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Orig. 2001
Revised: 6/14/05; 6/25/07; 6/10/09 Rev. 2026446

11/26/18; 1/8/24

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 Board of Education 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 non teaching staff, parents and administrators.

B. Establishing the Site Professional Development Teams

1. Administrators will determine the site professional development teams based on site and
staff need.

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 which will
be reviewed and subject to approval by the Board of Education.

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

1. Staff development outcomes which are consistent with the education outcomes as may be
determined periodically by the Board of Education;
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2. The means to achieve the staff development outcomes;

3. The procedures for evaluating progress at each school site toward meeting educational
outcomes;

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 by using best practices methods;

b) Effectively meet the needs of a diverse student population, including at-risk
children, children with disabilities, Multi-lingual learners, and gifted children,
within the regular classroom and other settings;

¢) Provide an inclusive curriculum for a racially, linguistically, ethnically, 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 school-wide progress and growth in teaching practice;

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

¢) Maintain a strong subject matter focus premised on students’ learning goals
consistent with Minn. Stat. § 120B.125;
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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;

¢) 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.
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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 Board of Education the extent to which staff at the site have met the
outcomes of the Staff Development Plan.

E. The Staff Development Advisory Committee also must develop teacher mentoring programs for
teachers new to the profession or school district. 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
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 Board of Education will review the site plans for consistency
with the Staff Development Plan.

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

C. If the Board of Education 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 District Board

and a majority of its licensed teachers vote to waive the requirement to reserve basic revenue for
staff development, the School District will reserve an amount up to two percent of its basic
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revenue for: in-service education for violence prevention programs to help students learn how to
resolve conflicts within their families and communities in non-violent, effective ways; staff
development plans; curriculum development and programs; other in-service education; teachers’
workshops; teacher conferences; the cost of substitute teachers for staff development purposes;
pre-service and in-service education for special education professionals and paraprofessionals;
and other related costs for staff development efforts.

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
Minn. Stat. § 122A.61.

VI. PROCEDURE FOR USE OF STAFF DEVELOPMENT FUNDS

A. On an annual 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 Board of Education, 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 Board of Education and/or Superintendent for consistency with the Staff Development Plan.

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. EDUCATION SUPPORT PROFESSIONALS PARAPROFESSIONAESHHETAIDES;AND
OTHERINSTREEHONALSHPPORTSTATF

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 provide training that aligns with needs identified
by MN State Statue and may consult the exclusive representative for employees receiving this
training before creating or planning the training.
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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 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.

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

Legal References:

Cross 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, Ssubd. 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)

None.
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Adopted: MSBA/MASA Model Policy 606
Orig. 1995
Revised: 8/9/04; 8/22/05; 9/25/06; 4/24/17 Rev. 202642
4/13/20
606 TEXTBOOKS AND INSTRUCTIONAL MATERIALS

II.

III.

PURPOSE

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

GENERAL STATEMENT OF POLICY

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

RESPONSIBILITY OF SELECTION

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

B. Inreviewing textbooks and instructional materials during the selection process, the professional
staff shall select materials thatwhteh:

1.

2.

support the goals and objectives of the education programs;

consider the needs, age and maturity of students;

foster respect and appreciation for cultural diversity and varied opinion;
fit within the constraints of the school district budget.

are in the English language. Another language may be used, pursuant to Minnesota

Statutes sectionivima=Stat—y 124D.61.

permit grade-level instruction for students to read and study America’s founding
documents, including documents that contributed to the foundation or maintenance of
America’s representative form of limited government, the Bill of Rights, our free-market
economic system, and patriotism; and
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C.

7. do not censor or restrain instruction in American or Minnesota state history or heritage
based on religious references in original source documents, writings, speeches,
proclamations, or records.

The superintendent shall be responsible for developing procedures and guidelines to establish an
orderly process for the review and recommendation of textbooks and other instructional materials
by the professional staff. Such procedures and guidelines shall provide opportunity for input and
consideration of the views of students, parents and other interested members of the school district
community. This procedure shall be coordinated with the school district’s curriculum
development effort and may utilize advisory committees.

IV.  SELECTION OF TEXTBOOKS AND OTHER INSTRUCTIONAL MATERIALS

A.

The superintendent shall be responsible for keeping the school board informed of progress on the
part of staff and others involved in the textbook and other instructional materials review and
selection process.

The superintendent shall present a recommendation to the school board on the selection of
textbooks and other instructional materials after completion of the review process as outlined in
this policy.

V.  RECONSIDERATION OF TEXTBOOKS OR OTHER INSTRUCTIONAL MATERIALS

A.

The school board recognizes differences of opinion on the part of some members of the school
district community relating to certain areas of the instruction program. Interested persons may
request an opportunity to review materials and submit a request for reconsideration of the use of
certain textbooks or instructional materials.

The superintendent shall be responsible for the development of guidelines and procedures to
identify the steps to be followed to seek reconsideration of textbooks or other instructional
materials.

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

. All instructional materials, including teacher’s manuals, films, tapes, or other supplementary

material which will be used in connection with any survey, analysis, or evaluation as part of any
applicable program shall be available for inspection by the parents or guardians of the students.

The Board recognizes the right of an individual parent to request that his/her child not have
to use specific materials provided a written request is made to the appropriate building
principal. When the materials in question are a part of a course requirement, acceptable
alternative materials will be provided.

No parent or group of parents has the right to select the materials for students other
than for their own children.
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Legal References:

Cross References:

Minn. Stat. § 120A.22, Subd. 9 (Compulsory Instruction)

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

Minn. Stat. § 120B.235, (American Heritage Education)

Minn. Stat. § 123B.09, Subd. 8 (School Board Responsibilities)

Minn. Stat. § 124D.59-124D.61 (Eimited-EnghshProftereneyEducation for English Learners
Act)

Minn. Stat. § 127A.10 (State Officials & School Board Members to be Disinterested;
Penalty)

20 U.S.C. 1232h(a) (Protection of Pupil Rights)

Hazelwood Sch. Dist. v. Kuhlmeier, 484 U.S. 260 H08-Sret 6208 -Ed2d-502(1988)

Pratt v. Independent Sch. Dist, No. 831,670 F.2d 771 (8" Cir. 1982)

MSBA/MASA Model Policy 603 (Curriculum Development)
MSBA/MASA Model Policy 604 (Instructional Curriculum)
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Request for Reconsideration of
Textbooks and Other Instructional Materials

To: )
Principal School

Title of textbook, material, name of speaker, location of field trip, unit of instruction:

School/Class/Teacher:

1. To what do you object? Please be specific, cite portions, and page numbers. If more room is needed,
use the reverse side of this form or attach additional pages.)

2. Did you read, listen, view or observe this material, speaker, field trip, or unit of instruction in its
entirety? If not, what parts did you examine?

3. What action do you desire the school to take?

4. Request made by:

First and Last Name

Signed: Date:
Address: Phone:

Email:
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Adopted: April 22, 2024 MSBA/MASA Model Policy 621
Orig. 2023
Revised: 4/22/24 Rev. 2025 (October)
621 THE READ TO ENSURE ACADEMIC DEVELOPMENT ACT - READ ACT
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.

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

“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.

“Literacy specialist” means a person licensed by the Professional Educator Licensing and
Standards Board as a teacher of reading, a special education teacher, or a kindergarten through
grade 6 teacher, who has completed professional development approved by the Minnesota
Department of Education (MDE) in structured literacy.

“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
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may provide services to districts through a partnership with the regional service cooperatives or
another district.

“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.

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

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

“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.

“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.

. “Reading comprehension" means a function of word recognition skills and language
comprehension skills. It is an active process that requires intentional 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.

“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.

. “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.

. “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
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Iv.

V.

SucCcCess.

READING SCREENER; PARENT NOTIFICATION AND INVOLVEMENT

A.

D.

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

MinnesetaDepartmentef EdueationtMDE).

The school district must identify any screener it uses in the district’s annual literacy plan

The school will administer screeners biannually. After the screener, the school will communicate
to the parents for each student who is not reading at or above grade level. The communication
will be parent-friendly and include the following information:

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.

The school district may not use this section to deny a student's right to a special education
evaluation.

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.

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.

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 the school, may opt a student out of the
literacy screener if the team decides that continuing to screen would not be beneficial to the
student. In such limited cases, the student must continue to receive progress monitoring and
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literacy interventions.

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 usean approved,
developmentally appropriate, and culturally responsive screener and annually report
summary screener results to the MDE Commissioner.

The school district must include in its literacy plana 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 Minnesota Statutes, section 120B.12, subdivision 2, paragraph (a), the report
must include:

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

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.

The school district must implement progress monitoring, as defined in Minnesota Statutes,
section 120B.119#8, for a student not reading at grade level.

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.

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.

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
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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 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 gfBE. 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. aprocess 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. astatement of whether the school district has adopted a MTSS framework;

8. student data using the measures of foundational literacy skills and mastery identified by
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MDE for the following students:
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 ef=MBE 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 in an approved evidence-based training program 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 gf=MBE 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 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
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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 Minnesota Statutes, section 120B.12,
subdivision 1, paragraphs (b) and (c). 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.119348 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.

X. LITERACY INCENTIVE AID USES

A. 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:
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Legal References:

Cross References:

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;

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

employing or contracting with a literacy lead, as defined in Minnesota Statutes, section
120B.119%8;

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.

Minn. Stat. § 120B.119%8 (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)

None
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618 ASSESSMENT OF STUDENT ACHIEVEMENT

I.

I1.

III.

PURPOSE

The purpose of this policy is to institute a process for the establishment and revision of assessments to
measure achievement toward meeting the Minnesota Academic Standards, track academic progress over
time, and provide Minnesota graduates information related to career and college readiness_

GENERAL STATEMENT OF POLICY

The school district has established a procedure by which students shall complete the Graduation
Standards. This procedure includes the adoption of performance assessment methods to be used in
measuring student performance. The school district strives to continually enhance student achievement of
the Graduation Requirements-.

DEFINITIONS

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

or elective content area. SeademieStandards™are-theMinmesotafreademic Standards-n-the

B. “Benchmark” means the specific knowledge or skill that a student must master to complete part
of an academic standard by the end of the grade level or grade band._

C. “Career and college ready,” for purposes of statewide accountability, means a high school
graduate has the knowledge, skills, and competencies to successfully pursue a career pathway,
including postsecondary credit leading to a degree, diploma, certificate, or industry-recognized
credential and employment. Students who are career and college ready are able to successfully
complete credit-bearing coursework at a two- or four-year college or university or other
credit-bearing postsecondary program without need for remediation.
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D. “Cultural competence,” “cultural competency,” or “culturally competent,” for purposes of
statewide accountability, means the ability of families and educators - to interact
effectively with people of different cultures, native languages, and socioeconomic backgrounds.

E. “Elective standards” means a locally adopted expectation for student learning in career and

technical education and world languages “Efeetive-standards™ate-the-neademic standards-adopted

F. “Experiential learning” means learning for students that includes career exploration through a
specific class or course or through work-based experiences such as job shadowing, mentoring,
entrepreneurship, service learning, volunteering, internships, or other cooperative work
experience, youth apprenticeship, or employment.

G. “Required standard” means (1) a statewide adopted expectation for student learning in the content
areas of language arts, mathematics, science, social studies, physical education, health and the
arts. Locally developed academic standards in health apply until statewide rules implementing
statewide health standards are required to be implemented in the classroom.

IV.  ESTABLISHMENT OF CRITERIA FOR ASSESSMENT

A. The District shall establish criteria by which student performance of local academic standards and
elective standards are to be evaluated and approved. The criteria will be submitted to the school
board for approval. Upon approval by the school board, the criteria shall be deemed part of this
policy.

B. The superintendent shall ensure that students and parents or guardians are provided with notice of
the process by which programrAacademic Sstandards will be assessed.

C. Staff members will be expected to utilize staff development opportunities to the extent necessary
to ensure effective implementation and continued improvement of the implementation at all levels
of the Minnesota Academic Standards.

V. STANDARDS FOR MINNESOTA ACADEMIC STANDARDS PERFORMANCE ASSESSMENTS
A. Benchmarks

The school district will offer academic knowledge and skills to allow students to satisfactorily
complete a state standard by the use of grade level or high school level benchmarks. -

B. Local Assessments
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Locally selected assessments are expected to provide opportunities for students to demonstrate
their achievement of the elective standards or other locally adopted standards.

C. Statewide Academic Standards Testin

1. The school district will utilize state constructed tests developed from and aligned with the
state’s required academic standards as these tests become available to evaluate student
progress toward career and college readiness in the context of the state’s academic
standards.

2. The school district will administer annually, in accordance with the process determined
by MDE, the state constructed tests aligned with state standards to all students in grades 3

through 8 and at the high school level as follows: _

a) computer-adaptive reading and mathematics assessments in grades 3 through 8;

b) state-developed high school reading and mathematics tests aligned with state
academic standards;

¢) high-seheotreading-itrgrade—+6-mathematies-ingrade—+Hand a high school

writing test aligned with state standards, when it becomes available; and

d) science assessments Annual science assessments are required in one (1) in one
grade in the grades 3 through 5 span, the grades 6 through 8 span, and a life
science assessment in the grades 9 through 12 span (a passing score on high
school science assessments is not a condition of receiving a diploma).

3. The school district will develop and administer locally constructed tests in social studies,
health and physical education, and the arts to determine if a student has met the required
academic standards in these areas.

4. The school district may use a student’s performance on a statewide assessment as one of
the multiple criteria to determine grade promotion or retention. The school district alse
may use a high school student’s performance on a statewide assessment as a percentage
of the student’s final grade in a course, or place a student’s assessment score on the
student’s transcript.
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testing-withrtheapprovat-of the-student's parentorguardiam:

5. ForstudentsingradeS-inthe2042-2043sehootyearand-ater-Fhe school district must
record on the high school transcript a student’s progress toward career and college
readiness. For other students, this record of progress must be made as soon as
practicable. In addition, the school district may include a notation of high achievement on
the high school diplomas of those graduating seniors who, according to established
school board criteria, demonstrate exemplary academic achievement during high
schoo

6. Students who do not meet or exceed the Minnesota academic standards, as measured by
the Minnesota Comprehensive Assessments administered during high school, - shall
be informed that admission to a public school is free and available to any resident under
21 years of age. or who meets the requirements of Minnesota Statutes, section 120A.20,
subdivision 1, paragraph (c). The school district will determine how this notice is given.

D. Student Participation

1. The Minnesota Commissioner of Education must create and publish a form for parents
and guardians that:

a) explains the need for state academic standards;
b) identifies the state assessments that are aligned with state standards;

¢) identifies the consequences, if any, the school or student may face if a student
does not participate in state or locally required standardized assessments;

d) states that students who receive a college ready benchmark on the high school
Minnesota Comprehensive Assessment are not required to take a remedial,
noncredit course at a Minnesota state college or university in the corresponding
subject area;

e) summarizes the provisions in Minnesota Statutes section 120B.306, subdivision
1; and

f) notifies a parent of the right to not have the parent’s child participate in the state
and locally required assessments and asks a parent that chooses to not have a
child participate in the assessments the basis for the decision.
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2. The school district must post the form created by the Commissioner on the school district
website and include it in the school district’s student handbook.

3. The school district may provide a student's parent access to the student's individual
student performance data and achievement report that is made available under Minnesota
Statutes, section 120B.305, paragraph (b), clause (1), when the performance data and
report is available to the school district.

VI. RIGOROUS COURSE OF STUDY WAIVER

A. Upon receiving a student’s application signed by the student’s parent or guardian, the school
district must declare that a student meets or exceeds a specific academic standard required for
graduation if the school board determines that the student:

1. is participating in a course of study, including an advanced placement or international
baccalaureate course or program; a learning opportunity outside the curriculum of the
school district; or an approved preparatory program for employment or postsecondary
education that is equally or more rigorous than the corresponding state or local academic
standard required by the school district;

2. would be precluded from participating in the rigorous course of study, learning
opportunity, or preparatory employment or postsecondary education program if the
student were required to achieve the academic standard to be waived; and

3. satisfactorily completes the requirements for the rigorous course of study, learning
opportunity, or preparatory employment or postsecondary education program.

B. The school board also may formally determine other circumstances in which to declare that a
student meets or exceeds a specific academic standard that the site requires for graduation under
this section.

C. A student who satisfactorily completes a postsecondary enrollment options course or program or
an advanced placement or international baccalaureate course or program is not required to
complete other requirements of the academic standards corresponding to that specific rigorous
course of study.

VII. CAREER EXPLORATION ASSESSMENT

A. Student assessments, in alignment with state academic standards, shall include clearly defined
career and college readiness benchmarks and satisfy Minnesota’s postsecondary admissions
requirements. Achievement and career and college readiness in mathematics, reading, and writing
must also be assessed. When administering formative or summative assessments used to measure
the academic progress, including the oral academic development, of English learners and inform
their instruction, schools must ensure that the assessments are accessible to the students and
students have the modifications and supports they need to sufficiently understand the
assessments.
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Legal References:

On an annual basis, the school district must use the career exploration elements in these
assessments, beginning no later than grade 9, to help students and their families explore and plan
for postsecondary education or careers based on the students’ interests, aptitudes, and aspirations.
The school district must use timely regional labor market information and partnerships, among
other resources, to help students and their families successfully develop, pursue, review, and
revise an individualized plan for postsecondary education or a career. This process must help
increase students’ engagement in and connection to school, improve students’ knowledge and
skills, and deepen students’ understanding of career pathways as a sequence of academic and
career courses that lead to an industry-recognized credential, an associate’s degree, or a
bachelor’s degree and are available to all students, whatever their interests and career goals.

Though not a high school graduation requirement, all students, except those eligible for
alternative assessments, will be encouraged to participate in a nationally aesmed recognized

college entrance exam trgrade-ttort2:

. A student under this paragraph who demonstrates attainment of required state academic standards

on these assessments, which include career and college readiness benchmarks, is academically
ready for a career or college and is encouraged to participate in courses awarding college credit to
high school students. Such courses and programs may include sequential courses of study within
broad career areas and technical skill assessments that extend beyond course grades.

To the extent state funding for college entrance exam fees is available, the school district will pay
the cost, one time, for an interested student in grade 11 or 12, who is eligible for a free or
reduced-priced meal, to take a nationally recognized college entrance exam before graduating.
The school district may require a student who is not eligible for a free or reduced-priced meal to
pay the cost of taking a nationally recognized college entrance exam. The school district will
waive the cost for a student who is unable to pay.

As appropriate, students through grade 12 must continue to participate in targeted instruction,
intervention, or remediation and be encouraged to participate in courses awarding college credit
to high school students.

In developing, supporting, and improving students’ academic readiness for a career or college, the
school district must have a continuum of empirically derived, clearly defined benchmarks focused
on students’ attainment of knowledge and skills so that students, their parents, and teachers know
how well students must perform to have a reasonable chance to succeed in a career or college
without need for postsecondary remediation.

Minn. Stat. § 120B.018 (Definitions)

Minn. Stat. § 120B.02 (Educational Expectations and Graduation Requirements for Minnesota’s
Students)

Minn. Stat. § 120B.021 (Required Academic Standards)

Minn. Stat. § 120B.022 (Elective Standards)

Minn. Stat. § 120B.023 (Benchmarks)
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Minn. Stat. § 120B.11 (School District Process for Reviewing Curriculum, Instruction, and
Student Achievement; Striving for the World’s Best Workforce)

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

Minn. Stat. § 120B.306 (District Assessment Requirements)

Minn. Stat. § 120B.307 (College and Career Readiness)

Minn. Stat. § 120B.31 (System Accountability and Statistical Adjustments)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for Language Arts)
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for Mathematics)
Minn. Rules Parts 3501.3520 (Academic Standards for the Arts)

Minn. Rules Parts 3501.0900-3501.0960 (Academic Standards in Science)

Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social Studies)
Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for Physical Education)

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

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and Instruction Goals)
MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and Procedure)
MSBA/MASA Model Policy 615 (Basic Standards Testing, Accommodations, Modifications, and
Exemptions for IEP, Section 504 Accommodation, and LEP Students)
MSBA/MASA Model Policy 616 (School District System Accountability
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609 RELIGION AND RELIGIOUS AND CULTURAL OBSERVANCES

II.

II1.

PURPOSE

The purpose of this policy is to identify the status of religion as it pertains to the programs of the school

district.

GENERAL STATEMENT OF POLICY

A.

The school district shall neither promote nor disparage any religious belief or nonbelief. Instead,
the school district encourages all students and employees to have appreciation for and tolerance
of each other’s views.

The school district also recognizes that religion has had and is having a significant role in the
social, cultural, political, and historical development of civilization.

The school district recognizes that one of its educational objectives is to increase its students’
knowledge and appreciation of music, art, drama, and literature, which may have had a religious
basis or origin as well as a secular importance.

The school district supports the inclusion of religious music, art, drama, and literature in the
curriculum and in school activities provided it is intrinsic to the learning experience and is
presented in an objective manner without sectarian indoctrination.

The historical and contemporary values and the origin of various religions, holidays, customs and
beliefs may be explained in an unbiased and nonsectarian manner.

RESPONSIBILITY

A. It shall be the responsibility of the superintendent to ensure that the study of religious materials,

customs, beliefs and holidays in the school district is in keeping with the following guidelines:
1. The proposed activity must have a secular purpose.

2. The primary objective of the activity must be one that neither advances nor inhibits
religion.

3. The activity must not foster excessive governmental relationships with religion.

4. Notwithstanding the foregoing guidelines, reasonable efforts mustwitt be made to
accommodate any student who wishes to be excused from a curricular activity for a

Passionate Learners Positively Changing Our World



South St. Paul %
Public Schools

religious observance or American Indian cultural practice, observance, or ceremony.
. The school district must

provide annual notice to parents of this policy. _

B. The superintendent is granted authority to develop and present for school board review and
approval directives and guidelines for the purpose of providing further guidance relative to the
teaching of materials related to religion. Approved directives and guidelines shall be attached as
an addendum to this policy.

Legal References:

Cross References:

U. S. Const., amend. I

Minn. Stat. § 120A.22, Subd. 12. (Compulsory Instruction)

Minn. Stat. § 120A.35 (Absence flrom School for Religious and Cultural Observances)
Minn. Stat. § 1201A.10, (Moment of Silence)

Good News Club v. Milford Central School, 533 U.S. 98_
54 (2001)

Santa Fe Indep. Sch. Dist. v. Doe, 530 U.S. 29_ (2000)
Tangipahoa Parish Bd. of Educ. v. Freiler, 530 U.S. 125 1_ (2000)
Lemon v. Kurtzman, 403 U.S.6025 0566 2105: 29 EEdad 745 (1971)
Child Evangelism Fellowship v. Minneapolis Special Sch. Dist. No. I, 690F.3d996 (8"
Cir.2012)

Wigg v. Sioux Falls Sch. Dist., 382 F.3d 807 (8" Cir. 2004)

Doe v. School Dist. of City of Norfolk, 340 F.3d 605 (8" Cir. 2003)

Stark v. Independent Sch. Dist. No. 640, 123 F.3d 1068 (8" Cir. 1997)

Florey v. Sioux Falls Sch. Dist. 49-5, 619 F.2d 1311 (8" Cir. 1980)

Roark v. South Iron R-1 Sch. Dist. 573 F.3d 556 (8" Cir. 2009)

Child Evangelism Fellowship v. Elk River Area Sch. Dist. No. 728, 599F.Supp.2d 1136
(D. Minn. 2009)

LeVake v. Independent Sch. Dist. No. 656, 625 N.W.2d 502 (Minn. App. 2001)

Minn. Op. Atty. Gen. 169-J (Feb. 14, 1968)

Minn. Op. Atty. Gen. 169-K (Oct. 21, 1949)

Minn. Op. Atty. Gen. 63 (1940)

Minn. Op. Atty. Gen. 120 (1924)

Minn. Op. Atty. Gen. 121 (1924)

MSBA/MASA Model Policy 801 (Equal Access to School Facilities)
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606.5 LIBRARY MATERIALS

I. PURPOSE

A.

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

II. GENERAL STATEMENT OF POLICY

A.

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.901, states that a school district or charter school library or school library media center
provides equitable and free access to students, teachers, and administrators and that a school
library or school library media center must have the following characteristics:

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

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

Passionate Learners Positively Changing Our World
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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.
“Library collection” consists of the library materials made available to students.

“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.

“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.

IV.  RESPONSIBILITY FOR SELECTION OF LIBRARY MATERIALS

A.

D.

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.

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.

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.

The school board may decline to purchase, lend, or shelve or remove access to library materials
legitimately based on:
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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 606.5-3 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.]

V. SELECTION OF LIBRARY MATERIALS

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

1. Library materials shall support and be consistent with the general educational goals of
the state and the district and the aims and objectives of individual schools and specific
courses;

2. Library materials shall be chosen to enrich and support the curriculum as well as to
promote reading for pleasure by responding to the personal needs and interests of student
users;

3. Library materials shall not be excluded because of the race, nationality, religion, sex,
gender, or political views of the writer;

4. Library materials shall be appropriate to and reflect the needs, ages, maturity level,
emotional development, ability levels, learning styles, social development, background,
diversity, and needs and interests of the students for whom the materials were selected;

5. Library materials shall meet high standards of quality in one or more of these
categories (presented alphabetically):

a. Artistic quality and/or literary style;
b. Authenticity;

c. Critical thinking;

d. Educational significance;

e. Factual content;
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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.

Donations. The district will not accept donated materials for inclusion in its libraries unless the
materials are already part of the existing library collection. The district will accept monetary
donations.

VL. 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
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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.

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. Because of the time
required to process a request for removal, the District will process no more than nine requests
(one for each full month that school is in session) for removal per school year, and the book must
not have been challenged in the previous 5 years.

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.

Formal Request for Reconsideration of Specific Library Collection Material

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
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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;

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
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IX.

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.

PROHIBITION ON RETALIATION

The school district may not discriminate against or discipline an employee for complying with Minnesota

Statutes, section 134.51.

[NOTE: This article was enacted in 2024 by the Minnesota legislature.]

Legal References:

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

MSBA/MASA Model Policy 606 (Textbooks and Instructional Materials)
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Adopted: November 11, 1975

Revised: 12/19/79: 1/5/88: 5/7/91: 8/9/04
8/14/17: 4/13/20

606.1 RECONSIDERATION OF TEXTBOOKS AND OTHER INSTRUCTIONAL MATERIALS

I. PURPOSE

A. The purpose of this policy is to provide direction for reconsideration of textbooks or other
instructional materials within school district programs.

II. GENERAL STATEMENT OF POLICY

A. The school board recognizes that selection of textbooks and instructional materials is a vital
component of the school district’s curriculum. Additionally, the school board recognizes
differences of opinion on the part of some members of the school district community relating to
certain areas of the instruction program. The school board also recognizes that it has the authority
to make final decisions on selection of all textbooks and instructional materials.

III. PARENT REVIEW OF TEXTBOOKS AND OTHER INSTRUCTIONAL MATERIALS

A. Parents have the right to examine materials used in the classroom or otherwise made available to
students.

B. The Board recognizes the right of an individual parent to request that his/her child not have to use
specific materials provided a written request is made to the appropriate building principal. When
the materials in question are a part of a course requirement, acceptable alternative materials will
be provided.

C. No parent or group of parents has the right to select the materials for students other than for their
own children.

IV.  RECONSIDERATION OF TEXTBOOKS AND OTHER INSTRUCTIONAL MATERIALS

A. The school board will follow these procedures when dealing with reconsideration of textbooks
and other instructional materials.

1. Any parent who wishes to request reconsideration of the use of any material(s) shall
make such request in writing on forms provided through building principals. This form is
attached and is to be considered a part of these procedures.
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2. When parent objection(s) arise, the teaching and administrative staffs will determine
when and how to deal with the material(s) in question. Recommendations will be based
on such considerations as:

a) Appropriateness

b) Maturity of students

¢) Needs of the students

d) Time and emphasis given

3. The principal shall provide, within five school days, a written response to the request for
reconsideration, outlining the status of the material and the recommendation(s) made to
the superintendent and related factors such as the people he/she involved in arriving at
his/her recommendation. Distribution of this shall be made to all concerned citizen(s),
teacher(s), superintendent, and the school board.

4. Upon receipt of the principal’s response to the request for reconsideration the item shall
be placed on the agenda of the next regular meeting. The final decision for this
recommendation shall rest with the school board.

5. The reconsideration process may be halted at any point if the objection is resolved to the
satisfaction of all concerned. In such cases, a brief report of the details will be furnished
to all recipients of the initial request.
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Request for Reconsideration of

Textbooks and Other Instructional Materials

To: >
Principal School

Title of textbook, material, name of speaker, location of field trip, unit of instruction:

School/Class/Teacher:

1. To what do you object? Please be specific, cite portions, and page numbers. If more room is
needed, use the reverse side of this form or attach additional pages.)

2. Did you read, listen, view or observe this material, speaker, field trip, or unit of instruction in its
entirety? If not, what parts did you examine?

3. What action do you desire the school to take?
Have the staff re-evaluate it? Withdraw the material.
Do not assign this material to my child in the classroom. Other (please specity)
4. Would you wish to be present at a session for re-evaluation of this material?
Yes No

5. Request made by:

First and Last Name

Signed: Date:

Address: Phone:

Email:
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Adopted: January 10, 2005 MSBA/MASA Model Policy 901
Orig. 1995
Revised: 4/25/11; 4/13/20 Rev. 20261999

901 COMMUNITY EDUCATION

I. PURPOSE

The purpose of this policy is to convey to employees and to the general public the important role of
community education within the school district.

II. GENERAL STATEMENT OF POLICY

A.

E.

The school board affirms a strong commitment to the community education program. The school
board welcomes, and strongly encourages use of school buildings and activity areas by the
community when not used for regularly scheduled elementary and secondary programs. The
school administration should strive to accomplish the following objectives:

Maximum use should be made of public school facilities within the school district service area.

Educational needs and interest of area residents should be determined periodically.

Community resources and expertise of residents should be utilized to develop a vibrant,
well-rounded community education program.

Area residents should be encouraged to actively participate in program opportunities.

III. COMMUNITY EDUCATION ADVISORY COUNCIL

A.

B.

The council shall assist in promoting the goals and objectives of the program.

The membership of the community education advisory will consist of members who represent:
various service organizations; churches; public and nonpublic schools; local government
including elected officials; public and private nonprofit agencies serving youth and families;
parents; youth; park, recreation or forestry services of municipal or local government units
located in whole or in part within the boundaries of the school district; and any other groups
participating in the community education program in the school district.

Bylaws of the community education advisory council shall provide the framework for the
organization including criteria pertaining to membership, officers’ duties, frequency and structure
of meetings and such other matters as deemed necessary and appropriate.

The council will adopt a policy to reduce and eliminate program duplication within the school
district.
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Legal References: Minn. Stat. § 124D.19, Subd. 1 (Community Education Programs; Advisory Council)

Minn. Stat. § 123B.51 (Schoolhouses and Sites; Uses for School and Nonschool
Purposes; Closings )

Minn. Stat. § 124D.20, Subd. 1 (Community Education Revenue)

Cross References: MSBA/MASA Model Policy 902 (Use of School District Facilities and Equipment)
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Adopted: November 22, 2004 MSBA/MASA Model Policy 529

Orig. 1999
Revised: 8/22/05: 6/26/17 Rev. 202616
529  STAFF NOTIFICATION OF VIOLENT BEHAVIOR BY STUDENTS

II.

I11.

PURPOSE

In an effort to provide a safe school environment, the assigned classroom teacher and certain staff
members should know whether a student to be placed in the classroom has a history of violent behavior.
Additionally, decisions should be made regarding how to manage such a student.

The purpose of this policy is to address the circumstances in which data should be provided to classroom
teachers and other school staff members about students with a history of violent behavior and to establish
a procedure for notifying staff regarding the placement of students with a history of violent behavior.

GENERAL STATEMENT OF POLICY

A. Any staff member or other employee of the school district who obtains or possesses information

concerning a student in the building with a history of violent behavior shall immediately report
said information to the principal of the building in which the student attends school.

. The administration will meet with the assigned classroom teacher and other appropriate staff

members for the purpose of notifying and determining how staff will manage such student.

. Only staff members who have legitimate educational interest in the information will receive

notification.

DEFINITIONS
For purposes of this policy, the following:

A. Administration

“Administration” means the superintendent, building principal, or other designee.

. Classroom Teacher

“Classroom Teacher” means the instructional personnel responsible for the course or room to
which a student is assigned at any given time, including a substitute hired in place of the
classroom teacher.

. History of Violent Behavior
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1. A student will be considered to have a history of violent behavior if incident(s) of
violence, including any documented physical assault of a school district employee by the
student, have occurred during the current or previous school year.

2. If a student has an incident of violence during the current or previous school year, that
incident and all other past related or similar incidents of violence will be reported.

D. Incident(s) of Violence

“Incident(s) of violence” means willful conduct in which a student endangers or causes physical
injury to the student, other students, a school district employee, or surrounding person(s) or
endangers or causes or significant damage to school district property, regardless of whether
related to a disability or whether discipline was imposed.

E. Legitimate Educational Interest

“Legitimate educational interest” includes interest directly related to classroom instruction,
teaching, student achievement and progress, discipline of a student, student health and welfare,
and the ability to respond to a request for educational data. It includes a person’s need to know in
order to:

1. Perform an administrative task required in the school or the employee’s contract or
position description approved by the school board;

2. Perform a supervisory or instructional task directly related to the student’s education; or

3. Perform a service or benefit for the student or the student’s family such as health care,
counseling, student job placement, or student financial aid.

4. Perform a task directly related to responding to a request for data.
F. School Staff Member
1. A person duly elected to the school board;

2. A person employed by the school board in an administrative, supervisory, instructional,
or other professional position;

3. A person employed by the school board as a temporary substitute in a professional
position for the period of his or her performance as a substitute; and

4. A person employed by, or under contract to, the school board to perform a special task
such as secretary, a clerk, a public information officer, or data practices compliance
official, an attorney, or an auditor for the period of his or her performance as an employee
or contractor.

IV.  PROCEDURE FOR STAFF NOTIFICATION OF STUDENTS WITH VIOLENT
BEHAVIOR
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B.

C.

E.

Reports of Violent Behavior

Any staff member or other employee of the school district who becomes aware of any
information regarding violent behavior of an enrolling student or any student enrolled in the
school district shall immediately report the information to the building principal where the student
is enrolled or seeks to enroll.

Recipients of Notice

Each classroom teacher of a student with a history of violent behavior (see Section I1.C., above),
will receive written notification from the administration prior to placement of the student in the
teacher’s classroom. In addition, notice will be given by the administration to other school staff
members who have a legitimate educational interest, as defined in this policy, when a student with
a history of violent behavior is placed in a teacher’s classroom. The administration will provide
notice to anyone substituting for the classroom teacher or school staff member, who has received
notice under this policy, that the substitute will be overseeing a student with a history of violent
behavior.

The administration may provide other school district employees or individuals outside of the
school district with information regarding a student, including information regarding a student’s
history of violent behavior, in accordance with Policy 515, Protection of Privacy of Pupil
Records.

Determination of Who Receives Notice

The determination of which classroom teachers and school staff members have a legitimate
educational interest in information regarding a student with a history of violent behavior will be
made by either: (1) the school district’s Responsible Authority appointed by the school board
under the Minnesota Government Data Practices Act or (2) the administration. In the event the
administration makes this determination, the Responsible Authority will provide guidance to the
administration as to what data will be shared.

Form of Written Notice

The notice given to classroom teachers and school staff members will be in writing and will
include the following:

1. Name of the student;
2. Date of notice;

3. Notification that the student has been identified as a student with a history of violent
behavior as defined in Section II. of this Policy; and

4. Reminder of the private nature of the data provided.

Record of Notice
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1. The administration will retain a copy of the notice or other documentation provided to
classroom teachers and school staff members notified under this section.

2. Retention of the written notice or other documentation provided to classroom teachers
and school staff members is governed by the approved Records Retention Schedule.

F. Meetings Regarding Students with a History of Violent Behavior

1. If the administration determines, in his or her discretion, that the classroom teacher and/or
school staff members with a legitimate educational interest in such data reasonably
require access to the details regarding a student’s history of violent for the purposes of
school safety and/or intervention services for the student, the administration also may
convene a meeting to share and discuss such data.

2. The persons present at the meeting may have access to the data described in Section
IV.D., above.

G. Law Enforcement Reports

Staff members will be provided with notice of disposition orders or law enforcement reports
received by the school district in accordance with Policy 515, Protection and Privacy of Pupil
Records. Where appropriate, information obtained from disposition orders or law enforcement
reports also may be included in a Notification of Violent Behavior.

V.  MAINTENANCE AND TRANSFER RECORDS

A report, notice, or documentation pertaining to a student with a history of violent behavior are
educational records of a student and will be retained, maintained, and transferred to a school or school
district in which a student seeks to enroll in accordance with Policy 515, Protection and Privacy of Pupil
Records.

VI. PARENTAL NOTICE

A. The administration will notify parents annually that the school district gives classroom teachers
and other school staff members notice about students’ history of violent behavior.

B. Prior to providing written notice of a student’s violent behavior to a classroom teachers and/or
school staff members, the administration will inform the student’s parent or guardian that such
notice will be provided.

C. Parents will be given notice that they have the right to review and challenge records or data,
including the data documenting the history of violent behavior, in accordance with Policy 515,
Protection and Privacy of Pupil Records.

VII. TRAINING NEEDS

A. Representatives of the school board and representatives of the teachers will discuss the needs of
students and staff. The parties may discuss necessary training, which may include training on
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conflict resolution and positive behavior interventions and may discuss necessary intervention
services such as student behavioral assessments.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 120A.22, Subd. 7 (School Attendance - Education Records)
Minn. Stat. § 121A.45 (Grounds for Dismissal)
Minn. Stat. § 121A.64 (Notification of Students with Violent Behavior)
Minn. Stat. § 121A.75 (Law Enforcement Notice to Schools)
Minn. Rules Parts 1205.0100-1205.2000 (Data Practices)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
34 C.F.R. §§ 99.1-99.67 (Rules Implementing FERPA)
Minn. Laws 2003, 1* Sp., Ch 9, Art. 2 § 53

Cross References: MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
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535 SERVICE ANIMALS

II.

1I1.

PURPOSE

The purpose of this policy is to establish parameters for the use of service animals by students,
employees, and visitors within school buildings and on school grounds.

GENERAL STATEMENT OF POLICY

Individuals with disabilities shall be permitted to bring their service animals into school buildings or on
school grounds in accordance with, and subject to, this policy.

DEFINITIONS
A. Service Animal

A “service animal” is a dog (regardless of breed or size) or miniature horse that is individually
trained to perform “work or tasks” for the benefit of an individual with a disability, including an
individual with a physical, sensory, psychiatric, intellectual, or mental disability. Other species of
animals, whether wild or domestic, trained or untrained, are not service animals. Service animals
are working animals that perform valuable functions; they are not pets. The work or tasks
performed by the service animal must be directly related to the individual’s disability. An animal
accompanying an individual for the sole purpose of providing emotional support, therapy,
comfort, or companionship is not a service animal.

B. Handler

A “handler” is an individual with a disability who uses a service animal. In the case of an
individual who is unable to care for and supervise the service animal for reasons such as age or
disability, “handler” means the person who cares for and supervises the animal on that
individual’s behalf. School district personnel are not responsible for the care, supervision, or
handling responsibilities of a service animal.

C. Work or Tasks
1. “Work or tasks” are those functions performed by a service animal.

2. Examples of “work or tasks” include, but are not limited to, assisting individuals who are
blind or have low vision with navigation and other tasks, alerting individuals who are
deaf or hard of hearing to the presence of people or sounds, providing non-violent
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D.

protection or rescue work, pulling a wheelchair, assisting an individual during a seizure,
alerting individuals to the presence of allergens, retrieving items such as medicine or the
telephone, providing physical support and assistance with balance and stability to
individuals with mobility disabilities, and helping persons with psychiatric and
neurological disabilities by preventing or interrupting impulsive or destructive behaviors.

3. The crime deterrent effects of an animal’s presence and the provision of emotional
support, well-being, comfort, or companionship are not “work or tasks” for the purposes
of this policy.

Trainer

A “trainer” is a person who is training a service animal and is affiliated with a recognized training
program for service animals.

IV.  ACCESS TO PROGRAMS AND ACTIVITIES; PERMITTED INQUIRIES

A.

In general, handlers (i.e., individuals with disabilities or trainers) are permitted to be accompanied
by their service animals in all areas of school district properties where members of the public,
students, and employees are allowed to go. A handler has the right to be accompanied by a
service animal whenever and to the same extent that the handler has the right: (a) to be present on
school district property or in school district facilities; (b) to attend or participate in a school-
sponsored event, activity, or program; or (c) to be transported in a vehicle that is operated by or
on behalf of the school district.

It is an unfair discriminatory practice to prohibit a person with a disability from taking a service
animal into the public place or conveyance to aid persons with disabilities, and if the service
animal is properly harnessed or leashed so that the person with a disability may maintain control
of the service animal.

The school district shall not require a person with a disability to make an extra payment or pay an
additional charge when taking a service animal into any school district building.

When an individual with a disability brings a service animal to a school district property, school
district employees shall not ask about the nature or extent of a person’s disability, but may make
the following two inquiries to determine whether the animal qualifies as a service animal:

1. Is the service animal required because of a disability; and
2. What work or tasks is the service animal trained to perform.

School district employees shall not make these inquiries of an individual with a disability
bringing a service animal to school district property when it is readily apparent that an animal is
trained to do work or perform tasks for an individual with a disability. However, school district
employees may inquire whether the individual with a disability has completed and submitted the
request form described in Part V1., below.
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F.

An individual with a disability may not be required to provide documentation such as proof that
the animal has been certified, trained, or licensed as a service animal.

V. REQUIREMENTS FOR ALL SERVICE ANIMALS

A.

B.

The service animal must be required for the individual with a disability.

The service animal must be individually trained to do work or tasks for the benefit of the
individual with a disability.

A service animal must have a harness, leash, or other tether, unless either the handler is unable,
because of a disability, to use a harness, leash, or other tether, or the use of a harness, leash, or
other tether would interfere with the service animal’s safe, effective performance of work or tasks,
in which case, the service animal must be otherwise under the handler’s control (e.g., voice
control, signals, or other effective means).

The service animal must be housebroken.

The service animal must be under the control of its handler at all times. The handler is responsible
for the care and supervision of a service animal, including walking the service animal, feeding the
service animal, grooming the service animal, providing veterinary care to the service animal, and
responding to the service animal’s need to relieve itself, including the proper disposal of the
service animal’s waste.

The school district is not responsible for providing a staff member to walk the service animal or
to provide any other care or assistance to the animal.

In the case of a student who is unable to care for and/or supervise his or her service animal, the
student’s parent/guardian is responsible for arranging for such care and supervision. In the case of
an employee or other individual who is unable to care for and/or supervise his or her service
animal, the employee or other individuals authorized representative is responsible for arranging
for a service animal’s care and supervision.

The service animal must be properly licensed and vaccinated in accordance with applicable state
laws and local ordinances.

VI. REQUESTING THE USE OF A SERVICE ANIMAL AT SCHOOL

A.

Students with a disability seeking to be accompanied by a service animal are requested to submit
the Approval Request Form to the building principal of the school the student attends. The
principal will notify the superintendent or the administrator designated with responsibility to
address such requests. School district employees seeking to be accompanied by a service animal
are requested to submit the Approval Request Form to the superintendent or the administrator
designated with responsibility to address such requests.
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B.

Students or employees seeking to bring a service animal onto district premises are requested to
identify whether the need for the service animal is required because of a disability and to describe
the work or tasks that the service animal is trained to perform.

The owner of the service animal shall provide written evidence that the service animal has
received all vaccinations required by state law or local ordinance.

VII. REMOVAL OR EXCLUSION OF A SERVICE ANIMAL

A.

B.

A school official may require a handler to remove a service animal from school district property,
a school building, or a school-sponsored program or activity, if:

1. Any of the requirements described in Part V., above, are not met.

2. The service animal is out of control and/or the handler does not effectively control the
animal’s behavior;

3. The presence of the service animal would fundamentally alter the nature of a service,
program or activity; or

4. The service animal behaves in a way that poses a direct threat to the health or safety of
others, has a history of such behavior, or otherwise poses a significant health or safety
risk to others that cannot be eliminated by reasonable accommodations.

If the service animal is properly excluded, the school district shall give the individual with a
disability the opportunity to participate in the service, program, or activity without the service
animal, unless such individual has violated a law or school rule or regulation that would warrant
the removal of the individual.

VIII. ADDITIONAL LIMITATIONS FOR MINIATURE HORSES

In assessing whether a miniature horse may be permitted in a school building or on school grounds as a
service animal, the following factors shall be considered:

A.

B.

C.

D.

The type, size, and weight of the miniature horse and whether the facility can accommodate these
features;

Whether the handler has sufficient control of the miniature horse;
Whether the miniature horse is housebroken; and

Whether the miniature horse’s presence in a specific building or on school grounds compromises
legitimate health and safety requirements.

IX. ALLERGIES; FEAR OF ANIMALS

If a student or employee notifies the school district that he or she is allergic to a service animal, the school
district will balance the rights of the individuals involved. In general, allergies that are not life threatening
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XI.

XII.

are not a valid reason for prohibiting the presence of a service animal. Fear of animals is generally not a
valid reason for prohibiting the presence of a service animal.

NON-SERVICE ANIMALS FOR STUDENTS WITH INDIVIDUALIZED EDUCATION
PROGRAMS (IEPS) OR SECTION 504 PLANS

If a special education student or a student with a Section 504 plan seeks to bring an animal onto school
property that is not a service animal, the request shall be referred to the student’s IEP team or Section 504
team, as appropriate, to determine whether the animal is necessary for the student to receive a free
appropriate public education (FAPE) or, in the case of a Section 504 student, to reasonably accommodate
the student’s access to the school district’s programs and activities.

NON-SERVICE ANIMAL AS AN ACCOMMODATION FOR EMPLOYEES

If an employee seeks to bring an animal onto school property that is not a service animal, the request shall
be referred to the superintendent or the administrator designated to handle such requests. A school district
employee who is a qualified individual with a disability will be allowed to bring such animal onto school
property when it is determined that such use is required to enable the employee to perform the essential
functions of his or her position or to enjoy the benefits of employment in a manner comparable to those
similarly situated non-disabled employees.

LIABILITY

A. The owner of the service animal or non-service animal is responsible for any harm or injury to an
individual and for any property damage caused by the service animal while on school district

property.

B. An individual who, directly or indirectly through statements or conduct, intentionally
misrepresents an animal in that person’s possession as a service animal may be subject to criminal
liability.

Legal References: Section 504 of the Rehabilitation Act of 1973

28 C.F.R. § 35.104, 28 C.F.R. § 35.130(b)(7), and 28 C.F.R. § 35.136 (ADA Regulations)
20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education Act)

Minn. Stat. § 256C.02 (Public Accommodations-fer-Persens-with-Disabiities)

Minn. Stat. § 363A.19 (Discrimination Against BlaesDeafor-Other Persens-with
Physteator-Sensory Disabilities Prohibited)

Minn. Stat. § 609.226 (Harm Caused by Dog)

Minn. Stat. § 609.833 (Misrepresentation of Service Animal)

Cross References: MSBA/MASA Policy 402 (Disability Nondiscrimination Policy)
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438 ESTABLISHMENT OF PAYROLL PAY DATES

l. PURPOSE
The purpose of this policy is to set the payroll pay dates for all school district employees.

1. GENERAL STATEMENT

It is the policy of this school district to pay all school district employees semi-monthly.
Pay dates will be the 15" and the 30" of every month except for February. The pay dates
for February shall be the 15" and the last day of the month.

If a pay date falls on a weekend or a bank holiday, the pay date shall be the preceding
business day.



South St. Paul
Public Schools

Adopted: April 24, 201 MSBA/MASA Model Policy 721
Orig. 2016
Revised: November 26, 2018 Rev. 2026-

721 PROCUREMENT POLICY

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. This policy also seeks to ensure
compliance with Minnesota procurement laws governing school districts.

II. DEFINITIONS

A. “Grants” includes
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.

B. “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.

C. “Federal award” has the meaning, depending on the context, in either paragraph 1. or 2. below.

1.

a. The federal financial assistance that _ the school district
receives directly from a federal awarding agency or indirectly from a

pass-through entity, as described in 2 Code of Federal Regulations section EER

§200.101 Appheabilitsy; 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
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from a pass-through entity, as described in 2 Code of Federal Regulations section

EFR 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
(2.) of the definition of Federal financial assistance in 2 Code of Federal Regulations

200.1, 2-€odeof Federat-Regutationsseetiom€-F-R—§-260-46-(Federat-Fimmeiat

or the cost-reimbursement contract awarded under the federal Acquisition

Regulations.

(98]

“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.

D. “Contract” means a legal instrument by which the school distric_ 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 school distn'c_ considers it a contract, when the substance of the
transaction meets the definition of a federal award or subaward.

™

“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 school distric_ for financial
statement purposes, or $I10,000.

“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,
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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).

H. “Competitive procurement process” means a process for procurement by sealed bids or by
proposals under Minnesota Statutes, section 471.345.

I.  “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.

J. “Severance pay” is a payment in addition to regular salaries and wages by the school district
to workers whose employment is being terminated.

K. “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.

M. “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. PROCUREMENT METHOD OPTIONS

A. Proeurementethods
= “Procurement by micro-purchase” 8 4The acquisition of supplies or services, the
aggregate dollar amount of which does not exceed the micropurchase threshold of
(generally $10,000, except as otherwise discussed in 48 Code of Federal Regulations,

- Subpart 2.1 or as periodically adjusted for inflation).

-“Procurement by small purchase procedures”

This procurement method may be used when the value of the procurement
transactiondoes not exceed the federal simplified acquisition threshold and is within the

state threshold of $175,000.are-these tetatively-simpie-and-informat-procutementmethods
§175:0065+56:006-fperiodicatiy-adiusted-for-nflation). I 2 small purchase procedure is

used, price or rate quotations must be obtained from an adequate number of qualified
sources. Unless specified by the Federal agency, the school district may exercise
judgment in determining what number is adequate.

-“Procurement by sealed bids (formal advertising)”
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This procurement method involves #§=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.

D.
3—4. “Procurement by competitive proposals”
This procurement method 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.
E.

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

IV.  GENERAL PROCUREMENT STANDARDSACECEPTABEE-METHODS OF PROCEREMENT

General-ProetrementStandards-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.

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.



South St. Paul
Public Schools

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

consideredused-when-pessible.

H. Thresholds for Employee Purchases

The superintendent and/or (insert title(s) as appropriate), in conjunction with the school board, is
responsible for overseeing the procurement process, including establishment of procedures,
internal controls, quality assurance, methods of greatest economy, and compliance with all
applicable laws. To be valid, all contracts must be approved by the board, except as otherwise
provided in this policy.

Individual school district employees may incur expenditures in the following amounts without
prior board approval so long as such expenditures are consistent with the school board-approved
budget, provided that in all cases the school board retains authority to disapprove any expenditure
for any reason at its sole discretion:

1. Any school district employee may make a purchase for use in connection with school
district operations when the expenditure is less than $1,000 and is consistent with this
policy’s requirements.
In addition to the foregoing, the following school district employees may execute a
purchase or procurement that requires the expenditure of up to the following amounts:
a. Superintendent: Up to (insert dollar amount)
b. (insert title): Up to (insert dollar amount)

S

PROCUREMENT METHODS WHEN USING STATE FUNDS

The school district must use one of the following methods of procurement when using state
funds:

A. Procurements for $25,000 or less If the amount of the contract is estimated to be
$25,000 or less, the contract may be made either upon quotation or in the open
market, in the school district’s discretion. If the contract is made upon quotation it
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shall be based, so far as practicable, on at least two (2) quotations which shall be kept
on file for a period of at least one (1) year after their receipt.

Alternatively, the school district may award a contract for construction, alteration,
repair, or maintenance work to the vendor or contractor offering the best value under
a request for proposals as described in Minnesota Statutes, section 16C.28,
subdivision 1, paragraph (a), clause (2), and paragraph (c).

Procurements for $25,000 or less also may be conducted by micro-purchase.
B. Procurements Exceeding $25,000 but not $175,000
1. Sealed Bids or Direct Negotiation

If the amount of the contract is estimated to exceed $25,000 but not to exceed
$175,000, the contract may be made either upon sealed bids or by direct
negotiation, by obtaining two (2) or more quotations for the purchase or sale
when possible, and without advertising for bids or otherwise complying with
the requirements of competitive bidding. All quotations obtained shall be
kept on file for a period of at least one (1) year after receipt thereof.

2. Best Value Alternative

As an alternative to the procurement method described in Subparagraph B.1
above, the school district may award a contract for construction, alteration,
repair, or maintenance work to the vendor or contractor offering the best
value under a request for proposals as described in Minnesota Statutes,
section 16C.28, subdivision 1, paragraph (a), clause (2), and paragraph (c).

C. Procurements Exceeding $175,000

If the amount of the contract is estimated to exceed $175,000, sealed bids shall be
solicited by public notice in the manner and subject to the requirements of the law
governing school district contracts. Procurement by Sealed Bids

Procurement by sealed bids means a process in which bids are publicly solicited and
a firm fixed price contract by lump sum or unit price is awarded to the responsible
bidder whose bid, conforming with all material terms and conditions of the invitation
for bids, is the lowest in price. If sealed bids are used, the following requirements

apply:

1. bids must be solicited from an adequate number of qualified sources,
providing bidders sufficient response time prior to the date set for opening
bids;
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2. the invitation for bids, which includes any specifications and pertinent
attachments, must define the items or services in order for the bidder to
properly respond;

3. all bids will be opened at the time and place prescribed in the invitation for
bids, and the bids must be opened publicly;

4. a firm fixed price contract award will be made in writing to the lowest
responsive and responsible bidder. Where specified in bidding documents,
factors such as discounts, transportation cost, and life cycle costs must be
considered in determining which bid is lowest. Payment discounts will only
be used to determine the low bid when prior experience indicates that the
discounts are usually taken advantage of;

5. any or all bids may be rejected if there is a sound documented reason; and

6. in order for a sealed bid to be feasible, the following conditions must be
present:

a. acomplete, adequate, and realistic specification or purchase
description is available;

b. two (2) or more responsible bidders are willing and able to compete
effectively for the business; and

c. the procurement lends itself to a firm fixed price contract and the
selection of the successful bidder can be made principally on the
price.

D. Procurement by Proposals

"Procurement by proposals" means a process in which either a fixed price or cost-
reimbursement type contract is awarded. Proposals are generally used when
conditions are not appropriate for the use of sealed bids. They are awarded in
accordance with the following requirements:

1. requests for proposals must be publicized and identify all evaluation factors
and their relative importance. Proposals must be solicited from an adequate
number of qualified offerors. Any response to publicized requests for
proposals must be considered to the maximum extent practical;

2. the school district must have a written method for conducting technical
evaluations of the proposals received and for making selections; and

3. contracts must be awarded to the responsible offeror whose proposal is most
advantageous to the school district, with price and other factors considered.

VI. PROCUREMENT METHODS WHEN USING FEDERAL FUNDS
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A. Procurement by competitive proposals.

This is a procurement method used when conditions are not appropriate for using
sealed bids. This procurement method may result in either a fixed-price or
cost-reimbursement contract. If this method is used, the following requirements

apply:
1.

Requests for
proposals require public notice, and all evaluation factors and their relative
importance must be identified. Proposals must be solicited from multiple
qualified entities. To the maximum extent practicable, any proposals
submitted in response to the public notice must be considered;

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

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

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

The school district may use competitive proposal procedures 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.

B. Procurement by noncompetitive proposals.

Procurement by noncompetitive proposals may be used only when one (1) or more of
the following circumstances apply:

1.

The aggregate amount of the procurement transaction does not exceed the
micro-purchase threshold;

The item is available only from a single source;

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

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

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

C. Competition.
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1. All procurement transactions under the Federal award must be conducted in a
manner that provides full and open competition and is consistent with the
standards of 2 Code of Federal Regulations, sections 200.319 and .320.

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

a. are made in accordance with 2 Code of Federal Regulations, section 200.319(b);

b. 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

c. Identify all requirements which the offerors must fulfill and all other factors to be
used in evaluating bids or proposals.

D. The school district must ensure that all prequalified lists of persons, firms, or products whtel-ate
used in geqgHtrmegoods-and-serveesprocurement transactions are current and include enough
qualified sources to ensure maximum open anefree competition. When establishing or amending
prequalified lists, the school district must consider objective factors that evaluate price and cost to
maximize competition. FAdsestThe school district must not preclude potential bidders from
qualifying during the solicitation period.

E. Nemtfederatentitresare The school district is 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.

F. 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 Code of Federal Regulations section €FR—g§ 180.215.

N——MANAGINGEQUHPMENTAND-SAFEGEARDINGASSETS
G. Managing Property and Equipment and Safeguarding Assets

1. Property Standar
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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 other

property owned by the school districthef-federalentity. 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 section
EFR=%% 200.311, 200.314, and 200.315.

2. Managing Equipment

Menagementreqtirements—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:

#—a. 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.

2—0Db. A physical inventory of the property must be taken and the results reconciled
with the property records at least once every two years.

2—c. 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.

#—d. Adequate maintenance procedures must be developed to keep property in good
condition.

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

€—H. 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 andresponsibility over
confidentiality.
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VIIL.

VIII.

FINANCIAL MANAGEMENT REQUIREMENTS

A. Financial Management. The school district’s financial management systems, including records

documenting compliance with federal statutes, 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 ghestracking effandsto-atevelof cxpenditures
adequate to establish that swelrfunds have been used in accordance withaceordmgto-the federal
statutes, regulations, and the terms and conditions of the federal award.

. Payment. The school district must be paid in advance, provided it maintains or demonstrates the

willingness to maintain both written procedures that minimize the 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 and accountability.

Advance payments to theg school district must be limited to the minimum amounts needed and be
timed terbetraceordaneewith thesactual, 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
school districthen=federatentity 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.

. 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 alignbetireempttanee 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-Hnited-States-Constitattons federal statutes, regulations,
and the terms and conditions of the federal award.

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

The school district must gdsé-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 and other information considered sensitive consistent with applicable federal and
state laws regarding privacy and obligations of confidentiality.

ALLOWABLE USE OF FUNDS AND COST PRINCIPLES
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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

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.

“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). _

http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html.

“Omni Circular” -(also known as 2 - Code of Federal Regulations, Part 200.
lt-he IU niform Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards® or the Uniform Grant Guidance) means federal cost principles that
provide standards for determining whether costs may be charged to federal grants.

“Advance payment” means a payment that a federal - agency or passthrough
entity makes by any appropriate payment mechanis

and payment method before the school district _

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 200, subpart EI under specific conditions (review the specific
part of 2 Code of Federal Regulations 200, subpart E for allowability requirements for the

specific cost):

L.

2.

Advertising and public relations;
Advisory councils;

Audit costs and related services;
Bonding costs;

Compensation -personal services;

Compensation — fringe benefits;


http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

Conferences;

Contingency provisions;
Depreciation_;

Employee - health, and welfare costs;

Equipment and other capital expenditures;

Gains and losses on disposition of depreciable _

assets;
Insurance and indemnification;
Intellectual property;

Maintenance_and repair costs;

Materials and supplies costs, including costs of computing devices;
13- Meetings-and-eonferences;

Memberships, subscriptions, and professional activity costs;
Organization costs;

Participant costs;

Plant and slecurity costs;

Pre-award costs;

Professional service costs;

Proposal costs;

Publication and printing costs;

Rearrangement and BHerafeRereconversion costs;
Recruiting costs;

27. Relocation costs of employees;

Rental costs of buildings and equipment;

Scholarships, student aid costs, and tuition remission;

Specialized service facilities;
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31. Taxes;

32. Telecommunication and video surveillance costs;
33. Termination and standard closeout costs;

34. Training and education costs;-

35. Transportation costs; and

36. Travel costs.

D. Costs Forbidden by Federal Law. 2 Code of Federal Regulations - Part 200' and EDGAR
identify certain costs that may never be paid with federal funds. The - list below
provides examples of such costs. If a cost is on this list, it may not be supported with federal
funds unless an exception exists (review the specific part of 2 Code of Federal Regulations 200,
subpart E for possible exceptions to unallowable costs). 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 Code of Federal Regulations - Part 200,Isubpart E; thus, the
following list is not exhaustive:

1. Alcoholic beverages;

2. Bad debts;

3. Contingency provisions (with limited exceptions);
4. Contributions and donations

5. Entertainment (with limited exception);

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

7. Fines,- penalties, damages, and other settlements;

8. General costs of governmentgevernmentexpenses(with limited exceptions pertaining to
Indian tribal governments and Councils of Government (COGs));

9. Goods or services for personal use;
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10.

I1.

12.

13.

14.

15.

16.

17.

18.

Interestz (except interest specifically stated in 2 Code of Federal Regulations section
EFR=% 200.449% as allowable);

Lobbying;

Losses on other Federal awards or contracts;
Selling and marketing;

Student activity costs;

Religious use;

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

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

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

E. Program Allowabilit

1.

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

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.

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
#=—=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:

g=—1. Necessary for the proper and efficient performance or administration of the
program.

B—2. 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.
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£—3. 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.

g—4. 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.

£=5. 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.

L.

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.

Many state-administered programs require school districts Jeeal-edueation-asenetes
fEEAS) 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 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 (3) 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 school

wide program schools. Staff should be familiar with the supplement not supplant
provisions applicable to their program.
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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. Reduction in Aid

If the school district makes a purchase without a procurement policy adopted by the school board
or makes a purchase not in conformity with the school district's procurement policy, the
Commissioner may reduce that school district's state aid in an amount equal to the purchase.

L. Property, Financial Investments, and Contracting

The school district is subject to and must comply with Minnesota Statutes, sections 15.054 and
118A.01 to 118A.06 governing government property and financial investments and sections
471.38,471.391, 471.392, and 471.425 governing municipal contracting.

M. 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 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 DOFederatageney, MDE, and the ageney’s MDE
Office of Inspector General, afe-pass-threttghenttty (if applicable). School districts are also
required to report matters related to geetpiest school district integrity and performance in
accordance with Appendix XII of 2 Code of Federal Regulations, part 200¢htspart. Failure to
make required disclosures can result in any of the remedies described in 2 Code of Federal
Regulations, section 200.339.

IX. COMPENSATION — PERSONAL SERVICES EXPENSES AND REPORTING
A. Compensation — Personal Services
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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:

L.

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

Follows an appointment made in accordance with them 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,thef@ school

district must follow its written non-federal, entity-wide 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

L.

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.

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 section €&FR=% 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.

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

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

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

4. Meeting the definition of “direct cost” in the applicable cost principles of the Uniform
Grant Guidance.

-E. Travel Costs. Under 2 Code of Federal Regulations, section 200.475, travel costs include the
transportation, lodging, subsistence, and related items incurred by employees who arein travel
status on official business of the school district.

Travel costs may be charged on an actual cost basis, on a per diem or mileage basis-
_, 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_The method used must be
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 _established written
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 as a result of_ the school district’s written policy_
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In addition, when costs are charged directly to the federal award, documentation must justify

that: the-foltowing:

1.
2.

Participation of the individual is necessary to the federal award; and
The costs are reasonable and consistent with the school district’s established travet

written policy.

Temporary dependent care costs above and beyond regular dependent care thatdirectty resuits
frem-travelto-eonfereneests arc allowable provided that these costs are:

1.

2.

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

Consistent with the school district’s geetmented-travetestablished written policy for all
school district travel; and

Only temporary during the travel period.

X.  SUBRECIPIENT MONITORING

A. The school district will:

L.

Verify that the subrecipient is not excluded or disqualified in accordance with 2 Code of
Federal Regulations, section 180.300. Verification methods are provided in section
180.300, which include confirming in SAM.gov that a potential subrecipient is not
suspended, debarred, or otherwise excluded from receiving federal funds.

Ensure that every subaward is clearly identified to the subrecipient as a subaward and
includes the information provided below. A pass-through entity must provide the best
available information when some of the information below is unavailable. A pass-through
entity must provide the unavailable information when it is obtained.

a. Required information includes:

(1) Federal award identification
(1)  Subrecipient's name (must match the name associated with its
unique entity identifier);
(i1)  Subrecipient's unique entity identifier;
(i)  Federal Award Identification Number (FAIN);
(iv)  Federal Award Date;
(v)  Subaward Period of Performance Start and End Date;
(vi)  Subaward Budget Period Start and End Date;
(vil)  Amount of Federal Funds Obligated in the subaward;
(viii)  Total Amount of Federal Funds Obligated to the subrecipient by
the pass-through entity, including the current financial
obligation;
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(ix)

x)
(xi)
(xii)

(xiii)

(xiv)

Total Amount of the Federal Award committed to the
subrecipient by the pass-through entity;

Federal award project description, as required by the Federal
Funding Accountability and Transparency Act (FFATA);
Name of the Federal agency, pass-through entity, and contact
information for awarding official of the pass- through entity;
Assistance Listings title and number; the pass-through entity
must identify the dollar amount made available under each
Federal award and the Assistance Listings Number at the time of
disbursement;

Identification of whether the federal award is for research and
development; and

Indirect cost rate for the federal award (including if the de
minimis rate is used in accordance with 2 Code of Federal
Regulations, section 200.414).

(2) All requirements of the subaward, including requirements imposed by
Federal statutes, regulations, and the terms and conditions of the Federal

award;

(3) Any additional requirements that the pass-through entity imposes on the

subrecipient for the pass-through entity to meet its responsibilities under
the Federal award. This includes information and certifications (see 2
Code of Federal Regulations, section 200.415) required for submitting

financial and performance reports that the pass-through entity must
provide to the federal agency;

(4) Indirect cost rate:

(5) A requirement that the subrecipient permit the pass-through entity and
auditors to access the subrecipient's records and financial statements for
the pass-through entity to fulfill its monitoring requirements; and

(6) Appropriate terms and conditions concerning the closeout of the

subaward.

3. Evaluate each subrecipient's fraud risk and risk of noncompliance with a subaward to

determine the appropriate subrecipient monitoring described in 2 Code of Federal
Regulations, section 200.332, paragraph (f). When evaluating a subrecipient's risk, a

pass-through entity should consider the following:

a. The subrecipient's prior experience with the same or similar subawards;

b. The results of previous audits. This includes considering whether or not the
subrecipient receives a Single Audit in accordance with 2 Code of Federal
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Regulations, part 200, subpart F and the extent to which the same or similar
subawards have been audited as a major program;

Whether the subrecipient has new personnel or new or substantially changed
systems; and

The extent and results of any federal agency monitoring (for example, if the
subrecipient also receives federal awards directly from the federal agency).

If appropriate, consider implementing specific conditions in a subaward as described in 2
Code of Federal Regulations, section 200.208 and notify the Federal agency of the

specific conditions.

Monitor the activities of a subrecipient as necessary to ensure that the subrecipient

complies with Federal statutes, regulations, and the terms and conditions of the subaward.
The pass-through entity is responsible for monitoring the overall performance of a

subrecipient to ensure that the goals and objectives of the subaward are achieved. In
monitoring a subrecipient, a pass-through entity must:

a.

b.

Review financial and performance reports.

Ensure that the subrecipient takes corrective action on all significant
developments that negatively affect the subaward. Significant developments
include Single Au dit findings related to the subaward, other audit findings, site
visits, and written notifications from a subrecipient of adverse conditions which
will impact their ability to meet the milestones or the objectives of a subaward.
When significant developments negatively impact the subaward, a subrecipient
must provide the pass-through entity with information on their plan for corrective
action and any assistance needed to resolve the situation.

Issue a management decision for audit findings pertaining only to the Federal
award provided to the subrecipient from the pass-through entity as required by 2
Code of Federal Regulations, section 200.521.

Resolve audit findings specifically related to the subaward. However, the
pass-through entity is not responsible for resolving cross-cutting audit findings
that apply to the subaward and other Federal awards or subawards. If a
subrecipient has a current Single Audit report and has not been excluded from
receiving Federal funding (meaning, has not been debarred or suspended), the
pass-through entity may rely on the subrecipient's cognizant agency for audit or
oversight agency for audit to perform audit follow-up and make management
decisions related to cross-cutting audit findings in accordance with 2 Code of
Federal Regulations, section 200.513(a)(4)(viii). Such reliance does not eliminate
the responsibility of the pass-through entity to issue subawards that conform to
agency and award-specific requirements, to manage risk through ongoing
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subaward monitoring, and to monitor the status of the findings that are
specifically related to the subaward.

6. Depending upon the pass-through entity's assessment of the risk posed by the
subrecipient (as described in 2 Code of Federal Regulations, section 200.332, paragraph
(c)), the following monitoring tools may be useful for the pass- through entity to ensure
proper accountability and compliance with program requirements and achievement of
performance goals:

a. Providing subrecipients with training and technical assistance on program-related
matters;

b. Performing site visits to review the subrecipient's program operations; and

c. Arranging for agreed-upon-procedures engagements as described in 2 Code of
Federal Regulations, section 200.425.

7. Verify that a subrecipient is audited as required by 2 Code of Federal Regulations, part
200, subpart F.

8. Consider whether the results of a subrecipient's audit, site visits, or other monitoring
necessitate adjustments to the pass-through entity's records.

9. Consider taking enforcement action against noncompliant subrecipients as described in 2
Code of Federal Regulations, section 200.339 and in program regulations.

XI. CONFLICT OF INTEREST

A. EmpleyeeStandards of Conduct

The school district will maintain written standards of conduct covering conflicts of interest and

governing the actions of its employees engaged in the selection, award and administration of
contracts.

No employee, officer, gf=agent, or board member 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, ggagent, or board member, any member of his or her immediate family, his or

aasalasiaa amfliat o atarac
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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, amdiagents, and board member of the 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, #tagent, or board member of the school district. Disciplinary
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Legal References:

actions may be undertaken pursuant to the school district’s Discipline, Suspension, and Dismissal
of School Employees policy.

. Organizational Conflicts of Interest. If the school district has a parent, affiliate, or subsidiary

organization that is not a state, local government, or Indian tribe, the school district must maintain
written standards concerning organizational conflicts of interest. Organizational conflicts of
interest means that because of relationships with a parent company, affiliate, or subsidiary
organization, Fthe 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.

. Disclosing Conflicts of Interest. The school district sagstwill disclose in writing any potential

conflict of interest to MDE in accordance with appiteabte established federal awarding agency
policics¥.

Minn. Stat. § 15.054 (Sale or Purchase of State Property; Penalty)

Minn. Stat. § 16C.28 (Contracts; Awards)

Minn. Stat. § 118A.01-.06 (Deposit and Investment of Local Public Funds)
Minn. Stat. § 123B.52 (Contracts)

Minn. Stat. § 471.345 (Uniform Municipal Contracting Law)

Minn. Stat. § 471.38 (Claims)

Minn. Stat. § 471.391 (Declaration Form)

Minn. Stat. § 471.392 (Penalty)

Minn. Stat. § 471.425 (Prompt Payment of Local Government Bills)

18 U.S.C. (Crimes and Criminal Procedures)

31 U.S.C. §§ 37293733 (False Claims)

2 C.F.R. § 180.215 (Which Nonprocurement Transactions are Not Covered
Transactions)

2 C.F.R. § 180.300 (What Must I Do before I Enter Into a Covered Transaction
with Another Person at the Next Lower Tier?)

2 C.E.R. 200 Subpart E (Cost Principles)

2 C.F.R. 200 Subpart F (Audit Requirements)

2 C.E.R. § 200.12 (Definitions; Capital Assets)

2 C.FR. § 200.101 (Applicability)

2 C.F.R. § 200.112 (Conflict of Interest)

2 C.F.R. § 200.113 (Mandatory Disclosures)

2 C.FR. § 200.205¢d} (Federal Awarding Agency Review of Merit of ProposalsRiskPosed-by
Appieants)

2 C.F.R. § 200.208 (Specific Conditions)

2 C.F.R. § 200.2142 (Suspension and Debarment)

2 C.F.R. § 200.300(b) (Statutory and National Policy Requirements)

2 C.F.R. § 200.302 (Financial Management)

2 C.F.R. § 200.303 (Internal Controls)
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Cross References:

2 C.FR. § 200.305(b)(1) (Federal Payment)

2 C.F.R. § 200.310 (Insurance Coverage)

2 C.F.R. § 200.311 (Federally-owned and Exempt Property _)
2 C.FR. § 200.311 (Federatty-owned-and ExemptRcal 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.E.R. § 200.318 (General Procurement Standards)

2 C.FR. § 200.319¢8) (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.FR. § 200.328 (Financial Reporting Monttoring and Reportig Progrant Performance)
2 C.E.R. § 200.332 (Requirements for Pass-Through Entities)

2 C.F.R. § 200.339 .(Remedies for Noncompliance)

2 C.F.R. § 200.403(c) (Factors Affecting Allowability of Costs)
2 C.FR. § 200.413 (Direct Costs)

2 C.ER. § 200.414 (Indirect Costs)

2 C.FR. § 200.415 (Required Certifications)

2 C.F.R. § 200.425 (Audit Services)

2 C.E.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)

2C.FR.§ 200.474' (Transportation Costs)

2 C.F.R. § 200.4754 (Travel Costs)

2 C.E.R. § 200.513 (Responsibilities)

2 C.ER. § 200.521 (Management Decisions)

45 C.F.R. § 75.2 (Definitions)

45 C.F.R. § 75.317 (Insurance Coverage)

45 C.F.R. § 75.320 (Equipment)

48 C.F.R. Subpart 2.1 (Definitions)

MSBA/MASA Model Policy 208 (Development, Adoption, and Implementation of Policies)
MSBA/MASA Model Policy 210 (Conflict of Interest — School Board Members)
MSBAAMASA-ModetPotiey 2 H6-H(Eonflictof nterest—Charter-Schoot Boardembersy
MSBA/MASA Model Policy 412 (Expense Reimbursement)

MSBA/MASA Model Policy 701 (Establishment and Adoption of School District Budget)
MSBA/MASA Model Policy 701.1 (Modification of School District Budget)
MSBA/MASA Model Policy 702 (Accounting)

MSBA/MASA Model Policy 703 (Annual Audit)
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Resources:

Minnesota Department of Education (MDE): Procurement Handbook [January 8, 2025] (accessed
01/07/26)

MDE: Competitive Proposal Method [April 2020] (accessed 01/07/26)

Office of Management and Budget: OMB Guidance for Federal Financial

Assistance (Uniform Guidance) (accessed 02/20/26)

U.S. DOE: Education Department General Administrative Regulations (EDGAR)

and Other Applicable Grant Regulations (accessed 01/09/26)

U.S. DOE: Uniform Administrative Requirements, Cost Principles, and Audit

Requirements for Federal Awards (accessed 01/09/26)
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ELECTRONIC FUNDS TRANSFERS

PURPOSE

The purpose of this policy is to establish and authorize procedures for electronic transfer of
district funds.

GENERAL STATEMENT OF POLICY

It is the policy of this school district to establish that for any transfer of funds request, an
additional requirement is imposed for the first transfer to any account. The authorized employee
who is processing the transfer must confirm the transfer by verbal communication with the
recipient over a verified phone number prior to authorizing or requesting the transfer.

AUTHORIZED EMPLOYEES

The Finance Director and Assistant Business Manager are authorized to process electronic funds
transfers on behalf of the district. No other district employees are authorized to process
electronic funds transfers on behalf of the district.
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