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422  POLICIES INCORPORATED BY REFERENCE

PURPOSE

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

well as to students.

To avoid undue duplication, the school district provides notice by this

section of the application and incorporation by reference of the following policies that also

apply to employees:

Model Policy 505

Model Policy 507
Model Policy 510
Model Policy 511
Model Policy 517

Model Policy 518
Model Policy 519
Model Policy 522

Model Policy 524
Model Policy 525
Model Policy 535

Distribution of Nonschool-Sponsored Materials on School Premises by
Students and Employees

Corporal Punishment

Student Activities

Student Fundraising

Student Recruiting

DNR-DNI Orders

Interviews of Students by Outside Agencies

Title IX Sex Nondiscrimination Policy, Grievance Procedure and Process

Internet Acceptable Use and Safety Policy
Violence Prevention
Service Animals in Schools

Employees are charged with notice that the above cited policies are also applicable to
employees; however, employees are also on notice that the provisions of the various policies
speak for themselves and may be applicable although not specifically listed above.

Legal References: None
Cross References: None

New Policy
First Reading:
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715 ELECTRONIC FUND TRANSFERS
1. PURPOSE

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

II. GENERAL STATEMENT OF POLICY

It is the intent of this school district to comply with all state laws relating to electronic funds
transfers.

II1I. SCOPE

This policy applies to all electronic funds of the school district.

IV. AUTHORITY AND OBJECTIVES

A. The funds of the school district shall be transferred in accordance with this policy, Minnesota
Statutes section 471.38, and any other applicable law or written administrative procedures.

B. The primary criteria for electronic funds transfers of the school district are as follows:

1. The school board shall delegate the authority to make electronic funds transfers to the
director of business services and their designated business office official.

2. The disbursing bank shall keep on file a copy of the Electronic Fund Transfer policy.

3. The initiator of the electronic transfer shall be identified.

4. The initiator shall document the request and obtain approval from the designated
business office official before initiating the transfer.

5. A written confirmation of the transaction shall be made no later than one business day
after the transaction and shall be used in lieu of a check, order check or warrant
required to support the transaction.

6. A list of all transactions made by electronic funds transfer shall be submitted to the
school board at its next regular meeting after the transaction.

V. DELEGATION OF AUTHORITY

The executive director of business services is designated as the business administrator of the
school district and is responsible for electronic funds transfers and activities under the
direction of this policy.

The executive director of business services may delegate certain duties to the business office
employees, but shall remain responsible for the operation of the program.

Legal References: Minn. Stat. § 471.38, subd. 3 (Claims)

New Policy
First Reading: 09.22.2026
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New Policy
First Reading:
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621

LITERACY AND THE READ ACT

I. PURPOSE

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

reading.

Duluth Public Schools places a high value on literacy as a core component of students'

educational journey. The school district is committed to providing evidence-based reading

instruction that is consistent with the Read Act, ensuring that students develop strong reading
and writing skills. The school district emphasizes a comprehensive, standards based approach
to literacy, encompassing foundational skills, vocabulary development, reading fluency, and
reading comprehension. This dedication to literacy aims to equip every student with the
essential tools for academic success and lifelong learning in all subject areas.
II. GENERAL STATEMENT OF POLICY
The school district recognizes the centrality of reading in a student’s educational experience.
III. DEFINITIONS

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

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

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

D. "Literacy specialist" means a person licensed by the Professional Educator Licensing
and Standards Board as—a—teacher—eof—+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 I|teracy A

E. "Literacy lead" means a literacy specialist with expertise in working with educators as
adult learners. A district literacy lead must support the district's implementation of the
Read Act; provide support to school-based coaches; support the implementation of
structured literacy, interventions, curriculum delivery, and teacher training; assist with
the development of personal learning plans; and train paraprofessionals and other
support staff to support classroom literacy instruction. A literacy lead may be
employed by one (1) district, jointly by two (2) or more districts, or may provide
services to districts through a partnership with the regional service cooperatives or
another district.
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"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 "expressive language" e+ and “receptive language,”
includes speaking and listening, and consists of five components: phonology,
morphology, syntax, semantics, and pragmatics. Oral language also includes sign
language, in which speaking and listening skills are defined as expressive and
receptive skills, and consists of phonology, including sign language phonological
awareness, morphology, syntax, semantics, and pragmatics.

“Parent” means a student’s parent or legal guardian.

"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. This approach is consistent with the
principles identified in the science of reading and is designed to ensure all students
develop strong foundational literacy skills.

"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 success.
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IV. READING SCREENER; PARENT NOTIFICATION AND INVOLVEMENT

A.

The school district must administer an approved reading screener to students in
kindergarten through grade 3 within the first six (6) weeks of the school year, by
February 15 each year, and again within the last six (6) weeks of the school year. A
district must provide vendor-approved screening accommodations to students with
documented accommodation plans.

A district must administer an approved reading screener to students in grades 4 and
above who are not reading at grade level at least once per year until the student
reaches grande-level proficiency. The screener must be one of the screening tools
approved by the Minnesota Department of Education (MDE).

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

Schools, after administering each screener, must follow the language access plan
under Minnesota Statutes, section 123B.32 and give the parent of each student who is
not reading at or above grade level information from the screener about:

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

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

3. strategies for parents to use at home in helping their student succeed in
becoming grade-level proficient in reading in English and in their native
language.

For students enrolled in dual language immersion programs, the school district must
measure the student’s reading proficiency in English or in the program’s partner
language, if available, according to Article V below. Following its language access plan
under Minnesota Statutes, section 123B.32, the school district must notify families
with timely information about students’ reading proficiency, including how the
student’s reading proficiency is assessed, any reading-related services or supports
provided to the student and the student’s progress, and strategies for families to use
at home in helping students succeed in becoming grade-level proficient in reading in
English or the partner language. The dual language immersion program may provide
information about national research on reading proficiency for students in dual
language immersion programs in the parent notification.

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

V. IDENTIFICATION AND REPORT

A.
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Students enrolled in kindergarten, grade 1, grade 2, and grade 3, including
multilingual learners and students receiving special education services, and students
enrolled in dual language immersion programs, 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 expressive or
receptive language mastery. The screening tool used must be a valid and reliable
universal screener that is highly correlated with foundational reading skills. Fer
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The school district must submit data on student performance in kindergarten, grade 1,
grade 2, and grade 3 on foundational reading skills, including phonemic awareness,
phonics, decoding, fluency, and oral language to MDE in the annual local literacy plan
submission due on June 15.

For students enrolled in dual language immersion programs:

1. if students are screened in the partner language, they must be screened at the
same interval as the screenings in English under Paragraph A above;

2. if the program provides instruction in foundational reading skills in English, the
students receiving that instruction must be screened in English;

3. if the program provides instruction in foundational reading skills in the partner
language, the students receiving that instruction must be screened in the
partner language;

4. if no screener is available in the partner language, the school district must
identify how students’ reading proficiency is assessed and how the school
district determines and provides targeted reading instruction in the partner
language and supports to students identified as needing additional support in
developing mastery of foundational reading skills; and

5. the partner language screening tool must be approved by the school district
for kindergarten through grade 3 students.

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

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

An English language learner must be screened for characteristics of dyslexia according
to the vendor’s assessment guidelines.

The school district must include in its local literacy plan a summary of the district's
efforts to screen, identify, and provide interventions to students who demonstrate
characteristics of dyslexia as measured by a screening tool approved by MDE. With
respect to students screened or identified under Minnesota Statutes, section 120B.12,
subdivision 2, paragraph (a), the report must include:
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1. a summary of the school district's efforts to screen for characteristics of
reading difficulties, including 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 aligned and targeted 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, 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 the
school district purchases new literacy curriculum, or literacy intervention or
supplementary materials, the curriculum or materials must be evidence-based as
defined in Minnesota Statutes, section 120B.119.

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 aligned and targeted reading
intervention as defined by the MTSS framework 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 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.

VII. LOCAL LITERACY PLAN

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

1. a process to assess students' foundational reading skills, oral language,

and level of reading proficiency and the screeners used, by school site and
grade level, under Minnesota Statutes, section 120B.123;
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10.

11.

12.

13.

a process to notify and involve parents;

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;

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;

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

the curricula used by school site and grade level and, if applicable, the district
plan and timeline for adopting evidence-based curricula and materials starting
in the 2025-2026 school year;

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

student data using the measures of foundational literacy skills and mastery
identified by 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.

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

the number of teachers and other staff proposed for training in structured
literacy;

how the district used funding provided under the Read Act to implement the
requirements of the Read Act;

beginning as soon as practicable after the end of fiscal year 2026, how the
district used literacy aid funding received under Minnesota Statutes, section
124D.98; ara

beginning on December 31, 2025, for a district with a dual language
immersion program:

a. the program’s partner language;

b. grade levels included in the program;

C. the language used to screen students’ foundational reading skills;

d. the percentage of grade 3 students taking the Minnesota

Comprehensive Assessments; and

e. the number of students in the program in grades 4 to 12 who are
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identified as not reading at grade level-, and

14. beginning with the 2026-2027 school year, a description of how schools in the
district will use the school library media center to complement students’
foundational reading skills.

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

The school district must use a streamlined template developed by the Commissioner
for local literacy plans that meets the requirements of Minnesota Statutes, section
120B.12, subdivision 4a, and requires all reading instruction and teacher training in
reading instruction to be evidence-based.

VIII. STAFF TRAINING

A.
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The district must provide training from a menu of approved evidence-based training
programs to the following teachers and staff by July 1, 2026:

1. reading 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. kindergarten through grade 12 special education teachers responsible for
foundational reading instruction;

4. curriculum directors;

5. instructional support staff, contractors, and volunteers who assist in providing
reading interventions under the oversight and monitoring of a trained licensed
teacher;

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

7. teachers holding English as a second language teaching licenses.

The school district must provide training from a menu of approved evidence-based
training programs to the following teachers by July 1, 2027:

1. teachers who provide foundational reading instruction to students in grades 4
to 12;
2. teachers who provide instruction to students in a state-approved alternative

program; and

3. teachers who provide instruction to students in dual language immersion
programs.

The Commissioner may grant a school district an extension to these deadlines.

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
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district literacy lead must collaborate with school district administrators and staff to
support the school district's implementation of requirements under the Read Act.

Training provided by the following may satisfy the professional development
requirements under this Article:

1. a certified trained facilitator; or

2. a training program that MDE has determined meets the professional
development requirements under the Read Act.

Beginning July 1, 2027, an educator required to receive training under Minnesota
Statutes, section 120B.123, subdivision 5, paragraph (a), who is new to the state of
Minnesota or is a newly licensed teacher who did not receive instruction in the
teaching of foundational reading skills based on structured literacy, must complete one
(1) of the approved required trainings. Training must be offered through the regional
literacy network and facilitated by a local certified trained facilitator. MDE must review
district literacy lead waiver requests and grant waivers to educators new to the state
or educators who provide reading instruction exclusively using alternatives to
sound-based approaches, and who have completed the professional development
requirements consistent with this subdivision.

For the 2024-2025, 2025-2026 and 2026-2027 school years only, the hours of
instruction requirement under Minnesota Statutes, section 120A.41 for students in
elementary and secondary school, as defined in Minnesota Statutes, section 120A.05,
subdivisions 9 and 13, is reduced by 5-1/2 hours for a district that enters into an
agreement with the exclusive representative of the teachers that requires teachers to
receive at least 5-1/2 hours of approved evidence-based training required under this
subdivision, on a day when other students in the district receive instruction.

The hours of instruction reduction for secondary school students is applicable only for
the 2025-2026 and 2026-2027 school years.

An educator who was first enrolled in an elementary, special education, or early
childhood education Minnesota-approved teacher preparation program on or after June
1, 2026, does not need to receive additional training according to Minnesota Statutes,
section 120B.123, subdivision 5, paragraph (a).

All professional development and digital curriculum resources must comply with the
accessibility standards developed according to Minnesota Statutes, section 16E.03,
subdivision 9. Professional development provided in accordance with the Read Act is
subject to the requirements of Minnesota Statutes, section 363A.43.

IX. STAFF DEVELOPMENT

A.
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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.

The school district shall use the data under Article V. above to identify the staff
development needs so that:
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elementary teachers are able to implement explicit, systematic,
evidence-based instruction in the five reading areas of phonemic awareness,
phonics, fluency, vocabulary, and comprehension with emphasis on mastery of
foundational reading skills as defined in Minnesota Statutes, section 120B.119
and other literacy-related areas including writing until the student achieves
grade-level reading and writing proficiency;

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;

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

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 academic
language development, and build academic literacy; and

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 AID USES

The school district must use its literacy aid to meet the requirements and goals adopted in the
school district’s local literacy plan.

Legal References:

Cross References:

First Reading:
Second Reading:
Adopted:
Reviewed:
Reviewed:
Revised:
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Minn. Stat. § 120B.119 (Read Act Definitions)

Minn. Stat. § 120B.12 (Read Act Goal and Interventions)

Minn. Stat. § 120B.123 (Read Act Implementation)

Minn. Stat. § 123A.24 (Withdrawing from a Cooperative Unit; Appealing Denial
of Membership)

Minn. Stat. §124D.68 (Graduation Incentives Program)

Minn. Stat. § 124D.98 (Literacy Incentive Aid)

Minn. Stat. § 125A.56 (Alternate Instruction Required before Assessment
Referral)

Minn. Stat. § 363A.43 (Continuing Education; Accessibility)

None

11.26.24
12.03.24
12.17.24
10.21.25
03.24.26
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709 STUDENT TRANSPORTATION SAFETY POLICY
I PURPOSE

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

II. PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING
A. School Bus Safety Week

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

B. Student School Bus Safety Training

1. The school district shall provide students enrolled in grades kindergarten (K)
through 10 with age-appropriate school bus safety training of the following
concepts:

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

b. school district policies for student conduct and school bus safety;
C. appropriate conduct while on the bus;

d. the danger zones surrounding a school bus;

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

f. procedures for safe vehicle lane crossing; and

g. school bus evacuation and other emergency procedures.

2. All students in grades K through 6 who are transported by school bus and are
enrolled during the first or second week of school must receive the school bus
safety training by the end of the third week of school. All students in grades 7
through 10 who are transported by school bus and are enrolled during the first or
second week of school must receive the school bus safety training or receive bus
safety instruction materials by the end of the sixth week of school, if they have
not previously received school bus training. Students in grades K through 10 who
enroll in a school after the second week of school, are transported by school bus,
and have not received training in their previous school districts shall undergo
school bus safety training or receive bus safety instructional materials within 4
weeks of their first day of attendance.

3. The school district and a nonpublic school with students transported by school
bus at public expense must provide students enrolled in grades K through 3
school bus safety training twice during the school year.

4, Students taking driver’s training instructional classes must receive training in the
laws and proper procedures for operating a motor vehicle in the vicinity of a
school bus as required by Minnesota Statutes, section 169.446, subdivision 2.

5. The school district and a nonpublic school with students transported by school
bus at public expense must conduct a school bus evacuation drill at least once
during the school year.
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The school district will make reasonable accommodations in training for students
known to speak English as a second language and students with disabilities.

The school district may provide kindergarten students with school bus safety
training before the first day of school.

The school district shall adopt and make available for public review a curriculum
for transportation safety education.

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

Active Transportation Safety Training

Training Requi

a. The school district must provide public school pupils enrolled in
kindergarten through grade 3 with age-appropriate active transportation
safety training. At a minimum, the training must include pedestrian
safety, including crossing roads.

b. The school district must provide pupils enrolled in grades 4 through 8
with age-appropriate active transportation safety training. At a minimum,
the training must include:

(1) pedestrian safety, including crossing roads safely using the
searching left, right, left for vehicles in traffic technique;

(2) bicycle safety, including relevant traffic laws, use and proper fit of
protective headgear, bicycle parts and safety features, and safe
biking techniques; and

(3) electric-assisted bicycle safety, including that a person under the
age of 15 is not allowed to operate an electric-assisted bicycle.

Instruction

a. The school district may provide active transportation safety training
through distance learning.

b. The district and a nonpublic school must make reasonable
accommodations for the active transportation safety training of pupils
known to speak English as a second language and pupils with disabilities.

III. CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR

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

Consequences for school bus/bus stop misconduct will be imposed by the school district
under adopted administrative discipline procedures. In addition, all school bus/bus stop
misconduct will be reported to the school district’s transportation manager. Serious
misconduct may be reported to local law enforcement.
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1. School Bus and Bus Stop Rules

The school district school bus safety rules are to be posted on every bus. If these
rules are broken, the school district’s discipline procedures are to be followed. In
most circumstances, consequences are progressive and may include suspension
of bus privileges. It is the school bus driver’s responsibility to report
unacceptable behavior to the school district’s Transportation Office/School Office.

2. Rules at the Bus Stop

a. Get to your bus stop 5 minutes before your scheduled pick up time. The
school bus driver will not wait for late students.

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

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

d. Use appropriate language.

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

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

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

h. If you must cross the street, always cross in front of the bus where the
driver can see you. Wait for the driver to signal to you before crossing
the street.

i No fighting, harassment, intimidation, or horseplay.

j- No use of alcohol, tobacco, or drugs.
3. Rules on the Bus
a. Immediately follow the directions of the driver.
b. Sit in your seat facing forward.
C. Talk quietly and use appropriate language.
d. Keep all parts of your body inside the bus.
e. Keep your arms, legs, and belongings to yourself.
f. No fighting, harassment, intimidation, or horseplay.
g. Do not throw any object.
h. No eating, drinking, or use of alcohol, tobacco, or drugs.

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

j- Do not damage the bus.
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4, Consequences

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

These consequences are outlined in the Student Handbook. See the Table
of Contents under Transportation of Public School Students to find the
exact page.

(1) Other Discipline

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

(2) Records

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

(3) Vandalism/Bus Damage

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

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

(5) Criminal Conduct

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

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

B. Parents/Guardians Responsibilities for Transportation Safety
Parents/Guardians are responsible to:

1. Become familiar with school district rules, policies, regulations, and the principles
of school bus safety, and thoroughly review them with their children;

2. Support safe riding and walking practices, and recognize that students are
responsible for their actions;

3. Communicate safety concerns to their school administrators;

4, Monitor bus stops, if possible;

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

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

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

V. SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES

A. School bus drivers shall have a valid Class A, or B Minnesota driver’s license with a
school bus endorsement. A person possessing a valid driver’s license, without a school
bus endorsement, may drive a type III vehicle set forth in Paragraphs VII.B. and VII.C.,
below. Drivers with a valid Class D driver’s license, without a school bus endorsement,
may operate a “type A-I1" school bus as set forth in Paragraphs VII.D., below.

B. The school district shall conduct mandatory drug and alcohol testing of all school district
bus drivers and bus driver applicants in accordance with state and federal law and school
district policy.

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

1. excessive speeding, involving any single offense for any speed of 15 miles per
hour or more above the posted speed limit;

2. reckless driving;

3. improper or erratic traffic lane changes;

4. following the vehicle ahead too closely;

5. a violation of state or local law, relating to motor vehicle traffic control, arising in
connection with a fatal accident;
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6. driving a commercial vehicle without obtaining a commercial driver’s license or
without having a commercial driver’s license in the driver’s possession;

7. driving a commercial vehicle without the proper class of commercial driver’s
license and/or endorsements for the specific vehicle group being operated or for
the passengers or type of cargo being transported;

8. a violation of a state or local law prohibiting texting while driving a commercial
vehicle; and

9. a violation of a state or local law prohibiting the use of a hand-held mobile
telephone while driving a commercial vehicle.

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

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

F. A person who operates a type III vehicle and who sustains a conviction as described in
Subparagraph VII.C.1.g. (i.e., driving while impaired offenses), VII.C.1.h. (i.e., felony,
controlled substance, criminal sexual conduct offenses, or offenses for surreptitious
observation, indecent exposure, use of minor in a sexual performance, or possession of
child pornography or display of pornography to a minor), or VII.C.1.i. (multiple moving
violations) while employed by the entity that owns, leases, or contracts for the school
bus, shall report the conviction to the person’s employer within 10 days of the date of
the conviction. The notification shall be in writing and shall contain all the information set
forth in Attachment C accompanying this policy.

VI. SCHOOL BUS DRIVER TRAINING

A. Training

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

B. Evaluation

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

1.

2.

5.

6.

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

Understand student behavior, including issues relating to students with
disabilities;

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

Know and understand relevant laws, rules of the road, and local school bus
safety policies;

Handle emergency situations; and

Safely load and unload students.

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

VII. OPERATING RULES AND PROCEDURES

A. General Operating Rules

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

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

The parent/guardian may designate, pursuant to school district policy, a day care
facility, respite care facility, the residence of a relative, or the residence of a
person chosen by the parent or guardian as the address of the student for
transportation purposes. The address must be in the attendance area of the
assigned school and meet all other eligibility requirements.

Bus drivers must minimize, to the extent practical, the idling of school bus
engines and exposure of children to diesel exhaust fumes.

To the extent practical, the school district will designate school bus
loading/unloading zones at a sufficient distance from school air-intake systems to
avoid diesel fumes from being drawn into the systems.
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A bus driver may not operate a school bus while communicating over, or
otherwise operating, a cellular phone for personal reasons, whether hand-held or
hands free, when the vehicle is in motion or a part of traffic.

For purposes of this paragraph, “school bus” has the meaning given in Minnesota
Statutes, section 169.011, subdivision 71=:

"School bus" means a motor vehicle used to: (1) transport pupils to or from a
school defined in Minnesota Statutes, section 120A.22, or to or from
school-related activities, by the school or a school district, or by someone under
an agreement with the school or a school district; or (2) provide training on the
operation of the vehicle for purposes specified in clause (1) to employees of the
school, school district, or a person under agreement with the school or school
district.

A school bus does not include a motor vehicle transporting children to or from
school for which parents or guardians receive direct compensation from a school
district, a motor coach operating under charter carrier authority, a transit bus
providing services as defined in Minnesota Statutes, section 174.22, subdivision
7, or a vehicle otherwise qualifying as a type III vehicle under Minnesota
Statutes, section 169.011, subdivision 71, paragraph (h), when the vehicle is
properly registered and insured and being driven by an employee or agent of a
school district for nonscheduled or nonregular transportation.

In addition, “school bus” also includes type III vehicles when driven by
employees or agents of the school district. “Cellular phone” means a cellular,
analog, wireless, or digital telephone capable of sending or receiving telephone
or text messages without an access line for service.

Type III Vehicles

1.

Type III vehicles are restricted to passenger cars, station wagons, vans, and
buses having a maximum manufacturer’s rated seating capacity of 10 or fewer
people including the driver and a gross vehicle weight rating of 10,000 pounds or
less. A van or bus converted to a seating capacity of 10 or fewer and placed in
service on or after August 1, 1999, must have been originally manufactured to
comply with the passenger safety standards.

Type III vehicles must be painted a color other than national school bus yellow.
Type III vehicles shall be state inspected in accordance with legal requirements.

Vehicles model year 2007 or older must not be used as type III vehicles to
transport school children, except those vehicles that are manufactured to meet
the structural requirements of federal motor vehicle safety standard 222, 49
Code of Federal Regulations, Part 571.

If a type III vehicle is school district owned, the school district name will be
clearly marked on the side of the vehicle. The type III vehicle must not have the
words “school bus” in any location on the exterior of the vehicle or in any interior
location visible to a motorist.

A “type III vehicle” must not be outwardly equipped and identified as a type A,
B, C, or D bus.

Eight-lamp warning systems and stop arms must not be installed or used on type
III vehicles.
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10.

11.

12.

13.

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

Any type III vehicle may not stop traffic and may not load or unload before
making a complete stop and disengaging gears by shifting into neutral or park.
Any type III vehicle used to transport students must not load or unload so that a
student has to cross the road, except where not possible or impractical, then the
driver or assistant must escort a student across the road. If the driver escorts
the student across the road, then the motor must be stopped, the ignition key
removed, the brakes set, and the vehicle otherwise rendered immobile.

Any type III vehicle used to transport students must carry emergency equipment
including:

a. Fire extinguisher

A minimum of one (1) 10BC rated dry chemical type fire extinguisher is
required. The extinguisher must be mounted in a bracket and must be
located in the driver’s compartment and be readily accessible to the
driver and passengers. A pressure indicator is required and must be
easily read without removing the extinguisher from its mounted position.

b. £ I Body flui | ki

A mirtram-efa—H0—unitfirstatdtdtand-a-body fluids cleanup kit is
required. Frey The kit must be contained in a removable, moisture- and
dust-proof containers mounted in an accessible place within the driver’s
compartment and must be marked to indicate &reir the kit's identity ared
tecation.

c. First Aid Kit

A first aid kit meeting the requirements as defined in the current version
of the National School Transportation Specifications and Procedures
(NSTSP) must be provided in vehicles model year 2027 and newer. All
other vehicles may contain a minimum of a ten-unit first aid kit, as
specified in Minnesota Rules 1993, part 3520.5120, or a first aid kit
meeting the requirements of the NSTSP. After January 1, 2030, all type
IIT vehicles must be equipped with a first aid kit meeting the
requirements of the NSTSP.

ed. Passenger cars and station wagons may carry a fire extinguisher, a first
aid kit, and warning triangles in the trunk or trunk area of the vehicle if a
label in the driver and front passenger area clearly indicates the location
of these items.

Students will not be regularly transported in private vehicles that are not state
inspected as type III vehicles. Only emergency, unscheduled transportation may
be conducted in vehicles with a seating capacity of 10 or fewer without meeting
the requirements for a type III vehicle. Also, parents may use a private vehicle
to transport their own children under a contract with the district. The school
district has no system of inspection for private vehicles.

All drivers of type III vehicles will be licensed drivers and will be familiar with the
use of required emergency equipment. The school district will not knowingly
allow a person to operate a type III vehicle if the person has been convicted of
an offense that disqualifies the person from operating a school bus.

Type III vehicles will be equipped with child passenger restraints, and child
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passenger restraints will be utilized to the extent required by law.

Type II1 Vehicle Dri by E ith a Driver’s Li it School Bus
Endorsement

1.

The holder of a Class A, B, C, or D driver’s license, without a school bus
endorsement, may operate a type III vehicle, described above, under the
following conditions:

a. The operator is an employee of the entity that owns, leases, or contracts
for the school bus, which may include the school district.

b. The operator’s employer, which may include the school district, has
adopted and implemented a policy that provides for annual training and
certification of the operator in:

(1) safe operation of a type III vehicle;

(2) understanding student behavior, including issues relating to
students with disabilities;

(3) encouraging orderly conduct of students on the bus and handling
incidents of misconduct appropriately;

(4) knowing and understanding relevant laws, rules of the road, and
local school bus safety policies;

(5) handling emergency situations;

(6) proper use of seat belts and child safety restraints;

(7) performance of pretrip vehicle inspections;

(8) safe loading and unloading of students, including, but not limited
to:
(a) utilizing a safe location for loading and unloading

students at the curb, on the nontraffic side of the
roadway, or at off-street loading areas, driveways, yards,
and other areas to enable the student to avoid hazardous
conditions;

(b) refraining from loading and unloading students in a
vehicular traffic lane, on the shoulder, in a designated
turn lane, or a lane adjacent to a designated turn lane;

(c) avoiding a loading or unloading location that would
require a student to cross a road, or ensuring that the
driver or an aide personally escort the student across the
road if it is not reasonably feasible to avoid such a
location;

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

(e) escorting a student across the road under clause (c) only
after the motor is stopped, the ignition key is removed,
the brakes are set, and the vehicle is otherwise rendered
immobile; and
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(9) compliance with Paragraph V.F. concerning reporting convictions
to the employer within 10 days of the date of conviction.

A background check or background investigation of the operator has
been conducted that meets the requirements under Minnesota Statutes,
section 122A.18, subdivision 8, or Minnesota Statutes, section 123B.03
for school district employees; Minnesota Statutes, section 144.057 or
Minnesota Statutes, chapter 245C for day care employees; or Minnesota
Statutes, section 171.321, subdivision 3, for all other persons operating
a type III vehicle under this section.

Operators shall submit to a physical examination as required by
Minnesota Statutes, section 171.321, subdivision 2.

The operator’s employer requires preemployment drug testing of
applicants for operator positions. Current operators must comply with the
employer’s policy under Minnesota Statutes, section 181.951,
subdivisions 2, 4, and 5. Notwithstanding any law to the contrary, the
operator’'s employer may use a breathalyzer or similar device to fulfill
random alcohol testing requirements.

The operator’s driver’s license is verified annually by the entity that
owns, leases, or contracts for the type III vehicle as required by
Minnesota Statutes, section 171.321, subdivision 5.

A person who sustains a conviction, as defined under Minnesota Statutes,
609.02, of violating Minnesota Statutes, section 169A.25, 169A.26,
169A.27 (driving while impaired offenses), or 169A.31 (alcohol-related
school bus driver offenses), or whose driver’s license is revoked under
Minnesota Statutes, sections 169A.50 to 169A.53 of the implied consent
law, or who is convicted of violating or whose driver’s license is revoked
under a similar statute or ordinance of another state, is precluded from
operating a type III vehicle for 5 years from the date of conviction.

A person who has ever been convicted of a disqualifying offense as
defined in Minnesota Statutes, section 171.3215, subdivision 1(c), (i.e.,
felony, controlled substance, criminal sexual conduct offenses, or
offenses for surreptitious observation, indecent exposure, use of minor in
a sexual performance, or possession of child pornography or display of
pornography to a minor) may not operate a type III vehicle.

A person who sustains a conviction, as defined under Minnesota Statutes,
section 609.02, of a moving offense in violation of Minnesota Statutes,
chapter 169 within 3 years of the first of 3 other moving offenses is
precluded from operating a type III vehicle for 1 year from the date of
the last conviction.

Students riding the type III vehicle must have training required under
Minnesota Statutes, section 123B.90, Subd. 2 (See Paragraph II.B.,
above).

Documentation of meeting the requirements listed in this section must be
maintained under a separate file at the business location for each type III
vehicle operator. The school district or any other entity that owns, leases,
or contracts for the type III vehicle operating under this section is
responsible for maintaining these files for inspection.
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2. The Type III vehicle must bear a current certificate of inspection issued under
Minnesota Statutes, section 169.451.

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

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

1. The holder of a Class D driver’s license, without a school bus endorsement, may
operate a type A-I school bus or a Multifunction School Activity Bus (MFSAB)
under the following conditions:

a. The operator is an employee of the school district or an independent
contractor with whom the school district contracts for the school bus and
is not solely hired to provide transportation services under this

paragraph.

b. The operator drives the school bus only from points of origin to points of
destination, not including home-to-school trips to pick up or drop off
students.

C. The operator is prohibited from using the 8-light system if the vehicle is
So equipped.

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

examination as required by Minnesota Statutes, section 171.321,
subdivision 2.

e. The operator has a valid driver’s license and has not sustained a
conviction of a disqualifying offense as set forth in Minnesota Statutes,
section 171.02, subdivisions 2a(h) - 2a(j).

f. The operator has been trained in the proper use of child safety restraints
as set forth in the National Highway Traffic Safety Administration’s
“Guideline for the Safe Transportation of Pre- school Age Children in
School Buses,” if child safety restraints are used by passengers, in
addition to the training required in Section VI., above.

g. The bus has a gross vehicle weight rating of 14,500 pounds or less and is
designed to transport 15 or fewer passengers, including the driver.

2. The school district shall maintain annual certification of the requirements listed in
this section for each Class D license operator.

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

4, The word “School” on the front and rear of the bus must be covered by a sign
that reads “Activities” when the bus is being operated under authority of this
section.

VIII. SCHOOL DISTRICT EMERGENCY PROCEDURES

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

XI.

phone number in the event of a serious emergency.

B. School bus drivers shall meet the emergency training requirements contained in Unit III
“Crash & Emergency Preparedness” of the Minnesota Model School Bus Driver Training
Program. This includes procedures in the event of a crash (accident).

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

D. Medical Notes shall be maintained on the school bus for students.
SCHOOL DISTRICT VEHICLE MAINTENANCE STANDARDS

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

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

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

D. Daily post-trip inspections shall be performed to check for any children or lost items
remaining on the bus and for vandalism.

SCHOOL TRANSPORTATION SAFETY DIRECTOR

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

STUDENT TRANSPORTATION SAFETY HAZARD COMMITTEE

The school board may establish a student transportation safety hazard committee. The chair of
the student transportation safety committee is the school district’s transportation manager. The
school board shall appoint the other members of the student transportation safety hazard

committee. Membership may include parents, school bus drivers, representatives of school bus
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companies, local law enforcement officials, other school district staff, and representatives from
other units of local government.

Legal References:

Cross References:

Resources:
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Minn. Stat. § 122A.18, Subd. 8 (Board to Issue Licenses) Minn. Stat. § 123B.03
(Background Check)

Minn. Stat. § 123B.42 (Textbooks; Individual Instruction or Cooperative Learning
Material; Standard Tests)

Minn. Stat. § 123B.88 (Independent School Districts; Transportation)

Minn. Stat. § 123B.885 (Diesel School Buses; Operation of Engine; Parking)
Minn. Stat. § 123B.90 (School Bus Safety Training)

Minn. Stat. § 123B.91 (School District Bus Safety Responsibilities)

Minn. Stat. § 123B.935 (Active Transportation Safety Training)

Minn. Stat. § 144.057 (Background Studies on Licensees and Other Personnel)
Minn. Stat. Ch. 169 (Traffic Regulations)

Minn. Stat. § 169.011, Subds. 15, 16, and 71 (Definitions)

Minn. Stat. § 169.02 (Scope)

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

Minn. Stat. § 169.446, Subd. 2 (Safety of School Children; Training and
Education Rules)

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

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

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

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

Minn. Stat. § 169A.31 (Alcohol-Related School Bus or Head Start Bus Driving)
Minn. Stat. §§ 169A.50-169A.53 (Implied Consent Law)

Minn. Stat. § 171.02, Subds. 2, 2a, and 2b (Licenses; Types, Endorsements,
Restrictions)

Minn. Stat. § 171.168 (Notice of Violation by Commercial Driver)

Minn. Stat. § 171.169 (Notice of Commercial License Suspension)

Minn. Stat. § 171.321 (Qualifications of School Bus and Type III Vehicle Drivers)
Minn. Stat. § 171.3215, Subd. 1(c) (Canceling Bus Endorsement for Certain
Offenses)

Minn. Stat. § 181.951 (Authorized Drug and Alcohol Testing)

Minn. Stat. Ch. 245C (Human Services Background Studies)

Minn. Stat. § 609.02 (Definitions)

Minn. Rules 1993, part 3520.5120

Minn. Rules Parts 7470.1000-7470.1700 (School Bus Inspection)

49 C.F.R. Part 383 (Commercial Driver’s License Standards; Requirements and
Penalties)

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

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

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

49 C.F.R. § 383.51 (Disqualification of Drivers)

49 C.F.R. Part 571 (Federal Motor Vehicle Safety Standards)

MSBA/MASA Model Policy 416 (Drug, Alcohol, and Cannabis Testing)
MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA/MASA Model Policy 707 (Transportation of Public Students)
MSBA/MASA Model Policy 708 (Transportation of Nonpublic Students)
MSBA/MASA Model Policy 710 (Extracurricular Transportation)

Minnesota Department of Public Safety: School Bus Resources (accessed
10/12/25)
National Highway Traffic Safety Administration: Guideline for the Safe
Transportation of Pre-school Age Children in School Buses (Feb. 1999) (accessed
10/12/25)
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https://dps.mn.gov/divisions/msp/state-patrol-dashboard/commercial-vehicles-dashboard/commercial-vehicles-school-bus-information/commercial-vehicles-school-bus-resources
https://www.nhtsa.gov/sites/nhtsa.gov/files/2023-10/Guideline-Safe-Transportation-Preschool-Age-Children-School-Buses.pdf
https://www.nhtsa.gov/sites/nhtsa.gov/files/2023-10/Guideline-Safe-Transportation-Preschool-Age-Children-School-Buses.pdf
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722 PUBLIC DATA AND DATA SUBIJECT REQUESTS

1. PURPOSE

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

II1. GENERAL STATEMENT OF POLICY

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

I1I. DEFINITIONS

A.
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Confidential Data on Individuals

Data made not public by statute or federal law applicable to the data and are
inaccessible to the individual subject of those data.

Data on Individuals

All government data in which any individual is or can be identified as the subject of
that data, unless the appearance of the name or other identifying data can be clearly
demonstrated to be only incidental to the data and the data are not accessed by the
name or other identifying data of any individual.

Data Practices Compliance Officer

The data practices compliance official is the designated employee of the school district
to whom persons may direct questions or concerns regarding problems in obtaining
access to data or other data practices problems. The responsible authority may be the

data practices compliance official.

Government Data

All data collected, created, received, maintained or disseminated by any government
entity regardless of its physical form, storage media or conditions of use.

Individual

“Individual” means a natural person. In the case of a minor or an incapacitated person
as defined in Minnesota Statutes section 524.5-102, subdivision 6, "individual" includes
a parent or guardian or an individual acting as a parent or guardian in the absence of a
parent or guardian, except that the responsible authority shall withhold data from
parents or guardians, or individuals acting as parents or guardians in the absence of
parents or guardians, upon request by the minor if the responsible authority
determines that withholding the data would be in the best interest of the minor.

Inspection

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

Any government data classified by statute, federal law, or temporary classification as
confidential, private, nonpublic, or protected nonpublic.

Non lic Dat

Data not on individuals made by statute or federal law applicable to the data: (a) not
accessible to the public; and (b) accessible to the subject, if any, of the data.

Private Data on Individuals

Data made by statute or federal law applicable to the data: (a) not public; and (b)
accessible to the individual subject of those data.

Protected Nonpublic Data

Data not on individuals made by statute or federal law applicable to the data (a) not
public and (b) not accessible to the subject of the data.

Public Data

All government data collected, created, received, maintained, or disseminated by the
school district, unless classified by statute, temporary classification pursuant to
statute, or federal law, as nonpublic or protected nonpublic; or, with respect to data on
individuals, as private or confidential.

Public Data Not on Individuals

Data accessible to the public pursuant to Minnesota Statutes section 13.03.

Public Data on Individuals

Data accessible to the public in accordance with the provisions of section 13.03.
Responsible Authority

The individual designated by the school board as the individual responsible for the
collection, use, and dissemination of any set of data on individuals, government data,

or summary data, unless otherwise provided by state law. Until an individual is
designated by the school board, the responsible authority is the superintendent.

Summary Data

Statistical records and reports derived from data on individuals but in which individuals
are not identified and from which neither their identities nor any other characteristic
that could uniquely identify an individual is ascertainable. Unless classified pursuant to
Minnesota Statutes section 13.06, another statute, or federal law, summary data is
public.

IvV. REQUESTS FOR PUBLIC DATA

A.
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All requests for public data must be made in writing using the data practices form and
directed to the responsible authority.

1. A request for public data must include the following information:
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a. Date the request is made;
b. A clear description of the data requested;

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

d. Method to contact the requestor (such as phone number, address, or
email address).

2. Unless specifically authorized by statute, the school district may not require
persons to identify themselves, state a reason for, or justify a request to gain
access to public government data. A person may be asked to provide certain
identifying or clarifying information for the sole purpose of facilitating access to
the data.

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

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

B. The responsible authority will respond to a data request at reasonable times and
places as follows:

1. The responsible authority will notify the requestor in writing as follows:
a. The requested data does not exist; or
b. The requested data does exist but either all or a portion of the data is

not accessible to the requestor; or

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

(2) Upon the request of a requestor who is denied access to data,
the responsible authority shall certify in writing that the
request has been denied and cite the specific statutory section,
temporary classification, or specific provision of federal law
upon which the denial was based.

2. The school district’s response time may be affected by the size and complexity
of the particular request, including necessary redactions of the data, and also
by the number of requests made within a particular period of time.

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

722 -3 0of 8
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4. The school district is not required by the MGDPA to create or collect new data
in response to a data request, or to provide responsive data in a specific form
or arrangement if the school district does not keep the data in that form or
arrangement.

5. The school district is not required to respond to questions that are not about a
particular data request or requests for data in general.

C. If the school district notifies the requesting person that responsive data or copies are
available for inspection or collection, and the requesting person does not inspect the
data or collect the copies within five (5) business days of the notification, the school
district may suspend any further response to the request until the requesting person
inspects the data that has been made available, or collects and pays for the copies that
have been produced.

V. REQUEST FOR SUMMARY DATA

A. All requests for the preparation of summary data must be made in writing using the
data practices form and directed to the responsible authority.

1. A request for the preparation of summary data must include the following
information:
a. Date the request is made;
b. A clear description of the data requested;
C. Identify the form in which the data is to be provided (e.g., inspection,

copying, both inspection and copying, etc.); and

d. Method to contact requestor (phone number, address, or email
address).
B. The responsible authority will respond within ten (10) business days of the receipt of a

request to prepare summary data and inform the requestor of the following:

1. The estimated costs of preparing the summary data, if any; and
2. The summary data requested; or
3. A written statement describing a time schedule for preparing the requested

summary data, including reasons for any time delays; or

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

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

VI. DATA B¥ ABOUT AN INDIVIDUAL DATA SUBJECT

A. Collection and storage of all data on individuals and the use and dissemination of
private and confidential data on individuals shall be limited to that necessary for the
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administration and management of programs specifically authorized by the legislature
or local governing body or mandated by the federal government.

Private or confidential data on an individual shall not be collected, stored, used, or
disseminated by the school district for any purposes other than those stated to the
individual at the time of collection in accordance with Minnesota Statutes section
13.04, except as provided in Minnesota Statutes section 13.05, subdivision 4.

Upon request to the responsible authority or designee, an individual shall be informed
whether the individual is the subject of stored data on individuals, and whether it is
classified as public, private or confidential. Upon further request, an individual who is
the subject of stored private or public data on individuals shall be shown the data
without any charge and, if desired, shall be informed of the content and meaning of
that data.

After an individual has been shown the private data and informed of its meaning, the
data need not be disclosed to that individual for six (6) months thereafter unless a
dispute or action pursuant to this section is pending or additional data on the individual
has been collected or created.

The responsible authority or designee shall provide copies of the private or public data
upon request by the individual subject of the data. The responsible authority or
designee may require the requesting person to pay the actual costs of making and
certifying the copies.

The responsible authority or designee shall comply immediately, if possible, with any
request made pursuant to this subdivision, or within ten (10) days of the date of the
request, excluding Saturdays, Sundays and legal holidays, if immediate compliance is
not possible.

An individual subject of the data may contest the accuracy or completeness of public or
private data. To exercise this right, an individual shall notify in writing the responsible
authority describing the nature of the disagreement. The responsible authority shall
within 38 thirty (30) days either: (1) correct the data found to be inaccurate or
incomplete and attempt to notify past recipients of inaccurate or incomplete data,
including recipients named by the individual; or (2) notify the individual that the
authority believes the data to be correct. Data in dispute shall be disclosed only if the
individual's statement of disagreement is included with the disclosed data.

The determination of the responsible authority may be appealed by a data subject
pursuant to the provisions of the Administrative Procedure Act relating to contested
cases. Upon receipt of an appeal by an individual, the Commissioner of the Minnesota
Department of Administration (“"Commissioner”) shall, before issuing the order and
notice of a contested case hearing required by Minnesota Statutes, chapter 14, try to
resolve the dispute through education, conference, conciliation, or persuasion. If the
parties consent, the Commissioner may refer the matter to mediation. Following these
efforts, the Commissioner shall dismiss the appeal or issue the order and notice of
hearing.

Data on individuals that have been successfully challenged by an individual must be
completed, corrected, or destroyed by a government entity without regard to the
requirements of Minnesota Statutes section 138.17.

After completing, correcting, or destroying successfully challenged data, the school
district may retain a copy of the Commissioner’s order issued under Minnesota
Statutes, chapter 14 or, if no order were issued, a summary of the dispute between the
parties that does not contain any particulars of the successfully challenged data.
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VII. REQUESTS FOR DATA BY AN INDIVIDUAL SUBJECT OF THE DATA

A. All requests for individual subject data must be made in writing directed to the
responsible authority.

B. A request for individual subject data must include the following information:

1. Statement that one is making a request as a data subject for data about the
individual or about a student for whom the individual is the parent or guardian;

2. Date the request is made;

3. A clear description of the data requested;

4. Proof that the individual is the data subject or the data subject’s parent or
guardian;

5. Identification of the form in which the data is to be provided (e.g., inspection,

copying, both inspection and copying, etc.); and

6. Method to contact the requestor (such as phone number, address, or email
address).
C. The identity of the requestor of private data is private.
D. The responsible authority may seek clarification from the requestor if the request is

not clear before providing a response to the data request.

E. Policy 515 (Protection and Privacy of Pupil Records) addresses requests of students or
their parents for educational records and data.

VIII. COSTS
A. Public Data
1. The school district will charge for copies provided as follows:

a. One hundred (100) or fewer pages of black and white, letter or legal
sized paper copies will be charged at twenty-five (25) cents for a
one-sided copy or fifty (50) cents for a two-sided copy.

b. More than one hundred (100) pages or copies of other materials are
charged based upon the actual cost of searching for and retrieving the
data and making the copies or electronically sending the data, unless
the cost is specifically set by statute or rule.

(1) The actual cost of making copies includes employee time, the
cost of the materials onto which the data is copied (paper, CD,
DVD, etc.), and mailing costs (if any).

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

722 -60f 8
34

Duluth Public Schools ISD 709 | Duluth, MN | (218)336-8752



2.

All charges must be paid for [in cash, check, or online service] in advance of
receiving the copies.

B. Summary Data

1. Any costs incurred in the preparation of summary data shall be paid by the
requestor prior to preparing or supplying the summary data.

2. The school district may assess costs associated with the preparation of
summary data as follows:

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

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

C. Data Belonging to an Individual Subject

1. The responsible authority or designee may require the requesting person to
pay the actual costs of making and certifying the copies.

The responsible authority shall not charge the data subject any fee in those

instances where the data subject only desires to view private data.

The responsible authority or designee may require the requesting person to

pay the actual costs of making and certifying the copies. Based on the factors

set forth in Minnesota Rule 1205.0300, subpart 4, the school district
determines that a reasonable fee would be the charges set forth in section

VIII.A of this policy that apply to requests for data by the public.

2. The school district may not charge a fee to search for or to retrieve educational
records of a child with a disability by the child’s parent or guardian or by the
child upon the child reaching the age of majority.

IX. SAFE AT HOME PARTICIPANTS AND DATA PRIVACY
Prohibiti f Discriminati

The school district must not, on the basis of an individual's status as an Address Confidentiality
Program participant where a reasonable person, considering all the circumstances, would
conclude that the refusal, different terms or requirements, or other action was motivated by
the individual's status as a program participant rather than by a legitimate, nondiscriminatory
business purpose, safety or operational concern, or a requirement of federal or state law:

A.

B.
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refuse to provide education services to an individual;

provide services to an individual on different terms or with different requirements
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C.

than an individual who is not a program participant; or

otherwise discriminate against an individual.

IX. ANNUAL REVIEW AND POSTING

A.

The responsible authority shall prepare a written data access policy and a written
policy for the rights of data subjects (including specific procedures the school district
uses for access by the data subject to public or private data on individuals). The
responsible authority shall update the policies no later than August 1 of each year, and
at any other time as necessary to reflect changes in personnel, procedures, or other
circumstances that impact the public’s ability to access data.

Copies of the policies shall be easily available to the public by distributing free copies
to the public or by posting the policies in a conspicuous place within the school district
that is easily accessible to the public or by posting them on the school district’s
website.

Data Practices Contacts

Responsible Authority:

Superintendent

709 Portia Johnson Dr.
Duluth, MN 55811
data.request@isd709.org

Data Practices Compliance Official:

Executive Director of Business Services and Finance
709 Portia Johnson Dr.

Duluth, MN 55811

data.request@isd709.org

Data Practices Designee(s):
Business Services Coordinator
709 Portia Johnson Dr.

Duluth, MN 55811
data.request@isd709.org

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

Minn. Stat. § 13.01 (Government Data)

Minn. Stat. § 13.02 (Definitions)

Minn. Stat. § 13.025 (Government Entity Obligation)
Minn. Stat. § 13.03 (Access to Government Data)
Minn. Stat. § 13.04 (Rights of Subjects to Data)
Minn. Stat. § 13.05 (Duties of Responsible Authority)
Minn. Stat. § 13.32 (Educational Data)

Minn. Rules Part 1205.0300 (Access to Public Data)
Minn. Rules Part 1205.0400 (Access to Private Data)

Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data)

Resources:
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MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)

MN Department of Administration: Actual Cost
MN Department of Administration: Copy Costs
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https://mn.gov/admin/data-practices/data/rules/copy-costs/actual-cost/
https://mn.gov/admin/data-practices/data/rules/copy-costs/
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https://mn.gov/admin/data-practices/data/types/education/
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