American Indian, teachers in license shortage areas, 
teachers with special needs, or experienced teachers in need of peer coaching.  
Teacher mentoring programs must be included in or aligned with the school 
district's teacher evaluation and peer review processes under Minnesota Statutes, 
sections 122A.40, subdivision 8 or 122A.41, subdivision 5. 

F. The Advisory Staff Development Committee shall assist the school district in 
preparing any reports required by the Minnesota Department of Education (MDE) 
relating to staff development or teacher mentoring including, but not limited to, the 
reports referenced in Section VII. below.

IV. DUTIES OF THE SITE PROFESSIONAL DEVELOPMENT TEAM 

A. Each Site Professional Development Team shall develop a site plan, consistent with 
the goals of the Staff Development Plan. The school board will review the site plans 
for consistency with the Staff Development Plan twice a year.*

B. The Site Professional Development Team must demonstrate to the school board the 
extent to which staff at the site have met the outcomes of the Staff Development 
Plan. The actual reports to the school board can be made by the Advisory Staff 
Development Committee to avoid duplication of effort.

C. If the school board determines that staff development outcomes are not being met, 
it may withhold a portion of the initial allocation of revenue referenced in Section 
V. below.

V. STAFF DEVELOPMENT FUNDING 

A. Unless the school district is in statutory operating debt or a majority of the school 
board and a majority of its licensed teachers annually vote to waive the requirement 
to reserve basic revenue for staff development, the school district will reserve an 
amount equal to at least two percent of its basic revenue for:  (1) teacher 
development and evaluation under Minnesota Statutes, section 122A.40, 
subdivision 8 or 122A.41, subdivision 5; (2) principal development and evaluation 
under section 123B.147, subdivision. 3; (3) professional development under section 
122A.60; (4) in-service education for programs under section 120B.22, subdivision 
2; and (5) teacher mentorship under section 122A.70, subdivision 1.  To the extent 
extra funds remain, staff development revenue may be used for development plans, 
including plans for challenging instructional activities and experiences under 
section 122A.60, and for curriculum development and programs, other in-service 
education, teacher’s workshops, teacher conferences, the cost of substitute teachers 
for staff development purposes, preservice and in-service education for special 

https://www.revisor.mn.gov/statutes/cite/122A.40#stat.122A.40.8
https://www.revisor.mn.gov/statutes/cite/122A.41
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education professionals and paraprofessionals, and other related costs for staff 
development efforts.  The school district also may use the revenue reserved for staff 
development for grants to the school district’s teachers to pay for coursework and 
training leading to certification as either a college in the schools teacher or a 
concurrent enrollment teacher. To receive a grant, the teacher must be enrolled in a 
program that includes coursework and training focused on teaching a core subject.

B. The school district may, in its discretion, expend an additional amount of 
unreserved revenue for staff development based on its needs.

C. Release time provided for teachers to supervise students on field trips and school 
activities, or independent tasks not associated with enhancing the teacher’s 
knowledge and instructional skills, such as preparing report cards, calculating 
grades, or organizing classroom materials, may not be counted as staff development 
time that is financed with staff development reserved revenue under Minnesota 
Statutes section 122A.61.

D. The school district may use staff development revenue, special grant programs 
established by the legislature, or another funding source to pay a stipend to a mentor 
who may be a current or former teacher who has taught at least three (3) years and 
is not on an improvement plan.  Other initiatives using such funds. or funds 
available under Minnesota Statutes, sections 124D.861 and 124D.862, may 
include:

1. additional stipends as incentives to mentors of color or who are American 
Indian; 

2. financial supports for professional learning community affinity groups 
across schools within and between districts for teachers from 
underrepresented racial and ethnic groups to come together throughout the 
school year;

3. programs for induction aligned with the school district or school mentorship 
program during the first three (3) years of teaching, especially for teachers 
from underrepresented racial and ethnic groups; or

4. grants supporting licensed and nonlicensed educator participation in 
professional development, such as workshops and graduate courses, related 
to increasing student achievement for students of color and American Indian 
students in order to close opportunity and achievement gaps.

To the extent the school district receives a grant for any of the above purposes, it 
will negotiate additional retention strategies or protection from unrequested leave 
of absences in the beginning years of employment for teachers of color and teachers 
who are American Indian.  Retention strategies may include providing financial 
incentives for teachers of color and teachers who are American Indian to work in 

https://www.revisor.mn.gov/statutes/cite/124D.861
https://www.revisor.mn.gov/statutes/cite/124D.862
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the school or district for at least five (5) years and placing American Indian 
educators at sites with other American Indian educators and educators of color at 
sites with other educators of color to reduce isolation and increase opportunity for 
collegial support.

VI. PROCEDURE FOR USE OF STAFF DEVELOPMENT FUNDS

A. On a yearly* basis, the Advisory Staff Development Committee, with the assistance 
of the Site Professional Development Teams, shall prepare a projected budget 
setting forth proposals for allocating staff development funds reserved for each 
school site.  Such budgets shall include, but not be limited to, projections as to the 
cost of building site training programs, costs of individual staff seminars, and cost 
of substitutes.

B. Upon approval of the budget by the school board, the Advisory Committee shall be 
responsible for monitoring the use of such funds in accordance with the Staff 
Development Plan and budget. The requested use of staff development funds must 
meet or make progress toward the goals and objectives of the Staff Development 
Plan. All costs/expenditures will be reviewed by the school board and/or 
superintendent for consistency with the Staff Development Plan on a quarterly 
basis.*

C. Individual requests from staff for leave to attend staff development activities shall 
be submitted and reviewed according to school district policy, staff procedures, 
contractual agreement, and the effect on school district operations.  Failure to 
timely submit such requests may be cause for denial of the request.

VII. PARAPROFESSIONALS, TITLE I AIDES, AND OTHER INSTRUCTIONAL 
SUPPORT STAFF

A. The school district must provide a minimum of eight hours of paid 
orientation or professional development annually to all paraprofessionals, Title I 
aides, and other instructional support staff. Six of the eight hours must be 
completed before the first instructional day of the school year or within 30 days 
of hire. The school district must consult the exclusive representative for employees 
receiving this training before creating or planning the training required under this 
section.

B. The orientation or professional development must be relevant to the employee's 
occupation and may include collaboration time with classroom teachers and 
planning for the school year. 

C. For paraprofessionals who provide direct support to students, at least 50 percent of 
the professional development or orientation must be dedicated to meeting the 
requirements of this section. Professional development for paraprofessionals may 
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also address the requirements of Minnesota Statutes, section 120B.363, subdivision 
3. 

D. A school administrator must provide an annual certification of compliance with this 
requirement to the MDE Commissioner.

E. For the 2024-2025 school year only, a school may reduce the hours of training 
required in paragraphs (b) to (e) to a minimum of six hours and must pay for 
paraprofessional test materials and testing fees for any paraprofessional employed 
by the school district during the 2023-2024 school year who has not yet successfully 
completed the paraprofessional assessment or met the requirements of the 
paraprofessional competency grid.

VIII. REPORTING

A. The school district and site staff development committee shall prepare a report of 
the previous fiscal year’s staff development activities and expenditures as part of 
the school district’s comprehensive achievement and civic readiness report.

1. The report must include assessment and evaluation data indicating progress 
toward district and site staff development goals based on teaching and 
learning outcomes, including the percentage of teachers and other staff 
involved in instruction who participate in effective staff development 
activities.

2. The report will provide a breakdown of expenditures for:

a. Curriculum development and curriculum training programs; 

b. Staff development training models, workshops, and conferences; 
and

c. The cost of releasing teachers or providing substitute teachers for 
staff development purposes.

The report also must indicate whether the expenditures were incurred at the 
district level or the school site level and whether the school site expenditures 
were made possible by the grants to school sites that demonstrate exemplary 
use of allocated staff development revenue.  These expenditures must be 
reported using the uniform financial and accounting and reporting standards 
(UFARS).

3. The report will be signed by the superintendent and staff development chair.

B. To the extent the school district receives a grant for mentorship activities described 
in Section V.D., by June 30 of each year after receiving a grant, the site staff 



Policy 425 9

development committee must submit a report to the Professional Educator 
Licensing and Standards Board on program efforts that describes mentoring and 
induction activities and assesses the impact of these programs on teacher 
effectiveness and retention.

Legal References: Minn. Stat. § 120A.41 (Length of School Year; Days of Instruction)
Minn. Stat. § 120A.415 (Extended School Calendar)
Minn. Stat. § 120B.125 (Planning for Students’ Successful Transition to 
Postsecondary Education and Employment; Personal Learning Plans)
Minn. Stat. § 120B.22, subd. 2 (Violence Prevention Education)
Minn. Stat. § 121A.642 (Paraprofessional Training)
Minn. Stat. § 122A.187, (Expiration and Renewal)
Minn. Stat. § 122A.40, subds. 7, 7a and 8 (Employment; Contracts; 
Termination - Additional Staff Development and Salary)
Minn. Stat. § 122A.41, subds. 4, 4a and 5 (Teacher Tenure Act; Cities of 
the First Class; Definitions - Additional Staff Development and Salary)
Minn. Stat. § 122A.60 (Staff Development Program)
Minn. Stat. § 122A.70 (Teacher Mentorship and Retention of Effective 
Teachers)
Minn. Stat. § 122A.61 (Reserved Revenue for Staff Development)
Minn. Stat. § 123B.147, Subd. 3 (Principals)
Minn. Stat. § 124D.861 (Achievement and Integration for Minnesota)
Minn. Stat. § 124D.862 (Achievement and Integration Revenue)
Minn. Stat. § 126C.10, subds. 2 and 2b (General Education Revenue)
Minn. Stat. § 126C.13, subd. 5 (General Education Levy and Aid)

Cross References: None.



1

512 SCHOOL-SPONSORED STUDENT PUBLICATIONS AND ACTIVITIES

I. PURPOSE

The purpose of this policy is to protect students’ rights to free speech in production of 
school-sponsored and activities while at the same time balancing the school district’s role 
in supervising student publications and the operation of public schools.

II. GENERAL STATEMENT OF POLICY

A. The school district may exercise editorial control over the style and content of 
student expression in school-sponsored publications and activities.

A. Expressions and representations made by students in school-sponsored publications 
and activities are not expressions of official school district policy.  Faculty advisors 
shall supervise student writers to ensure compliance with the law and school district 
policies.

B. Students who believe their right to free expression has been unreasonably restricted 
in a school-sponsored activity may seek review of the decision by the building 
principal.  The principal shall issue a decision no later than three (3) school days 
after review is requested.

1. Students producing school-sponsored media and activities shall be under 
the supervision of a faculty advisor and the school principal.  School-
sponsored media and activities shall be subject to the guidelines set forth 
below.

2. School-sponsored media may be distributed at reasonable times and 
locations.

III. DEFINITIONS

A. “Distribution” means circulation or dissemination of material by means of handing 
out free copies, selling or offering copies for sale, accepting donations for copies,  
posting, or displaying material, or placing materials in internal staff or student 
mailboxes.

B. “Material and substantial disruption” of a normal school activity means:

Adopted: September 28, 2020
Revised: November 25, 2024
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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1. Where the normal school activity is an educational program of the school 
district for which student attendance is compulsory, “material and 
substantial disruption” is defined as any disruption which interferes with or 
impedes the implementation of that program.

2. Where the normal school activity is voluntary in nature (including, without 
limitation, school athletic events, school plays and concerts, and lunch 
periods) “material and substantial disruption” is defined as student rioting, 
unlawful seizures of property, conduct inappropriate to the event, 
participation in a school boycott, demonstration, sit-in, stand-in, walk-out, 
or other related forms of activity.

In order for expression to be considered disruptive, there must exist specific facts 
upon which the likelihood of disruption can be forecast, including past experience 
in the school, current events influencing student activities and behavior, and 
instances of actual or threatened disruption relating to the written material in 
question.

C. “Minor” means any person under the age of eighteen (18).

D. “Obscene to minors” means:

1. The average person, applying contemporary community standards, would 
find that the material, taken as a whole, appeals to the prurient interest of 
minors of the age to whom distribution is requested;

2. The material depicts or describes, in a manner that is patently offensive to 
prevailing standards in the adult community concerning how such conduct 
should be presented to minors of the age to whom distribution is requested, 
sexual conduct such as intimate sexual acts (normal or perverted), 
masturbation, excretory functions, or lewd exhibition of the genitals; and

3. The material, taken as a whole, lacks serious literary, artistic, political, or 
scientific value for minors.

E. “School activities” means any activity of students sponsored by the school 
including, but not limited to, classroom work, library activities, physical education 
classes, official assemblies and other similar gatherings, school athletic contests, 
band concerts, school plays and other theatrical productions, and in-school lunch 
periods.

F. “School-sponsored media” means material that is:
1. prepared, wholly or substantially written, published, broadcast, or otherwise 

disseminated by a student journalist enrolled in the school district;
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2. distributed or generally made available to students in the school; and
3. prepared by a student journalist under the supervision of a student media 

adviser.
School-sponsored media does not include material prepared solely for distribution 
or transmission in the classroom in which the material is produced, or a yearbook.

G. “Student journalist” means a school district student in grades 6 through 12 who 
gathers, compiles, writes, edits, photographs, records, or otherwise prepares 
information for dissemination in school-sponsored media.

H. “Student media adviser” means a qualified teacher, as defined in Minnesota 
Statutes, section 122A.16, that the school district employs, appoints, or designates 
to supervise student journalists or provide instruction relating to school-sponsored 
media.

IV. GUIDELINES

A. Except as provided in paragraph B below, a student journalist has the right to 
exercise freedom of speech and freedom of the press in school-sponsored media 
regardless of whether the school-sponsored media receives financial support from 
the school or district, uses school equipment or facilities in its production, or is 
produced as part of a class or course in which the student journalist is enrolled. 
Freedom of speech includes freedom to express political viewpoints. Consistent 
with paragraph B below, a student journalist has the right to determine the news, 
opinion, feature, and advertising content of school-sponsored media. The school 
district must not discipline a student journalist for exercising rights or freedoms 
under this paragraph or the First Amendment of the United States Constitution.

B. Student expression in an school-sponsored media, a yearbook, or school-sponsored 
activity is prohibited when the material:

1. is obscene to minors;

2. is defamatory;

3. is profane, harassing, threatening, or intimidating;

4. constitutes an unwarranted invasion of privacy;

5. violates federal or state law;

6. causes a material and substantial disruption of school activities;

7. is directed to inciting or producing imminent lawless action on school 
premises or the violation of lawful school policies or rules, including a 
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policy adopted in accordance with Minnesota Statutes, section 121A.03 or 
121A.031;

8. advertises or promotes any product or service not permitted for minors by 
law;

9. expresses or advocates sexual, racial, or religious harassment or violence or 
prejudice; or

10. is distributed or displayed in violation of time, place, and manner 
regulations.

C. The school district must not retaliate or take adverse employment action against a 
student media adviser for supporting a student journalist exercising rights or 
freedoms under paragraph A above or the First Amendment of the United States 
Constitution.

D. Notwithstanding the rights or freedoms of this Article or the First Amendment of 
the United States Constitution, nothing in this Article inhibits a student media 
adviser from teaching professional standards of English and journalism to student 
journalists.

These may include, but are not limited to, the following:

1. assuring that participants learn whatever lessons the activity is designed to 
teach;

2. assuring that readers or listeners are not exposed to material that may be 
inappropriate for their level of maturity;

3. assuring that the views of the individual speaker are not erroneously 
attributed to the school;

4. assuring that the school is not associated with any position other than 
neutrality on matters of political controversy;

5. assuring that the sponsored student speech cannot reasonably be perceived 
to advocate conduct otherwise inconsistent with the shared values of a 
civilized social order;

6. assuring that the school is not associated with expression that is, for 
example, ungrammatical, poorly written, inadequately researched, biased or 
prejudiced, vulgar or profane, or unsuitable for immature audiences.

E. Time, Place, and Manner of Distribution
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Students shall be permitted to distribute written materials at school as follows:

1. Time

Distribution shall be limited to the hours before the school day begins, 
during lunch hour and after school is dismissed.

2. Place

Written materials may be distributed in locations so as not to interfere with 
the normal flow of traffic within the school hallways, walkways, entry 
ways, and parking lots.  Distribution shall not impede entrance to or exit 
from school premises in any way.

3. Manner

No one shall induce or coerce a student or staff member to accept a student 
publication.

V. POSTING

The school district must adopt a student journalist policy consistent with Minnesota 
Statutes, section 121A.80 and post it on the district website.

Legal References: U. S. Const., amend. I
Morse v. Frederick, 551 U.S. 393 (2007)
Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988)
Bystrom v. Fridley High School, I.S.D. No. 14, 822 F. 2d 747 (8th Cir. 1987)
Minn. Stat. § 121A.03 (Model Policy)
Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. § 121A.80 (Student Journalism; Student Expression)

Cross References: Policy 505 (Distribution of Nonschool-Sponsored Materials on School 
Premises by Students and Employees)
Policy 506 (Student Discipline)
Policy 904 (Distribution of Materials on School District Property by 
Nonschool Persons)



 

 
 
 

516​ STUDENT MEDICATION AND TELEHEALTH 
 
I.​ PURPOSE 
 

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

 
II.​ GENERAL STATEMENT OF POLICY 
 

The school district acknowledges that some students may require prescribed drugs or 
medication or telehealth to be administered during the school day.  The school district’s 
licensed school nurse (LSN), registered nurse (RN), licensed practical nurse (LPN) or 
other non-licensed district employee as delegated by either the district’s LSN or RN will 
administer prescribed medications, except any form of medical cannabis, in accordance 
with law and school district procedures. 

 
III.​ DRUG AND MEDICATION REQUIREMENTS 
 

[NOTE: The June 2024 Model Policy 516 revisions include insertion of headings and 
rearrangement of paragraphs so that similar content is grouped together. School 
boards can choose whether to make these revisions.] 
 
A.​        Administration of Drugs and Medicine 

 
1.​ The administration of medications at school requires (1)written or oral 

authorization of the student’s parent/legal guardian and physician/licensed 
healthcare provider.  If the parent’s / legal guardian’s authorization is oral 
then the oral authorization must be reduced to writing within two school 
days. Prescribed Medication shall be administered to and taken by only the 
person for whom the prescription has been written medication has been 
prescribed, and (2) the written order of a physician/licensed health care 
prescriber. The physician/licensed prescriber medication order must be 
received in writing within two school days provided that the school district 
may rely on parent written request until prescribing health care provider’s 
medication orders are received. 

 
​ 2.​ A “General Medication Administration Form” must be completed ​  
​ ​ annually (once per school year) and/or when a change in the prescription ​

​ or requirements for administration occurs.  Prescription medication as ​  

1 
 

Adopted: November 9, 2020  
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​ ​ used in this policy does not include any form of medical cannabis as ​
​ defined in Minnesota Statutes section 152.22, subdivision 6. 

 
3.​ All medication must come to school in the original container and must be 

consistent with the instructions on the label and prescription medication 
must be labeled for the student by a pharmacist in accordance with law 
and must be administered in a manner consistent with the instructions on 
the label. 

 
4.  ​ The school must be notified immediately by the parent or student 18 years 

old or older in writing of any change in the student’s prescription 
medication administration. A new medical authorization or container label 
with new pharmacy instructions shall be required immediately as well. 

 
5.​ The school nurse may request to receive further information about the 

medication, if needed, prior to administration of the substance. 
 

6.​ Medications are not to be carried by the student, but will be left with the 
appropriate school district personnel.  Exceptions to this requirement are: 
prescription asthma medications self-administered with an inhaler, 
epi-pens used for treatment of anaphylaxis, over the counter (OTC) 
medications for grades 7-12 only, and other medications administered as 
noted in a written agreement between the school district and the parent or 
as specified in an IEP (individualized education program), Section 504 
plan, or IHP (individual health plan). 

 
7.​ Self-Carrying and Self-Administration of Prescription Medication: 

 
​ The district “Medication Authorization to Self-Administer” form  must be 

completed and renewed annually by the parent/legal guardian and 
physician/licensed health care prescriber. Completion of this form will 
allow a student to responsibly carry medications for self-administration 
(see Minnesota Statutes Chapters 121A.22, 121A.2205, 121A221 and 
121A222, and Wheeler, 2004).  This authorization is renewed each school 
year.   

​  
​ Emergency Prescription medications such as asthma medications 

administered ​ with an inhaler, epinephrine auto-injectors as prescribed for 
severe allergy ​treatment and other prescription medications noted in a 
written agreement between the school district and the parent or as 
specified in an IEP (Individualized Education Program), Section 504 Plan, 
or IHP (Individual Health Plan) require both (1) prescribing health care 
provider and (2) guardian written consent to self-carry medication.  

 
8.​ Self-Carrying and Self-Administration of Non-Prescription Medication:  
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​ ​ (No request for self-carrying or self-administration will be honored if 
dosage exceeds the recommendations on the manufacturer’s label.)​ 

 
​ ​ According to MS Chapter 121A.222, a secondary student (grade 7-12) 

may possess and use non-prescription pain relief in a manner consistent 
with the labeling if the district has parental or legal guardian authorization.  
However, this law does not apply to the possession or use of any drug or 
product containing ephedrine or pseudoephedrine as its sole active 
ingredient or as one of its active ingredients. 

 
​ ​ The district “Authorization to Self-Administer” form  must be completed 

and renewed annually by both the parent/legal guardian and physician / 
licensed prescriber.  

​ ​ ​ ​ ​   
​ ​ The school district may revoke a student’s privilege to possess and use 

nonprescription pain relievers if the school district determines that the 
student is abusing the privilege.  This provision does not apply to the 
possession or use of any drug or product containing ephedrine or 
pseudoephedrine as its sole active ingredient or as one of its active 
ingredients.  Except as stated in this paragraph, only prescription 
medications are governed by this policy. 

 
9.​ Self-Carry Self-administration Student Safety:  
 
​ a. ​ The LSN/RN, in consultation with the parent/legal guardian and ​
​ ​ physician/licensed health care prescriber, needs to evaluate the ​
​ ​ student’s health status and abilities for safe self-administration of ​
​ ​ prescription and non-prescription medications, observe the ​​
​ ​ student’s self-administration at school, and communicate with the ​
​ ​ parent/legal guardian about any medication administration ​ ​
​ ​ difficulties or successes. 
 
​ b. ​ In the case of a disagreement regarding a student’s self-carrying ​
​ ​ and self-administration of medication, a meeting should be held ​
​ ​ among all those involved to sort out differences of opinion and ​
​ ​ develop a plan, keeping as a priority the student’s educational ​
​ ​ goals and health safety. 

 
10.​ For drugs or medicine used by children with a disability, administration 

may be as provided in the IEP, Section 504 plan or IHP. 
 

11.​ The school nurse, or other designated person, shall be responsible for 
documentation of medication administered.   

 
12.​ Procedures for administration of drugs and medicine at school and school 

activities shall be developed in consultation with a licensed school nurse, 
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RN, or a public or private health organization or other appropriate party (if 
appropriately contracted by the school district under Minnesota Statutes 
section 121A.21).  The school district administration shall submit these 
procedures and any additional guidelines and procedures necessary to 
implement this policy to the school board for approval.  Upon approval by 
the school board, such guidelines and procedures shall be an addendum to 
this policy. Medical Treatments and health functions fall under the same 
guidelines as the medication policy including but not limited to 
catheterization, tracheostomy suctioning, gastrostomy feedings, and 
diabetic cares. 

 
13.​ Special health treatments and health functions such as catheterization, 

tracheostomy suctioning, and gastrostomy feedings require (1) 
parent/Guardian written consent (2) physician/licensed prescribers orders. 

​  
​ 14.​ Medications: 

 
a.​ that are used off school grounds; 

 
b.​ that are used in connection with athletics or extracurricular 

activities; or 
 

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

 
15. ​ At the start of each school year or at the time a student enrolls in school, ​
​ whichever is first, a student’s parent/guardian is responsible to inform the ​
​ school health ​ services of their student’s medical needs. If emergency ​
​ medication is needed, it will ​ be provided by the parent/guardian and an ​
​ individual written health plan will be developed and implemented, ​​ school 
​ staff, including those responsible for student health care, and the ​ ​
​ prescribing medical professional must develop and implement an ​ ​
​ individualized written health plan for a student who is prescribed ​ ​
​ epinephrine auto-injectors that enables the student to: 

 
a.​ possess epinephrine auto-injectors; or 

 
b.​ if the parent and prescribing medical professional determine the 

student is unable to possess the epinephrine, have access to 
epinephrine auto-injectors, as provided by the parent/guardian, in 
close proximity to the student during the instructional day. 

 
​ The plan must designate the school staff responsible for implementing the ​
​ student’s health plan, including recognizing anaphylaxis and administering 
​ epinephrine auto-injectors when required, consistent with state law.  This ​
​ health plan may be included in a student’s § 504 plan. 
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16.​ A student may possess cough drops/lozenges and apply a topical 

sunscreen product during the school day while on school property or at a 
school-sponsored event without a prescription, physician’s note, or other 
documentation from a licensed health care professional.  School personnel 
are not required to provide sunscreen or assist students in applying 
sunscreen. 

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

 
18.​ The District and District staff may not purchase or have a supply of any 

OTC medications to administer to students. 
 

19.​ Parents/guardians are responsible for provision of individual student 
medication. 

 
B. ​ Administration of Drugs and Medicine Exclusions 
 
​ 1.​ used in situations in which, in the judgment of the school personnel,  

including a licensed nurse, who are present or available, the risk to the 
pupil’s life or health is of such a nature that drugs or medicine should be 
given without delay; and, 

 
​ 2. ​ provided or administered by a public health agency to prevent or control  

an illness or a disease outbreak as provided under Minnesota law. 
 

C.​ Procedure regarding unclaimed drugs or medications. 
  

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

  
2.     ​ If the unclaimed or abandoned prescription drug is not a controlled 
substance as defined under Minnesota Statutes, section 152.01, subdivision 4, or 
is an over-the-counter medication, the school district will either designate an 
individual who shall be responsible for transporting the drug or medication to a 
designated drop-off box or collection site or request that a law enforcement 
agency transport the drug or medication to a drop-off box or collection site on 
behalf of the school district. 
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3.     ​ If the unclaimed or abandoned prescription drug is a controlled substance 
as defined in Minnesota Statutes, section 152.01, subdivision 4, the school district 
or school personnel is prohibited from transporting the prescription drug to a 
drop-off box or collection site for prescription drugs identified under this 
paragraph. The school district must request that a law enforcement agency 
transport the prescription drug or medication to a collection bin that complies with 
Drug Enforcement Agency regulations, or if a site is not available, under the 
agency’s procedure for transporting drugs. 

  
IV.   ​ ACCESS TO SPACE FOR MENTAL HEALTH CARE THROUGH TELEHEALTH 

  
A.     ​ Beginning October 1, 2024, to the extent space is available, the school 
district must provide an enrolled secondary school student with access during 
regular school hours, and to the extent staff is available, before or after the school 
day on days when students receive instruction at school, to space at the school site 
that a student may use to receive mental health care through telehealth from a 
student's licensed mental health provider. A secondary school must develop a plan 
with procedures to receive requests for access to the space. 
  
B.     ​ The space must provide a student privacy to receive mental health care. 
  
C.     ​ A student may use a school-issued device to receive mental health care 
through telehealth if such use is consistent with the district or school policy 
governing acceptable use of the school-issued device. 
  
D.     ​ A school may require a student requesting access to space under this 
section to submit to the school a signed and dated consent from the student's 
parent or guardian, or from the student if the student is age 16 or older, 
authorizing the student's licensed mental health provider to release information 
from the student's health record that is requested by the school to confirm the 
student is currently receiving mental health care from the provider. Such a consent 
is valid for the school year in which it is submitted. 
  
[NOTE: The Minnesota legislature enacted Article IV in the spring 2024.] 

 
Legal References:​ Minn. Stat. § 13.32 (Educational Data) 

Minn. Stat. § 121A.21 (Hiring of Health Personnel School Health 
Services) 
Minn. Stat. § 121A.216 (Access to Space for Mental Health Care through 

Telehealth) 

Minn. Stat. § 121A.22 (Administration of Drugs and Medicine) 
Minn. Stat. § 121A.2205 (Possession and Use of Epinephrine 
Auto-Injectors; Model Policy) 
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Minn. Stat. § 121A.2207 (Life-Threatening Allergies in Schools; Stock 
Supply of Epinephrine Auto-Injectors) 
Minn. Stat. § 121A.221 (Possession and Use of Asthma Inhalers by 
Asthmatic Students) 
Minn. Stat. § 121A.222 (Possession and Use of Nonprescription Pain 
Relievers by Secondary Students) 
Minn. Stat. § 121A.223 (Possession and Use of Sunscreen) 
Minn. Stat. § 148.171 (Definitions; Title) 
Minn. Stat. § 151.212 (Label of Prescription Drug Containers) 
Minn. Stat. § 152.01 (Definitions) 
Minn. Stat. § 152.22 (Definitions) 
Minn. Stat. § 152.23 (Limitations) 
Minn. Rule 8710.6100 (School Nurse) 
20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education Act) 
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504) 

 
Cross References:​ Policy 418 (Drug-Free Workplace/Drug-Free School) 
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519 INTERVIEWS OF STUDENTS BY OUTSIDE AGENCIES

I. PURPOSE

There are occasions in which persons other than school district officials and employees 
find it necessary to speak with a student during the school day.  Student safety and 
disruption of the educational program is of concern to the school district.  The purpose of 
this policy is to establish the procedures for access to students by authorized individuals 
during the school day.

II. GENERAL STATEMENT OF POLICY

A. Generally, students may not be interviewed during the school day by persons other 
than a student’s parents, school district officials, employees and/or agents, except 
as otherwise provided by law and/or this policy.

B. Requests from law enforcement officers and those other than a student’s parents, 
school district officials, employees and/or agents to interview students shall be 
made through the principal’s office.  Upon receiving a request, it shall be the 
responsibility of the principal to determine whether the request will be granted.  
Prior to granting a request, the principal shall attempt to contact the student’s 
parents to inform them of the request, except where otherwise prohibited by law.

III. INTERVIEWS CONDUCTED UNDER THE MALTREATMENT OF MINORS 
ACT

A. In the case of an investigation pursuant to the Reporting of Maltreatment of Minors 
Act, a local welfare agency, the agency responsible for investigating the report, and 
a local law enforcement agency may interview, without parental consent, an alleged 
victim and any minors who currently reside with or who have resided with the 
alleged perpetrator.  The interview may take place at school and during school 
hours.  School district officials will work with the local welfare agency, the agency 
responsible for investigating the report, or law enforcement agency to select a place 
appropriate for the interview.  When it is possible and the report alleges substantial 
child endangerment or sexual abuse, the interview may take place outside the 
presence of the perpetrator or parent, legal custodian, guardian, or school district 
official alleged offender and may take place prior to any interviews of the alleged 
offender.
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[NOTE: This change is found in Minnesota Statutes, section 260E.22.]

B. If the interview took place or is to take place on school district property, an order 
of the juvenile court pursuant to Minnesota Statutes Chapter 260E may specify that 
school district officials may not disclose to the parent, legal custodian, or guardian 
the contents of the notification of intent to interview the child on school district 
property and/or any other related information regarding the interview that may be 
a part of the child’s record.  The school district official must receive a copy of the 
order from the local welfare or law enforcement agency.

C. When the local welfare agency, local law enforcement agency, or agency 
responsible for assessing or investigating a report of maltreatment determines that 
an interview should take place on school district property, school district officials 
must receive written notification of intent to interview the child on school district 
property prior to the interview.  The notification shall include the name of the child 
to be interviewed, the purpose of the interview, and a reference to the statutory 
authority to conduct an interview on school district property.  Where the interviews 
are conducted by the local welfare agency, the notification must be signed by the 
chair of the local social services agency or the chair’s designee.  The notification is 
private educational data on the student.  School district officials may not disclose 
to the parent, legal custodian or guardian the contents of the notification or any 
other related information regarding the interview until notified in writing by the 
local welfare or law enforcement agency that the investigation or assessment has 
been concluded, unless a school employee or agent is alleged to have maltreated 
the child.  Until school district officials receive said notification, all inquiries 
regarding the nature of the investigation or assessment should be directed to the 
local welfare or law enforcement agency or the agency responsible for assessing or 
investigating a report of maltreatment shall be solely responsible for any disclosure 
regarding the nature of the assessment or investigation.

D. School district officials shall have discretion to reasonably schedule the time, place, 
and manner of an interview by a local welfare or local law enforcement agency on 
school district premises.  However, where the alleged perpetrator is believed to be 
a school district official or employee, the local welfare or local law enforcement 
agency will have discretion to determine where the interview will be held.  The 
interview must be conducted not more than 24 hours after the receipt of the 
notification unless another time is considered necessary by agreement between the 
school district officials and the local welfare or law enforcement agency.  However, 
school district officials must yield to the discretion of the local welfare or law 
enforcement agency concerning other persons in attendance at the interview.  
School district officials will make every effort to reduce the disruption to the 
educational program of the child, other students, or school staff when an interview 
is conducted on school district premises.

E. Students shall not be taken from school district property without the consent of the 
principal and without proper warrant.



Policy 519 3

Legal References: Minn. Stat. § 13.32 (Educational Data)
Minn. Stat. Ch. 260E (Reporting of Maltreatment of Minors)

Cross References: Policy 103 (Complaints – Students, Employees, Parents, Other Persons)
Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 
Abuse)
Policy 515 (Protection and Privacy of Pupil Records)
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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.

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.

Minnesota Statutes, section 124D.991, 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;
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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 ________.]

B. “Library collection” consists of the library materials made available to students.

C. “Library materials” are the books, periodicals, newspapers, manuscripts, films, 
prints, 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.
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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 as set forth in this policy.]

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;
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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.

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. 

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 
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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. One member of the school district administration

b. One principal

c. Two teachers

d. One library media specialist (or district media specialist or public 
librarian if the school district does not have a library media 
specialist)

e. Two members of the school district community with no direct 
connection with the request for reconsideration

f. Two student representatives (as appropriate to the specific request).

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; 
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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.

6. The requestor shall have the right to appeal the decision of the 
superintendent or the superintendent’s designee to the school board.

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. 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.]
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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: Policy 524 (Internet Acceptable Use and Safety Policy)
Policy 606 (Textbook and Instructional Materials)



1

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

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.

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.
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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.

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.
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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 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.
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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.

c. Return secure test materials as outlined in applicable manuals and 
resources.
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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 
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).
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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.

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.
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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.

(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.
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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.

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

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

(6) Complete information as directed.

(7) Record extra test materials.

b. During test.

(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.

(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.
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(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.

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.
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(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.

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.
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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.

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.
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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.

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 3501.0640-3501.0660 (Academic Standards for 
Language Arts)
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics)
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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)
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act)

Cross References: Policy 601 (School District Curriculum and Instruction Goals)
Policy 613 (Graduation Requirements)
Policy 615 (Testing Accommodations, Modifications, and Exemptions for 
IEPs, Section 504 Plans, and LEP Students)
Policy 616 (School District System Accountability)
Minnesota PearsonAccess Next Resources and Forms:
http://minnesota.pearsonaccessnext.com/policies-and-procedures/
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621 LITERACY AND THE READ ACT

[NOTE: The 2024 Minnesota legislature renumbered the Read Act statutes to 120B.118 
and 120B.119.]

I. PURPOSE

This policy aligns with Minnesota law established in the Read Act and on other topics 
related to reading.

 
II. GENERAL STATEMENT OF POLICY

The school district recognizes the centrality of reading in a student’s educational 
experience.

III. DEFINITIONS

A. “Evidence-based” means the instruction or item described is based on reliable, 
trustworthy, and valid evidence and has demonstrated a record of success in 
increasing students’ reading competency in the areas of phonological and 
phonemic awareness, phonics, vocabulary development, reading fluency, and 
reading comprehension. Evidence-based literacy instruction is explicit, systematic, 
and includes phonological and phonemic awareness, phonics and decoding, 
spelling, fluency, vocabulary, oral language, and comprehension that can be 
differentiated to meet the needs of individual students. Evidence-based 
instruction does not include the three-cueing system, as defined in subdivision 16.

B. “Fluency” means the ability of students to read text accurately, automatically, and 
with proper expression.

C. “Foundational reading skills” includes phonological and phonemic awareness, 
phonics and decoding, and fluency. Foundational reading skills appropriate to each 
grade level must be mastered in kindergarten, grade 1, grade 2, and grade 3. 
Struggling readers in grades 4 and above who do not demonstrate mastery of grade-
level foundational reading skills must continue to receive explicit, systematic 
instruction to reach mastery.

D. “Literacy specialist” means a person licensed by the Professional Educator 
Licensing and Standards Board as a teacher of reading, a special education teacher, 
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or a kindergarten through grade 6 teacher, who has completed professional 
development approved by the Minnesota Department of Education (MDE) in 
structured literacy. A literacy specialist employed by the department under 
Minnesota Statutes, section 120B.123, subdivision 7, or by a district as a literacy 
lead, is not required to complete the approved training before August 30, 2025.

E. “Literacy lead” means a literacy specialist with expertise in working with educators 
as adult learners. A district literacy lead must support the district's implementation 
of the Read Act; provide support to school-based coaches; support the 
implementation of structured literacy, interventions, curriculum delivery, and 
teacher training; assist with the development of personal learning plans; and train 
paraprofessionals and other support staff to support classroom literacy instruction. 
A literacy lead may be employed by one district, jointly by two or more districts, 
or may provide services to districts through a partnership with the regional service 
cooperatives or another district.

F. “Multitiered system of support” or “MTSS” means a systemic, continuous 
improvement framework for ensuring positive social, emotional, behavioral, 
developmental, and academic outcomes for every student. The MTSS framework 
provides access to layered tiers of culturally and linguistically responsive, 
evidence-based practices and relies on the understanding and belief that every 
student can learn and thrive. Through a MTSS at the core (Tier 1), supplemental 
(Tier 2), and intensive (Tier 3) levels, educators provide high quality, evidence-
based instruction and intervention that is matched to a student’s needs; 
progress is monitored to inform instruction and set goals and data is used for 
educational decision making.

G. “Oral language,” also called “spoken language,” includes speaking and listening, 
and consists of five components: phonology, morphology, syntax, semantics, and 
pragmatics.

H. “Phonemic awareness” means the ability to notice, think about, and manipulate 
individual sounds in spoken syllables and words.

I. “Phonics instruction” means the explicit, systematic, and direct instruction of the 
relationships between letters and the sounds they represent and the application of 
this knowledge in reading and spelling.

J. “Progress monitoring” means using data collected to inform whether interventions 
are working. Progress monitoring involves ongoing monitoring of progress that 
quantifies rates of improvement and informs instructional practice and the 
development of individualized programs using state-approved screening that is 
reliable and valid for the intended purpose.

K. “Reading comprehension” means a function of word recognition skills and 
language comprehension skills. It is an active process that requires intentional 
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thinking during which meaning is constructed through interactions between the text 
and reader. Comprehension skills are taught explicitly by demonstrating, 
explaining, modeling, and implementing specific cognitive strategies to help 
beginning readers derive meaning through intentional, problem-solving 
thinking processes.

L. “Structured literacy” means an approach to reading instruction in which teachers 
carefully structure important literacy skills, concepts, and the sequence of 
instruction to facilitate children’s literacy learning and progress. Structured literacy 
is characterized by the provision of systematic, explicit, sequential, and diagnostic 
instruction in phonemic awareness, phonics, fluency, vocabulary and oral language 
development, and reading comprehension.

M.  “Three-cueing system,” also known as “meaning structure visual (MSV),” means a 
method that teaches students to use meaning, structure and syntax, and visual cues 
when attempting to read an unknown word.

N. “Vocabulary development” means the process of acquiring new words. A robust 
vocabulary improves all areas of communication, including listening, speaking, 
reading, and writing. Vocabulary growth is directly related to school achievement 
and is a strong predictor for reading success.

IV. READING SCREENER; PARENT NOTIFICATION AND INVOLVEMENT

A. The school district must administer an approved evidence-based reading screener 
to students in kindergarten through grade 3 within the first six weeks of the school 
year, and again within the last six weeks of the school year. The screener must be 
one of the screening tools approved by the Minnesota Department of Education 
(MDE).

B. The school district must identify any screener it uses in the district’s annual literacy 
plan, and submit screening data with the annual literacy plan by June 15.

C. Schools, at least biannually after administering each screener, must give the parent 
of each student who is not reading at or above grade level timely information about:

1. the student’s reading proficiency as measured by a screener approved by 
MDE;

2. reading-related services currently being provided to the student and the 
student’s progress; and

3. strategies for parents to use at home in helping their student succeed in 
becoming grade-level proficient in reading in English and in their native 
language.
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D. The school district may not use this section to deny a student’s right to a 
special education evaluation.

V. IDENTIFICATION AND REPORT

A. Students enrolled in kindergarten, grade 1, grade 2, and grade 3, including 
multilingual learners and students receiving special education services, must be 
universally screened for mastery of foundational reading skills, including phonemic 
awareness, phonics, decoding, fluency, oral language, and for characteristics of 
dyslexia as measured by a screening tool approved by MDE. The screening for 
characteristics of dyslexia may be integrated with universal screening for mastery 
of foundational skills and oral language. 

B. The school district must submit data on student performance in kindergarten, grade 
1, grade 2, and grade 3 on foundational reading skills, including phonemic 
awareness, phonics, decoding, fluency, and oral language to MDE in the annual 
local literacy plan submission due on June 15.

C. Students in grades 4 and above, including multilingual learners and students 
receiving special education services, who do not demonstrate mastery of 
foundational reading skills, including phonemic awareness, phonics, decoding, 
fluency, and oral language, must be screened using a screening tool approved by 
MDE for characteristics of dyslexia and must continue to receive evidence-based 
instruction, interventions, and progress monitoring until the students achieve 
grade-level proficiency. A parent, in consultation with a teacher, may opt a 
student out of the literacy screener if the parent and teacher decide that 
continuing to screen would not be beneficial to the student. In such limited cases, 
the student must continue to receive progress monitoring and literacy interventions.

D. Reading screeners in English, and in the predominant languages of school district 
students where practicable, must identify and evaluate students' areas of academic 
need related to literacy. The school district also must monitor the progress and 
provide reading instruction appropriate to the specific needs of multilingual 
learners. The school district must use an approved, developmentally appropriate, 
and culturally responsive screener and annually report summary screener results to 
the MDE Commissioner (“Commissioner”) by June 15 in the form and manner 
determined by the MDE Commissioner.

E. The school district must include in its literacy plan a summary of the district's 
efforts to screen, identify, and provide interventions to students who demonstrate 
characteristics of dyslexia as measured by a screening tool approved by MDE. With 
respect to students screened or identified under paragraph (a), the report must 
include:

1. a summary of the school district's efforts to screen for dyslexia;
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2. the number of students universally screened for that reporting year;
 

3. the number of students demonstrating characteristics of dyslexia for that 
year; and

4. an explanation of how students identified under this subdivision are 
provided with alternate instruction and interventions under Minnesota 
Statutes, section 125A.56, subdivision 1.

VI. INTERVENTION

A. For each student identified under the screening identification process, the school 
district shall provide reading intervention to accelerate student growth and reach 
the goal of reading at or above grade level by the end of the current grade and school 
year. 

B. The school district must implement progress monitoring, as defined in Minnesota 
Statutes, section 120B.119, for a student not reading at grade level.

C. The school district must use evidence-based curriculum and intervention materials 
at each grade level that are designed to ensure student mastery of phonemic 
awareness, phonics, vocabulary development, reading fluency, and reading 
comprehension. Starting July 1, 2023, if the school district purchases new literacy 
curriculum, or literacy intervention or supplementary materials, the curriculum or 
materials must be evidence-based as defined in Minnesota Statutes, section 
120B.119.

D. If a student does not read at or above grade level by the end of the current school 
year, the school district must continue to provide reading intervention until the 
student reads at grade level. School district intervention methods shall encourage 
family engagement and, where possible, collaboration with appropriate school and 
community programs that specialize in evidence-based instructional practices and 
measure mastery of foundational reading skills, including phonemic awareness, 
phonics, decoding, fluency, and oral language. 

E. By the 2025-2026 school year, intervention programs must be taught by an 
intervention teacher or special education teacher who has successfully completed 
training in evidence-based reading instruction approved by MDE. Intervention may 
include but is not limited to requiring student attendance in summer school, 
intensified reading instruction that may require that the student be removed from 
the regular classroom for part of the school day, extended-day programs, or 
programs that strengthen students’ cultural connections.

F. The school district must determine the format of the personal learning plan in 
collaboration with the student's educators and other appropriate professionals. The 
school must develop the learning plan in consultation with the student's parent or 
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guardian. The personal learning plan must include targeted instruction that is 
evidence-based and ongoing progress monitoring, and address knowledge gaps and 
skill deficiencies through strategies such as specific exercises and practices 
during and outside of the regular school day, group interventions, periodic 
assessments or screeners, and reasonable timelines. The personal learning plan 
may include grade retention, if it is in the student’s best interest; a student may 
not be retained solely due to delays in literacy or not demonstrating grade-level 
proficiency. A school must maintain and regularly update and modify the personal 
learning plan until the student reads at grade level. This paragraph does not apply 
to a student under an individualized education program.

VII. LOCAL LITERACY PLAN

A. The school district must adopt a local literacy plan to have every child reading at 
or above grade level every year beginning in kindergarten and to support 
multilingual learners and students receiving special education services in achieving 
their individualized reading goals. The school district must update and submit the 
plan to the Commissioner of MDE by June 15 each year. The plan must be 
consistent with the Read Act, and include the following:

1. a process to assess students' foundational reading skills, oral language, and 
level of reading proficiency and the screeners used, by school site and grade 
level, under Minnesota Statutes, section 120B.123;

2. a process to notify and involve parents;

3. a description of how schools in the school district will determine the 
targeted reading instruction that is evidence-based and includes an 
intervention strategy for a student and the process for intensifying or 
modifying the reading strategy in order to obtain measurable reading 
progress;

4. evidence-based intervention methods for students who are not reading at or 
above grade level and progress monitoring to provide information on the 
effectiveness of the intervention; 

5. identification of staff development needs, including a plan to meet those 
needs;

6. the curricula used by school site and grade level;

7. a statement of whether the school district has adopted an MTSS framework;

8. student data using the measures of foundational literacy skills and mastery 
identified by MDE for the following students:
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a. students in kindergarten through grade 3;

b. students who demonstrate characteristics of dyslexia; and

c. students in grades 4 to 12 who are identified as not reading at grade 
level; and

9. the number of teachers and other staff that have completed training 
approved by the department.

B. The school district must post its literacy plan on the official school district website 
and submit it to the Commissioner of MDE using the template developed by the 
Commissioner beginning June 15, 2024.

VIII. STAFF TRAINING

A. Beginning July 1, 2024, a school district must provide access to the training 
required under Minnesota Statutes, section 120B.123, subdivision 5, to:

1. intervention teachers working with students in kindergarten through grade 
12;

2. all classroom teachers of students in kindergarten through grade 3 and 
children in prekindergarten programs;

3. special education teachers;

4. curriculum directors;

5.  instructional support staff who provide reading instruction; and

6. employees who select literacy instructional materials for a district.

B. The school district must provide training from a menu of approved evidence-based 
training programs to all reading intervention teachers, literacy specialists, and 
other teachers and staff identified in Minnesota Statutes, section 120B.12, 
subdivision 1, paragraph (b), by July 1, 2025; and by July 1, 2027, to other teachers 
in the school district, prioritizing teachers who work with students with disabilities, 
English learners, and students who qualify for the graduation incentives program 
under Minnesota Statutes, section 124D.68. The Commissioner of MDE may 
grant a school district an extension to these deadlines.

C. By August 30, 2025, the school district must employ or contract with a literacy 
lead, or be actively supporting a designated literacy specialist through the process 
of becoming a literacy lead. The school board may satisfy the requirements of this 
subdivision by contracting with another school board or cooperative unit under 
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Minnesota Statutes, section 123A.24 for the services of a literacy lead by August 
30, 2025.  The school district literacy lead must collaborate with school district 
administrators and staff to support the school district’s implementation of 
requirements under the Read Act.

IX. STAFF DEVELOPMENT

A. The school district must provide training programs on evidence-based reading 
instruction to teachers and instructional staff in accordance with subdivision 1, 
paragraph (b). The training must include teaching in the areas of phonemic 
awareness, phonics, vocabulary development, reading fluency, reading 
comprehension, and culturally and linguistically responsive pedagogy.

B. The school district shall use the data under Article V. above to identify the staff 
development needs so that:

1. elementary teachers are able to implement explicit, systematic, evidence-
based instruction in the five reading areas of phonemic awareness, 
phonics, fluency, vocabulary, and comprehension with emphasis on 
mastery of foundational reading skills as defined in Minnesota Statutes, 
section 120B.119 and other literacy-related areas including writing until 
the student achieves grade-level reading and writing proficiency;

2. elementary teachers have sufficient training to provide students with 
evidence-based reading and oral language instruction that meets students’ 
developmental, linguistic, and literacy needs using the intervention methods 
or programs selected by the school district for the identified students;

3. licensed teachers employed by the school district have regular opportunities 
to improve reading and writing instruction;

4. licensed teachers recognize students’ diverse needs in cross-cultural settings 
and are able to serve the oral language and linguistic needs of students who 
are multilingual learners by maximizing strengths in their native languages 
in order to cultivate students’ English language development, including oral 
academic language development, and build academic literacy; and

5. licensed teachers are well trained in culturally responsive pedagogy that 
enables students to master content, develop skills to access content, and 
build relationships.

C. The school district must provide staff in early childhood programs sufficient 
training to provide children in early childhood programs with explicit, systematic 
instruction in phonological and phonemic awareness; oral language, including 
listening comprehension; vocabulary; and letter-sound correspondence.
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X. LITERACY INCENTIVE AID USES

The school district must use its literacy incentive aid to support implementation of 
evidence-based reading instruction. The following are eligible uses of literacy incentive 
aid:

1. training for kindergarten through grade 3 teachers, early childhood 
educators, special education teachers, reading intervention teachers 
working with students in kindergarten through grade 12, curriculum 
directors, and instructional support staff that provide reading instruction, on 
using evidence-based screening and progress monitoring tools;

2. evidence-based training using a training program approved by MDE;

3. employing or contracting with a literacy lead, as defined in Minnesota 
Statutes, section 120B.119;

4. materials, training, and ongoing coaching to ensure reading interventions 
under Minnesota Statutes, section 125A.56, subdivision 1, are evidence-
based; and costs of substitute teachers to allow teachers to complete 
required training during the teachers’ contract day.

Legal References: Minn. Stat. § 120B.119 (Read Act Definitions)
Minn. Stat. § 120B.12 (Read Act Goal and Interventions)
Minn. Stat. § 120B.123 (Read Act Implementation)
Minn. Stat. § 123A.24 (Withdrawing from a Cooperative Unit; Appealing 
Denial of Membership)
Minn. Stat. §124D.68 (Graduation Incentives Program)
Minn. Stat. § 124D.98 (Literacy Incentive Aid)
Minn. Stat. § 125A.56 (Alternate Instruction Required before Assessment 
Referral)

Cross References: None
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701 ESTABLISHMENT AND ADOPTION OF SCHOOL DISTRICT BUDGET

I. PURPOSE

The purpose of this policy is to establish lines of authority and procedures for the 
establishment of the school district’s revenue and expenditure budgets.

II. GENERAL STATEMENT OF POLICY

The policy of the school district is to establish its revenue and expenditure budgets in 
accordance with the applicable provisions of law.  Budget planning is an integral part of 
program planning so that the annual budget will effectively express and implement school 
board goals and the priorities of the school district.

III. REQUIREMENT

A. The superintendent or such other school official as designated by the superintendent 
or the school board shall each year prepare preliminary revenue and expenditure 
budgets for review by the school board or its designated committee or committees.  
The preliminary budgets shall be accompanied by such written commentary as may 
be necessary for them to be clearly understood by the members of the school board 
and the public.  The school board shall review the projected revenues and 
expenditures for the school district for the next fiscal year and make such 
adjustments in the expenditure budget as necessary to carry out the education 
program within the revenues projected. When projected expenditures exceed 
projected revenues, the school board may consider use of an available fund balance, 
if one exists.

B. The school district must maintain separate accounts to identify revenues and 
expenditures for each building.  Expenditures shall be reported in compliance with 
Minnesota Statutes section 123B.76.

C. Prior to July 1 of each year, the school board shall approve and adopt its initial 
revenue and expenditure budgets for the next school year.  The adopted expenditure 
budget document shall be considered the school board’s expenditure authorization 
for that school year.  No funds may be expended for any purpose in any school year 
prior to the adoption of the budget document which authorizes that expenditure for 
that year, or prior to the adoption of an amendment to that budget document by the 
school board to authorize that expenditure for that year.

Adopted: September 28, 2020
Revised: February, 27, 2023
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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D. Each year, the school district shall publish its adopted revenue and expenditure 
budgets for the current year, the actual revenues, expenditures, and fund balances 
for the prior year, and the projected fund balances for the current year in the form 
prescribed by the Minnesota Commissioner of the Minnesota Department of 
Education (Commissioner) within one week of the acceptance of the final audit by 
the school board, or November 30, whichever is earlier.  A statement shall be 
included in the publication that the complete budget in detail may be inspected by 
any resident of the school district upon request to the superintendent.  A summary 
of this information and the address of the school district’s official website where 
the information can be found must be published in a newspaper of general 
circulation in the school district.  At the same time as this publication, the school 
district shall publish the other information required by Minnesota Statutes section, 
123B.10.

E. At the public hearing on the adoption of the school district’s proposed property tax 
levy, the school board shall review its current budget and the proposed property 
taxes payable in the following calendar year.

F. The school district must also post the materials specified in Paragraph III.D. above 
on the school district’s official website, including a link to the school district’s 
school report card on the Minnesota Department of Education’s website, and 
publish a summary of information and the address of the school district’s website 
where the information can be found in a qualified newspaper of general circulation 
in the district.

IV. IMPLEMENTATION

A. The school board places the responsibility for administering the adopted budget 
with the superintendent.  The superintendent may delegate duties related thereto to 
other school officials, but the superintendent maintains the ultimate responsibility 
for this function.

B. The program-oriented budgeting system will be supported by a program-oriented 
accounting structure organized and operated on a fund basis as provided for in 
Minnesota statutes through the Uniform Financial Accounting and Reporting 
Standards for Minnesota School Districts (UFARS).

C. The superintendent or the superintendent’s designee is authorized to make 
payments of claims or salaries authorized by the adopted or amended budget prior 
to school board approval.

D. Supplies and capital equipment can be ordered prior to budget adoption only by 
authority of the school board.  If additional personnel are provided in the proposed 
budget, actual hiring may not occur until the budget is adopted unless otherwise 
approved by the school board.  Other funds to be expended in a subsequent school 
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year may not be encumbered prior to budget adoption unless specifically approved 
by the school board.

E. The school district shall make such reports to the Minnesota Commissioner of 
Education as required relating to initial allocations of revenue, reallocations of 
revenue, and expenditures of funds.

Legal References: Minn. Stat. § 123B.10 (Publication of Financial Information)
Minn. Stat. § 123B.76 (Expenditures; Reporting)
Minn. Stat. § 123B.77 (Accounting, Budgeting, and Reporting 
Requirements)

Cross References: Policy 701.1 (Modification of School District Budget)
Policy 702 (Accounting)
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704 FIXED ASSETS DEVELOPMENT AND MAINTENANCE OF AN INVENTORY 
OF FIXED ASSETS AND A FIXED ASSET ACCOUNTING SYSTEM

I. PURPOSE

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

II. GENERAL STATEMENT OF POLICY

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

III. DEVELOPMENT OF INVENTORY AND ACCOUNTING SYSTEM

The superintendent or such other school official as designated by the superintendent or the 
school board shall be responsible for the development and maintenance of an inventory of 
the fixed assets of the school district and for the establishment and maintenance of a formal 
fixed asset accounting system.  The accounting system shall be operated in compliance 
with the applicable provisions of the Uniform Financial Accounting and Reporting 
Standards for Minnesota School Districts (UFARS) with a capitalization level that equals 
or exceeds $5,000. Group purchases for technology, furniture, or other equipment that is 
purchased as a per quantity that otherwise may be below the individual item threshold, the 
total threshold is $25,000. In addition, The inventory shall specify the location of all 
continued abstracts showing the conveyance of the property to the school district; 
certificates of title showing title to the property in the school district; title insurance 
policies; surveys; and other property records relating to the real property of the school 
district.

IV. REPORT

The administration shall annually update the property records of the school district and 
provide an inventory of the fixed assets of the school district to the school board.

Legal References: Minn. Stat. § 123B.02 (General Powers of Independent School Districts)
Minn. Stat. § 123B.09 (Boards of Independent School Districts)
Minn. Stat. § 123B.51 (Schoolhouse and Sites; Uses for School and 
Nonschool Purposes; Closings)

Adopted: September 28, 2020 
Revised: February 27, 2023
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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Cross References: Policy 702 (Accounting)
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721 UNIFORM GRANT GUIDANCE POLICY REGARDING FEDERAL REVENUE 
SOURCES

I. PURPOSE

The purpose of this policy is to ensure compliance with the requirements of the federal 
Uniform Grant Guidance regulations by establishing uniform administrative requirements, 
cost principles, and audit requirements for federal grant awards received by the school 
district.

II. DEFINITIONS
A. “Compensation for personal services” includes all remuneration, paid currently or 

accrued, for services of employees rendered during the period of performance under 
the federal award, including, but not necessarily limited to, wages and salaries.  
Compensation for personal services may also include fringe benefits which are 
addressed in 2 Code of Federal Regulations section 200.431  
(Compensation - Fringe Benefits).

B. “Contract” means a legal instrument by which a non-federal entity purchases 
property or services needed to carry out the project or program under a federal 
award.  The term, as used in 2 Code of Federal Regulations Part 200, does not 
include a legal instrument, even if the non-federal entity considers it a contract, 
when the substance of the transaction meets the definition of a federal award or 
subaward.

C. “Direct costs” are those costs that can be identified specifically with a particular 
final cost objective, such as a federal award, or other internally or externally funded 
activity, or that can be directly assigned to such activities relatively easily with a 
high degree of accuracy.

D. “Equipment” means tangible personal property (including information technology 
systems) having a useful life of more than one year and a per-unit acquisition cost 
which exceeds the lesser of the capitalization level established by the non-federal 
entity for financial statement purposes, or $510,000.

E. “Federal award” has the meaning, depending on the context, in either paragraph 1. 
or 2. of this definition:

Adopted: July 27, 2020 Revised: ________________
Revised: November 14, 2022
Revised: November 25, 2024

Rock Ridge Public 
Schools

1405 Progress 
Parkway

Virginia, MN 55792
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1. a. The federal financial assistance that a non-federal entity receives 
directly from a federal awarding agency or indirectly from a pass-
through entity, as described in 2 Code of Federal Regulations 
section 200.101 (Applicability); or

b. The cost-reimbursement contract under the federal Acquisition 
Regulations that a non-federal entity receives directly from a federal 
awarding agency or indirectly from a pass-through entity, as 
described in 2 Code of Federal Regulations section 200.101 
(Applicability).

2. The instrument setting forth the terms and conditions. The instrument is the 
grant agreement, cooperative agreement, other agreement for assistance 
covered in paragraph (b) of Code of Federal Regulations section 
200.40 (Federal Financial Assistance), or the cost-reimbursement contract 
awarded under the federal Acquisition Regulations.

3. “Federal award” does not include other contracts that a federal agency uses 
to buy goods or services from a contractor or a contract to operate federal-
government-owned, contractor-operated facilities.

F. Grants

1. “State-administered grants” are those grants that pass through a state 
agency such as the Minnesota Department of Education (MDE).

2. “Direct grants” are those grants that do not pass through another agency 
such as MDE and are awarded directly by the federal awarding agency to 
the grantee organization. These grants are usually discretionary grants that 
are awarded by the U.S. Department of Education (DOE) or by another 
federal awarding agency.

G. “Non-federal entity” means a state, local government, Indian tribe, institution of 
higher education, or nonprofit organization that carries out a federal award as a 
recipient or subrecipient.

H. “Post-retirement health plans” refer to costs of health insurance or health services 
not included in a pension plan covered by 2 Code of Federal Regulations section 
200.431(g) for retirees and their spouses, dependents, and survivors.

I. Procurement Methods

1. “Procurement by micro-purchase” is the acquisition of supplies or services, 
the aggregate dollar amount of which does not exceed the micro-purchase 
threshold (generally $10,000, except as otherwise discussed in 48
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Code of Federal Regulations Subpart 2.1 or as periodically adjusted for 
inflation).

2. “Procurement by small purchase procedures” are those relatively simple 
and informal procurement methods for securing services, supplies, or other 
property that do not cost more than $175,000 (periodically adjusted for 
inflation).

[NOTE: Despite the federal government’s increase in the dollar cap for 
small purchases, Minnesota law limits the cap to $175,000.]

3. “Procurement by sealed bids (formal advertising)” is a publicly solicited 
and a firm, fixed-price contract (lump sum or unit price) awarded to the 
responsible bidder whose bid, conforming to all the material terms and 
conditions of the invitation for bids, is the lowest in price.

4. “Procurement by competitive proposals” is normally conducted with more 
than one source submitting an offer, and either a fixed-price or cost-
reimbursement type contract is awarded. Competitive proposals are 
generally used when conditions are not appropriate for the use of sealed 
bids.

5. “Procurement by noncompetitive proposals” is procurement through 
solicitation of a proposal from only one source.

J. “Relocation costs” are costs incident to the permanent change of duty assignment 
(for an indefinite period or for a stated period not less than 12 months) of an existing 
employee or upon recruitment of a new employee.

K. “Severance pay” is a payment in addition to regular salaries and wages by the non-
federal entities to workers whose employment is being terminated.

L. “Travel costs” are the expenses for transportation, lodging, subsistence, and related 
items incurred by employees who are in travel status on official business of the 
school district.

III. CONFLICT OF INTEREST 

A. Employee Conflict of Interest

No employee, officer, or agent may participate in the selection, award, or 
administration of a contract supported by a federal award if he or she has a real or 
apparent conflict of interest.  Such a conflict of interest would arise when the 
employee, officer, or agent, any member of his or her immediate family, his or her 
partner, or an organization which employs or is about to employ any of the parties 
indicated herein, has a financial or other interest in or a tangible personal benefit 
from a firm considered for a contract.  The employees, officers, and agents of the 
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school district may neither solicit nor accept gratuities, favors, or anything of 
monetary value from contractors or parties to subcontracts.  However, the school 
district may set standards for situations in which the financial interest is not 
substantial or the gift is an unsolicited item of nominal value.  The standards of 
conduct must provide for disciplinary actions to be applied for violations of such 
standards by employees, officers, or agents of the school district.

B. Organizational Conflicts of Interest

The school district is unable or appears to be unable to be impartial in conducting 
a procurement action involving the related organization because of relationships 
with a parent company, affiliate, or subsidiary organization.

C. Disclosing Conflicts of Interest.  The school district must disclose in writing any 
potential conflict of interest to MDE in accordance with applicable federal 
awarding agency policyies.

IV. ACCEPTABLE METHODS OF PROCUREMENT

A. General Procurement Standards

The school district must use its own documented procurement procedures which 
reflect applicable state laws, provided that the procurements conform to the 
applicable federal law and the standards identified in the Uniform Grant Guidance.

B. The school district must maintain oversight to ensure that contractors perform in 
accordance with the terms, conditions, and specifications of their contracts or 
purchase orders.

C. The school district’s procedures must avoid acquisition of unnecessary or 
duplicative items.  Consideration should be given to consolidating or breaking out 
procurements to obtain a more economical purchase.  Where appropriate, an 
analysis will be made of lease versus purchase alternatives and any other 
appropriate analysis to determine the most economical approach.

D. The school district must award contracts only to responsible contractors possessing 
the ability to perform successfully under the terms and conditions of a proposed 
procurement.  Consideration will be given to such matters as contractor integrity, 
compliance with public policy, record of past performance, and financial and 
technical resources.

E. The school district must maintain records sufficient to detail the history of 
procurement.  These records will include, but are not necessarily limited to, the 
following: rationale for the method of procurement; selection of the contract type; 
contractor selection or rejection; and the basis for the contract price.
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F. The school district alone must be responsible, in accordance with good 
administrative practice and sound business judgment, for the settlement of all 
contractual and administrative issues arising out of procurements.  These issues 
include, but are not limited to, source evaluation, protests, disputes, and claims.  
These standards do not relieve the school district of any contractual responsibilities 
under its contracts.

G. The school district must take all necessary affirmative steps to assure that minority 
businesses, women’s business enterprises, veteran-owned businesses, and labor 
surplus area firms are used when possible considered.

H. Methods of Procurement

The school district must use one of the following methods of procurement:

1. Procurement by micro-purchases.  To the extent practicable, the school 
district must distribute micro-purchases equitably among qualified 
suppliers.  Micro-purchases may be awarded without soliciting competitive 
quotations if the school district considers the price to be reasonable.

2. Procurement by small purchase procedures.  If small purchase procedures 
are used, price or rate quotations must be obtained from an adequate number 
of qualified sources.

3. Procurement by sealed bids (formal advertising). 

4. Procurement by competitive proposals. If this method is used, the following 
requirements apply:

a. Requests for proposals must be publicized and identify all 
evaluation factors and their relative importance. Any 
response to publicized requests for proposals must be 
considered to the maximum extent practical;

b. Proposals must be solicited from an adequate number of 
qualified sources;

c. The school district must have a written method for 
conducting technical evaluations of the proposals received 
and for selecting recipients;

d. Contracts must be awarded to the responsible firm whose 
proposal is most advantageous to the program, with price 
and other factors considered; and

e. The school district may use competitive proposal procedures
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for qualifications-based procurement of 
architectural/engineering (A/E) professional services 
whereby competitors’ qualifications are evaluated and the 
most qualified competitor is selected, subject to negotiation 
of fair and reasonable compensation. The method where 
price is not used as a selection factor can only be used in 
procurement of A/E professional services; it cannot be used 
to purchase other types of services, though A/E firms are a 
potential source to perform the proposed effort.

5. Procurement by noncompetitive proposals. Procurement by noncompetitive 
proposals may be used only when one or more of the following 
circumstances apply:

a. The item is available only from a single source;

b. The public exigency or emergency for the requirement will 
not permit a delay resulting from competitive solicitation;

c. The DOE or MDE expressly authorizes noncompetitive proposals 
in response to a written request from the school district; or

d. After solicitation of a number of sources, competition is determined 
inadequate.

I. Competition

The school district must have written procedures for procurement transactions.  
These procedures must ensure that all solicitations:

1. Incorporate a clear and accurate description of the technical requirements 
for the material, product, or service to be procured. Such description must 
not, in competitive procurements, contain features which unduly restrict 
competition. The description may include a statement of the qualitative 
nature of the material, product, or service to be procured and, when 
necessary, must set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. 
Detailed product specifications should be avoided if at all possible. When 
making a clear and accurate description of the technical requirements is 
impractical or uneconomical, a “brand name or equivalent” description may 
be used as a means to define the performance or other salient requirements 
of procurement.  The specific features of the named brand which must be 
met by offers must be clearly stated; and

2. Identify all requirements which the offerors must fulfill and all other 
factors to be used in evaluating bids or proposals.
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J. The school district must ensure that all prequalified lists of persons, firms, 
or products which are used in acquiring goods and services are current and include 
enough qualified sources to ensure maximum open and free competition. Also, the 
school district must not preclude potential bidders from qualifying during the 
solicitation period.

K. Non-federal entities are prohibited from contracting with or making subawards 
under “covered transactions” to parties that are suspended or debarred or whose 
principals are suspended or debarred.  “Covered transactions” include procurement 
contracts for goods and services awarded under a grant or cooperative agreement 
that are expected to equal or exceed $25,000.

L. All nonprocurement transactions entered into by a recipient (i.e., subawards to 
subrecipients), irrespective of award amount, are considered covered transactions, 
unless they are exempt as provided in 2 C.F.R.  § 180.215.

V. MANAGING EQUIPMENT AND SAFEGUARDING ASSETS 

A. Property Standards  

The school district must, at a minimum, provide the equivalent insurance coverage 
for real property and equipment acquired or improved with federal funds as 
provided to property owned by the non-federal entity.  Federally owned property 
need not be insured unless required by the terms and conditions of the federal 
award. The school district must adhere to the requirements concerning real 
property, equipment, supplies, and intangible property set forth in 2 Code of Federal 
Regulations sections 200.311, 200.314, and 200.315.

B. Equipment

Management requirements.  

Procedures for managing equipment (including replacement equipment), whether 
acquired in whole or in part under a federal award, until disposition takes place 
will, at a minimum, meet the following requirements:

1. Property records must be maintained that include a description of the 
property; a serial number or other identification number; the source of the 
funding for the property (including the federal award identification number 
(FAIN)); who holds title; the acquisition date; the cost of the property; the 
percentage of the federal participation in the project costs for the federal 
award under which the property was acquired; the location, use, and 
condition of the property; and any ultimate disposition data, including the 
date of disposition and sale price of the property.
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2. A physical inventory of the property must be taken and the results 
reconciled with the property records at least once every two years.

3. A control system must be developed to ensure adequate safeguards to 
prevent loss, damage, or theft of the property.  Any loss, damage, or theft 
must be investigated.

4. Adequate maintenance procedures must be developed to keep property in 
good condition.

5. If the school district is authorized or required to sell the property, proper 
sales procedures must be established to ensure the highest possible return.

C. Cybersecurity

The school district must take reasonable cybersecurity and other measures to 
safeguard
1. Personally identifiable information;

2. Information that the federal agency or pass-through entity designates as 
sensitive; and

3. other information that the school district considers sensitive and is 
consistent with applicable Federal, State, local, and tribal laws regarding 
privacy and responsibility over confidentiality.

[NOTE: See 2 CFR 200.303, which establishes internal controls that the school 
district must implement.]

VI. FINANCIAL MANAGEMENT REQUIREMENTS

A. Financial Management  

The school district’s financial management systems, including records 
documenting compliance with federal statues, regulations, and the terms and 
conditions of the federal award, must be sufficient to permit the preparation of 
reports required by general and program-specific terms and conditions; and the 
tracing of funds to a level of expenditures adequate to establish that such funds have 
been used according to the federal statutes, regulations, and the terms and 
conditions of the federal award.

B. Payment  

The school district must be paid in advance, provided it maintains or 
demonstrates the willingness to maintain both written procedures that minimize the 
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time elapsing between the transfer of funds and disbursement between the school 
district and the financial management systems that meet the standards for fund 
control.

Advance payments to a school district must be limited to the minimum amounts 
needed and timed to be in accordance with the actual, immediate cash requirements 
of the school district in carrying out the purpose of the approved program or project.  
The timing and amount of advance payments must be as close as is administratively 
feasible to the actual disbursements by the non-federal entity for direct program or 
project costs and the proportionate share of any allowable indirect costs.  The 
school district must make timely payment to contractors in accordance with the 
contract provisions.

C. Internal Controls.  The school district must establish and maintain effective internal 
control over the federal award that provides reasonable assurance that the school 
district is managing the federal award in compliance with federal statutes, 
regulations, and the terms and conditions of the federal award.  These internal 
controls should be in compliance align with guidance in “Standards for Internal 
Control in the Federal Government” issued by the Comptroller General of the 
United States, or the “Internal Control Integrated Framework,” issued by the 
Committee of Sponsoring Organizations of the Treadway Commission (COSO).

The school district must comply with the United States Constitution, federal 
statutes, regulations, and the terms and conditions of the federal award.

The school district must also evaluate and monitor the school district’s compliance 
with statutes, regulations, and the terms and conditions of the federal award.

The school district must also take prompt action when instances of noncompliance 
are identified, including noncompliance identified in audit findings.

The school district must take reasonable measures to safeguard protected personally 
identifiable information considered sensitive consistent with applicable federal and 
state laws regarding privacy and obligations of confidentiality.

VII. ALLOWABLE USE OF FUNDS AND COST PRINCIPLES

A. Allowable Use of Funds.  The school district administration and board will enforce 
appropriate procedures and penalties for program, compliance, and accounting staff 
responsible for the allocation of federal grant costs based on their allowability and 
their conformity with federal cost principles to determine the allowability of costs.

B. Definitions
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1. “Allowable cost” means a cost that complies with all legal requirements that 
apply to a particular federal education program, including statutes, 
regulations, guidance, applications, and approved grant awards.

2. “Education Department General Administrative Regulations (EDGAR)” 
means a compilation of regulations that apply to federal education 
programs.  These regulations contain important rules governing the 
administration of federal education programs and include rules affecting the 
allowable use of federal funds (including rules regarding allowable costs, 
the period of availability of federal awards, documentation requirements, 
and grants management requirements).  EDGAR can be accessed at: 
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html.

3. “Omni Circular” or “2 Code of Federal Regulations Part 200s” or 
“Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards” means federal cost principles that 
provide standards for determining whether costs may be charged to federal 
grants.

4. “Advance payment” means a payment that a federal awarding agency or 
passthrough entity makes by any appropriate payment mechanism, 
including a predetermined payment schedule, before the non-federal entity 
disburses the funds for program purposes.

C. Allowable Costs. The following items are costs that may be allowable under the 2 
Code of Federal Regulations, Part 200s under specific conditions:

1. Advisory councils;

2. Audit costs and related services;

3. Bonding costs;

4. Communication costs;

5. Compensation for personal services;

6. Depreciation and use allowances;

7. Employee morale,  health, and welfare costs;

8. Equipment and other capital expenditures;

9. Gains and losses on disposition of depreciable property and other capital 
assets and substantial relocation of federal programs;

http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
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10. Insurance and indemnification;

11. Maintenance, operations, and repairs;

12. Materials and supplies costs;

13. Meetings and conferences;

14. Memberships, subscriptions, and professional activity costs;

15. Security costs;

16. Professional service costs;

17. Proposal costs;

18. Publication and printing costs;

19. Rearrangement and alteration costs;

20. Rental costs of building and equipment;

21. Training costs; and

22. Travel costs.

D. Costs Forbidden by Federal Law.  2 Code of Federal Regulations Part 200s 
and EDGAR identify certain costs that may never be paid with federal funds.  The 
following list provides examples of such costs.  If a cost is on this list, it may not 
be supported with federal funds.  The fact that a cost is not on this list does not 
mean it is necessarily permissible.  Other important restrictions apply to federal 
funds, such as those items detailed in the 2 CFR  Code of Federal Regulations, Part 
200s; thus, the following list is not exhaustive:

1. Advertising and public relations costs (with limited exceptions), including 
promotional items and memorabilia, models, gifts, and souvenirs;

2. Alcoholic beverages;

3. Bad debts;

4. Contingency provisions (with limited exceptions);

5. Fundraising and investment management costs (with limited exceptions);

6. Donations;
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7. Contributions;

8. Entertainment (amusement, diversion, and social activities and any 
associated costs);

9. Fines and penalties;

10. General government expenses (with limited exceptions pertaining to Indian 
tribal governments and Councils of Government (COGs));

11. Goods or services for personal use;

12. Interest, except interest specifically stated in 2 Code of Federal 
Regulations section 200.441 as allowable;

13. Religious use;

14. The acquisition of real property (unless specifically permitted by 
programmatic statute or regulations, which is very rare in federal education 
programs);

15. Construction (unless specifically permitted by programmatic statute or 
regulations, which is very rare in federal education programs); and

16. Tuition charged or fees collected from students applied toward meeting 
matching, cost sharing, or maintenance of effort requirements of a program.

E. Program Allowability

1. Any cost paid with federal education funds must be permissible under the 
federal program that would support the cost.

2. Many federal education programs detail specific required and/or allowable 
uses of funds for that program.  Issues such as eligibility, program 
beneficiaries, caps or restrictions on certain types of program expenses, 
other program expenses, and other program specific requirements must be 
considered when performing the programmatic analysis.

3. The two largest federal K-12 programs, Title I, Part A, and the Individuals 
with Disabilities Education Act (IDEA), do not contain a use of funds 
section delineating the allowable uses of funds under those programs.  In 
those cases, costs must be consistent with the purposes of the program in 
order to be allowable.

F. Federal Cost Principles
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1. The Omni Circular defines the parameters for the permissible uses of federal 
funds.  While many requirements are contained in the Omni Circular, it 
includes five core principles that serve as an important guide for effective 
grant management.  These core principles require all costs to be:

a. Necessary for the proper and efficient performance or 
administration of the program.

b. Reasonable.  An outside observer should clearly understand why a 
decision to spend money on a specific cost made sense in light of 
the cost, needs, and requirements of the program.

c. Allocable to the federal program that paid for the cost.  A program 
must benefit in proportion to the amount charged to the federal 
program – for example, if a teacher is paid 50% with Title I funds, 
the teacher must work with the Title I program/students at least 50% 
of the time.  Recipients also need to be able to track items or services 
purchased with federal funds so they can prove they were used for 
federal program purposes.

d. Authorized under state and local rules.  All actions carried out with 
federal funds must be authorized and not prohibited by state and 
local laws and policies.

e. Adequately documented.  A recipient must maintain proper 
documentation so as to provide evidence to monitors, auditors, or 
other oversight entities of how the funds were spent over the 
lifecycle of the grant.

G. Program Specific Fiscal Rules.  The Omni Circular also contains specific rules on 
selected items of costs.  Costs must comply with these rules in order to be paid with 
federal funds.

1. All federal education programs have certain program specific fiscal rules 
that apply.  Determining which rules apply depends on the program; 
however, rules such as supplement, not supplant, maintenance of effort, 
comparability, caps on certain uses of funds, etc., have an important impact 
when analyzing whether a particular cost is permissible.

2. Many state-administered programs require local education agencies (LEAs) 
to use federal program funds to supplement the amount of state, local, and, 
in some cases, other federal funds they spend on education costs and not to 
supplant (or replace) those funds.  Generally, the “supplement, not 
supplant” provision means that federal funds must be used to supplement 
the level of funds from non-federal sources by providing additional 
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services, staff, programs, or materials.  In other words, federal funds 
normally cannot be used to pay for things that would otherwise be paid for 
with state or local funds (and, in some cases, with other federal funds).

3. Auditors generally presume supplanting has occurred in three situations:

a. School district uses federal funds to provide services that the school 
district is required to make available under other federal, state, or 
local laws.

b. School district uses federal funds to provide services that the school 
district provided with state or local funds in the prior year.

c. School district uses Title I, Part A, or Migrant Education Program 
funds to provide the same services to Title I or Migrant students that 
the school district provides with state or local funds to 
nonparticipating students.

4. These presumptions apply differently in different federal programs and also 
in schoolwide program schools.  Staff should be familiar with the 
supplement not supplant provisions applicable to their program.

H. Approved Plans, Budgets, and Special Conditions

1. As required by the Omni Circular, all costs must be consistent with 
approved program plans and budgets.

2. Costs must also be consistent with all terms and conditions of federal 
awards, including any special conditions imposed on the school district’s 
grants.

I. Training

1. The school district will provide training on the allowable use of federal 
funds to all staff involved in federal programs.

2. The school district will promote coordination between all staff involved in 
federal programs through activities, such as routine staff meetings and 
training sessions.

J. Employee Sanctions.  Any school district employee who violates this policy will 
be subject to discipline, as appropriate, up to and including the termination of 
employment.

K. Mandatory Disclosures
The school district must promptly disclose whenever, in connection with the Federal 
award (including any activities or subawards thereunder), it has credible evidence of the 



Policy 721 15

commission of a violation of Federal criminal law involving fraud, conflict of interest, 
bribery, or gratuity violations found in 18 United States Code or a violation of the civil 
False Claims Act (31 United States Code, sections 3729–3733). 

The disclosure must be made in writing to the Federal agency, the agency’s Office of 
Inspector General, and pass-through entity (if applicable). School districts are also 
required to report matters related to recipient integrity and performance in accordance 
with Appendix XII of this part. Failure to make required disclosures can result in any of 
the remedies described in 2 Code of Federal Regulations, section 200.339.

VIII. COMPENSATION – PERSONAL SERVICES EXPENSES AND REPORTING

A. Compensation – Personal Services

Costs of compensation are allowable to the extent that they satisfy the specific requirements 
of the Uniform Grant Guidance and that the total compensation for individual employees:

1. Is reasonable for the services rendered and conforms to the established 
written policy of the school district consistently applied to both federal and 
non-federal activities; and

2. Follows an appointment made in accordance with a school district’s written 
policies and meets the requirements of federal statute, where applicable.

Unless an arrangement is specifically authorized by a federal awarding agency, a 
school district must follow its written non-federal, entitywide policies and practices 
concerning the permissible extent of professional services that can be provided 
outside the school district for non-organizational compensation.

B. Compensation – Fringe Benefits

1. During leave.

The costs of fringe benefits in the form of regular compensation paid to employees 
during periods of authorized absences from the job, such as for annual leave, 
family-related leave, sick leave, holidays, court leave, military leave, administrative 
leave, and other similar benefits, are allowable if all of the following criteria are 
met:

a. They are provided under established written leave policies;

b. The costs are equitably allocated to all related activities, including 
federal awards; and

c. The accounting basis (cash or accrual) selected for costing each type 
of leave is consistently followed by the school district.
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2. The costs of fringe benefits in the form of employer contributions or 
expenses for social security; employee life, health, unemployment, and 
worker’s compensation insurance (except as indicated in 2 Code of Federal 
Regulations 200.447(d)); pension plan costs; and other similar 
benefits are allowable, provided such benefits are granted under established 
written policies.  Such benefits must be allocated to federal awards and all 
other activities in a manner consistent with the pattern of benefits 
attributable to the individuals or group(s) of employees whose salaries and 
wages are chargeable to such federal awards and other activities and 
charged as direct or indirect costs in accordance with the school district’s 
accounting practices.

3. Actual claims paid to or on behalf of employees or former employees for 
workers’ compensation, unemployment compensation, severance pay, and 
similar employee benefits (e.g., post-retirement health benefits) are 
allowable in the year of payment provided that the school district follows a 
consistent costing policy.

4. Pension plan costs may be computed using a pay-as-you-go method or an 
acceptable actuarial cost method in accordance with the written policies of 
the school district.

5. Post-retirement costs may be computed using a pay-as-you-go method or 
an acceptable actuarial cost method in accordance with established written 
policies of the school district.

6. Costs of severance pay are allowable only to the extent that, in each case, 
severance pay is required by law; employer-employee agreement; 
established policy that constitutes, in effect, an implied agreement on the 
school district’s part; or circumstances of the particular employment.

C. Insurance and Indemnification.  Types and extent and cost of coverage are in 
accordance with the school district’s policy and sound business practice.

D. Recruiting Costs.  Short-term, travel visa costs (as opposed to longer-term, 
immigration visas) may be directly charged to a federal award, so long as they are:

1. Critical and necessary for the conduct of the project;

2. Allowable under the cost principles set forth in the Uniform Grant 
Guidance;

3. Consistent with the school district’s cost accounting practices and school 
district policy; and
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4. Meeting the definition of “direct cost” in the applicable cost principles of 
the Uniform Grant Guidance.

E. Relocation Costs of Employees.  Relocation costs are allowable, subject to the 
limitations described below, provided that reimbursement to the employee is in 
accordance with the school district’s reimbursement policy.

F. Travel Costs.  Travel costs may be charged on an actual cost basis, on a per diem 
or mileage basis in lieu of actual costs incurred, or on a combination of the two, 
provided the method used is applied to an entire trip and not to selected days of the 
trip, and results in charges consistent with those normally allowed in like 
circumstances in the school district’s non-federally funded activities and in 
accordance with the school district’s reimbursement policies.

Costs incurred by employees and officers for travel, including costs of lodging, 
other subsistence, and incidental expenses, must be considered reasonable and 
otherwise allowable only to the extent such costs do not exceed charges normally 
allowed by the school district in its regular operations according to the school 
district’s written reimbursement and/or travel policies.

In addition, when costs are charged directly to the federal award, documentation 
must justify the following:

1. Participation of the individual is necessary to the federal award; and

2. The costs are reasonable and consistent with the school district’s established 
travel policy.

Temporary dependent care costs above and beyond regular dependent care that 
directly results from travel to conferences is allowable provided the costs are:

1. A direct result of the individual’s travel for the federal award;

2. Consistent with the school district’s documented travel policy for all school 
district travel; and

3. Only temporary during the travel period.

Legal References: 2 C.F.R. § 200.12 (Definitions: Capital Assets)
2 C.F.R. § 200.112 (Conflict of Interest)
2 C.F.R. § 200.113 (Mandatory Disclosures)
2 C.F.R. § 200.205(d) (Federal Awarding Agency Review of Risk Posed by 
Applicants Merit of Proposals)
2 C.F.R. § 200.214 (Suspension and Debarment)
2 C.F.R. § 200.300(b) (Statutory and National Policy Requirements)
2 C.F.R. § 200.302 (Financial Management)
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2 C.F.R. § 200.303 (Internal Controls)
2 C.F.R. § 200.305(b)(1) (Federal Payment)
2 C.F.R. § 200.310 (Insurance Coverage)
2 C.F.R. § 200.311 (Federally-owned and Exempt Real Property)
2 C.F.R. § 200.312 (Federally-owned and Exempt Property)
2 C.F.R. § 200.313(d) (Equipment)
2 C.F.R. § 200.314 (Supplies) 
2 C.F.R. § 200.315 (Intangible Property)
2 C.F.R. § 200.318 (General Procurement Standards)
2 C.F.R. § 200.319(c) (Competition)
2 C.F.R. § 200.320 (Methods of Procurement to be Followed)
2 C.F.R. § 200.321 (Contracting with Small and Minority Businesses, 
Women’s Business Enterprises, and Labor Surplus Area Firms)
2 C.F.R. § 200.328 (Financial Reporting)
2 C.F.R. § 200.339 (Remedies for Noncompliance)
2 C.F.R. § 200.403(c) (Factors Affecting Allowability of Costs)
2 C.F.R. § 200.430 (Compensation – Personal Services)
2 C.F.R. § 200.431 (Compensation – Fringe Benefits)
2 C.F.R. § 200.447 (Insurance and Indemnification)
2 C.F.R. § 200.463 (Recruiting Costs)
2 C.F.R. § 200.464 (Relocation Costs of Employees)
2 C.F.R. § 200.474 (Transportation Costs)
2 C.F.R. § 200.475 (Travel Costs)

Cross References: Policy 208 (Development, Adoption, and Implementation of Policies)
Policy 210 (Conflict of Interest – School Board Members)
Policy 210.1 (Conflict of Interest – Charter School Board Members)
Policy 412 (Expense Reimbursement)
Policy 701 (Establishment and Adoption of School District Budget)
Policy 701.1 (Modification of School District Budget)
Policy 702 (Accounting)
Policy 703 (Annual Audit)

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR8feb98c2e3e5ad2/section-200.312
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906 COMMUNITY NOTIFICATION OF PREDATORY OFFENDERS

[NOTE: School board adoption of a policy regarding a predatory offender notification 
is discretionary. Minnesota Statutes, section 244.052 imposes duties on law 
enforcement agencies but does not impose mandatory notification duties on school 
districts except as set forth in Paragraph IV.B.6., below.]

I. PURPOSE

The purpose of this policy is to assist school administrators and staff members in 
responding to a notification by a law enforcement agency that a convicted predatory 
offender is moving into the school district so that they may better protect individuals in the 
school’s care while they are on or near the school district premises or under the control of 
the school district.

II. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to provide information to staff regarding known 
predatory offenders that are moving into the school district so that they may monitor 
school premises for the safety of the school, its students, and employees.  Staff will 
be notified as appropriate and have access to Offender Fact Sheets.

B. The superintendent, in cooperation with appropriate school transportation officials, 
will evaluate bus routes and bus stops.  Bus drivers will have access to Offender 
Fact Sheets.  If necessary, bus stops may be moved if they place children in close 
proximity to a predatory offender who has been convicted of crimes against 
children of similar ages.

C. The superintendent, in conjunction with the building principal or designee, shall 
prepare or provide safety information for distribution to students regarding 
protecting themselves from abuse, abduction, or exploitation.  The school district 
will prepare a list of available resources.  Staff will provide safety information to 
students on how to protect themselves against abuse, abduction, or exploitation.  
School officials may ask their police liaison officer or local law enforcement 
officials for assistance in providing instruction to staff and students.

D. Minnesota Statutes, section 244.052, as amended, allows law enforcement agencies 
to disclose information about certain predatory offenders when they are released 
into the community. The information disclosed and to whom it is disclosed will 
depend upon their assessment of the level of risk posed by the predatory offender.

Adopted: September 28, 2020
Revised: ________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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[NOTE: Paragraph D had appeared in the Definitions article below.]

III. DEFINITIONS

A. “Criminal history conviction data” is public data on a convicted criminal which is 
compiled by the State Bureau of Criminal Apprehension (BCA).  (Minn. Stat. § 
13.87)

B. “Law enforcement agency” means the law enforcement agency having primary 
jurisdiction over the location where the offender expects to reside upon release. 

C. “Notification or Disclosure by Law Enforcement Agency”

1. Risk Level I – The local law enforcement agency may disclose certain 
information to other law enforcement agencies and to any victims of or 
witnesses to the offense committed by the offender.  There will be no 
disclosure to school districts.

2. Risk Level II – In addition to those notified in Level I, a law enforcement 
agency may notify agencies and groups the offender is likely to encounter 
that the offender is about to move into the community and provide to those 
agencies and groups an Offender Fact Sheet on the offender.  School 
districts, private schools, day care centers, and other institutions serving 
those likely to be victimized by the predatory offender are included in a 
Level II notification.

3. Risk Level III – In most cases, the local law enforcement agencies will hold 
a community meeting and distribute an Offender Fact Sheet with 
information concerning and a photograph of the soon-to-be-released Level 
III offender.

D. “Offender Fact Sheet” is a data sheet compiled by the Department of Corrections or local 
law enforcement agency.  The Offender Fact Sheet contains both public and private data 
including a photograph and physical description of the predatory offender, as well as the 
general location of the offender’s residence.

1. A local law enforcement agency will generally provide Offender Fact 
Sheets for Level II predatory offenders directly to the school district.

2. Level III Offender Fact Sheets will be distributed at a community meeting 
conducted by the local law enforcement agency.

E. “Risk Level Assessment” is the level of danger to the community as established by 
the Minnesota Department of Corrections following a review by a committee of 
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experts.  The level of risk assigned to a soon-to-be-released offender determines the 
scope of notification.

F. “Risk Levels”

1. “Level I” – Risk Level I is assigned to a predatory offender whose risk 
assessment score indicates a low risk of reoffense.

2. “Level II” – Risk Level II is assigned to a predatory offender whose risk 
assessment score indicates a moderate risk of reoffense.

3. “Level III” – Risk Level III is assigned to a predatory offender whose risk 
assessment score indicates a high risk of reoffense.

IV. PROCEDURES

A. Level II Notification

In keeping with the statutorily designated purpose that Offender Fact Sheets are to 
be used by staff members to secure the school and protect individuals in the school 
district’s care while they are on or near the school district’s premises or under the 
control of the school district, the school district will take the following steps:

1. The superintendent shall notify the law enforcement agencies within the 
school district that all appropriate Level II and Level III notifications are to 
be provided at least to the superintendent of schools.

2. Upon notification of the release of a Level II predatory offender, the 
superintendent shall forward the Offender Fact Sheet to all building 
principals and central office administrators. This would include 
transportation, food service and buildings and grounds supervisors.

3. Principals of schools in close proximity to the Level II predatory offender’s 
residence shall meet with staff and show the Offender Fact Sheet to persons 
within the buildings who supervise students or who would be in a position 
to observe if the Level II offender was in or around the school.  This 
includes, but is not limited to, administrators, teachers, coaches, 
paraprofessionals, custodians, clerical and office workers, food service 
workers, volunteers, and transportation providers.

4. The school district shall request criminal history conviction data on the 
Level II predatory offender from its local law enforcement agency.  On a 
case-by-case basis, the superintendent may determine whether to send a 
letter to parents with general information regarding release of the Level II 
offender and a copy of the criminal history conviction data that the school 
district obtained from its local law enforcement agency.  The offender fact 
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sheet contains data classified as private or not public under Minnesota law 
and may only be distributed to parents, students, or others outside the school 
district if it determines the release is for the purpose of securing the schools 
and protecting individuals under the school district’s care while they are on 
or near school premises.

5. The building administrator shall cause the Offender Fact Sheet to be posted 
in each building in an area accessible to staff and employees but not the 
general public unless a determination has been made that public posting will 
help secure the school or protect students.

6. The school district shall not distribute or provide access to Level II Offender 
Fact Sheets to parents, students, or others outside the school district unless 
a determination has been made that dissemination of the data will help 
secure the school or protect students.

[NOTE: The Minnesota Department of Administration issued an opinion 
confirming that the Predatory Offender Fact Sheet contains private data 
or not public data. However, it is the department’s opinion that a school 
district may release any information contained in the notification to 
anyone, including staff, students, parents, and guardians, if it 
determines that the release of data will help secure the school or 
protect students.]

B. Level III Notification

1. The superintendent shall notify the law enforcement agencies within the 
school district that all Level III notifications of community meetings are to 
be provided to the superintendent of schools.

2. When a Level III predatory offender is released into a community, generally 
the local law enforcement agency will notify the school district of the time 
and location of the community meeting at which the Level III Offender Fact 
Sheet will be distributed to the community.

3. When the school district receives this information, the superintendent shall 
determine on a case-by-case basis whether the school district will notify 
parents and students of the time, date, and location of the community 
meeting.

4. When notified of a Level III predatory offender community meeting the 
superintendent or another school district administrator designated by the 
superintendent shall attend the community notification meeting.

5. When the school district receives information that a Level III predatory 
offender is moving into the school district, in addition to following the 
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procedures specified above, the school district shall follow the procedures 
outlined for a Level II notification.

6. If the predatory offender is participating in programs offered by the school 
district that require or allow the person to interact with children other than 
the person’s children, the superintendent shall notify parents of children in 
the school district of the contents of the Offender Fact Sheet.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 244.052 (Community Notification Predatory Offenders; 
Notice)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
42 U.S.C. § 16901 et seq. (Jacob Wetterling Crimes Against Children and 
Sexually Violent Offender Registration Program Jacob Wetterling, Megan 
Nicole Kanka, and Pam Lychner Sex Offender Registration and 
Notification Program)
Dept. of Admin. Advisory Op. No. 98-004

Cross References: Policy 414 (Mandated Reporting of Child Neglect or Physical or Sexual 
Abuse)
Policy 415 (Mandated Reporting of Maltreatment of Vulnerable Adults)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 903 (Visitors to School District Buildings and Sites)
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524 INTERNET, TECHNOLOGY, AND CELL PHONE ACCEPTABLE USE AND 
SAFETY POLICY

I. PURPOSE

The purpose of this policy is to set forth policies and guidelines for access to the school 
district computer system and acceptable and safe use of the Internet, including electronic 
communications.

II. GENERAL STATEMENT OF POLICY

In making decisions regarding student and employee access to the school district computer 
system and the Internet, including electronic communications, the school district considers 
its own stated educational mission, goals, and objectives.  Electronic information research 
skills are now fundamental to preparation of citizens and future employees.  Access to the 
school district computer system and to the Internet enables students and employees to 
explore thousands of libraries, databases, bulletin boards, and other resources while 
exchanging messages with people around the world.  The school district expects that 
faculty will blend thoughtful use of the school district computer system and the Internet 
throughout the curriculum and will provide guidance and instruction to students in their 
use.

III. LIMITED EDUCATIONAL PURPOSE

The school district is providing students and employees with access to the school district 
computer system, which includes Internet access.  The purpose of the system is more 
specific than providing students and employees with general access to the Internet.  The 
school district system has a limited educational purpose, which includes use of the system 
for classroom activities, educational research, and professional or career development 
activities.  Users are expected to use Internet access through the district system to further 
educational and personal goals consistent with the mission of the school district and school 
policies. Uses which might be acceptable on a user’s private personal account on another 
system may not be acceptable on this limited-purpose network.

IV. USE OF SYSTEM IS A PRIVILEGE

The use of the school district system and access to use of the Internet is a privilege, not a 
right.  Depending on the nature and degree of the violation and the number of previous 
violations, unacceptable use of the school district system or the Internet may result in one 
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or more of the following consequences:  suspension or cancellation of use or access 
privileges; payments for damages and repairs; discipline under other appropriate school 
district policies, including suspension, expulsion, exclusion, or termination of 
employment; or civil or criminal liability under other applicable laws.

V. UNACCEPTABLE USES

A. While not an exhaustive list, the following uses of the school district system and 
Internet resources or accounts are considered unacceptable:

1. Users will not use the school district system to access, review, upload, 
download, store, print, post, receive, transmit, or distribute:

a. pornographic, obscene, or sexually explicit material or other visual 
depictions that are harmful to minors;

b. obscene, abusive, profane, lewd, vulgar, rude, inflammatory, 
threatening, disrespectful, or sexually explicit language;

c. materials that use language or images that are inappropriate in the 
education setting or disruptive to the educational process;

d. information or materials that could cause damage or danger of 
disruption to the educational process;

e. materials that use language or images that advocate violence or 
discrimination toward other people (hate literature) or that may 
constitute harassment or discrimination.

2. Users will not use the school district system to knowingly or recklessly post, 
transmit, or distribute false or defamatory information about a person or 
organization, or to harass another person, or to engage in personal attacks, 
including prejudicial or discriminatory attacks.

3. Users will not use the school district system to engage in any illegal act or 
violate any local, state, or federal statute or law.

4. Users will not use the school district system to vandalize, damage, or disable 
the property of another person or organization, will not make deliberate 
attempts to degrade or disrupt equipment, software, or system performance 
by spreading computer viruses or by any other means, will not tamper with, 
modify, or change the school district system software, hardware, or wiring 
or take any action to violate the school district’s security  system, and will 
not use the school district system in such a way as to disrupt the use of the 
system by other users.
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5. Users will not use the school district system to gain unauthorized access to 
information resources or to access another person’s materials, information, 
or files without the implied or direct permission of that person.

6. Users will not use the school district system to post private information 
about another person, personal contact information about themselves or 
other persons, or other personally identifiable information, including, but 
not limited to, addresses, telephone numbers, school addresses, work 
addresses, identification numbers, account numbers, access codes or 
passwords, labeled photographs, or other information that would make the 
individual’s identity easily traceable, and will not repost a message that was 
sent to the user privately without permission of the person who sent the 
message. 

a. This paragraph does not prohibit the posting of employee contact 
information on school district webpages or communications 
between employees and other individuals when such 
communications are made for education-related purposes (i.e., 
communications with parents or other staff members related to 
students).

b. Employees creating or posting school-related webpages may 
include personal contact information about themselves on a 
webpage. However, employees may not post personal contact 
information or other personally identifiable information about 
students unless:

(1) such information is classified by the school district as 
directory information and verification is made that the 
school district has not received notice from a parent/guardian 
or eligible student that such information is not to be 
designated as directory information in accordance with 
Policy 515; or

(2) such information is not classified by the school district as 
directory information but written consent for release of the 
information to be posted has been obtained from a 
parent/guardian or eligible student in accordance with 
Policy 515.

In addition, prior to posting any personal contact or personally 
identifiable information on a school-related webpage, employees 
shall obtain written approval of the content of the postings from the 
building administrator.
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c. These prohibitions specifically prohibit a user from utilizing the 
school district system to post personal information about a user or 
another individual on social networks, including, but not limited to, 
social networks such as “Facebook,” “Twitter,” “Instagram,” 
“Snapchat,” “TikTok”, “Reddit,” and similar websites or 
applications.

7. Users must keep all account information and passwords on file with the 
designated school district official.  Users will not attempt to gain 
unauthorized access to the school district system or any other system 
through the school district system, attempt to log in through another 
person’s account, or use computer accounts, access codes, or network 
identification other than those assigned to the user.  Messages and records 
on the school district system may not be encrypted without the permission 
of appropriate school authorities.

8. Users will not use the school district system to violate copyright laws or 
usage licensing agreements, or otherwise to use another person’s property 
without the person’s prior approval or proper citation, including the 
downloading or exchanging of pirated software or copying software to or 
from any school computer, and will not plagiarize works they find on the 
Internet.

9. Users will not use the school district system for conducting business, for 
unauthorized commercial purposes, or for financial gain unrelated to the 
mission of the school district. Users will not use the school district system 
to offer or provide goods or services or for product advertisement.  Users 
will not use the school district system to purchase goods or services for 
personal use without authorization from the appropriate school district 
official.

10. Users will not use the school district system to engage in bullying or 
cyberbullying in violation of the school district’s Bullying Prohibition 
Policy. This prohibition includes using any technology or other electronic 
communication off school premises to the extent that student learning or the 
school environment is substantially and materially disrupted.

B. The school district has a special interest in regulating off-campus speech that 
materially disrupts classwork or involves substantial disorder or invasion of the 
rights of others. A student or employee engaging in the foregoing unacceptable uses 
of the Internet when off school district premises also may be in violation of this 
policy as well as other school district policies.  Examples of such violations include, 
but are not limited to, serious or severe bullying or harassment targeting particular 
individuals, threats aimed at teachers or other students, failure to follow rules 
concerning lessons, the writing of papers, the use of computers, or participation in 
other online school activities, and breaches of school security devices.  If the school 
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district receives a report of an unacceptable use originating from a non-school 
computer or resource, the school district may investigate such reports to the best of 
its ability.  Students or employees may be subject to disciplinary action for such 
conduct, including, but not limited to, suspension or cancellation of the use or 
access to the school district computer system and the Internet and discipline under 
other appropriate school district policies, including suspension, expulsion, 
exclusion, or termination of employment.

C. If a user inadvertently accesses unacceptable materials or an unacceptable Internet 
site, the user shall immediately disclose the inadvertent access to an appropriate 
school district official.  In the case of a school district employee, the immediate 
disclosure shall be to the employee’s immediate supervisor and/or the building 
administrator.  This disclosure may serve as a defense against an allegation that the 
user has intentionally violated this policy.  In certain rare instances, a user also may 
access otherwise unacceptable materials if necessary to complete an assignment 
and if done with the prior approval of and with appropriate guidance from the 
appropriate teacher or, in the case of a school district employee, the building 
administrator.

VI. FILTER

A. With respect to any of its computers with Internet access, the school district will 
monitor the online activities of both minors and adults and employ technology 
protection measures during any use of such computers by minors and adults.  The 
technology protection measures utilized will block or filter Internet access to any 
visual depictions that are:

1. Obscene;

2. Child pornography; or

3. Harmful to minors.

B. The term “harmful to minors” means any picture, image, graphic image file, or 
other visual depiction that:

1. Taken as a whole and with respect to minors, appeals to a prurient interest 
in nudity, sex, or excretion; or

2. Depicts, describes, or represents, in a patently offensive way with respect 
to what is suitable for minors, an actual or simulated sexual act or sexual 
contact, actual or simulated normal or perverted sexual acts, or a lewd 
exhibition of the genitals; and

3. Taken as a whole, lacks serious literary, artistic, political, or scientific value 
as to minors.
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C. Software filtering technology shall be narrowly tailored and shall not discriminate 
based on viewpoint.

D. An administrator, supervisor, or other person authorized by the Superintendent may 
disable the technology protection measure, during use by an adult, to enable access 
for bona fide research or other lawful purposes.

E. The school district will educate students about appropriate online behavior, 
including interacting with other individuals on social networking websites and in 
chat rooms and cyberbullying awareness and response.

VII. CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of the school district computer system and use of the Internet shall be consistent with 
school district policies and the mission of the school district.

VIII. LIMITED EXPECTATION OF PRIVACY

A. By authorizing use of the school district system, the school district does not 
relinquish control over materials on the system or contained in files on the system.  
Users should expect only limited privacy in the contents of personal files on the 
school district system.

B. Routine maintenance and monitoring of the school district system may lead to a 
discovery that a user has violated this policy, another school district policy, or the 
law.

C. An individual investigation or search will be conducted if school authorities have a 
reasonable suspicion that the search will uncover a violation of law or school 
district policy.

D. Parents may have the right at any time to investigate or review the contents of their 
child’s files and e-mail files in accordance with the school district’s Protection and 
Privacy of Pupil Records Policy.  Parents have the right to request the termination 
of their child’s individual account at any time.

E. School district employees should be aware that the school district retains the right 
at any time to investigate or review the contents of their files and e-mail files.  In 
addition, school district employees should be aware that data and other materials in 
files maintained on the school district system may be subject to review, disclosure 
or discovery under Minnesota Statute Chapter 13 (the Minnesota Government Data 
Practices Act).

F. The school district will cooperate fully with local, state and federal authorities in 
any investigation concerning or related to any illegal activities or activities not in 
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compliance with school district policies conducted through the school district 
system.

IX. INTERNET USE AGREEMENT

A. The proper use of the Internet, and the educational value to be gained from proper 
Internet use, is the joint responsibility of students, parents, and employees of the 
school district.

B. This policy requires the permission of and supervision by the school’s designated 
professional staff before a student may use a school account or resource to access 
the Internet.

C. The Internet Use Agreement form for students must be read and signed by the user, 
the parent or guardian, and the supervising teacher.  The Internet Use Agreement 
form for employees must be signed by the employee.  The form must then be filed 
at the school office.  As supervising teachers change, the agreement signed by the 
new teacher shall be attached to the original agreement.

X. LIMITATION ON SCHOOL DISTRICT LIABILITY

Use of the school district system is at the user’s own risk.  The system is provided on an 
“as is, as available” basis.  The school district will not be responsible for any damage users 
may suffer, including, but not limited to, loss, damage, or unavailability of data stored on 
school district diskettes, tapes, hard drives, or servers, or for delays or changes in or 
interruptions of service or misdeliveries or nondeliveries of information or materials, 
regardless of the cause. The school district is not responsible for the accuracy or quality of 
any advice or information obtained through or stored on the school district system.  The 
school district will not be responsible for financial obligations arising through unauthorized 
use of the school district system or the Internet.

XI. USER NOTIFICATION

A. All users shall be notified of the school district policies relating to Internet use.

B. This notification shall include the following:

1. Notification that Internet use is subject to compliance with school district 
policies.

2. Disclaimers limiting the school district’s liability relative to:

a. Information stored on school district diskettes, hard drives, or 
servers.
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b. Information retrieved through school district computers, networks, 
or online resources.

c. Personal property used to access school district computers, 
networks, or online resources.

d. Unauthorized financial obligations resulting from use of school 
district resources/accounts to access the Internet.

3. A description of the privacy rights and limitations of school 
sponsored/managed Internet accounts.

4. Notification that, even though the school district may use technical means 
to limit student Internet access, these limits do not provide a foolproof 
means for enforcing the provisions of this acceptable use policy.

5. Notification that goods and services can be purchased over the Internet that 
could potentially result in unwanted financial obligations and that any 
financial obligation incurred by a student through the Internet is the sole 
responsibility of the student and/or the student’s parents.

6. Notification that the collection, creation, reception, maintenance, and 
dissemination of data via the Internet, including electronic communications, 
is governed by Public and Private Personnel Data Policy, and Protection 
and Privacy of Pupil Records Policy.

7. Notification that, should the user violate the school district’s acceptable use 
policy, the user’s access privileges may be revoked, school disciplinary 
action may be taken and/or appropriate legal action may be taken.

8. Notification that all provisions of the acceptable use policy are subordinate 
to local, state, and federal laws.

XII. PARENTS’ RESPONSIBILITY; NOTIFICATION OF STUDENT INTERNET USE

A. Outside of school, parents bear responsibility for the same guidance of Internet use 
as they exercise with information sources such as television, telephones, radio, 
movies, and other possibly offensive media.  Parents are responsible for monitoring 
their student’s use of the school district system and of the Internet if the student is 
accessing the school district system from home or a remote location.

B. Parents will be notified that their students will be using school district 
resources/accounts to access the Internet and that the school district will provide 
parents the option to request alternative activities not requiring Internet access.  
This notification should include:
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1. A copy of the user notification form provided to the student user.

2. A description of parent/guardian responsibilities.

3. A notification that the parents have the option to request alternative 
educational activities not requiring Internet access and the material to 
exercise this option.

4. A statement that the Internet Use Agreement must be signed by the user, the 
parent or guardian, and the supervising teacher prior to use by the student.

5. A statement that the school district’s acceptable use policy is available for 
parental review.

XIII. NOTIFICATION REGARDING TECHNOLOGY PROVIDERS

A. "Technology provider" means a person who:

1. contracts with the school district, as part of a one-to-one program or 
otherwise, to provide a school-issued device for student use; and

2. creates, receives, or maintains educational data pursuant or incidental to a 
contract with the school district.

B. "Parent" means a parent of a student and includes a natural parent, a 
guardian, or an individual acting as a parent in the absence of a parent or a guardian.

C. Within 30 days of the start of each school year, the school district must give parents 
and students direct and timely notice, by United States mail, e-mail, or other direct 
form of communication, of any curriculum, testing, or assessment technology 
provider contract affecting a student's educational data. The notice must:

1. identify each curriculum, testing, or assessment technology provider with 
access to educational data;

2. identify the educational data affected by the curriculum, testing, or 
assessment technology provider contract; and

3. include information about the contract inspection and provide contact 
information for a school department to which a parent or student may direct 
questions or concerns regarding any program or activity that allows a 
curriculum, testing, or assessment technology provider to access a student's 
educational data.

D. The school district must provide parents and students an opportunity to inspect a 
complete copy of any contract with a technology provider.
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E. A contract between a technology provider and the school district must include 
requirements to ensure appropriate security safeguards for educational data. The 
contract must require that:

1. the technology provider's employees or contractors have access to 
educational data only if authorized; and

2. the technology provider's employees or contractors may be authorized to 
access educational data only if access is necessary to fulfill the official 
duties of the employee or contractor.

F. All educational data created, received, maintained, or disseminated by a technology 
provider pursuant or incidental to a contract with a public educational agency or 
institution are not the technology provider's property.

XIV. SCHOOL-ISSUED DEVICES

A. "School-issued device" means hardware or software that the school district, acting 
independently or with a technology provider, provides to an individual student for 
that student's dedicated personal use. A school-issued device includes a device 
issued through a one-to-one program.

B. Except as provided in paragraph C, the school district or a technology provider must 
not electronically access or monitor:

1. any location-tracking feature of a school-issued device;

2. any audio or visual receiving, transmitting, or recording feature of a school-
issued device; or

3. student interactions with a school-issued device, including but not limited 
to keystrokes and web-browsing activity.

C. The school district or a technology provider may only engage in activities 
prohibited by paragraph B if:

1. the activity is limited to a noncommercial educational purpose for 
instruction, technical support, or exam-proctoring by school district 
employees, student teachers, staff contracted by the school district, a 
vendor, or the Minnesota Department of Education, and notice is provided 
in advance;

2. the activity is permitted under a judicial warrant;
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3. the school district is notified or becomes aware that the device is missing or 
stolen;

4. the activity is necessary to respond to an imminent threat to life or safety 
and the access is limited to that purpose;

5. the activity is necessary to comply with federal or state law, including but 
not limited to Minnesota Statutes section 121A.031; or

6. the activity is necessary to participate in federal or state funding programs, 
including but not limited to the E-Rate program.

D. If the school district or a technology provider interacts with a school-issued device 
as provided in paragraph C, clause 4, it must, within 72 hours of the access, notify 
the student to whom the school-issued device was issued or that student's parent 
and provide a written description of the interaction, including which features of the 
device were accessed and a description of the threat. This notice is not required at 
any time when the notice itself would pose an imminent threat to life or safety, but 
must instead be given within 72 hours after that imminent threat has ceased.

XV. CELL PHONE USE
The school board directs the superintendent and school district administration to establish 
rules and procedures regarding student possession and use of cell phones in schools.  These 
rules and procedures should seek to minimize the impact of cell phones on student 
behavior, mental health, and academic attainment.  These rules and procedures may be 
designed for specific school buildings, grade levels, or similar criteria.

XVI. LIMIT ON SCREEN TIME FOR CHILDREN IN PRESCHOOL AND 
KINDERGARTEN

A child in a publicly funded preschool or kindergarten program may not use an individual-
use screen, such as a tablet, smartphone, or other digital media, without engagement from 
a teacher or other students. This section does not apply to a child for whom the school has 
an individualized family service plan, an individualized education program, or a 504 plan 
in effect.

XVII. IMPLEMENTATION; POLICY REVIEW

A. The school district administration may develop appropriate user notification forms, 
guidelines, and procedures necessary to implement this policy for submission to the 
school board for approval.  Upon approval by the school board, such guidelines, 
forms, and procedures shall be an addendum to this policy.

B. The administration shall revise the user notifications, including student and parent 
notifications, if necessary, to reflect the adoption of these guidelines and 
procedures.
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C. The school district Internet policies and procedures are available for review by all 
parents, guardians, staff, and members of the community.

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)
15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection Act)
17 U.S.C. § 101 et seq. (Copyrights)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 (CIPA))
47 C.F.R. § 54.520 (FCC rules implementing CIPA)
Mahanoy Area Sch. Dist. v. B.L., 594 U.S. 180, 141 S. Ct. 2038 (2021)
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, (1969)
United States v. Amer. Library Assoc., 539 U.S. 194 (2003)
Sagehorn v. Indep. Sch. Dist. No. 728, 122 F.Supp.2d 842 (D. Minn. 2015)
R.S. v. Minnewaska Area Sch. Dist. No. 2149, 894 F.Supp.2d 1128 (D. 
Minn. 2012)
Tatro v. Univ. of Minnesota, 800 N.W.2d 811 (Minn. App. 2011), aff’d on 
other grounds 816 N.W.2d 509 (Minn. 2012)
S.J.W. v. Lee’s Summit R-7 Sch. Dist., 696 F.3d 771 (8th Cir. 2012)
Parents, Families and Friends of Lesbians and Gays, Inc. v. Camdenton R-
III Sch. Dist., 853 F.Supp.2d 888 (W.D. Mo. 2012)
M.T. v. Cent. York Sch. Dist., 937 A.2d 538 (Pa. Commw. Ct. 2007)

Cross References: Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees)
Policy 406 (Public and Private Personnel Data)
Policy 505 (Distribution of Nonschool-Sponsored Materials on School 
Premises by Students and Employees)
Policy 506 (Student Discipline)
Policy 514 (Bullying Prohibition Policy)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 519 (Interviews of Students by Outside Agencies)
Policy 521 (Student Disability Nondiscrimination)
Policy 522 (Title IX Sex Nondiscrimination Grievance Procedures and 
Process)
Policy 603 (Curriculum Development)
Policy 604 (Instructional Curriculum)
Policy 606 (Textbooks and Instructional Materials)
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Policy 806 (Crisis Management Policy)
Policy 904 (Distribution of Materials on School District Property by 
Nonschool Persons)
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524 INTERNET, AND TECHNOLOGY, AND CELL PHONE ACCEPTABLE USE 
AND SAFETY POLICY

I. PURPOSE

The purpose of this policy is to set forth policies and guidelines for access to the school 
district computer system and acceptable and safe use of the Internet, including electronic 
communications.

II. GENERAL STATEMENT OF POLICY

In making decisions regarding student and employee access to the school district computer 
system and the Internet, including electronic communications, the school district considers 
its own stated educational mission, goals, and objectives.  Electronic information research 
skills are now fundamental to preparation of citizens and future employees.  Access to the 
school district computer system and to the Internet enables students and employees to 
explore thousands of libraries, databases, bulletin boards, and other resources while 
exchanging messages with people around the world.  The school district expects that 
faculty will blend thoughtful use of the school district computer system and the Internet 
throughout the curriculum and will provide guidance and instruction to students in their 
use.

III. LIMITED EDUCATIONAL PURPOSE

The school district is providing students and employees with access to the school district 
computer system, which includes Internet access.  The purpose of the system is more 
specific than providing students and employees with general access to the Internet.  The 
school district system has a limited educational purpose, which includes use of the system 
for classroom activities, educational research, and professional or career development 
activities.  Users are expected to use Internet access through the district system to further 
educational and personal goals consistent with the mission of the school district and school 
policies. Uses which might be acceptable on a user’s private personal account on another 
system may not be acceptable on this limited-purpose network.

IV. USE OF SYSTEM IS A PRIVILEGE

The use of the school district system and access to use of the Internet is a privilege, not a 
right.  Depending on the nature and degree of the violation and the number of previous 
violations, unacceptable use of the school district system or the Internet may result in one 
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or more of the following consequences:  suspension or cancellation of use or access 
privileges; payments for damages and repairs; discipline under other appropriate school 
district policies, including suspension, expulsion, exclusion, or termination of 
employment; or civil or criminal liability under other applicable laws.

V. UNACCEPTABLE USES

A. While not an exhaustive list, the following uses of the school district system and 
Internet resources or accounts are considered unacceptable:

1. Users will not use the school district system to access, review, upload, 
download, store, print, post, receive, transmit, or distribute:

a. pornographic, obscene, or sexually explicit material or other visual 
depictions that are harmful to minors;

b. obscene, abusive, profane, lewd, vulgar, rude, inflammatory, 
threatening, disrespectful, or sexually explicit language;

c. materials that use language or images that are inappropriate in the 
education setting or disruptive to the educational process;

d. information or materials that could cause damage or danger of 
disruption to the educational process;

e. materials that use language or images that advocate violence or 
discrimination toward other people (hate literature) or that may 
constitute harassment or discrimination.

2. Users will not use the school district system to knowingly or recklessly post, 
transmit, or distribute false or defamatory information about a person or 
organization, or to harass another person, or to engage in personal attacks, 
including prejudicial or discriminatory attacks.

3. Users will not use the school district system to engage in any illegal act or 
violate any local, state, or federal statute or law.

4. Users will not use the school district system to vandalize, damage, or disable 
the property of another person or organization, will not make deliberate 
attempts to degrade or disrupt equipment, software, or system performance 
by spreading computer viruses or by any other means, will not tamper with, 
modify, or change the school district system software, hardware, or wiring 
or take any action to violate the school district’s security  system, and will 
not use the school district system in such a way as to disrupt the use of the 
system by other users.
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5. Users will not use the school district system to gain unauthorized access to 
information resources or to access another person’s materials, information, 
or files without the implied or direct permission of that person.

6. Users will not use the school district system to post private information 
about another person, personal contact information about themselves or 
other persons, or other personally identifiable information, including, but 
not limited to, addresses, telephone numbers, school addresses, work 
addresses, identification numbers, account numbers, access codes or 
passwords, labeled photographs, or other information that would make the 
individual’s identity easily traceable, and will not repost a message that was 
sent to the user privately without permission of the person who sent the 
message. 

a. This paragraph does not prohibit the posting of employee contact 
information on school district webpages or communications 
between employees and other individuals when such 
communications are made for education-related purposes (i.e., 
communications with parents or other staff members related to 
students).

b. Employees creating or posting school-related webpages may 
include personal contact information about themselves on a 
webpage. However, employees may not post personal contact 
information or other personally identifiable information about 
students unless:

(1) such information is classified by the school district as 
directory information and verification is made that the 
school district has not received notice from a parent/guardian 
or eligible student that such information is not to be 
designated as directory information in accordance with 
Policy 515; or

(2) such information is not classified by the school district as 
directory information but written consent for release of the 
information to be posted has been obtained from a 
parent/guardian or eligible student in accordance with 
Policy 515.

In addition, prior to posting any personal contact or personally 
identifiable information on a school-related webpage, employees 
shall obtain written approval of the content of the postings from the 
building administrator.
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c. These prohibitions specifically prohibit a user from utilizing the 
school district system to post personal information about a user or 
another individual on social networks, including, but not limited to, 
social networks such as “Facebook,” “Twitter,” “Instagram,” 
“Snapchat,” “TikTok”, “Reddit,” and similar websites or 
applications.

7. Users must keep all account information and passwords on file with the 
designated school district official.  Users will not attempt to gain 
unauthorized access to the school district system or any other system 
through the school district system, attempt to log in through another 
person’s account, or use computer accounts, access codes, or network 
identification other than those assigned to the user.  Messages and records 
on the school district system may not be encrypted without the permission 
of appropriate school authorities.

8. Users will not use the school district system to violate copyright laws or 
usage licensing agreements, or otherwise to use another person’s property 
without the person’s prior approval or proper citation, including the 
downloading or exchanging of pirated software or copying software to or 
from any school computer, and will not plagiarize works they find on the 
Internet.

9. Users will not use the school district system for conducting business, for 
unauthorized commercial purposes, or for financial gain unrelated to the 
mission of the school district. Users will not use the school district system 
to offer or provide goods or services or for product advertisement.  Users 
will not use the school district system to purchase goods or services for 
personal use without authorization from the appropriate school district 
official.

10. Users will not use the school district system to engage in bullying or 
cyberbullying in violation of the school district’s Bullying Prohibition 
Policy. This prohibition includes using any technology or other electronic 
communication off school premises to the extent that student learning or the 
school environment is substantially and materially disrupted.

B. The school district has a special interest in regulating off-campus speech that 
materially disrupts classwork or involves substantial disorder or invasion of the 
rights of others. A student or employee engaging in the foregoing unacceptable uses 
of the Internet when off school district premises also may be in violation of this 
policy as well as other school district policies.  Examples of such violations include, 
but are not limited to, serious or severe bullying or harassment targeting particular 
individuals, threats aimed at teachers or other students, failure to follow rules 
concerning lessons, the writing of papers, the use of computers, or participation in 
other online school activities, and breaches of school security devices.  If the school 
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district receives a report of an unacceptable use originating from a non-school 
computer or resource, the school district may investigate such reports to the best of 
its ability.  Students or employees may be subject to disciplinary action for such 
conduct, including, but not limited to, suspension or cancellation of the use or 
access to the school district computer system and the Internet and discipline under 
other appropriate school district policies, including suspension, expulsion, 
exclusion, or termination of employment.

C. If a user inadvertently accesses unacceptable materials or an unacceptable Internet 
site, the user shall immediately disclose the inadvertent access to an appropriate 
school district official.  In the case of a school district employee, the immediate 
disclosure shall be to the employee’s immediate supervisor and/or the building 
administrator.  This disclosure may serve as a defense against an allegation that the 
user has intentionally violated this policy.  In certain rare instances, a user also may 
access otherwise unacceptable materials if necessary to complete an assignment 
and if done with the prior approval of and with appropriate guidance from the 
appropriate teacher or, in the case of a school district employee, the building 
administrator.

VI. FILTER

A. With respect to any of its computers with Internet access, the school district will 
monitor the online activities of both minors and adults and employ technology 
protection measures during any use of such computers by minors and adults.  The 
technology protection measures utilized will block or filter Internet access to any 
visual depictions that are:

1. Obscene;

2. Child pornography; or

3. Harmful to minors.

B. The term “harmful to minors” means any picture, image, graphic image file, or 
other visual depiction that:

1. Taken as a whole and with respect to minors, appeals to a prurient interest 
in nudity, sex, or excretion; or

2. Depicts, describes, or represents, in a patently offensive way with respect 
to what is suitable for minors, an actual or simulated sexual act or sexual 
contact, actual or simulated normal or perverted sexual acts, or a lewd 
exhibition of the genitals; and

3. Taken as a whole, lacks serious literary, artistic, political, or scientific value 
as to minors.
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C. Software filtering technology shall be narrowly tailored and shall not discriminate 
based on viewpoint.

D. An administrator, supervisor, or other person authorized by the Superintendent may 
disable the technology protection measure, during use by an adult, to enable access 
for bona fide research or other lawful purposes.

E. The school district will educate students about appropriate online behavior, 
including interacting with other individuals on social networking websites and in 
chat rooms and cyberbullying awareness and response.

VII. CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of the school district computer system and use of the Internet shall be consistent with 
school district policies and the mission of the school district.

VIII. LIMITED EXPECTATION OF PRIVACY

A. By authorizing use of the school district system, the school district does not 
relinquish control over materials on the system or contained in files on the system.  
Users should expect only limited privacy in the contents of personal files on the 
school district system.

B. Routine maintenance and monitoring of the school district system may lead to a 
discovery that a user has violated this policy, another school district policy, or the 
law.

C. An individual investigation or search will be conducted if school authorities have a 
reasonable suspicion that the search will uncover a violation of law or school 
district policy.

D. Parents may have the right at any time to investigate or review the contents of their 
child’s files and e-mail files in accordance with the school district’s Protection and 
Privacy of Pupil Records Policy.  Parents have the right to request the termination 
of their child’s individual account at any time.

E. School district employees should be aware that the school district retains the right 
at any time to investigate or review the contents of their files and e-mail files.  In 
addition, school district employees should be aware that data and other materials in 
files maintained on the school district system may be subject to review, disclosure 
or discovery under Minnesota Statute Chapter 13 (the Minnesota Government Data 
Practices Act).

F. The school district will cooperate fully with local, state and federal authorities in 
any investigation concerning or related to any illegal activities or activities not in 
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compliance with school district policies conducted through the school district 
system.

IX. INTERNET USE AGREEMENT

A. The proper use of the Internet, and the educational value to be gained from proper 
Internet use, is the joint responsibility of students, parents, and employees of the 
school district.

B. This policy requires the permission of and supervision by the school’s designated 
professional staff before a student may use a school account or resource to access 
the Internet.

C. The Internet Use Agreement form for students must be read and signed by the user, 
the parent or guardian, and the supervising teacher.  The Internet Use Agreement 
form for employees must be signed by the employee.  The form must then be filed 
at the school office.  As supervising teachers change, the agreement signed by the 
new teacher shall be attached to the original agreement.

X. LIMITATION ON SCHOOL DISTRICT LIABILITY

Use of the school district system is at the user’s own risk.  The system is provided on an 
“as is, as available” basis.  The school district will not be responsible for any damage users 
may suffer, including, but not limited to, loss, damage, or unavailability of data stored on 
school district diskettes, tapes, hard drives, or servers, or for delays or changes in or 
interruptions of service or misdeliveries or nondeliveries of information or materials, 
regardless of the cause. The school district is not responsible for the accuracy or quality of 
any advice or information obtained through or stored on the school district system.  The 
school district will not be responsible for financial obligations arising through unauthorized 
use of the school district system or the Internet.

XI. USER NOTIFICATION

A. All users shall be notified of the school district policies relating to Internet use.

B. This notification shall include the following:

1. Notification that Internet use is subject to compliance with school district 
policies.

2. Disclaimers limiting the school district’s liability relative to:

a. Information stored on school district diskettes, hard drives, or 
servers.



Policy 524 8

b. Information retrieved through school district computers, networks, 
or online resources.

c. Personal property used to access school district computers, 
networks, or online resources.

d. Unauthorized financial obligations resulting from use of school 
district resources/accounts to access the Internet.

3. A description of the privacy rights and limitations of school 
sponsored/managed Internet accounts.

4. Notification that, even though the school district may use technical means 
to limit student Internet access, these limits do not provide a foolproof 
means for enforcing the provisions of this acceptable use policy.

5. Notification that goods and services can be purchased over the Internet that 
could potentially result in unwanted financial obligations and that any 
financial obligation incurred by a student through the Internet is the sole 
responsibility of the student and/or the student’s parents.

6. Notification that the collection, creation, reception, maintenance, and 
dissemination of data via the Internet, including electronic communications, 
is governed by Public and Private Personnel Data Policy, and Protection 
and Privacy of Pupil Records Policy.

7. Notification that, should the user violate the school district’s acceptable use 
policy, the user’s access privileges may be revoked, school disciplinary 
action may be taken and/or appropriate legal action may be taken.

8. Notification that all provisions of the acceptable use policy are subordinate 
to local, state, and federal laws.

XII. PARENTS’ RESPONSIBILITY; NOTIFICATION OF STUDENT INTERNET USE

A. Outside of school, parents bear responsibility for the same guidance of Internet use 
as they exercise with information sources such as television, telephones, radio, 
movies, and other possibly offensive media.  Parents are responsible for monitoring 
their student’s use of the school district system and of the Internet if the student is 
accessing the school district system from home or a remote location.

B. Parents will be notified that their students will be using school district 
resources/accounts to access the Internet and that the school district will provide 
parents the option to request alternative activities not requiring Internet access.  
This notification should include:
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1. A copy of the user notification form provided to the student user.

2. A description of parent/guardian responsibilities.

3. A notification that the parents have the option to request alternative 
educational activities not requiring Internet access and the material to 
exercise this option.

4. A statement that the Internet Use Agreement must be signed by the user, the 
parent or guardian, and the supervising teacher prior to use by the student.

5. A statement that the school district’s acceptable use policy is available for 
parental review.

XIII. NOTIFICATION REGARDING TECHNOLOGY PROVIDERS

A. "Technology provider" means a person who:

1. contracts with the school district, as part of a one-to-one program or 
otherwise, to provide a school-issued device for student use; and

2. creates, receives, or maintains educational data pursuant or incidental to a 
contract with the school district.

B. "Parent" means a parent of a student and includes a natural parent, a 
guardian, or an individual acting as a parent in the absence of a parent or a guardian.

C. Within 30 days of the start of each school year, the school district must give parents 
and students direct and timely notice, by United States mail, e-mail, or other direct 
form of communication, of any curriculum, testing, or assessment technology 
provider contract affecting a student's educational data. The notice must:

1. identify each curriculum, testing, or assessment technology provider with 
access to educational data;

2. identify the educational data affected by the curriculum, testing, or 
assessment technology provider contract; and

3. include information about the contract inspection and provide contact 
information for a school department to which a parent or student may direct 
questions or concerns regarding any program or activity that allows a 
curriculum, testing, or assessment technology provider to access a student's 
educational data.

D. The school district must provide parents and students an opportunity to inspect a 
complete copy of any contract with a technology provider.
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E. A contract between a technology provider and the school district must include 
requirements to ensure appropriate security safeguards for educational data. The 
contract must require that:

1. the technology provider's employees or contractors have access to 
educational data only if authorized; and

2. the technology provider's employees or contractors may be authorized to 
access educational data only if access is necessary to fulfill the official 
duties of the employee or contractor.

F. All educational data created, received, maintained, or disseminated by a technology 
provider pursuant or incidental to a contract with a public educational agency or 
institution are not the technology provider's property.

XIV. SCHOOL-ISSUED DEVICES

A. "School-issued device" means hardware or software that the school district, acting 
independently or with a technology provider, provides to an individual student for 
that student's dedicated personal use. A school-issued device includes a device 
issued through a one-to-one program.

B. Except as provided in paragraph C, the school district or a technology provider must 
not electronically access or monitor:

1. any location-tracking feature of a school-issued device;

2. any audio or visual receiving, transmitting, or recording feature of a school-
issued device; or

3. student interactions with a school-issued device, including but not limited 
to keystrokes and web-browsing activity.

C. The school district or a technology provider may only engage in activities 
prohibited by paragraph B if:

1. the activity is limited to a noncommercial educational purpose for 
instruction, technical support, or exam-proctoring by school district 
employees, student teachers, staff contracted by the school district, a 
vendor, or the Minnesota Department of Education, and notice is provided 
in advance;

2. the activity is permitted under a judicial warrant;
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3. the school district is notified or becomes aware that the device is missing or 
stolen;

4. the activity is necessary to respond to an imminent threat to life or safety 
and the access is limited to that purpose;

5. the activity is necessary to comply with federal or state law, including but 
not limited to Minnesota Statutes section 121A.031; or

6. the activity is necessary to participate in federal or state funding programs, 
including but not limited to the E-Rate program.

D. If the school district or a technology provider interacts with a school-issued device 
as provided in paragraph C, clause 4, it must, within 72 hours of the access, notify 
the student to whom the school-issued device was issued or that student's parent 
and provide a written description of the interaction, including which features of the 
device were accessed and a description of the threat. This notice is not required at 
any time when the notice itself would pose an imminent threat to life or safety, but 
must instead be given within 72 hours after that imminent threat has ceased.

XV. CELL PHONE USE
The school board directs the superintendent and school district administration to establish 
rules and procedures regarding student possession and use of cell phones in schools.  These 
rules and procedures should seek to minimize the impact of cell phones on student 
behavior, mental health, and academic attainment.  These rules and procedures may be 
designed for specific school buildings, grade levels, or similar criteria.

XVI. LIMIT ON SCREEN TIME FOR CHILDREN IN PRESCHOOL AND 
KINDERGARTEN

A child in a publicly funded preschool or kindergarten program may not use an individual-
use screen, such as a tablet, smartphone, or other digital media, without engagement from 
a teacher or other students. This section does not apply to a child for whom the school has 
an individualized family service plan, an individualized education program, or a 504 plan 
in effect.

XVII. IMPLEMENTATION; POLICY REVIEW

A. The school district administration may develop appropriate user notification forms, 
guidelines, and procedures necessary to implement this policy for submission to the 
school board for approval.  Upon approval by the school board, such guidelines, 
forms, and procedures shall be an addendum to this policy.

B. The administration shall revise the user notifications, including student and parent 
notifications, if necessary, to reflect the adoption of these guidelines and 
procedures.
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C. The school district Internet policies and procedures are available for review by all 
parents, guardians, staff, and members of the community.

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)
15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection Act)
17 U.S.C. § 101 et seq. (Copyrights)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 (CIPA))
47 C.F.R. § 54.520 (FCC rules implementing CIPA)
Mahanoy Area Sch. Dist. v. B.L., 594 U.S. 180, 141 S. Ct. 2038 (2021)
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, (1969)
United States v. Amer. Library Assoc., 539 U.S. 194 (2003)
Sagehorn v. Indep. Sch. Dist. No. 728, 122 F.Supp.2d 842 (D. Minn. 2015)
R.S. v. Minnewaska Area Sch. Dist. No. 2149, 894 F.Supp.2d 1128 (D. 
Minn. 2012)
Tatro v. Univ. of Minnesota, 800 N.W.2d 811 (Minn. App. 2011), aff’d on 
other grounds 816 N.W.2d 509 (Minn. 2012)
S.J.W. v. Lee’s Summit R-7 Sch. Dist., 696 F.3d 771 (8th Cir. 2012)
Parents, Families and Friends of Lesbians and Gays, Inc. v. Camdenton R-
III Sch. Dist., 853 F.Supp.2d 888 (W.D. Mo. 2012)
M.T. v. Cent. York Sch. Dist., 937 A.2d 538 (Pa. Commw. Ct. 2007)

Cross References: Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees)
Policy 406 (Public and Private Personnel Data)
Policy 505 (Distribution of Nonschool-Sponsored Materials on School 
Premises by Students and Employees)
Policy 506 (Student Discipline)
Policy 514 (Bullying Prohibition Policy)
Policy 515 (Protection and Privacy of Pupil Records)
Policy 519 (Interviews of Students by Outside Agencies)
Policy 521 (Student Disability Nondiscrimination)
Policy 522 (Title IX Sex Nondiscrimination Grievance Procedures and 
Process)
Policy 603 (Curriculum Development)
Policy 604 (Instructional Curriculum)
Policy 606 (Textbooks and Instructional Materials)
Policy 806 (Crisis Management Policy)
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Policy 904 (Distribution of Materials on School District Property by 
Nonschool Persons)
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524.5 PERSONAL ELECTRONIC COMMUNICATION DEVICES

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 students’ passion for learning, cultivate a strong foundation of 
knowledge, and foster a sense of community within our schools. Possession 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.

Adopted: ___________________

Rock Ridge Public Schools

1405 Progress Parkway

Virginia, MN 55792
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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.

IV. PERSONAL ELECTRONIC COMMUNICATION DEVICE USE AND STORAGE

A. Personal Electronic Communication Device Use

1.  Students are prohibited from using personal electronic communication devices 
_______

2. 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.

3. Middle Schools/Junior High Schools

4. High Schools (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
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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 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 in a secure place, 
such as the student’s locker, a closed backpack, 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 respond to or 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 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 
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devices, or provided free of charge to students who do not use their own devices for 
curriculum.

E. A personal electronic communication device may be stored in student vehicles parked 
on school district property provided that the device is not removed from the vehicle 
while on school district property.

F. Students who need to make a call may request permission to use a telephone in the 
building office.

VI. DISCIPLINE

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)
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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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	2. Approval of agenda.
	3. Recognition of visitors and visitor input.
	4. Consent Agenda:
	1. Approval of April 28, 2025 regular meeting minutes.
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	2. Approval of start date modification for PT Bus Driver Peter Wargowsky from April 23, 2025 to April 24, 2025.
	3. Approval of hire of Tara Norri for the Womens' Volleyball Site Manager position at a rate of $15.00/hour effective November 14, 2024 through April 26, 2025.
	4. Approval of hire of Stephanie Stefanich for the Homebound Instructor (RRHS) position at a rate of $42.00/hour effective March 21, 2025.
	5. Approval of hire of the following for the Summer Day Camp Staff positions at a rate of $15.00/hour effective June 2, 2025: Maija Lamppa, Jacqueline Hoag, Alyssa Grahek, Sherry Salo, Paige Johnson, Lissa Kriefels, Breanna Bridgewater, Amelia Sandnas, Danica Markasich, April Stupca.
	6. Approval of hire of Hannah Ronning for the ESY Paraprofessional position at a rate of $19.97/hour effective June 10, 2025.
	7. Approval of hire of Morgan Dobson for the ESY Paraprofessional position at a rate of $19.97/hour effective June 10, 2025.
	8. Approval of hire of Cindy Kujala for the ESY Paraprofessional position at a rate of $19.97/hour effective June 10, 2025.
	9. Approval of hire of Brittney Kemi for the ESY Paraprofessional position at a rate of $19.97/hour effective June 10, 2025.
	10. Approval of hire of Amber King for the ESY Special Education Teacher position at a rate of $33.00/hour (per contract) effective June 10, 2025.
	11. Approval of hire of Jasmine Daugherty for the JV Volleyball Coach position with a stipend of $4,791 for the 2025-2026 school year.
	12. Approval of hire of Jordyn Drees for the 1.0 FTE Occupational Therapist position with a salary of $86,404 (Step J BA+30/MA) effective August 25, 2025.
	JDrees - Resume

	13. Acceptance of resignation of Kelsey Rye from the Childcare Mentor position effective March 25, 2025.
	14. Acceptance of resignation for the purpose of retirement of David Mattila from the PT Bus Driver position effective May 29, 2025.
	15. Acceptance of resignation of Tricia Fierst from the Secondary School Counseling position effective May 30, 2025.
	16. Approval of out-of-state travel for Cassandra Hainey to attend the National Prevention Network Conference in Washington, DC on August 11-13, 2025. Cost of travel, registration, and meals will be covered by the PCN grant. In addition to attending the conference, Cassandra has been invited to present on the PCN work of Rock Ridge.
	17. Acceptance and appreciation of a donation in the amount of $4,122 from the Rock Ridge Education Fund/Virginia Community Foundation for the RRPS - Education Fund.

	5. Reports:
	1. High School Staffing 2025-2026.
	District Staffing 25-26 - Staffing Placement for board

	2. Student Representative Report.
	3. Parkview Elementary Principal's Report.
	4. Superintendent.
	5. Treasurer's Report.
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	6. Policies.
	1. 413 Harassment and Violence.
	RR Policy 413
	RR Policy 413

	2. 425 Staff Development and Mentoring.
	RR Policy 425
	RR Policy 425

	3. 512 School-Sponsored Student Publications and Activities.
	RR Policy 512
	RR Policy 512

	4. 516 Student Medication and Telehealth.
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	5. 519 Interviews of Students By Outside Agencies.
	RR Policy 519
	RR Policy 519

	6. 606.5 Library Materials.
	RR Policy 606.5
	RR Policy 606.5

	7. 614 School District Testing Plan and Procedure.
	RR Policy 614
	RR Policy 614

	8. 621 Literacy and the Read Act.
	RR Policy 621
	RR Policy 621

	9. 701 Establishment and Adoption of School District Budget.
	RR Policy 701
	RR Policy 701

	10. 704 Development and Maintenance of an Inventory of Fixed Assets and a Fixed Asset Accounting System.
	RR Policy 704
	RR Policy 704

	11. 721 Uniform Grant Guidance Policy Regarding Federal Revenue Sources.
	RR Policy 721
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	12. 906 Community Notification of Predatory Offenders.
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	7. Policies Regarding Electronic Devices/Cell Phones.
	1. MSBA January 2025 Newsletter.
	MSBA-Model-Policy-Newsletter-Personal-Electronic-Communications-Devices-January-2025

	2. 524 Internet, Technology, and Cell Phone Acceptable Use and Safety Policy (CURRENT Rock Ridge policy).
	RR Policy 524

	3. 524 Internet and Technology Acceptable Use and Safety Policy (Revised Policy 524 if Policy 524.5 is adopted.)
	RR Policy 524 (if Policy 524.5 is adopted)

	4. 524.5 Personal Electronic Communication Devices (NEW policy).
	RR Policy 524.5


	8. Administration Items:
	1. Discussion and possible action on principal placements for the 2025-2026 school year.
	2. Discussion and possible action on daycare transportation for the 2025-2026 school year.
	3. Consider approval of Resolution Relating to the Termination and Non-Renewal of the Teaching Contract of Linda Fedor, a Probationary Teacher, effective at the end of the 2024-2025 school year.
	Linda Fedor Resolution Termination and Non-Renewal 1
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	12. 906 Community Notification of Predatory Offenders.

	1. 413 Harassment and Violence._0
	2. 425 Staff Development and Mentoring._0
	3. 512 School-Sponsored Student Publications and Activities._0
	4. 516 Student Medication and Telehealth._0
	5. 519 Interviews of Students By Outside Agencies._0
	6. 606.5 Library Materials._0
	7. 614 School District Testing Plan and Procedure._0
	8. 621 Literacy and the Read Act._0
	9. 701 Establishment and Adoption of School District Budget._0
	10. 704 Development and Maintenance of an Inventory of Fixed Assets and a Fixed Asset Accounting System._0
	11. 721 Uniform Grant Guidance Policy Regarding Federal Revenue Sources._0
	12. 906 Community Notification of Predatory Offenders._0
	10. Policies Regarding Electronic Devices/Cell Phones.
	1. 524 Internet, Technology, and Cell Phone Acceptable Use and Safety Policy (CURRENT Rock Ridge policy).
	RR Policy 524

	2. 524 Internet and Technology Acceptable Use and Safety Policy (Revised Policy 524 if Policy 524.5 is adopted.)
	RR Policy 524 (if Policy 524.5 is adopted)

	3. 524.5 Personal Electronic Communication Devices (NEW policy).
	RR Policy 524.5


	11. Meeting Announcements:
	1. The next regular meeting will be Monday, June 9, 2025 at 6:00 P.M. at the Rock Ridge Administration Building, 1405 Progress Pkwy, Virginia.

	12. Adjournment.

