
INTERMEDIATE SCHOOL DISTRICT 917 

IN DAKOTA COUNTY 

 

 

REGULAR SCHOOL BOARD MEETING Tuesday, July 14, 2015 
Immediately following the Organizational Meeting  
 

AGENDA: 

I. Call to Order  

II. Conduct Pledge of Allegiance  

III. Visitors opportunity to be heard  

IV. Additions to the agenda  

V. Good News Report 2 

VI. Consent Items  

A. Minutes, June 2, 2015, Regular School Board Meeting 12 

B. Personnel Considerations 15 

VII. Donations  

A. Resolution Approving Donations 41 

VIII. Business Manager’s Report  

A. Review and Approve Payment of Bills 42 

B. Review and Approve Wire Transfers 52 

C. Review and Approve Investment Report 67 

IX. Reports  

A. Review and Approve Temporary Work Agreement Report 70 

X. Old Business  

A. Renew Membership with Metro ECSU, AMSD, MSBA and Policy Services for 2015-2016 95 

XI. New Business  

A. Set Annual Substitute Pay Rate - John Christiansen 96 

B. Review and Approve School Lunch Prices for 2015-2016 - Nicolle Roush 97 

C. Discussion on 2015-2016 Administrative Operational Actions and Goals 98 

D. Review Draft of DCALS and DCALS North Student Handbook 2015-2016 114 

E. Review Draft of Special Education Student Handbook 2015-2016 145 

F. Review Draft Staff Handbook for 2015-2016 - John Christiansen 227 

G. Review and Approve Health and Safety Plans and Indoor Air Quality Management Plan for 2015-2016- John 

Christiansen      

277 

H. Approve Change in Lead Teacher for DCALS - Eric VanBrocklin 360 

I. Review and Approve Ten-Year Facilities Plan - Nicolle Roush 361 

J. Approve Resolution for Long-Term Facilities Maintenance Revenue - Nicolle Roush 364 

K. Review Superintendent Evaluation - Board 366 

XII. Consider Future Agenda Items  

XIII. Adjournment  

SCHOOL BOARD CALENDAR INFORMATION SCHOOL BOARD CALENDAR INFORMATION 
August 18, 2015 – 5:00 PM, School Board Meeting, 917 Board Room. DCTC 

September 1, 2015 – 5:00 PM, School Board Meeting, 917 Board Room. DCTC 
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GREAT NEWS! 
1st Annual Middle School Scrubs Camp 

Summer 2015 
Sponsored by: 

INVER HILLS COMMUITY COLLEGE (IHCC) 
DAKOTA COUNTY TECHNICAL COLLEGE (DCTC) 

HEALTH FORCE MINNESOTA 
 

DCTC and IHCC hosted their first Scrubs Camp, June 16th and 17th, 2015.  We enrolled 46 campers and had 
a total of 35 participating.  It was a HUGE success for the first attempt.  As a matter of fact, we had to cut 
off the enrollments at 46, and we have 25+ campers on a waiting list for next year!   We did experience a 
couple of hiccups along the way, but all were minor.  Our committee members were solid and committed 
to making this a wonderful learning experience for this age population! 
 
June 16th was hosted at IHCC and June 17th was hosted at DCTC.  Campers were given the opportunity to 
explore both campuses.  
 
Areas of exploration that we focused on our first year were:  

 Athletic Trainer 

 Biomedical Technology 

 Dental Assisting 

 EMT/Paramedic 

 Exercise Science 

 Human Services/Counseling 

 Medical Assisting 

 Medical Devices 

 Medical Records 

 Nursing 

 Pharmacology 

 Phlebotomy 
 
Each of these presentations was approximately 45 minutes and all included “hands-on skills”.  We also 
had “Operation Man” from the University of Minnesota.  We had industry personnel present in all 
exploration classes!  Each presenter was given a “Certificate of Participation” for their time and service 
and all campers received “Participation Certificates” for their camping experience.  Campers were also 
give official “Scrub Tops” along with assorted goodies packed full in pre-filled backpacks” along with an  
official “Scrubs Camp” T-shirt!. 
 
We had 4 camp counselors that volunteered their time for two days to accompany and be a mentor to 
their designated camp group.  They are:  Hunter Lundquist (Medical Careers), Kaela Schroeder (Medical 
Careers), Jake Moe (Dr. Christiansen’s grandson) and Becky Rachuy (Technical Tutor-ISD917).   Special 
thanks to each of you for your commitment in making this a successful Scrubs Camp! 
 
I could go on and on, however we will summarize with this; it was a huge success!   I’m certain we will 
continue this extension of our education outreach, and I was personally honored to be part of this 
committee.  Please enjoy some of these photos from that day: 
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To view other pictures from this event, please click on the links below: 
 

http://blogs.dctc.edu/dctc-news/2015/06/17/dctc-and-inver-hills-community-

college-host-scrubs-camp/ 

 

https://ezine.inverhills.edu/blog/scrubs-camp-2015-at-inver/ 

 

Also, a special thanks to Anne Johnson, Associate Vice President of Strategic Initiatives 
Dakota County Technical College & Inver Hills Community College  

For organizing, participating and setting all the meetings for this event! 
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Good News Report 
Secondary Programs 

July, 2015 
Eric Van Brocklin, Principal 

 
Great News from Medical Careers! 

 

 

On June 12, 2015 our Medical Careers Program had 20 of our High School students sit for the State of 

Minnesota Nurse Assisting and Home Health Aide Examination, cost of $190.00. 

We had 17 of our students’ pass which is 85%!  We had three that had made some errors which were all 

related to “nerves”.   

We want to send a special “Thank-You” to Brenda Arneson, RN and Director of Nursing for DCTC who 

helped conduct a skills and study session at DCTC on June 11th.  We both spent approximately 3 hours 

with the students that day, and they were very appreciative for that opportunity to “re-fresh”. 

Congratulations to everyone for giving their very best! 

-Carol Lundquist 
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-Alex Pierce, Lakeville South TESA placed 20th in the nation in T-Shirt Design, earned her SkillsPoint 
Certification with a score of 84% which made her a finalist.  So proud of Alex and this year’s 
accomplishments.  The 51st Annual National SkillsUSA Leadership and Skills Championships took place in 
Louisville, Kentucky June 22-27th.  Trina Walter, Graphics Design instructor for 917 escorted Alex to the 
competition.   
 
-Eric Van Brocklin, Secondary Principal, was able to attend the ACTE Region III conference/workshop in 
Cedar Rapids, IA June 24-26.  He had the chance to visit the new Kirkwood Regional Center at the 
University of Iowa.  In cooperation with area school districts, high school students can attend technical 
programs along with arts and sciences classes.  They receive both high school and college credit at no 
cost.  This program is very similar to our 917 Technical Careers Academy model that is being established 
between 917 and DCTC/IHCC.  http://www.kirkwood.edu/pdf/uploaded/1330/johnson_brochure.pdf 
 
-We received news from District 199 that they will be sending between 20-25 students to our CTE 
programs this fall.  They had previously only accessed our programs through special services and some 
transitions students.   
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Good News 
Special Education 

July 14, 2015 
 

 Extended School Year began on July 6th for staff and July 7th for students and will run through 
July 30th.   
 

 In total, 254 students are participating in ESY. 
o DASH 23 
o DHH 31 (13 preschool; 18 elementary) 
o IDEA 8 
o JSC 41 
o PACES 17 
o SUN 61 (32-AEC; 29-Cedar) 
o TEA 23 
o TESA 33 
o YTP 8 
o VI-ECC 9 (to be held in August) 

 

 We continue the hiring process for licensed staff.  We have added 16 new licensed positions for 
the 2015-2016 school year.  Of those additional positions, we have one remaining opening for a 
school psychologist.  Additionally, we posted 22 existing positions.  These were mostly posted to 
meet requirements of the Board of Teaching due to the special licensure status of many people 
during the 2014-2015 school year.  Of those existing positions, we have one vacancy remaining 
at YTP.   
 

 Staff development plans are set for August.  Our schedule will soon be available on the website.   
 

 We will hold our annual event for member district directors and school board members 
tomorrow.  We will have representation from all of our districts in at least part of the schedule.  
Laura Booth will speak on legal issues from 1 p.m. until 3 p.m. if you are interested.  We will be 
at Mount Olivet Retreat Center in Farmington. 

 

 Marcus Katriah, a student in the DASH Program at Christa McAuliffe Elementary School, and his 
teacher, Janel Vrieze, were recently featured on KSTP’s Kid Connection.  In a joint venture, 5 
EYEWITNESS NEWS and Twin Cities Live are working to help find homes for school-aged kids in 
Minnesota in need of immediate permanent families.  
 
http://kstp.com/article/stories/S3823737.shtml?cat=25 
 

 TESA's Exploring Human Services students visited Diamond Path Elementary this past school 
year specifically (Kindergarten 2nd & 3rd grade classrooms) once a week. Students assisted  in 
reading, writing, sight words as well as one-on-one tutoring and overall classroom work.  
Students were able experienced new chicks being hatched, minnow observations, and cultural 
celebration activities at the International Magnet School.  Students learned professionalism, 
teaching, classroom management, and child development skills in Exploring Human Services. 
Exploring Human Services was taught by Karey Heim.  
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INTERMEDIATE SCHOOL DISTRICT 917 
 

A School Board Meeting of the Intermediate School District 917 School Board was held on June 2, 2015, at 
1300 145

th
 Street East, Rosemount, MN, in the 917 Board Room. 

 
Members Present:  Dick Bergstrom, Dan Cater, Ron Hill, Jill Lewis, Bob Erickson, Deb Clark, Joanne Mansur, 
Vanda Pressnall, and ex-officio member Superintendent John Christiansen. 
 
Members Absent:     Melissa Sauser 
 
Also Present:   Nicolle Roush, Erik VanBrocklin, Melissa Schaller, and Linda Berg 
 
School Board Chair Jill Lewis called the meeting to order at 5:00 PM. 
 
The Pledge of Allegiance was conducted. 
 
There were no visitors to be heard. 
 
The good news reports were presented.    
 
1. Motion by Bob Erickson, seconded by Dan Cater, to approve the consent items, as presented.  All 

present voted aye.  Motion carried. 

 Minutes:    May 5, 2015, Regular School Board Meeting 

 Personnel:  New Hires:  Tina Paulk, Classroom Assistant, effective May 18, 2015.  Resignations and 
Terminations:  Sahcareion Rollins, Classroom Assistant, effective June 4, 2015.  Joseph Sobottka 
Cleaner, effective May 27, 2015. 

2. Board Member Vanda Pressnall, introduced the following resolution:  Resolution to accept the following 
donations in the amount of $53,210.00: $60 to the PACES Program from Keith Koentopf of Farmington 
to be used for student needs and activities.  (Value: $60);  $5,750 to TEA (Therapeutic Education 
Alternative) to be used for resources that will benefit students attending programs from R.J. Ryan 
Construction of Mendota Heights.  (Value:  $5,750.); $41,650 to TEA to be used for resources that will 
benefit students attending programs from Interstate Partners, LLC, of St. Paul, MN.  (Value:  $41,650.); 
$5,750 to TEA to be used for resources that will benefit students attending programs from Pope 
Architects, Inc. of St. Paul, MN.  (Value:  $5,750.)  The motion for the adoption of the foregoing 
resolution was duly seconded by Ron Hill and upon vote being taken thereon, the following voted in 
favor thereof:   Dan Cater, Dick Bergstrom, Deb Clark, Bob Erickson, Jill Lewis, Ron Hill, Joanne Mansur, 
Vanda Pressnall and the following voted against the same:  none.  Whereupon said resolution was duly 
passed and adopted.   (Addendum A.) 

 
3. Motion by Deb Clark, seconded by Dick Bergstrom, to approve the bills from April 29, 2015 – May 27, 

2015, as presented by the Business Manager.  All present voted aye.  Motion carried. 
 
4. Motion by Ron Hill, seconded by Vanda Pressnall, to approve the wire transfers, as presented by the 

Business Manager.  All present voted aye.  Motion carried. 
 
5. Motion by Deb Clark, seconded by Bob Erickson, to approve the investment report as presented by the 

Business Manager.  All present voted aye.  Motion carried. 
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6. Motion by Dan Cater, seconded by Dick Bergstrom, to approve New Policy 427, Workload Limits for 

Certain Special Education Teachers, final reading.  (Addendum B.)  All present voted aye.  Motion 
carried. 

 
Principal Eric VanBrocklin updated the Board on Career Pathways Options with DCTC and IHCC. 
 
7. Board Member  Bob Erickson introduced the following resolution:  Resolution Terminating 

Probationary Support Service Staff.  The motion for the adoption of the foregoing resolution was duly 
seconded by Dick Bergstrom, and upon vote being taken thereon, the following voted in favor thereof:   
Dan Cater, Dick Bergstrom, Deb Clark, Bob Erickson, Jill Lewis, Ron Hill, Joanne Mansur, Vanda 
Pressnall and the following voted against the same:  none.  Whereupon said resolution was duly 
passed and adopted.   (Addendum C.   Full copy available in the Superintendent’s office.) 
 

8. Motion by Joanne Mansur, seconded by Deb Clark, to approve the consent items for the 2015-2016 
school year, as presented.  All present voted aye.  Motion carried. 

 Personnel:    New Hires:  Valerie Enfiejian-Hoekstra, School Psychologist, effective August 27, 
2015.  Taylor Gjesdahl, Sign Language Interpreter, effective September 3, 2015.  Adrienne Heer, Sign 
Language Interpreter, effective September 3, 2015.  Sarah Ludewig, Sign Language Interpreter, 
effective September 3, 2015.  Natalie Olson, Mental Health Practitioner, effective August 27, 2015.  
Hannah Radant, Special Education Teacher, effective August 27, 2015.  Charlene Roach, Classroom 
Assistant, effective September 3, 2015.  Nichole Short, School Psychologist, effective August 27, 2015.   
Gregory Waletski, Sign Language Interpreter, effective September 3, 2015.  Michelle Woodward, 
Health Associate, effective September 3, 2015.  Rehires: Stephanie Adix, Mental Health Practitioner, 
effective August 28, 2015, through June 10, 2016.  Patricia Arneson, Mental Health Professional, 
effective July 1, 2015, through June 30, 2016.  Anne Byer, Psychologist, effective July 1, 2015, through 
June 30, 2016.  Teresa Dulko, Special Education Teacher of the Visually Impaired, effective August 28, 
2015.  Ann Haschig, Mental Health Practitioner, effective August 31, 2015, through June 10, 2016.  
Jennifer Petersen, Mental Health Professional Coordinator, effective July 1, 2015, through June 
30,2016.  Amy Riesgraf, Mental Health Practitioner, effective August 28, 2015, through June 10, 2016.  
Erin Stevens, Mental Health Practitioner, effective August 31, 2015, through June 10, 2016.  Adrienne 
Turzynski, Board Certified Behavior Analyst, effective July 1, 2015, through June 30, 2016.  Change in 
Status:  Jennifer Baxter, Program Assistant, Maternity Disability Leave effective on or about 
September 8, 2015, with a return date on or about November 2, 2015.  Pearl Devenow, Teacher of 
Deaf/Hard of Hearing, decrease from 1.0 FTE to .8 FTE effective August 31, 2015, for the 2015-2016 
school year only, contingent on the district being able to hire a .5 FTE D/HH POS Teacher.   Kitri Kyllo, 
Special Education Assistant Director, increase from .94 FTE to 1.0 FTE effective July 1, 2015.  Marta 
Nelson, Special Education Teacher, Maternity Disability Leave effective August 28, 2015, with a return 
date on or about September 8, 2015.  Resignations and Terminations:  Abigail Anderson, Classroom 
Assistant, change in resignation date from June 4, 2015 to August 1, 2015.   

 
9. Motion by Deb Clark, seconded by Dick Bergstrom, to approve the 2016 Levies (Lease Levy, Safe 

Schools Levy, and Health and Safety Levy), as presented.  (Addendum D.)  Voting aye:  Dan Cater, Dick 
Bergstrom, Deb Clark, Jill Lewis, Ron Hill, Joanne Mansur, Vanda Pressnall, and the following voted 
naye:  Bob Erickson.   Motion carried. 

 
10. Board Member  Joanna Mansur  introduced the following resolution:  Resolution Approving Dakota 

County Intermediate School District No. 917’s Health and Safety Program Budget and Authorizing the 
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Inclusion of Those Projects in the District’s Application for Health and Safety Revenue.  The motion for 
the adoption of the foregoing resolution was duly seconded by Ron Hill and upon vote being taken 
thereon, the following voted in favor thereof:   Dan Cater, Dick Bergstrom, Deb Clark, Bob Erickson, Jill 
Lewis, Ron Hill, Joanne Mansur, Vanda Pressnall and the following voted against the same:  none.  
Whereupon said resolution was duly passed and adopted.   (Addendum E.)   

 
11. Motion by Dan Cater, seconded by Ron Hill, to go into closed session to review the Superintendent’s 

evaluation (per Minn. Statute 13D.05, Subd. 3).  All present voted aye.  Motion carried. 
 
School Board went into closed session at 6:00 PM. 
 
12. Motion by Ron Hill,  seconded by Deb Clark, to go back to regular session.  All present voted aye.  

Motion carried.   Board resumed regular session at 6:30 PM. 
 
13. Motion by Joanne Mansur, seconded by Ron Hill, to adjourn the meeting.   All present voted aye.  

Motion carried. 
 
There being no further business the meeting adjourned at 6:31 P.M. 
 
The next regular School Board Meeting will be Tuesday, July 14, at 5:00 PM, at DCTC, 917 Board Room, 
1300 – 145th Street East, Rosemount, MN. 
 
 
 
___________________________ 
Clerk 
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SUMMARY OF PERSONNEL ITEMS RECOMMENDED 
FOR ACTION AT BOARD MEETING OF JULY 14, 2015 

 
NEW HIRES: 
 

Renee Bouchareb, Classroom Assistant, effective September 3, 2015 (from Student 
Assistant to Classroom Assistant). 

 
Emily Clark, Teacher of the Deaf or Hard of Hearing, effective August 27, 2015. 
 
Carmen Eaton, Special Education Teacher, effective August 27, 2015. 
 
Karrie Fisher, Occupational Therapist, effective August 27, 2015. 

 
Amy Grainger, Teacher of the Deaf or Hard of Hearing, effective August 27, 2015. 
(was a Community Expert in 2014-2015). 
 
Rebecca Hague, Classroom Assistant, effective September 3, 2015. 
 
Alexi Hansen, Special Education Teacher, effective August 27, 2015. 
 
Cindy Jacobs, Occupational Therapist, effective August 27, 2015. 
 
Shelbee Jaeger, Teacher of the Deaf or Hard of Hearing, effective August 28, 2015 
(was a Community Expert in 2014-2015). 
 
Gabriela Kubik, Teacher of the Deaf or Hard of Hearing, effective August 27, 2015. 
 
Danielle LaFrance, Developmental/Adapted Physical Education Teacher, effective 
August 27, 2015 (from Classroom Assistant to DAPE Teacher). 
 
Kathryn MacNally, Special Education Teacher, effective August 27, 2015. 
 
Brian Moga, Special Education Teacher, effective August 27, 2015 (from Classroom 
Assistant to Special Education Teacher). 
 
Abigail Olson, Program Assistant, effective September 3, 2015 (from Student Assistant 
to Program Assistant). 
 
Ralph Pratola, Special Education Teacher, effective August 27, 2015. 
 
Christine Quinn, Classroom Assistant, effective September 3, 2015 (from Student 
Assistant to Classroom Assistant). 
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SUMMARY OF PERSONNEL ITEMS RECOMMENDED 
FOR ACTION AT BOARD MEETING OF JULY 7, 2015 

(continued) 
 
NEW HIRES: (continued) 
 

Kami Roark, Special Education Teacher, effective August 27, 2015. 
 
Shannon Rosenberg, Classroom Assistant, effective August 31, 2015. 
 
Erin Carik (Search-Wells), Classroom Assistant, effective September 3, 2015 (from 
Student Assistant to Classroom Assistant). 
 
Angelyn Weber, Special Education Teacher, effective August 27, 2015 (from Classroom 
Assistant to Special Education Teacher). 
 
Amy Wilkinson, Special Education Teacher, effective August 27, 2015. 

 
RE-HIRES: 

Amanda Boehmer, Special Education Teacher, effective August 28, 2015. 
 
Corrine Carnevale, Classroom Assistant, effective September 3, 2015. 
 
Patti Eldred, Physical & Health Disabilities Teacher, effective August 31, 2015, through 
June 10, 2016. 
 
Cailin McGrath, Special Education Teacher, effective August 28, 2015. 
 
Kelsey Mlodozyniec, Teacher of the Deaf or Hard of Hearing, effective August 27, 2015. 
 
Marta Nelson, Special Education Teacher, effective August 28, 2015. 

 
Rhiannon Stromberg, Mental Health Practitioner, effective August 31, 2015, through 
June 10, 2016. 

 
STATUS CHANGE: 

 
John Borup, Social Studies Teacher, Leave of Absence effective August 1, 2015, for the 
2015-2016 school year. 
 
Betsy Cook, Information Management Assistant I, increase from 5 to 6 hours per day, 
190 days per year, effective August 1, 2015, for the 2015-2016 school year only. 
 
Dale Engman, Computer Network Teacher, Leave of Absence effective June 30, 2015, 
through June 30, 2016. 
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SUMMARY OF PERSONNEL ITEMS RECOMMENDED 
FOR ACTION AT BOARD MEETING OF JULY 7, 2015 

(continued) 
 
STATUS CHANGE: (continued) 

 
Angelita Fleming, Speech Language Pathologist, continue at 1.0 FTE effective August 31, 
2015, for the 2015-2016 school year only. 
 
Chanda Jothen, Physical Therapist, Maternity Disability and Parental/Child Care Leave 
effective on or about October 29, 2015, with a return date of August 29, 2016. 
 
Agnieszka Kettlewell, Board Certified Behavior Analyst, Maternity Disability Leave 
effective on or about September 23, 2015, with an expected return date of 
November 16, 2015. 
 
Janell Stiel, Administrative Assistant II, effective July 1, 2015 (from Program Assistant to 
Administrative Assistant). 
 
Laura Weir, Special Education Teacher, Maternity Disability Leave effective on or about 
October 20, 2015, with a return date on or about December 4, 2015. 

 
 
RESIGNATIONS & TERMINATIONS: 
 

Barbara Althoff, Program Assistant, effective August 15, 2015. 
 
Joel Anderson, Classroom Assistant, effective July 29, 2015. 
 
Anna Barrett, Program Assistant, effective June 3, 2015. 
 
Tom Betlock, Program Assistant, effective July 13, 2015. 
 
Lori Crandall, Custodial/Maintenance, effective July 30, 2015. 
 
David Hanzlik, Classroom Assistant, effective July 31, 2015. 
 
Nicole Hennes, Special Education Teacher, effective June 30, 2015. 
 
Sarah Ludden, Classroom Assistant, effective July 30, 2015. 
 
Ashley Mansheim, Program Assistant, effective June 4, 2015. 
 
Brooke Tireman, Classroom Assistant, effective July 10, 2015. 
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Intermediate School District #917 

School Board 
 

 

Resolution to Accept Donations 
 

 

 

Board member _________________ introduced the following Resolution: 
 

RESOLVED, that the School Board of Intermediate School District 917 accept the following  

donations, as indicated below, in the amount of  $500. 

 

1. Donation of $500 to the TESA Program from the Inver Grove Heights Animal Hospital 

to be used for various events and activities.  (Value:  $500). 

 

 

 

 

The motion for the adoption of the foregoing resolution was duly seconded by Member  

______________   and upon vote being taken thereon, the following voted in favor thereof:     

 

And the following voted against the same:  none. 

 

Whereupon said resolution was declared duly passed and adopted. 

 

Date Board Approved:  _______________ 
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TO:  School Board Members 
 
FROM:  John Christiansen 
 
DATE:  July 7, 2015 
 
RE:  Renewal of Memberships 
 
 
 
The renewal rates for the following memberships are listed below. 
 
 
Membership with Metro ECSU for 2015-2016    $   700 
 
Membership with AMSD as an Associate Member for 2015-2016  $3,500 
 
Membership with MSBA – Association Dues for 2015-2016   $4,613 
 
Membership with MSBA – Policy Services Renewal for 2015-2016  $    625 
 
 
I recommend approval of these renewals for 2015-2016. 
 
JC:ljb 
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TO:  School Board Members 
 
FROM:  John Christiansen 
 
DATE:  July 9, 2015 
 
RE:  Licensed Substitute Pay Rate 2015/2016 
 
 
 
Our licensed substitute pay rate has been $20 per hour with a typical day of 6.5 to 7 hours for the past 
several years ($130 to $140 per day).  We also have a four-hour minimum requirement.  Our substitute 
service, Teachers on Call, provides us with information on the area pay rates and we continue to be 
competitive.  The following is the information they provided on their metro clients for 2014/2015. 
 

District Teacher Rate Para Hourly Rate 

A. $115 Not in TOC contract 

B. $120 $13.10 

C. $100 $11.31 

D. $120 $10.50 

E. $118 $13.15 

F. $115 $12.37 

G. $115 $14.12 

H. $140 Not in TOC contract 

Out of Metro Sp. Ed. District $140 $13.75 

ISD 917 $130 to $140 $16.37 

   

 
 

I recommend the substitute rates for 2015/2016 be $20 per hour for teachers and $16.37 for program 
assistants (first step rate on the groups’ salary schedule). 
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To:  ISD 917 School Board Members 

  John Christiansen, Superintendent 

 

From:  Nicolle Roush, Business Manager 

 

Date:  July 14, 2015 

 

Re:  FY16 ISD 917 board approved meal prices 

 

Information: 

 

- Intermediate School District 917 has renewed our participation in the National School 

Lunch Program for FY16. Our Lunch Program operates at three of our locations:  

Alliance Education Center, Dakota County Technical College and Apple Valley satellite 

program. 

 

- ISD 917 is contracting with ISD #196 to provide our breakfast and lunch meals. The 

contract price per meal ISD 917 pays FY16 will remain $2.30 per breakfast and increase 

by $0.10 to $3.55 per lunch. 

 

- ISD 917 FY15 current breakfast prices are $1.50 for students, $2.40 for adults; lunch 

prices are $2.55 for students and $4.60 for adults with an additional milk charge of $0.45. 

 

- ISD #917 is required to have board approval of our student and adult breakfast and lunch 

prices at these three locations.  Below, I have provided the comparison prices set by our 

member districts and ISD 196. *Indicates pricing not yet updated for FY16. 

Recommendation:  Taking into consideration the Dakota County averages and contract prices 

ISD 917 pays to our food vendors, I am recommending the board approve the following FY16 

pricing:  

Student Breakfast $1.50, Student Lunch $2.65 (.10 increase), Milk $0.45 

Adult Breakfast $2.40, Adult Lunch $4.60 

Member 
District 

Student 
Breakfast 
Prices 
(high 
school) 

Student 
Lunch 
Prices 
(high 
school) 

Adult 
Breakfast 

Adult 
Lunches Additional milk  

*6  $    1.35   $    1.90   $    1.70   $    3.50   $    0.35 

191  $    1.40   $    2.50   $    2.00   $    3.60   $    0.50  

192  $    1.35   $    2.75   $    1.65   $    3.55   $    0.40  

194  $    1.60   $    2.50   $    2.10  $    3.70   $    0.45  

195  $    1.60   $    2.60   $    1.90  $    3.40  $    0.50 

196  $    1.50   $    2.55   $    1.95   $    3.60   $    0.40  

197  $    1.85   $    2.80   $    2.00   $    3.80   $    0.50  

*199  $    1.10   $    1.95   $    1.65   $    3.40   $    0.35 

200  $    1.30   $    2.80   $    1.80   $    3.60   $    0.50  

271  $    1.55   $    2.80   $    2.25   $    3.60   $    0.45  

Average  $    1.46   $    2.52   $    1.90   $    3.58   $    0.44  
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TO:  School Board Members 
 
FROM:  John Christiansen 
 
DATE:  July 9, 2015 
 
RE:  Administrative Operational Actions and Goals for 2015-2016 
 
 
Each year we develop Administrative Operational Actions and Goals to help us focus on making progress 
toward our Strategic Directives.  At our July meeting, I would like us to discuss ideas for our 2015-2016 
goals.  My purpose in having this on the Board agenda is to begin the dialogue so we can finalize our 
goals in August or September. 
 
Attached are the Operational Actions and Goals we had for 2014-2015 and our Strategic Directives 
document to stimulate our thoughts. 
 
I look forward to our discussion of ideas at the board meeting. 
 
JC:ljb 
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Administrative Operational Actions and Goals 
2014-2015 

 
 

1. Implement, evaluate, and refine the new educator development and evaluation process (EDEP) for 
Intermediate School District 917.  (SD #3, #4)  Implementation has gone smoothly. 

2. Identify the additional direct and indirect costs of implementing the educator development and 
evaluation process (EDEP) compared to the direct and indirect costs prior to the 2014-2015 fiscal 
year.  Develop a report of the increased expenses and prior expenses compared to the one year 
only revenue established in the 2014 legislative session.  (SE #4)  The direct cost was for mentors, 
cognitive coaching and coach training.   _______  The indirect cost is added time for supervisors 
and peer review. 

3. Continue development and implementation of the DCALS/DCTC Transportation Academy in 
collaboration with the DCTC transportation department and MNSCU transportation director.  (SD 
#2, #4)  A DCTC automotive light maintenance and repair program is now part of the redesigned 
917 Careers Academy. 

4. Continue implementation and expansion of the DCALS Project Based Learning options to improve 
student motivation and credit completion. (SD #2)  Successfully implemented with increasing 
enrollment and business participation. 

5. Expand our involvement at DCALS with our local trades and apprenticeship training programs to 
increase student awareness of the career opportunities in the regional work force.   (SD #2, #4)  
Successfully expanded with additional expansion planned for 2015-2016. 

6. Convene a study team to develop a proposal for a career academy model of programming that 
would integrate our alternative learning centers, our career and technical secondary education 
programs, and appropriate post-secondary programs at DCTC.  (SD #4, #5)  Completed. 

7. Implement new requirements under the Affordable Care Act (ACA) to collect and report new 
payroll and insurance information.  The ACA requires employers to count and report employee’s 
hours on a continual basis to determine eligibility for an offer of insurance coverage.  The ACA also 
mandates additional reporting requirements regarding benefits and employee status.  We will be 
collaborating with the TIES consortium to select a software vendor to manage tracking of this new 
employee information.  (SD #4)  Work plan continues to be implemented with success.  Our 
modification factor for 2015-2016 is 1.81. 

8. Continue the implementation of the work plan for workers’ compensation claims control and 
reduction of lost work time.  Our current experience modification is 2.15 and our goal is to reduce it 
to below 2.0.  The variables we work on are safety training for staff, support o staff who are injured 
and return to work plans which can improve recovery time and reduce district financial liabilities.  
(SD #4)  The first year of the plan is included in the 2015/2016 budget. 

9. Develop a three-year plan of projected expenses and revenues for effective utilization of authorized 
uses of the increase in the levy authority for Safe Schools.  (SD #4)  Excellent progress was made in 
2014-2015 and service capacity is expanding in 2015-2016. 

10. Continue to implement and evaluate the roles and responsibilities of behavior support staff, 
including licensed psychologist and board certified behavior analyst, across district programs to 
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increase student academic engagement.    (SD #2)  Several positive changes were approved in 
licensing requirements in the 2015 legislative session.  Staff recruitment for 2015-2016 is 
progressing well with appropriately licensed new hires. 

11. Explore and implement additional strategies to recruit and retain quality special education staff and 
support the lobbying efforts of the Intermediate School Districts,  AMSD, MSBA, MASA, and MASE 
for legislation to create more flexible paths for alternative licensing procedures.  (SD #5)  New 
space has been secured and will open in August 2015. 

12. Research options for relocating programming from the Apple Valley Business Center to a facility 
with more appropriate space configurations and interior finishes to meet our programming needs.  
(SD #4, #5)  Positive feedback from uses has been received and future improvements are being 
planned. 

13. Conduct surveys of website users to gather input about their experience on the new website.  
Utilize the new feedback and the website user focus group input collected in the spring of 2014 to 
refine the new website features.  (SD #1, #3)  Facilitator proposals from communications and 
marketing professional are being submitted to the district for consideration for developing a plan 
to be completed in our 2015/2016 fiscal year. 

14. Develop a marketing/communications action plan to enhance the regional awareness of student 
programs and opportunities at Intermediate School District 917.  (SD #1) 

 

Board Approved 9/2/14 
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Introduction 
 

 
This document identifies strategic directives to guide decision-making and to 
help the organization be more responsive to learners and effective in 
delivering educational services. 
 
Our reasoning is simple:  the Intermediate is a complex organization operating 
within a complex environment.  These directives are to bring clarity and focus 
to the work of District 917 because all staff must operate with a shared vision, 
mission, and sense of priorities. 
 
This is a flexible document.  It will change and evolve as staff, families, 
students, member school districts, and our communities help shape District 
917’s work. 
 
One should read this document carefully and consider it a frame of reference 
for Intermediate School District staff as they work to meet the needs of 
students and the school districts served by 917.  In addition, this document is 
designed to serve as a communication tool to present and bring clarity to the 
educational services provided by Intermediate School District 917. 
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THE CASE FOR ACTION 
(Why directives are needed?) 

 
 
Since the passage of the reauthorization in 2001 of the federal IDEA law known as No 
Child Left Behind, the public policy spotlight across the nation has been focused on public 
education.  For many reasons and because of a host of issues, Minnesota and the federal 
government have enacted a number of major policy initiatives, some of which have had 
dramatic effects on Intermediate, as well as K-12, school districts.  Because of these and 
other challenges, all school districts continue to face a wide range of critical issues.  
 
The intermediate districts’ mission is to provide assistance to their member districts to 
address many of these challenges.   
 
Superintendents are faced with: 
 

 challenging financial situations because of uncontrolled variables that affect their 
district’s revenue and expenses 

 a public, state and federal government, demanding increased accountability in all 
areas of education – especially student performance on reading,  writing and 
math assessments 

 an increasing number of “disenfranchised” students who are at risk of not 
graduating or who are dropping out 

 growing special education costs and increased numbers of low-incidence 
disabilities demanding customized services 

 increasing legal expenses 

 reductions in all categories of staff 

 increasing numbers of students needing cultural adaptations 

 increasing numbers of students with significant mental health needs 

 a wide range of opinions from business leaders, industry leaders, education 
administrators, teachers, and parents regarding the role of secondary career and 
technical programs as pathways to careers and college 

 implementation of more prescriptive state legislation for principal and teacher 
evaluation 

 legislative debate on roles and procedures for schools related to bullying 
prevention and control 

 
Special education directors are faced with: 
 

 attrition and shortage of instructional and support staff in several intense student 
needs programs 

 federal and state mandates specifying services to be delivered as well as 
implementation regulations 

 significant paperwork requirements 
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 an intensely cost-conscious environment that can create adversarial positions 
when determining student needs and the cost of delivering services 

 parents desire for specialty services delivered close to home 

 an increasing number of students with multiple and complex needs 

 legislative policy changes for use of restraint and seclusion techniques in schools 
 
917 board members and District 917’s administration are faced with: 

 

 planning and implementing building adaptations and long-term maintenance 
projects within limited revenue structures for owned or leased facilities 

 requests from member districts to add services without additional funding sources 

 member district leadership changes because of retirements and periodic 
leadership changes 

 financial uncertainty because of the financial challenges of its members and 
legislative changes that have modified revenue sources 

 arranging space to house expanding programs for students with complex needs 
and services and maintaining current space needs in appropriate locations 

 a decrease in the number of students participating in technical program 
opportunities due to enrollment restrictions at some member districts 

 member district decisions that are based upon local economic factors not a 
programs quality or cost effectiveness 

 the challenge of starting new career and technical programs that address industry 
demands and student needs without a source of “startup” funding 

 a shift in student career and technical enrollment toward more students with 
special needs which creates the need to modify career and technical curriculum 
without lowering academic standards 

 recruiting staff in all areas with appropriate licensure and excellent teaching 
competency 

 recruiting licensed and competent substitute staff 

 adapting to the increasingly complex needs of students served in our in special 
education programs  

 staying current with parent/student rights due to ever changing case law 

 increased requirements for documentation and record keeping 

 providing for the safety and security of students and staff 
 
Intermediate District 917 is committed to providing successful learning opportunities for 
students and support functions for districts.  The scope and scale of changes facing the 
students, educators, and districts we serve requires that we continuously review and modify 
our operational goals and action plans to respond to these changes.  District 917 is 
committed to ensuring that the strategic directives will guide our decisions.  
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* * * * * * * * * * * * * * * * 

 
DISTRICT 917’S BELIEF STATEMENTS 

(What do we believe?) 
 
 

Intermediate School District 917 delivers educational services based on the following 

belief statements: 

 

 We believe every student can learn.  Achieving student educational outcomes is the 
heart of our work.  We are focused on producing success directly with each learner.   
 

 We believe in providing quality educational services, resulting in the desired 
outcomes for school districts and others concerned with student success. 
 

 We believe in functioning in a flexible and adaptive manner.  We constantly build 
skills so that we can respond to our customers’ changing circumstances and needs. 
 

 We believe in the delivery of quality educational services.   We build on what is 
successful and improve what is not. 
 

 We believe in staff excellence.  We recognize and support the skills, energy, 
enthusiasm, effectiveness and intellect our employees bring to their work.  We strive 
to remove practices and beliefs that hinder staff effectiveness.  
 

 We believe ISD 917 operates in cost effective manner.  We are conscious of both 
costs and benefits in delivering services valued by our customers. 

 

 We believe in the importance of setting ethical standards and high expectations for 
our students and ourselves. 

 

 We believe in creating and maintaining a positive reputation.  We want our 
customers to have a clear understanding of our unique contribution to student 
achievement and school district success.  

 

 We believe that our employees should be remunerated and valued in a way that is 
commensurate with industry standards. 

 

 We believe in providing member districts the services and programs they need to 
meet the educational needs of students whose needs are best met by the 
intermediate school district. 
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* * * * * * * * * * * * * * * * 
 

OUR MISSION 
(Why do we exist?) 

 

Intermediate School District 917 serves as a quality, cost effective 
resource for member school districts committed together to success for 

all learners. 

 

 

“Serves” means 
We are a service organization; we bring an attitude of service to everything we do. 
We assess and continually improve customer satisfaction. 

 

“Quality” means 
We are accountable for excellent, cost-effective programs. 
Member school districts turn to us as a “first resource” when seeking external resources. 

 

“Resource” means  
We provide or facilitate the means to achieve success for each learner. 
As partners of the referring school district, community or county agency, we find solutions to 
identified learner needs. 

 

“Member school districts” means  
These are the principal customers for whose benefit we exist. 
We actively listen to understand and respond to their needs relative to student learning. 

 

“Success” means 
We are accountable to member school districts for learner success. 
We know and report student achievement and growth. 

 

“All learners” means 
We are a resource for any learner, currently birth to 21, with identified needs. 
Learners are not necessarily “bound” to a school building. 
We also support the families of these learners. 
 

“Cost effective” means 
We always look for solutions and strategies balancing the responsibility to achieve quality 
programs and services in the most cost effective manner. 
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* * * * * * * * * * * * * * * * 
OUR VISION 

(What we intend to become) 

 

Intermediate School District 917 will be a community of students, families, teachers, 

staff members, school districts, regional organizations and associations actively 

engaged in ensuring student learning success. 
 

 Effectively addressing students’ needs is the center of our work.  We will deliver 
services that promote educational excellence and provide what is needed to address 
individual learner needs.  We are known for our creative solutions to changing and 
emerging student learning needs and our commitment to customer satisfaction and cost 
containment. 
 

 School districts are confident that District 917 listens, responds, and adapts to their 
needs and the needs of their students. 

 

 The leaders of our organization constantly seek to improve and expand the services and 
opportunities offered by District 917.  Everyone who works at District 917 is committed 
to continuous improvement and professional development.  Leaders forge partnerships 
among organizations — public, private or non-profit — that support learner success and 
our own financial stability.   

 

 Student and staff environments are areas of creativity that stimulate learning.  The 
environments in which we educate are safe, secure, clean and appropriate for delivering 
programs and services of high quality. 
 

 We are responsive to families’ wishes to keep students in educational environments that 
are close to their homes and home schools.  District 917’s educational programs and 
services are designed for mobile delivery, to the extent possible, and adaptable to host 
sites be they homes, schools, libraries, online or in accessible and desirable community 
locations. 
 

 Families, school districts and businesses throughout Dakota County and the southern 
metropolitan area view the programs and services of District 917 as high quality, in 
terms of the models used to serve changing student needs, staff competency use of 
appropriate technology, and facilities.  District 917’s programs and services are 
respected for their cost-effectiveness and integrity. 

 
 

* * * * * * * * * * * * * * * * 
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STRATEGIES, ACTIONS, AND PROGRESS INDICATORS 
(How do we progress?) 

 
The following strategies, actions, and progress indicators are intended to assist us in 
setting priorities, allocating resources and making choices. 

 

Strategic Directive 1:  Heighten the trust and confidence of all school districts served 

by Intermediate School District 917. 

 

Actions: 

 
1. Host leadership meetings of superintendents, directors, and key building/district 

contact professionals. 
a. Share recent legislative developments, MDE activities, and pertinent data 

regarding common educational interests. 
b. Facilitate discussions promoting best practice. 
c. Share current literature and research encouraging creative and innovative 

approaches to shared problems.   

 
2. Develop new and maintain existing relationships with key staff in participating 

districts. 
a. Create a network in which each student remains connected to his/her 

home school, program, and individual contact person. 
b. Create and maintain an updated staff list of all key contact staff for each 

participating district. 
 

3. Establish a concept of a continuous flow of data regarding student achievement 
with home districts and parents. 

a. Continue to monitor and communicate class performance, credit 
attainment, and attendance to all involved schools, programs, contacts 
and parents. 
 

4. Promote the “individualized” approach in meeting student needs. 
a. Focus student intake meetings on students rather than program offerings. 
b. Promote and encourage parental involvement in the design of individual 

learning plans for all students. 
 

5. Seek, gather, and analyze feedback from member districts regarding their level 
of satisfaction and the level of service provided: 

 
 

Progress Indicator (Area 1):   

 
1. Increased positive ratings over time on surveys from member districts, parents, staff, 

917 staff, MDE, County and others collaborating with ISD 917. 
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Strategic Directive 2:  Increase achievement of all learners served. 
 

Actions: 

 
1. Expand the scope of online learning opportunities for DCALS and students in other 

917 programs; 
 
2. Develop a variety of systematic approaches to gather student achievement data to 

enhance instruction and learning; 
 
3. Provide staff development opportunities, focusing on strategies that enhance student 

performance; 
 
4. Develop and administer common assessments within all classes to provide 

assurance of alignment of outcomes and instruction as well as to provide the data 
necessary to identify best instructional practice; 

 
5. Adopt and implement curriculums that align with state standards and measure 

student progress; 
 
6. Promote best practices in providing programming for students with disabilities 

including providing instruction tailored to disability areas and considering age and 
grade; 

 
7. Research and implement a variety of models to address students in need of 

alternative approaches to education; 
 
8. Enhance our model to support transitional needs of students ages 18 through 21. 
 
9. Promote and support the use of assistive technology to supplement instruction. 
 

Progress Indicators (Area 2): 
 

1. Compare assessment data from all common assessments and monitor changes in 
overall student academic achievement . 

 
2. Compare student course taking and credits earned to assess student progress. 
 
3. Compare pre and post assessments in the appropriate skill areas of reading and 

writing and mathematics. 
 

 

Strategic Directive 3:  Improve staff leadership skills and the culture of collaboration 

throughout the Intermediate District. 
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Actions: 

 
1. Continue/expand the use of Professional Learning Communities as an improvement 

model for the staff of 917 as part of the educator evaluation plan; 
 

2. Provide training opportunities for member district or regional district staff. 
 
 

Progress Indicators (Area 3): 

 
1. Track and report formal data gathered from participating districts’ survey’s on ISD 

917 programs, services, customer relations, and professional leadership. 
 
2. Track and report participants feedback on evaluations from training and 

development opportunities. 
 
 

Strategic Directive 4:  Use resources strategically to advance our mission. 

 

Actions: 

 
1. Emphasize and maintain a focus on responsible approaches to the use of state and 

district funds. 
 

2. Education all stakeholders of the full cost of service delivery. 
 
3. Study current funding formulas and legislation initiatives to maximize available funds. 

 
4. Develop and foster partnership opportunities with community organizations/programs 

to enhance services and learning opportunities for students. 
 

5. Maintain and expand the connection with DCTC in providing learning opportunities 
for secondary programs and articulation to post-secondary programs. 

 
6. Work with DCTC, IHCC, and University of Minnesota in exploring the development of 

programs for all secondary students which focus on the needs of the 21
st
 Century. 

 
7. Support staff development efforts for the implementation of the legislative mandated 

educator evaluation and development processes. 
 

8. Continue and expand the curriculum development process which focuses on 
standards and skill development. 

 
9. Include student performance as an element of the staff development/evaluation 

process. 
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10.  Monitor staffing ratios and class sizes to be in compliance with Minnesota Special 
Education Rules. 
 

11. Continually assess member district needs and assets to avoid duplication and 
provide needed services. 
 

 

Progress Indicators (Area 4) 

 
1. Review annual audit results and identify trends to monitor over time. 

 
2. Analyze expenditures in areas targeted for development and improvement. 

 
 

Strategic Directive 5:  Structure ourselves so that we can adapt to our changing 

environment.  
 

Actions: 

 
1. Look to the future and assume a pro-active approach to meeting the needs of 

learners beyond special education and secondary alternative credit restoration 
programs. 
 
a. Monitor the opportunities presented in the vision of the University of Minnesota in 

regard to the development of the UMore Park Area.  Intermediate School District 
917 is an existing organization that is currently functioning as a regional center of 
educational services.  Involvement in the educational component of the UMore 
Park Development is a logical concept to pursue. 

b. Communicate the importance of assuming a proactive approach to providing 
collaborative services to learners in member districts. 
 

2. Carefully examine enrollment/participation trends  in all programs to inform decisions 
on the allocation of available resources. 

 

Progress Indicators (Area 5) 

 
1. Monitor and compare the time invested in managing existing program issues and 

planning for future program development. 
 

2. Establish specific, time-oriented goals reflecting movement toward future program 
development. 
 

3. Document all formal communications, planning sessions, and proposals as evidence 
to a commitment to futuristic planning. 
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IN SUMMARY... 
 
These strategic directives, in every sense, are a work in progress and are intended to 
support a dynamic process that will forever be changing.  The strategic directives are part 
of a living document that will never be completed or finished.  Based on continuous review 
of progress data, the directives and actions will continue to be revised and adapted to meet 
the needs of our learners and the school districts we serve. 
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Dakota County Area Learning School (DCALS, Tech) & DCALS North 

“Home of Career and Technical Education” 
 

 
Dear Students and Parent(s)/Guardian(s): 

 

Welcome to Dakota County Area Learning School (DCALS & DCALS North), and to a new and exciting 

school year.  Our purpose is offering quality educational programs: 

 

 Dakota County Area Learning School  

 Dakota County Area Learning School North 

“Home of Career and Technical Education”  

 

You have: 

 Made a choice to develop your education through real life learning experiences. 

 The opportunity to learn and experience activities that are not available at any other school. 

 

You will: 

 Develop skills. 

 Have the option for a High School Diploma 

 Increase your knowledge in a career field. 

 Develop work behaviors and habits. 

 

This Handbook describes the various opportunities available to our students and the general procedures of 

our schools. 

 

We will do our best to ensure that your experiences at DCALS and DCALS North are rewarding and 

enjoyable.  We believe you can succeed!  I look forward to working with you to make  

2015-2016 a great year! 

 

 

Eric J. Van Brocklin 

Secondary Principal 

 

 

Please notice: we will refer in this handbook: 

 

DCALS-Tech; where a majority of our students attend from their home High School for a 

shift/period and will follow their Home High School calendar.   

 

DCALS and DCALS North which are full-time students at our buildings will follow the 

Intermediate School District 917 school calendar. 

 

 
Disclaimer: The contents of this handbook are subject to change at anytime due to changes in Minnesota State Law and/or changes in 

Intermediate School District 917 School Board Policy 

114



 2 

TABLE OF CONTENTS 

 
Welcome from Administration ............................................................................................1 

DCALS Programs, Staff & Phone Numbers........................................................................3 

School Calendar ...................................................................................................................4 

School Closing .....................................................................................................................4 

Class Schedule .....................................................................................................................4 

Articulation Credits ..............................................................................................................5 

Attendance and Retention Procedures ............................................................................. 5-6 

Bullying............................................................................................................................ 6-7 

Campus Access ....................................................................................................................7 

Computers, Network and Internet  ................................................................................... 7-8 

Disability Non-Discrimination District 917.........................................................................8 

Discipline Policy/Offenses & Potential Consequences ................................................. 8-14 

Dress Code ................................................................................................................... 14-15 

Driving/Riding Permits  .....................................................................................................15 

Emergency Evacuation  .....................................................................................................15 

Evaluation and Grades ................................................................................................. 15-16 

Fees ....................................................................................................................................16 

Food & Beverages..............................................................................................................16 

Hazing  ......................................................................................................................... 16-18 

Health Services  .................................................................................................................18 

Insurance ............................................................................................................................18  

Lockers ...............................................................................................................................18 

Lost & Found .....................................................................................................................19 

Non-Discrimination Policy  ...............................................................................................19 

Nuisance Items ...................................................................................................................19 

Parking ...............................................................................................................................19 

Pesticides/Herbicides  .................................................................................................. 19-20 

Pledge of Allegiance ..........................................................................................................20 

Policy against Religious, Racial, & Sexual Harassment ............................................. 20-21 

Safety ........................................................................................................................... 21-22 

School Sponsored Student Publications/Subject Projects .................................................22 

Searches  ............................................................................................................................22 

Severe Weather Procedures ...............................................................................................23 

Smoking Policy ..................................................................................................................23 

Student Awards ..................................................................................................................23 

Student Conduct ........................................................................................................... 23-24 

Student Organization’s Code of Conduct ..........................................................................24 

Student Records ........................................................................................................... 24-25 

Visitors ......................................................................................................................... 25-26 

Weapons ....................................................................................................................... 26-28 
 

 

 

 

 
 

 

115



 3 

CONTACT INFORMATION 

General Information ..................... 651-423-8458 

FAX: ............................................... 651-423-8760 

 

ADMINISTRATION 

Secondary Principal ........................ Eric Van Brocklin ...................... 651-423-8259 

PROGRAMS AND INSTRUCTORS (Tech) 

Computer Networking Technology/ 

Computer Service and Repair ......... TBD ........................................... 651-423-8418 

Career Exploration & Evaluation Program ................................................................ 

......................................................... Scott Teskey ............................... 651-423-8499 

Construction Trades ........................ Paul Landwehr ........................... 651-423-8347 

Food Industry Careers ..................... Cherry Cramer ........................... 651-423-8225 

Fundamental Chef Training ............ Patricia LeBeau .......................... 651-423-8441 

Graphic Communications ............... Trina Walter ............................... 651-423-8365 

Heavy Duty Truck Mechanics ........ Tom Ledoux ............................... 651-423-8334 

Medical Careers .............................. Carol Lundquist ......................... 651-423-8449 

Total Auto Care............................... Tony Villelli ............................... 651-423-8435 

DCALS (Dakota Co. Area Learning School) ......................... Fax 651-423-8760 

Enrollment Coordinator ..................                Patti Mattos ………….651-423-8263 

Pam Biegler-Math………651-423-8228 Adam Rachuy-Soc. St..651-423-8257 

................................................  John Borup-Soc. St…...651-423-8310 

Erin Hale-Sanford-Soc.St.651-423-8376 Emily Mateo-English…651-423-8344 

Erin Mahnke-Science.. .....651-423-8393 Lynn Morris-Math……651-423-8358 

Aaron Evans-Spec. Ed…..651-423-8778 

DCALS North ................................  ...........Fax 651-332-5572 

Enrollment Coordinator/Soc. Studies/Lead Teacher……Don Williams……651-332-5573 

Cindy Hougo-Math/Science...651-332-5575   

Laura Wavra-English………   651-332-5570        

Eric Van Brocklin-Principal ……...651-423-8259 

Chris Miller-Social Worker………..651-332-5582 

SECONDARY SUPPORT STAFF -- Room 2-406 

Carl Perkins ..................................... Stephanie Meinke ...................... 651-423-8499 

Guidance Counselor ........................ John Pereda ................................ 651-423-8287 

Secretaries:                 

Dorinda Haasnoot (Administrative Assistant.) ................................... 651-423-8458 

Kristin Kustrich (DCALS) ..............  ................................................... 651-423-8447 

Betsy Cook (DCALS North)…………………………………..……..651-332-5570 

 

Technical Tutors: 

Deana Foss……….Therese Harper……….Dan Hoffmam……….Becky McNamara Rachuy 

 

*Please check www.isd917.k12.mn.us for teachers Web Page, which includes email address, 

student assignments and other helpful information regarding DCALS.  
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Dakota County Area Learning School 

“Home of Career and Technical Education” 

2015-2016 

Student Calendar 

September 8 .............................................................................................. First Student Day 

October 8……………….DCALS/DCALS North/CTE Parent Conferences 3:30-7:30 p.m. 

October 14………………………………………………….Teacher In-Service-No School 

October 15-16 ...........................................................................................  MEA-No School 

November 6  ........................................................................ Teacher In-Service - No School 

November 25……………………………………………….Teacher In-Service-No School 

November 26-27  ........................................................................ Thanksgiving - No School 

December 24 –January 1 ............................................................. Winter Break - No School 

January 4 ..................................................................................................... School Resumes 

January 18 ............................................................................................................ No School 

January 22…………………………………………………..Teacher In-Service-No School 

February 12-13 .................................................................... Teacher In-Service - No School 

February 15 .............................................................................. President’s Day - No School 

March 15 ................................... DCALS and DCALS North Conferences 3:30 – 7:30 p.m. 

March 21-March 25 ...................................................................... Spring Break- No School 

April 1………………………………………………………Teacher In-Service-No School 

May 12 ................................................................ DCALS-Tech Student Recognition Night 

May 30 ....................................................................................... Memorial Day - No School 

June 8 ..................................................................... DCALS and DCALS North-Graduation 

June 9 ..................................................................................................Last Day for Students 

June 10 .................................................................................................... Teacher In-Service 

 

SCHOOL CLOSING/INCLEMENT WEATHER 

In the event of inclement weather, monitor WCCO (830 AM) for Intermediate School District 

917 closings. 

 

You are NOT required to attend DCALS (Tech) when your home high school is closed or 

not in session. 

 

CLASS SCHEDULE 

Classes begin and end as follows: 

Farmington only 1
st
 shift 7:30 – 9:05 

 

 DCALS (Tech) DCALS Classes DCALS North 
Shift I     8:00 am – 10:00 am 7:40 am – 9:00 am    8:30 am-9:45 am    

Shift II              10:15 am-11:55 am              9:10 am-10:25 am                   9:50 am-11:05am   

                                                10:35 am-11:55am                11:10 am-12:25pm                                                                               

Shift III             12:30 pm - 2:05 pm              12:30 pm-1:45pm                  1:00 pm-2:15 pm    

                                                                        1:50 pm-2:15 pm(Advisory)  2:20 pm -2:55 pm(Advisory) 

 

Students are expected to follow the class schedule. Arriving late, leaving early or not following 

the class schedule will result in the loss of Professionalism points and/or academic points for that 

day. 

If you miss your bus back to your home school, please report immediately to the DCALS (STC) 

Office (Room 2-406). 
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ARTICULATION CREDITS 

DCALS currently offers articulated college credits with various post-secondary institutions.  

While attending DCALS, students have the opportunity to earn Technical College credit in 

qualifying courses.  Students must earn at least 80% or better in the DCALS-Tech program 

competencies and meet attendance requirements to receive college credit.  The student will then 

receive a DCTC college transcript and/or certificate indicating college credits earned. 

 

ATTENDANCE AND RETENTION PROCEDURES 

Attendance: 
One of the objectives of DCALS is to provide you the instruction that will help prepare you for 

successful entry into an occupational area. 

 

Our instructional programs are designed to teach you the skills, knowledge, and work habits 

related to the occupation and/or post-secondary school you have selected.  In order for you to 

achieve your personal goals, as well as school goals, it is essential that you attend your classes 

regularly.  One standard which is common to post-secondary education; business, and 

industry occupations is for you to be at work/school on time every day.  We, therefore, have 

established the same standard for you.  You are expected to attend your DCALS-TECH program 

every day your home school is in session and the home school sends a bus to the DCALS.  

DCALS and DCALS North will follow the Intermediate School District 917 calendar. 

 

Absences: 

DCALS does NOT have excused or unexcused absences. 

Absences will negatively influence your grade.  

 

DCALS Parent Portal TIES: 

 

Parent/guardians have the access to secure any timely information about their student’s 

attendance and grades.  There will be a link to Parent Portal on www.isd917.k12.mn.us. 

 

Your home school (DCALS-Tech) and/or parent/guardian will be notified when you are 

absent from Dakota County Area Learning School. 

 

Students will be graded in the following categories:  Professionalism and Skill Development 

(DCALS-Tech).  DCALS and DCALS North will be graded in core academic areas 

according to the Minnesota Department of Education (MDE) standards.  

 

 If you are absent from DCALS on a day when you are expected to attend, you will be marked 

absent and that absence will negatively effect your grade.  

 

DCALS staff will notify your parent(s)/guardian(s) and/or home school staff when a poor 

attendance pattern develops.  The criteria for sending excessive absence letters and 

unsatisfactory performance letters are explained in the following Retention Procedure section. 

Retention Procedure: 

 

The retention procedure will give students, instructors, parents/guardians, and/or home school 

staff information about students who are in potential danger of failing for excessive absences or 

for unsatisfactory performance. 

Every three weeks a grade report will be available on-line. 

The grade report will be available on-line for parents/guardians to monitor your student(s) 
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progress or lack of progress and/or excessive absences. If a student has a “D” or an “F” for two 

consecutive 3-week grading periods, at the start of the third 3-week grading period there may be 

a conference (by phone or in person) with the DCALS instructor and/or teacher, student, 

parents/guardians, and/or home school counselor/case manager. 

 

The team will discuss the situation and reach a decision on what action to take.  An Academic 

Contract may be written outlining the circumstances under which the student will continue in 

our school, or to determine an alternate schooling option for the student. The contract is 

distributed as follows: Principal, parent/guardian, home school (DCALS-Tech), DCALS and/or 

DCALS North teacher, and the student. 

 

Absence Appeal Process 

You and your parent/guardian may appeal to the DCALS Principal to justify excessive absences.  

This appeal may result in a conference with some or all of the following: student, 

parents/guardians, DCALS staff members, and home school staff (DCALS-TECH). 

 

Make-up Work Procedures 
Make-up work is the student’s responsibility:     

1. The day you return to DCALS after an absence, you must request the make-up work from 

your instructor/teacher for the day(s) missed. 

2. You will have two days after the work is issued to complete the make-up work and turn it 

in to your instructor/teacher for grading.  Furthermore, you will be given two school days 

to complete the work for every day missed. 

 

Late Arrival to Class 
Late arrival to class may result in the loss of Professionalism (DCALS-Tech) and/or academic 

points for that day. 

 

The official record of student attendance is kept with the DCALS Principal.  Attendance records 

will not be changed except by the procedure outlined above. 

 

BULLYING AND CYBER-BULLYING 

 "Intimidation or bullying" means conduct that substantially interferes with a student's 

educational benefits, opportunities or performance occurring on or near school grounds. 

Intimidation or bullying includes an intentional gesture or a written, verbal, or physical act or 

threat that a reasonable person under the circumstances knows or should know has the effect of:  

(1) harming a student;  

(2) damaging a student's property;  

(3) placing a student in reasonable fear of harm to his or her person;  

(4) placing a student in reasonable fear of damage to his or her property; or  

(5) presenting a sufficiently severe, persistent, or pervasive threat or action and creating 

an intimidating, threatening, or abusive educational environment for a student.  

 

The misuse of technology including, but not limited to, teasing, intimidating, defaming, 

threatening, or terrorizing another student, teacher, administrator, volunteer, contractor, or other 

employee of the District by sending or posting e-mail messages, instant messages, text messages, 

digital pictures or images, or Web site postings, including blogs, also may constitute an act of 

bullying regardless of whether such acts are committed on or off District property and/or with or 

without the use of District resources. 
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Students are reminded that they may be subject to school consequences for actions that may be 

considered to interfere with the educational process, learning environment, or school functions. 

This would include activity outside of school, during non-school hours, including vacations and 

holidays. There does not necessarily need to be police action, arrest or conviction of unlawful 

activity if the school finds evidence that unlawful activity has occurred. 

DCALS Secondary programs will comply with ISD 917 policy 411 related to Bullying. 

 

CAMPUS ACCESS 

DCALS students are restricted from being on the West end of the college campus without 

supervision.  Students found on West end beyond the cafeteria (without teacher permission) will 

be escorted to DCALS administration. 

 

COMPUTERS, NETWORK, AND INTERNET  
ISD 917 has guidelines for student use of computers, networks and Internet.  Access to the 

network and Internet entails responsible student actions.  These guidelines define the appropriate 

and ethical uses of this hardware, software and communications, identify student responsibilities 

and outline procedures for enforcing behavior and disciplinary action.  All ISD 917 student 

behavioral expectations apply to computers, networks and Internet use.  Violations will result in 

school disciplinary action to include one or more of the following: verbal warning, suspension, 

possible recommendation of expulsion and referral to legal authorities for prosecution.   

 

ISD 917 staff monitors all work done on District computers, networks and Internet.  District 917 

does not relinquish control over any material on the system or contained on files. 

 

Using the Internet is a privilege, not a right.  Inappropriate use will result in cancellation of those 

privileges.  Before students will be allowed to have access to the Internet, the student and their 

parent or guardian will sign and return a permission form.  

 

Use of computers, network and Internet 
1. Be polite.  Do not be abusive in communications to others.  This includes messages that 

might threaten or harass individuals or groups because of their age, race, sex, religious 

beliefs, sexual orientation, physical abilities, etc.  District 917 policy regarding harassment 

(413) applies to electronic communications. 

2. Use appropriate language and images.  Do not use threats, swearing, vulgarities, pornography 

or any other inappropriate language and images.  District student disciplinary policies 

regarding assault, verbal abuse or harassment apply to electronic communications.     

3. Do not give out personal or family information such as phone numbers, addresses or arrange 

for face-to-face meetings without parental or guardian supervision and never respond to 

suggestive messages.  All instances of people asking for personal information or face-to-face 

meeting are to be reported immediately to staff. 

4. Communication that must be 100% private or secure is not to be communicated via the 

school computers, network or Internet.  The school staff has access to all student 

communications and files.  Messages and activities that violate district policies and 

procedures or violate or support illegal activities will be reported to school and legal 

authorities. 

5. The Internet, network, and computers are to be used for class assignments and tasks.  

6. The Internet, network, and computers violations include, but are not limited to:  

a) Using the Internet and network in ways that violate district policies and procedures or 

violate laws of Minnesota or the United States. 

b) Using the Internet or network for any illegal activity.  Included is the advertisement, 
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promotion, sale or sharing of information of any product or service that is illegal. This 

includes violating copyright laws or other laws.  Making or distributing unauthorized and 

illegal copies of licensed software is against the law.  The district student discipline policy 

regarding technology and telecommunications apply to the Internet and network. 

c) Using the Internet or network for financial or commercial gain or commitments. 

d) Degrading, disrupting or destroying equipment or system performance. 

e) Invading the privacy of other individuals by accessing and or vandalizing their 

computerized data. 

f) Wasting technology resources, including file space and printers. 

g) Gaining unauthorized access to resources or entities. 

h) Using an account owned by another person. 

i) Posting or using personal communications without the author’s consent. 

j) Downloading or loading of unauthorized software, deleting or misusing of files or 

programs and inappropriate accessing of files, software or servers. 

 

DISABILITY NON-DISCRIMINATION DISTRICT 917 

Discrimination on the basis of disability violates the Americans with Disabilities Act of 1990, 

Section 504 of the Rehabilitation Act of 1973, and the Minnesota Human Rights Act. 

 

Intermediate School District 917 is committed to the goal of maintaining employment and 

educational opportunities that do not discriminate against persons with disabilities.  It shall be a 

violation of this policy for any qualified disabled person, on the basis of disability, to be 

excluded from participation in, be denied the benefits of, or otherwise be subjected to 

discrimination in employment or education in any of the District's programs. 

 

Any person having inquiries or wishing to request accommodations regarding Intermediate 

School District 917 policies and regulations should contact the 504/ADA Coordinator and/or 

Alternates: 

Don Budach Special Education Assistant Director 

504/ADA Coordinator DCTC Main Campus 

 651-423-8426 
 
  

Brenda Tollefson Special Education Lead Teacher 

Alternate DCTC Main Campus 

 651-423-8343 
  

Meghan Dobson Special Education Lead Teacher 

Alternate Alliance 

 651-423-8100 
 

Nicolle Roush  Business Manager 

Alternate  DCTC Main Campus  

  651-423-8227 

 

DISCIPLINE POLICY 

Following is an outline and description of the Intermediate School District 917 discipline policy.  

If you have difficulty reading the District 917 discipline policy or do not understand its content, 

please contact the school office. A complete copy of this policy is available in the DCALS 

Office, Room 2-405.  

 

This policy will be read and explained to all students during the first two weeks of each school 

year.  The handbook will be available on-line at www.isd917.k12.mn.us to parent(s)/guardian(s) 
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at open houses, or a paper copy by request from DCALS.  Similarly, efforts will be made to 

acquaint students, who enroll late, and their parent(s)/guardian(s), with the content of this policy. 

 

Listed below are Intermediate School District 917 categories of student discipline and potential 

consequences for infraction of those policies.  Discipline situations that arise which are not 

covered by these guidelines will be handled on a case by case basis as allowed by Minnesota 

Statutes §127.27 to 127.39.  Behaviors that are willful and disruptive or potentially harmful are 

included.  Unique or special situations at a particular school may call for an adjustment in the 

discipline policies.   Such adjustments will be made on a case by case basis. 

 

Each offense listed may result in any or several of the following consequences depending upon 

all of the circumstances, including the pupil's prior disciplinary offenses.  The specific form of 

discipline chosen in a particular case is solely within the discretion of the school district. 

1. Verbal warning; 

2. Parent/guardian and/or student conference with school staff and/or administration; 

3. Removal from class; 

4. Dismissal from school for one (1) day or less; 

5. Suspension; 

6. Referral to in-school or outside support services; 

7. Administrative transfer to another school or return to home school district; 

8. Review of placement type and location for disabled students; 

9. Recommendation for expulsion or exclusion; 

10. Termination of services; 

11. Suspension from extra-curricular activities; 

12. Detention or restriction of privileges; 

13. In-school suspension; 

14. Revised class schedule or program change; 

15. Assignment to alternative program; 

16.  Referral to law enforcement authorities; 

17.  Restitution. 

 

DISCIPLINE OFFENSES & POTENTIAL CONSEQUENCES 

 

ALCOHOL AND OTHER DRUGS 

 Offense - Possession 

  Possession and/or use (under the influence) of alcohol, controlled substances, mood-

altering substances, drug paraphernalia or misuse of prescription drugs. 

 Consequence 

  First Offense. Minimum consequences include one or more of the following: 

   1. Minimum suspension of one (1) day; 

    2. Conference with parent/guardian; 

    3.  Referral to building multi-disciplinary chemical awareness team for 

assessment; 

    4. Removal from program may be recommended; and 

    5.  Police will be notified. 

 

  Second Offense.  Minimum consequences include one or more of the following: 

    1. Minimum suspension of five (5) days; 

    2. Conference with parent/guardian; 

   3. Referral to building multi-disciplinary chemical awareness team for 

assessment; 
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    4. Dismissal from program may be recommended; and 

   5.     Police will be notified. 

 

 

  Offense - Sale 

  Sale or attempted sale of alcohol, controlled substances, mood altering substances or 

prescription drugs. 

 Consequence 

  Minimum suspension of five (5) days and police referral.  Dismissal from program and 

expulsion will be recommended. 

 
ASSAULT 

1. Offense 

A threat of bodily harm or death to another person, including challenging another person to fight, 

without material physical contact. 

 Consequence 

  A minimum suspension of one (1) day. 

 

2. Offense 

  Demonstrating aggressive behavior in which physical contact is made with another person such 

as poking, pushing, shoving or scuffling. 

 Consequence 

 A minimum suspension of three (3) days. 

 

3. Offense 

  Direct attack or fighting with another person: fighting shall be characterized by a violent 

aggressive behavior by two or more individuals with the intent of inflicting physical harm upon 

one another and differentiated from "poking, pushing, shoving or scuffling." 

 Consequence 
 A minimum suspension of five (5) days and possible recommendation of expulsion. 

 

4. Offense 

  A student who threatens bodily harm or death to another without material physical 

contact while in possession of a weapon shall be dealt with under the preceding section of 

this policy dealing with "weapons." 

 Consequence 

 A minimum suspension of ten (10) days and possible recommendation of expulsion. 

 

5. Offense 

  Direct attack with a weapon: Direct attack with a weapon shall be dealt with under the 

preceding section of this policy dealing with "weapons." 

 Consequence 

 A minimum suspension of ten (10) days and possible recommendation of expulsion. 

 

BOMBS 
Offense 

Bomb threats (See Weapons Policy.) 

Bomb threats:  intentionally making, publishing or conveying in any manner a bomb 

threat to a school location or activity. 

Consequence  

A minimum suspension of ten (10) days, notification of appropriate legal authorities, 

recommendation that the student be expelled. 
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Parent(s)/guardian(s), (Consultation with the appropriate local school district 

transportation department and home school administrator (Tech) will determine the 

length of time transportation privileges are denied.) 

 

BUS RULES 
Offense  

Breaking bus rules of transporting district or of Bus Company. 

 Consequence 

Minimum consequences include one or more of the following: denial or disruption of 

transportation privileges upon notification of the parents/guardians.  Consultation with 

the appropriate local school district transportation department and home school 

administrator (Tech) will determine the length of time transportation privileges are 

denied. 

 

CHEATING 
Offense  

Cheating or records falsification. 

Consequence  

     Minimum consequences include one or all of the following:  

     Parent/guardian conference, grade reduction or loss of credit, suspension of at  

 least one (1) day. 

 

CLOTHING 
Offense 

Attire which violates the rights of others, including gang insignia and colors, and 

violation of program dress codes.  

Consequence 

Minimum consequences include one or all of the following: Confiscation of offending 

article(s), parent/guardian contact or suspension of at least one (1) day or 

recommendation of dismissal. 

 

FIRE ALARMS 
 Offense  

  Improper activation of fire alarms. 

 Consequence 

Student will be suspended for a minimum of five (5) days and will be referred to the Fire 

Marshall or police. 

 

GAMBLING 
Offense  

Gambling or possession of gambling paraphernalia. 

Consequence 

Minimum consequences include one or all of the following: Parent(s)/guardian(s) contact 

or suspension of at least one (1) day or recommendation of dismissal. 

 

HAZING 

        Offense 

Hazing behaviors, at any time, including planning, directing, encouraging or in engaging 

in activities that physically or mentally harm another student. 

Consequence 

 Minimum consequences include one or more of the following: verbal warning, 
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suspension of one (1) day or recommendation or dismissal. 

 

 

 

PAGERS AND ELECTRONIC COMMUNICATION DEVICES 

Offense  

Use of pagers, cellular phones and other electronic transmission devices during class 

time; unless approved by instructor/teacher for academic purposes. 

Consequence 

Minimum consequences include one or all of the following: use could result in 

confiscation of equipment, parent/guardian contact, and suspension of at least one (1) 

day. 

 

PARKING/DRIVING 
Offense  

Parking violations as outlined by Dakota County Technical College, and DCALS North 

City of West St. Paul. 

Consequence  

Minimum consequences include one or all of the following: Loss of driving and/or riding 

privileges, notification of parent(s)/guardian(s) or authorities. 

 

HARASSMENT 

Intermediate District 917 maintains a firm policy prohibiting all forms of discrimination.  

Religious, racial or sexual harassment or violence against students or employees is 

discrimination.  All persons are to be treated with respect and dignity.  Sexual violence, 

sexual advances and other forms of religious, racial or sexual harassment by any student, 

teacher, administrator or other school personnel, which create an intimidating, hostile or 

offensive environment, will not be tolerated under any circumstances.  If any student 

feels he/she is being discriminated against because of race, religion, sex, national origins 

or any other reason, he/she should report such discrimination to the building 

administrators or the counselor.  It will then be forwarded to the Human Resources 

Officer for further investigation.  A copy of the complete harassment policy is available 

and printed in the ISD 917 Policy Book which can be picked up at the School Office or 

can be accessed on the district website; www.isd917.k12.mn.us. 

 

What behaviors could lead to harassment? 

A harasser may be a student or an adult.  Harassment may include the following when 

related to religion, race, sex or gender: 

 a. name calling, jokes or rumors; 

 b. pulling on clothing; 

 c. graffiti; 

 d. notes or cartoons; 

 e. unwelcome touching of a person or clothing; 

f.             offensive or graphic posters or book covers; or 

g.            Any words or actions that make you feel uncomfortable, embarrass                  

you, hurt your feelings or make you feel bad. 

 

Examples of behaviors that could be considered harassing: 

 1. Students making sexual gestures; 

2. Students displaying sexually explicit materials in lockers, 

notebooks, etc.; 
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 3. “Depantsing”, bra snapping, etc.; 

 4. Writing harassing comments in textbooks, notebooks, etc.; 

 5. Sexually descriptive notes or drawings; 

6. Name calling, including references to race, ethnicity, religion or 

sexual orientation; 

7. Teasing students about their body development or sexual activities; 

 8. Wearing offensive hats or t-shirts; 

 9. Students spreading sexual rumors about other students; 

10.       Any words or actions that make you uncomfortable or hurt your 

feelings that are related to race, religion or sex.                    

 

What to do about harassment: 

If any words or action make you feel uncomfortable or fearful, you need to tell any 

teacher, counselor, principal, or District Human Rights Officer: You may make a written 

report.  It should be given to any teacher, counselor, principal, or a Human Rights 

Officer.  Your right to privacy will be respected as much as possible.  We take seriously 

all reports of religious, racial or sexual harassment or violence and will take appropriate 

actions based on your report.  The school district will also take action if anyone tries to 

intimidate you or take action to harm you because you have reported.  This is a summary 

of the school district policy against religious, racial and sexual harassment and violence.  

Complete policies are available in the district office upon request.  Consequences for 

harassment will vary with the severity of the offense.   

 

TECHNOLOGY AND TELECOMMUNICATIONS 
Offense 

Misuse of computer equipment includes deletion or misuse of password-protected files, 

down-loading or loading of unauthorized software, computer programs, or data or system 

files; inappropriate accessing of files; unethical use of information or violation of 

copyright laws. 

Consequence 

Students violating these guidelines may be suspended for at least one (1) day, loss of 

computer privileges, or other consequences deemed appropriate. 

 

THEFT 
Offense 

Personal theft; extortion; locker break-ins; hiding the property of another person without 

the consent of the owner, or the receiving of such property.  

Consequence 

Students may be suspended for a minimum of three (3) days.  A police referral may be 

made and parent(s)/guardian(s) will be notified.  Expulsion may be recommended. 

 

TOBACCO 
Offense 

Not following the District tobacco use policy-now includes e-cigarettes. (See Provision 

Policy 419 Restrictions on Smoking and Tobacco Use.) 

Consequences 

Minimum consequences include one or all of the following: Confiscation of tobacco 

products, verbal warning, one (1) day suspension, ticketing by law enforcement official, 

home school (Tech) notification. 

 

TRESPASSING 
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Offense  

Trespassing. (Non-authorized visit to school building or campus.) 

Minimum Consequence 

Students with unauthorized absences from their school, found present at another public 

school may be suspended a minimum of one (1) day.  All visitors must report to building 

administrator; police may be called to remove unauthorized visitors.  Being present on 

school ground during a period of out of school suspension or placement in an alternative 

educational program constitutes trespassing. 

 

TRUANCY 
Offense  

Attendance policy violations; truancy, tardiness, excessive absences, etc. 

Consequence  

Minimum consequences include one or all of the following:  

Reduction/Loss of credit, in-school suspension, reporting to appropriate agency, parental 

and home school (Tech) notification. 

 

VANDALISM 
Offense 

Willful damage to any property, including technology or telecommunication equipment 

that belongs to the School District, staff members, other students or individuals. 

Consequence 

Damage to staff/student property may result in being suspended for a minimum of one (1) 

day.  The student may be referred to the police. Expulsion may be recommended. 

 

VERBAL and WRITTEN ABUSE 
 Offense 

  Verbal and written abuse and disrespect of school personnel and other students.  This 

misconduct includes profanity, behavior demonstrating lack of respect and the failure to 

respond appropriately to reasonable direction by school personnel. 

 Consequence 

  Student dismissal or suspension, either from the classroom or from the building.  If out-

of-school suspension, suspension for minimum of three (3) days. 

 

DRESS CODE 

Expectations 
Research has shown that there is a direct correlation between students’ dress and students’ 

behavior.  Students must be neat, clean, and properly dressed at all times.   

 

Student dress is recognized as a matter of personal taste at DCALS; however, no student will be 

allowed to attend the school while wearing bizarre, obscene, or odd clothing which could cause 

disruption of the orderly learning environment or clothes or grooming styles which constitute a 

health and/or safety hazard.   

 

 Students will not be allowed to wear clothing which declares membership in a group that 

has as one of its primary activities the commission of criminal acts, or acts that would be 

criminal if the student were an adult. 

 No article of clothing can convey intimidation, obscene, racial, discriminatory or violent 

messages, nudity, profanity, liquor or tobacco promotions or logos, or statements or 

pictures demeaning to any group or person.  (For example; clothing items depicting 

celebrities or groups that promote this type of message will not be allowed.) 
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 Chains and other decorative items that could be used as weapons (i.e. spiked bracelets) are 

not allowed and will be removed. 

 Students will wear clothing that covers their stomachs, chests, backs, and buttocks.  Low-cut 

or tight-fitting shirts are not considered appropriate.  

 Shoes will be worn at all times.  

 Neither headgear, “do rags”, handkerchiefs, beads, caps, hoods, nor hats of any kind will be 

worn in the classroom, unless approved by administration. 

 Sunglasses of any kind will not be worn inside the classroom. 

 Intentionally altered clothing—i.e., cut-off jeans, holes cut above the knee, and/or ill fitting 

garments are not acceptable. 

 Pants and shorts must be worn at the waist level at all times.  Suspenders and/or straps 

attached to overalls must be fastened at all times and remain over the shoulders. 

 Certain programs, for safety purposes, require students to wear special garments, safety 

glasses, hair coverings, safety shoes, etc.  For your safety, and the safety of others, you 

must comply with these regulations.  You must provide ankle high leather boots for use 

in the Welding & Metals Fabrication shop area.   

 

Students who choose to dress inappropriately will be subject to disciplinary action. 

 

DRIVING/RIDING PERMITS 

 

All students are expected to ride to DCALS on the bus provided by your home school (DCALS-

Tech), or you have obtained a driving/riding permit. Any violation of this policy will be referred 

to Principal and your home school (DCALS-Tech) for appropriate action. Before a student may 

drive/ride in a private vehicle to DCALS, a driving/riding permit must be obtained.  

Driving/riding permits can be obtained from the DCALS Office, Room 2-405. Once the form is 

signed, bring it to Administrative office for processing where you will be issued a permanent 

parking sticker.  The Dakota County Technical College (DCTC) and the City of West St. Paul 

(DCALS North) has established parking and traffic regulations for the campus. All students must 

follow these regulations, or they are subject to ticketing, denial of parking privileges or referral 

to police. A copy of District 917’s parking and traffic regulations can be obtained from the 

Administration office, Room 2-406, or the Campus Sheriff’s Office, Room 2-709. 

 

EMERGENCY EVACUATION OF BUILDING 

AND FIRE DRILLS 

Fire drills and lock downs are held periodically during the school year in accordance with state 

law.  Each instructor will inform students of the procedures for each drill and emergency 

situation.  When the alarm sounds, everyone must follow the directives in a timely and orderly 

manner. 

 

EVALUATION AND GRADES 

Students will receive progress reports every three weeks during the grading period. This report 

will be completed by the program instructor/teacher indicating their performance to date. 

 

At the end of each grading period (Trimester, Quarter) instructors will complete a student grade 

report.  Copies of the grade report are distributed as follows: 

1. Student file in the DCALS office (obtained for student by administration), 

2. Home High School (Tech), 

3. DCALS instructor/teacher. 
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If your performance is poor, you will be notified in writing three weeks prior to the end of the 

grading period. 

 

Incomplete grades are the student’s responsibility to correct within two weeks of issuance.  

Confer with your instructor/teacher to determine what work must be completed.  After the two-

week period, your instructor/teacher must change the incomplete to a letter grade.  That letter 

grade will be calculated by your instructor/teacher on work performed with or without the 

incomplete work turned in.  

 

The Dakota County Area Learning School grading scale: 

 

 A 100% - 90% 

 B  89% - 80% 

 C  79% - 70% 

 D  69% - 60% 

 F  59% - 0% 

 I  (Incomplete) 

 NG  No Grade  

 

 

FEES 

 

No student fees are required for supplies or materials to complete the educational requirements 

of your program. If, however, you undertake a project above the minimum requirements and it 

becomes your personal property, you must pay for the material before you start your project.  

Materials can be furnished by the student or purchased from the program Instructor/Teacher. 

 

FOOD AND BEVERAGES 

Food and beverages are allowed only in designated areas of the Dakota County Technical 

College (DCTC), DCALS and DCALS North.  Instructors/teachers are required to enforce the 

Food and Beverage Policy. 

 

HAZING PROHIBITION 

I. PURPOSE 

The purpose of this policy is to maintain a safe learning environment for students and staff 

that are free from hazing.  Hazing activities are inconsistent with the educational goals of 

Intermediate School District 197 and are prohibited at all times. 

 

II. GENERAL STATEMENT OF POLICY 

A. No student, teacher, administrator, volunteer, contractor or other employees of the 

school district shall plan, direct, encourage, aid or engage in hazing.   

B. No teacher, administrator, volunteer, contractor or other employee of the school 

district shall permit, condone or tolerate hazing. 

C. Apparent permission or consent by a person being hazed does not lessen the 

prohibitions contained in this policy. 

D. This policy applies to behavior that occurs on or off school property and during 

and after schools hours. 

E. A person who engages in an act that violates school policy or law in order to be 

initiated into or affiliated with a student organization shall be subject to discipline 

for that act. 

F. The school district will act to investigate all complaints of hazing and will 
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discipline or take appropriate action against any student, teacher, administrator, 

volunteer, contractor or other employee of the school district who is found to have 

violated this policy. 

 

III. DEFINITIONS 

A. “Hazing” means committing an act against a student, or coercing a student in 

committing an act. That creates a substantial risk of harm to a person, in order for 

the student to be initiated into or affiliated with a student organization, or for any 

other purpose.  The term hazing includes, but is not limited to: 

1) Any type of physical brutality such as whipping, beating, striking, 

branding, electronic shocking or placing a harmful substance on the boy. 

2) Any type of physical activity such as sleep deprivation, exposure to 

weather, confinement in a restricted area, calisthenics or other activity 

that subjects the student to an unreasonable risk of harm or that 

adversely affects the mental or physical health or safety of the student. 

3) Any activity involving the consumption of any alcoholic beverage, drug 

tobacco product or any other food, liquid, or substance that subjects the 

student to an unreasonable risk of harm or that adversely affects the 

mental or physical health or safety of the student. 

4) Any activity that intimidates or threatens the student with ostracism, that 

subjects a student to extreme mental stress, embarrassment, shame or 

humiliation, that adversely affects the mental health or dignity of the 

student or discourages the student from remaining in school. 

5) Any activity that causes or requires the student to perform a task that 

involves violation of state or federal law or of school district policies or 

regulations. 

B. “Student organization” means a group, club or organization having students as it 

primary member or participants.  It includes grade levels, classes, teams, activities 

or particular school events.  A student organization does not have to be an official 

school organization to come with the terms of this definition. 

 

IV. REPORTING PROCEDURES 

A. Any person who believes he or she has been the victim of hazing or any person 

with knowledge or belief of conduct which may constitute hazing shall report the 

alleged acts immediately to the school district human rights officer or alternates to 

a school district administrator. 

B. Teachers, administrators, volunteers, contractors and other employees of the 

school district shall be particularly alert to possible situations, circumstances or 

events which might include hazing.  Any such person who receives a report of, 

observes, or has other knowledge or belief of conduct which may constitute 

hazing shall inform the school district human rights officer or an administrator 

immediately. 

C. Submission of a good faith complaint or report of hazing will not affect the 

complainant or reporter’s future employment, grades, or work assignments. 

 

V. SCHOOL DISTRICT ACTION 

A. Upon receipt of a complaint or report of hazing, the school district shall undertake 

or authorize an investigation by school district officials or a third party designated 

by the school district. 

B. The school district may take immediate steps, at its discretion, to protect the 

complainant, reporter, students, or others pending completion of an investigation 
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of hazing. 

C. Upon completion of the investigation, the school district will take appropriate 

actions.  Such action may include, but is not limited to, warning, suspension, 

exclusion, expulsion, transfer, remediation, termination, or discharge.  

Disciplinary consequences will be sufficiently severe to deter violations and to 

appropriately discipline prohibited behavior.  School district action for violation 

of this policy will be consistent with the requirements of applicable collective 

bargaining agreements, applicable statutory authority, including the Minnesota 

Pupil Fair Dismissal Act, school district policies and regulations.  Penalties under 

the rules of the Minnesota State High School League will also apply. 

 

VI. REPRISAL 

The school district will discipline or take appropriate action against any student, teacher, 

administrator, volunteer, contractor, or other employee of the school district who retaliates 

against any person who makes a good faith report of alleged hazing or against any person 

who testifies, assists, or participates in a proceeding or hearing relating to such hazing.  

Retaliation includes, but is not limited to, any form of intimidation, reprisal, or harassment. 

 

VII. DISSEMINATION OF POLICY 

This policy shall appear in all school district student and staff handbooks. 

 

HEALTH SERVICES 

Intermediate School District 917 has a nurse on duty in the Health Service Room, 1-501.  A 

nurse is on duty at all times and will assist you in case of an emergency or sudden illness.  

 

If you need to visit the nurse, notify your instructor/teacher.  Your home school nurse (Tech) 

will be notified if you are injured or become ill at DCALS.  In the event of an injury requiring 

treatment by a physician, the school will attempt to contact your parents/guardians prior to such 

treatment.  DCALS administration will then activate reasonable emergency medical procedures. 

 

INSURANCE 

Students who attend the Dakota County Area Learning School are NOT covered by accidental 

health insurance.  You should arrange for coverage through your family health insurance plan. 

 

LOCKERS AND DESKS 

Lockers, desks and storage areas are the property of Intermediate School District 917.  At no 

time does ISD 917 relinquish its exclusive control of lockers/storage areas provided for the 

convenience of students.  Inspection of the interior lockers/storage areas may be conducted by 

school district administration for any reason at any time, without notice, without student consent, 

and without a search warrant.  The personal possessions of students within a school 

locker/storage area may be searched only when school administration have a reasonable 

suspicion that the search will uncover evidence of a violation of law or school rules.  As soon as 

practicable after the search of a student’s personal possessions, the school administration must 

provide notice of the search to students whose lockers were searched unless disclosure would 

impede an ongoing investigation by police or school officials. 
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LOST AND FOUND 
Lost and Found items are kept by the receptionist located in the front office of Dakota County 

Technical College.  If lost items are not claimed in 30 days, they will be discarded.  You may 

also inquire in the DCALS office. 

 

NON-DISCRIMINATION POLICY 

It is the policy of the DCALS not to discriminate on the basis of religious, racial, sexual 

orientation, national origin or disability in its educational programs and activities as required by 

Title VI of the Civil Rights Act of 1964 and by Title IX of the Educational Amendments of 

1972. 

 

The Dakota County Area Learning School programs are open to all students.  The case manager 

and/or administration for DCALS is available to discuss student needs for auxiliary aides or 

services,  accommodations in testing situations or to assist with arrangements for alternative test 

options and to provide guidance services.   

Students may also request that their home school counselor or IEP manager contact the Principal 

at DCALS for assistance.  Any American Disabilities Act (ADA) related complaint is to be 

referred to ISD 917 Disability Non-discrimination Coordinator or alternates (see below).  For 

details regarding the ISD 917 ADA policy, see District Policy 402.  A copy is available in the 

Administration Office. 

 

NUISANCE AND HAZARDOUS ITEMS 

Nuisance items such as hacky sacks, laser pointers, thrown objects (snowballs, Frisbees, balls, 

etc.) are not permitted at DCALS.  Telecommunication devices, radios, and other personal 

entertainment devices are not allowed during class time, unless approved by the 

instructor/teacher for instructional purposes. 

 

PARKING 

DCALS parking is in the outermost East lot.  All vehicles must display a parking permit.  A 

permit, to hang from the rear view mirror, will be issued for vehicles parking on a regular basis.  

A pink permit, placed on the dash of your car, will be issued for temporary parking.  Parking 

violations may result in ticketing, immobilizing, or towing.  Questions about parking citations 

must be directed to the Campus sheriff’s Office, Room 2-709.  Parking a vehicle on ISD 917 

(DCALS North) and Dakota County Technical College (DCTC) property implies consent to 

allow search of the vehicle for contraband or illegal items.   

 

Students violating these guidelines are subject to disciplinary action up to and including 

suspension and notification of police.  NOTE:  The speed limit in all parking lots is 10 MPH. 

 

PESTICIDE/HERBICIDE INFORMATION 

Minnesota law requires schools that apply pesticides and herbicides to maintain an estimated 

schedule of such applications and to make the schedule available to parents and guardians for 

review or copying at the District Office.  Our district is so small and the amount of outside 

grounds is so limited that pesticides and herbicides are seldom applied and then only on an as 

needed basis.  Therefore, no scheduled applications are made.  We attempt to limit such 

application to the maximum extent and only use chemicals when absolutely necessary. 

 

State law also requires that you be told that the long-term health effects on children from the 

application of such pesticides and herbicides or the class of chemicals to which they belong may 

not be fully understood.  Since Intermediate District 917 does not apply chemicals on a 

scheduled basis, you may wish to be notified in the event that an application is anticipated.  If so, 

132



 20 

please send a letter to Linda Berg, Health and Safety Coordinator, 1300 145th Street East, 

Rosemount, Minnesota 55068.  Information on Health, Wellness, and Safety can also be found 

on our website at www.isd917.k12.mn.us.  If you need additional information, please call Linda 

Berg at 651-423-8214. 

 

PLEDGE OF ALLEGIANCE 
Intermediate School District 917 has waived the requirement to recite the Pledge of Allegiance 

via Board Policy 6.14, in accordance with Minn. Stat. § 121A.11, sub. 3. 

 

POLICY AGAINST RELIGIOUS, RACIAL, AND  

SEXUAL HARASSMENT AND VIOLENCE 

INTERMEDIATE SCHOOL DISTRICT 917 

 

1. Everyone at District 917 has a right to feel respected and safe.  Consequently, we want you to 

know about our policy to prevent religious, racial or sexual harassment and violence of any 

kind. 

2. A harasser may be a student or an adult.  Harassment may include the following when related 

to religion, race, sex or gender:  

 A. name calling; 

 B. pulling on clothing; 

 C. graffiti; 

 D. notes or cartoons; 

 E. unwelcome touching of a person or clothing; 

 F. offensive or graphic posters or book covers; or 

 G. any words or actions that make you feel uncomfortable, embarrass  you, hurt your  

  feelings or make you feel bad; 

 

3. If any words or actions make you feel uncomfortable or fearful, you need to tell an instructor, 

counselor, program administrator, the District Human Rights Officer or an alternate. 

 

4. You may also make a written report.  It should be given to an instructor, counselor, program 

administrator, the District Human Rights Officer or an alternate. 

 

5. Your right to privacy will be respected as much as possible. 

 

6. We take seriously all reports of religious, racial or sexual harassment or violence and will 

take all appropriate actions based on your report. 

 

7. Intermediate District 917 will also take action if anyone tries to intimidate you or take action 

to harm you because of your report. 

 

8. This is a summary of Intermediate District 917 policy against religious, racial and  

sexual harassment and violence.  Complete policies (Policy 413 Prohibition of Harassment 

and Violence) are available from any of the persons listed in this section of the Student 

Handbook, or the Program Administrator. 

 

Religious, racial and sexual harassment and violence are against the law.  Discrimination is 

against the law.  These acts will NOT be tolerated at Intermediate School District 917. 

 

The consequences of a violation of the policy may result in any or all of the following: 

 Assignments designed to increase awareness and sensitivity to the issue of sexual 
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harassment; 

 Administrative conference with student or parent and student; 

 Referral to outside agency; 

 Assignment to an alternative educational program; 

 Detention or suspension in or out of school.  Exclusion/expulsion; 

 Referral to police or other law enforcement agencies for criminal action; 

 Suspension or termination of employment; 

 

Intermediate School District 917 Human Rights Officer and Alternates and Disability Non-

discrimination Coordinator and alternates: 

 

Don Budach Special Education Assistant Director 

Human Rights Officer DCTC 

 651-423-8150 

 

Patti Mattos Secondary Enrollment Coordinator 

Alternate DCALS  

 651-423-8263 

  

Meghan Dobson Special Education Lead Teacher 

Alternate Alliance 

 651-423-8100 

 

Brenda Tollefson Special Education Lead Teacher 

Alternate DCTC Main Campus 

 651-423-8343 

 

Nicolle Roush Business Manager 

Alternate DCTC Main Campus 

 651-423-8227 

 

Eric Van Brocklin Secondary Principal 

Alternate DCALS  

 651-423-8259  

 

SAFETY 

DCALS has an obligation to provide you with a safe learning environment.  Safety is also your 

responsibility.  You can help avoid accidents by following common sense safety rules in your 

program.  If you see an unsafe act or condition in your classroom/shop, be sure to discuss it with 

your instructor. 
 

Violation of Safety Rules & Eye Safety Regulations: 

 

In all DCALS areas, students are taught on appropriate shop/classroom and eye safety 

procedures:  

 
1st Offense:  Student will be given a verbal warning by the instructor/teacher and referral may be made to 

Principal. 

 

2nd Offense:  Instructor/teacher will complete a Behavior Incidence Report and the student will have a 

conference with the Principal, which may result in a suspension from DCALS. 
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3rd Offense:  Instructor/teacher will complete a Behavior Incidence Report and the student will have a 

conference with the Principal, which will result in a suspension from DCALS. 

 

Prior to returning to DCALS, a conference including the student, parent(s)/guardian(s), instructor/teacher, 

and DCALS Administration will be held. 

 

SCHOOL SPONSORED STUDENT PUBLICATIONS  

AND/OR STUDENT PROJECTS 

Expression in a school publication or in a student project is prohibited when the material: 

 1. Expresses or advocates sexual, racial or religious harassment or violence or prejudice; 

 2. Encourages students to commit illegal acts or violate school regulations or substantially 

disrupts the orderly operation of school or school activities; 

 3. Advertises or promotes any product or service not permitted for minors by law; 

 4. is libelous or slanderous; 

 5. is obscene to minors; 

 

Students violating these guidelines are subject to disciplinary action to include one or more of 

the following: verbal warning, suspension and possible recommendation of expulsion. 

 

SEARCHES 

The law allows school authorities to search students, their lockers, their motor vehicles and 

personal property when they have reasonable suspicion that a particular student is in 

possession of something prohibited by school rules or by law.  School authorities may seize 

any illegal contraband, substance, or object; or any material or object that violate a school 

rule or poses a hazard to the safety and good order of the school.  Students are not to bring 

these items to school or to any school-sponsored function. 

1. General Inspection – School authorities will be making general inspections of lockers for 

purposes including but not limited to safety, cleanliness, retrieval of school material, 

and maintenance.  Such general inspections shall not include searching personal items 

stored in lockers, such as clothing, bags, purses, unless reasonable particularized 

suspicion exists. 

2. Locker/Storage Area Inspections – All lockers and other storage areas provided for 

student use on school premises remain the property of the school district and are 

subject to inspection, access for maintenance, and search.  No student shall lock or 

otherwise impede access to any locker or storage area except with a lock provided by 

or approved by school authorities.  Unapproved locks shall be removed and destroyed. 

3. Personal Searches – A student’s person and/or personal effects (e.g., purse, book, bag, 

etc.) may be searched when a school authority has reasonable suspicion to believe that 

the student is in possession of illegal, unauthorized or contraband items. 

4. Motor Vehicle Searches - Motor vehicles driven by students and parked on or near school 

property during regular school hours or during school activities are subject to being 

searched when school officials have reason.  Any student who refuses to submit to a 

reasonable search by school authorities will be subject to disciplinary action.  School 

authorities may detain the student pending the notification and arrival of the student’s 

parent(s) and/or law officials as appropriate. 

5. School authorities may request the assistance of law enforcement officials for the purpose 

of conducting inspections and searches of lockers, desks, parking lots, and other school 

property and equipment owned or controlled by the school for illegal drugs, weapons, 

or other illegal or dangerous substances or materials, including searches conducted 

through the use of specially trained dogs. 
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SEVERE WEATHER/TORNADO PROCEDURE 

When a tornado or other severe weather conditions occur, a message will be given to students so 

everyone can proceed in a quick and orderly manner to the designated shelter areas. 

 

SMOKING AND TOBACCO USE POLICY 
DCALS and DCALS North are smoke free campuses (including e-cigarettes).   

 

STUDENT AWARDS 

Student of Distinction – DCALS (Tech) 
Program instructors select up to three Students of Distinction each semester.  The selection 

criteria are at the discretion of the instructor and may represent outstanding effort, 

accomplishment and/or attendance.  The Student of Distinction:  1. is presented a certificate at a 

special student recognition event with parents/guardians in attendance, 2. has photo displayed in 

the Dakota County Area Learning School photo display case. 

 

Student of the Quarter – DCALS/DCALS North 

DCALS teachers nominate students each quarter.  The selection criteria are at the discretion of 

the teachers and may represent outstanding effort, accomplishment, and/or attendance.  The 

Student of the Quarter: 1. is presented a certificate at a special scheduled recognition ceremony 

following the end of the quarter they are selected, 2. has photo displayed in the DCALS photo 

display case. 

 

STUDENT CONDUCT 

Students demonstrating conduct, or willfully engaging in conduct, which: 1.  materially and 

substantially disrupts the learning process for other students, 2. violates District 917 Board of 

Education regulations, or 3. endangers other students, school district employees, the property of 

the school staff, or themselves, will be subject to removal from class. 

 

Student Removal from Class 

District 917 School Board has adopted a discipline policy in compliance with Minnesota Statute 

127.26 to 127.40, which establishes conditions for student removal from class. 

 

Grounds for Removal from Class 

Instructors/Teachers, school administrators, or other school district employees shall have the 

authority to remove a student from class when the student exhibits: 

1. Willful conduct which materially and substantially disrupts the rights of others to an 

education. 

2. Willful conduct which endangers school district employees, the student, or other students or 

property of the school. 

3. Willful violation of any rule of conduct established in the discipline policy adopted by the 

Board. 

 

Authority for Removal from Class 

If the student is demonstrating behaviors as outlined in “Grounds for Removal from Class,” 

teachers, school district administrators or other school district employees shall have the authority 

to remove the student from the class.  The instructor/teacher and/or tech tutor will complete the 

Behavior Discipline Form to document the incident; this form will be sent to the 

parents/guardians and/or the home school (Tech) contact person. 

 

Procedure: Step I – An instructor/teacher and/or tech tutor member will inform student that 

his/her behavior is the reason for their removal from class. 
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Procedure: Step II - An instructor/teacher and/or tech tutor will contact Principal and will then 

send student to the DCALS Office, Room 2-405. 

Procedure: Step III - After reviewing the situation, the Principal will make a recommendation 

as to the length of time the student is to be removed from the classroom.  The length of removal 

time shall not exceed 2 shifts. 

Procedure: Step IV - The student, instructor/teacher and/or tech tutor, and DCALS Principal 

will meet to clarify what the classroom expectations are and what behaviors are expected upon 

students return to the classroom.  This information will be shared with the parent(s)/guardian(s) 

and/or the home school (Tech) contact person. 

 

STUDENT ORGANIZATIONS’ CODE OF CONDUCT 

Before attending a student organization activity, the instructor/teacher will inform you of the 

student organizations’ code of conduct.  You will be asked to agree to conduct yourself 

according to the code.  Students attending a school sponsored student activity must also follow 

the same behavior guidelines that apply in all ISD 917 secondary programs. Students are subject 

to disqualification and dismissal from the activity and to disciplinary action if they do not 

conform to these standards of conduct.  This includes all forms of hazing.  Hazing behaviors will 

result in disciplinary action (see District Hazing Prohibition policy 6.35 and Discipline policy 

6.316.) 

 

STUDENT RECORDS 

Records: 

DCALS maintains records on each student including: 

 1. DCALS application form; 

 2. Referral information; 

 3. Evaluation and grade forms; 

 4. Incident/discipline reports; 

 5. Attendance records; and 

 6. STC follow-up information;   

 

These records are used for three purposes:  referrals to employers; referrals to post-secondary 

schools; and for Minnesota Department of Education (MDE) follow-up studies.  These records 

are always open to you, and no information about you will be released to any person, agency, or 

institution except under the following conditions: 

 

1. When proper written consent has been obtained from you or your parents/guardians; 

2. When compelled by law, such as judicial subpoena; 

3. When outside research is conducted and data is released in such a form that no specific pupil 

is identifiable; 

4. Information which the District determines is “directory information;” 

 

Records are kept in the DCALS Office, Room 2-406. 

 

Directory Information 

Intermediate School District 917, pursuant to the United States General Education Provisions 

Act and Minnesota Government Data Practices Act, declares the following as "Directory 

Information" as provided in said Act, and that information relating to students may be made 

public if said information is in any of the following categories: 

 Student's name Dates of enrollment 

 Date of birth Grade levels completed 

 Major Field of study Degrees and awards received 
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 Participation in officially recognized activities 

 

Directory information does not include identifying data which references religion, race, 

nationality, or disability. 

 

Any parent(s) or guardian(s) of any student or eligible student (18 or older) in the District may 

notify the District of their desire that some or none of the above information is to be released 

without their consent by contacting the Principal in the building where the student attends and by 

completing a nondisclosure form which can be obtained from the office staff. 

 

Rights of Minors 

The District may sometimes deny parental/guardian access to private data when the minor, who 

is the subject of the data, requests that the District deny such access.   The minor must submit a 

written request to the responsible authority (Superintendent) or designee that certain data be 

withheld from parents.  The written request shall set forth the reasons for the request and shall be 

signed by the minor.  Minors wishing to make such a request for nondisclosure should contact 

the building or program administrator for a nondisclosure form. 

 

Tennessen Warning 

When Intermediate School District 917 requests non-public data concerning you or your family, 

the purpose of that request will be specifically stated to you.  In addition, our overall purpose and 

intended use of all such data shall be for the smooth and uninterrupted conduct of business to 

fulfill the educational purpose of Intermediate School District 917. 

 

At the time that any non-public data is requested from you regarding your family, you will be 

informed of the consequence arising from supplying or refusing to supply such information.  In 

addition, you will be informed of the persons or entities authorized by law to receive the 

information, unless the individual requesting the information does so pursuant to a law 

enforcement investigation, otherwise governed by law.  Unless you are specifically notified 

otherwise, the information gathered by Intermediate School District 917 will be routinely 

accessed by District personnel, agents, contractors and others authorized by law to the extent 

necessary. 

 

ISD 917 has a comprehensive student records policy.  Request for copies of the entire policy and 

questions should be addressed to: Superintendent of Schools, Intermediate School District 917, 

1300 145th Street East, Rosemount, MN  55068-2999. 

 

VISITORS 

Building Visitors 
All secondary program visitors must register in the DCALS office, Room 2-406 before going to 

a class and/or workshop area. 
 

In order to enter the building or to remain on campus, you must: 

1. Be enrolled as a secondary student, or be the parents/guardians of an actively enrolled 

student; 

2. Be invited, or have permission from a school official, to be in the building; 

3. Be attending a school district/college event or meeting, to which you, the public, or your 

family has been invited; or 

4. Register at DCALS in Room 2-406; or DCALS North office 

Individuals not complying with these procedures are trespassing and will be asked to leave the 

building and campus. 
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Student Program Visits 
Students not enrolled at DCALS/DCALS North who wish to visit a secondary program must: 

 

1. Secure a DCALS visitor form, obtain forms from Enrollment Coordinator or Principal, Room 

2-406; 

2. Have  a DCALS Instructor/Teacher select date for visit and sign the visitor form; 

3. Get home school administrator’s signature on the visitor form (Tech); 

4. Have parent/guardian of visitor sign the visitor form; 

5. Bring the completed form to DCALS on the date of the visit and; 

6. Register as a school visitor; 

7. Proceed to the program area. 

  

Students not following this procedure will be referred to Principal and may be asked to leave.  

NOTE:  Dakota County Area Learning School and DCALS North is not an appropriate setting 

for young children; therefore, outside arrangements for child care must be made prior to your 

visiting the DCALS and DCALS North campus. 

 

WEAPONS POLICY 

CONCEAL AND CARRY LAW 

It is the policy of District 917 to maintain a positive, safe, secure learning and working 

environment.  In striving to attain such an environment, the District takes the position of zero 

tolerance for weapons in our schools, except as specifically stated below.  Zero tolerance means 

the District will view safety violations as very serious matters and will take all necessary and 

appropriate disciplinary steps.  All weapons or instruments that have the appearance of a weapon 

are prohibited within all school environments and the school except for educational purposes as 

authorized in advance by the Secondary Principal or designee.  School environments include, but 

are not limited to, District-owned buildings; school grounds; leased or rented facilities; school-

sponsored activities; field trips; school vehicles and school buses/vans rented or owned; and 

school bus/van stops, any entrance or departure from school premises or events and all school 

related functions.  Anyone found to be in possession of a weapon in any area defined in this 

policy, before, during or after school hours is subject to administrative and legal action. 

 

Possession of a Firearm (or Explosive Device) 

Any person having a firearm (which includes explosive devices) on their person or in an area 

subject to their control in a school environment will be subject to the same procedures and 

consequences listed under the consequences and procedures for possession of a weapon.  In 

addition, firearm possession will result in a school board determination that the student shall be 

expelled for the period of one year.  The School Board will require expulsion if the parent waives 

their right to an expulsion hearing or if it is determined through an expulsion hearing that the 

student did in fact bring or possess a firearm in a school environment.  The School Board has the 

option of modifying the student's expulsion on a case-by-case basis. 

 

Student Reporting 

Students who see or become aware of a weapon at school must not touch it nor remain in the 

presence of a person or group if a weapon is present.  Students must notify a staff person 

immediately for the safety of all concerned; students not following these steps are subject to 

disciplinary action up to and including expulsion. 

 

Weapons 

The District takes a position of "Zero Tolerance" on the following objects: 

 All firearms, whether loaded or unloaded, etc.;* 
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 Other guns of all types including air guns, pellet, B-B, stun, look-alike, and non-

functioning guns that could be used to threaten others, etc.; 

 Knives, switchblades or automatically opening blades, daggers, swords, razors, etc.; 

 Artificial knuckles or other objects designed to be worn over the fist or knuckles, etc.; 

 Blackjacks, clubs, numchucks, throwing stars, etc.; 

 Explosives;** 

 Poisons, chemicals, or substances capable of causing bodily harm;*** 

 Bow and arrows, sling-shots, etc.; 

 Any other device or instrument used to intimidate threaten or inflict harm; 

 

*For purposes of this policy, a firearm is defined under federal law at 18 U.S.C. 921.  The 

definition includes (a) any weapon (including a starter gun) which will or is designed to or 

may readily be converted to expel a projectile by the action of an explosive; (b) the frame 

or receiver of any such weapon; (c) any firearm muffler or firearm silencer; or (d) any 

destructive device (including any explosive, incendiary, poisonous gas, bomb, grenade, 

rocket, missile, device or any other device similar to the devices listed). 

 

**For purposes of this policy, an explosive is defined under federal law at 18 U.S.C. 

844(j). This definition includes gun powders, powders used for blasting, all forms of high 

explosives, blasting materials, fuses (other than electrical circuit breakers), detonators, and 

other detonating agents, smokeless powders and any chemical compounds, mechanical 

mixture, or device that contains any oxidizing and combustible units, or other ingredients, 

in such proportions, quantities, or packing that ignition by fire, by friction, by concussion, 

by percussion, or by detonation of the compound, mixture, or device or any part thereof 

may cause an explosion. 

 

***Although tear gas compounds or other disabling compounds are considered potential 

weapons under this policy, parents/guardians of a student may make special arrangements 

with the Secondary Principal if a student feels he or she needs Mace or any other disabling 

compound for defensive purposes outside the school setting.  Such arrangements shall be 

made in advance for the student to check the disabling compound into the school office.  

Employees may make special arrangements with their administrator. 

 

Procedures and Consequences, Violation by Students 

The procedures and consequences for the offenses are: 

 

(a) Confiscation of the weapon (if it can be done safely) and notification of police and 

request assistance if needed;  

(b) Notification of the Superintendent or designee;  

(c)  Holding an administrative conference with student(s), which will: 

i. Inform the student of the policy provision that has been violated; 

ii. Confront the student with the allegations; 

iii.  Provide an opportunity for the student to respond to the allegations; and 

 (An administrative conference is not immediately required where the student presents 

an immediate and substantial danger to self or to surrounding persons or property.) 

(d) Notify the parent/guardian; 

(e) Initially, suspension from school for up to ten (10) days; 

(f) Recommendation to the Superintendent of expulsion or exclusion.  The Superintendent 

will review the recommendations and, based upon factors including, but not limited to, 

the surrounding circumstances, student's discipline record, or presence or suspected 
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presence of disability, will determine whether to forward the recommendation to the 

School Board for expulsion or exclusion proceedings; and 

(g)   Referral to the criminal justice or juvenile delinquency system when    appropriate.      

 

Violation by Other Youths and Adults, Including Employees 

(a) Referral to police, and 

(b) Employees will also be subject to District investigation and application of relevant 

District personnel policies and disciplinary procedures. 

 

Administrative Discretion Regarding Possession 

(a) K-12: A student who finds a weapon on the way to school, on school property, or in the 

school building and takes the weapon immediately to the administrator’s office shall not 

be considered in possession of a weapon. 

 

Authorized Instructional and Work-Related Equipment and Tools 

While this policy represents a "Zero Tolerance" position on weapons and/or look-alike weapons, 

it is not meant to interfere with instruction or use of appropriate equipment and tools by 

employees and students.  Such equipment, when properly used and stored, shall not be 

considered a weapon for purposes of this policy.  However, when authorized instructional and 

work equipment and tools are used in a potentially dangerous or threatening manner, the 

guidelines and consequences of this policy will take effect. 

 

Exceptions 

This policy, pursuant to Minnesota Statutes, provides for the following exceptions: 

 

(a) Licensed peace officers, military personnel or students participating in military training, 

who are performing official duties; 

(b) School District-approved safety courses or activities conducted on school property; 

(c) School District-approved possession and use of dangerous weapons by a ceremonial 

color guard; 

(d) School District-approved gun or knife show held on school property; 

(e) School district-approved possession and use of starter guns for athletic contests; 

(f) Possession of dangerous weapons with prior written permission of the administrator in 

keeping with the terms of permission; 
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Photo Media Release 

2015-2016  

 

Dakota County Area Learning School periodically uses slides, photographs and video tapes to 

present information to other persons about the DCALS Academic and/or Secondary Technical 

Center (Tech) programs.  The photo and articles/information will be used to inform other 

students, parents and guardians, school personnel and the general public. 

 

We are requesting your permission to use your student(s) photo and/or name.  Before we can use 

the photo or student’s name, your permission is required.  If you consent, please complete this 

form and return it to the program teacher. 

 

Dakota County Area Learning School Program: 

 

__________________________________________________________________ 

 

 

Program Instructor/Teacher: 

 

__________________________________________________________________ 

 

****************************************************************** 

 

 

 

 I hereby authorize the Dakota County Area Learning School to use my student’s name and/or 

photographs or videos for the purpose of providing information on Academic and/or 

Secondary Technical Center (Tech) programs to the public 

 

 I DO NOT grant permission to release photos 

 

 

Student’s Name: __________________________________________________ 

 

 

Parent or Guardian Signature: 

 

________________________________________________________________ 

 

 

Date: ____________________________________________________________ 
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INTERMEDIATE SCHOOL DISTRICT 917 

 

DCALS and DCALS North 

 

Computer, Network and Internet Rights and Responsibilities 

(Policy on Pages 7-8 of this Handbook) 

PERMISSION FORM 

2015– 2016 

Student Section 

 

I have read the Computer, Network and Internet guidelines as published in the student handbook.  

I understand that the use of the electronic networks and Internet are a privilege and must be done 

responsibly as detailed in the guidelines.  Any violation of the guidelines is a violation of school 

policy and may constitute a violation of law.  Should I commit any violation, my access 

privileges may be revoked, school disciplinary action may be taken and/or appropriate legal 

action may result. 

 

Student Name:      

 

Student Signature:      

 

Parent (s) or Guardian (s) Section 

 

I have read the Computer, Network and Internet guidelines as published in the student handbook 

and on the reverse side of this page.  I understand that the network and Internet are provided to 

students for educational purposed and that I must give permission for my student to access the 

Network or Internet by signing below and returning this form. 

 

The District has taken precautions to eliminate unacceptable material or communications and has 

informed students of their responsibility to access appropriate materials.  However, I recognize 

that it is possible for students to access materials and communications that violate these 

guidelines.  I understand that students violating these guidelines are subject to school disciplinary 

actions and possible referral to law enforcement agencies.  I will not hold the district responsible 

for unacceptable materials acquired on the network or Internet. 

 

Parent/Guardian Name:      

 

 

Parent/Guardian Signature:     

 

 

Date:    
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Dakota County Area Learning School 

“Home Of Career and Technical Education” 

Intermediate School District 917 

1300 145th Street East 

Rosemount, MN  55068 

 

 

2015-2016 DCALS and DCALS North Student Handbook 

 

I have read the contents of the student handbook.  I understand and agree to follow the rules of 

conduct identified for Intermediate School District 917 and Dakota County Area Learning 

School, and Dakota County Area Learning School North. 

 

 

Print Name____________________________________________ 

 

 

Student Signature_______________________________________ 

 

 

Program (Tech) ______________________________________________ 

 

 

Home High School (Tech) ___________________________________________ 

 

 

Date_________________________________________________ 

144



 

 
 

 

 

 

 

Intermediate School District 917 
 
 

Parent/Guardian & Student Handbook 
(Draft) 

Special Education Programs 
 

2015-2016 
 

 
 
 

1300 145
th
 Street East ● Rosemount, MN  

 www.isd917.k12.mn.us

145



  Parent/Guardian & Student Handbook 

 

   

1 
                  9   

 
  
  
Dear Parents/Guardians and Students: 
  
Welcome to Intermediate School District 917 Special Education Programs.  This handbook will 
provide you with important information for the 2015-2016 school year.  We encourage you to 
save it for future reference. 
  
Intermediate School District 917 provides many special education services to students in our 
member districts.  This handbook contains information regarding our various programs with 
names of individuals you may contact if you have questions about any program.  We also 
encourage you to maintain close contact with your home school district special education 
director and staff who will continue to be an important part of the planning team.   
  
Intermediate School District 917 special education staff members look forward to working with 
you.  
  
Sincerely, 
  
  
  
Melissa Schaller 
Director of Special Education 
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SPECIAL EDUCATION SERVICES OVERVIEW 
  

The mission of Intermediate School District 917 special education is to provide program options 
and other services to students with low-incidence disabilities referred by its member school 
districts. 
  
These programs and services are offered because the member school districts desire 
comprehensive and efficient special education services that can be offered cooperatively under 
the direction of Intermediate School District 917. 
  
Philosophy of Special Education: 
  
Whereas public education is a fundamental right of all children and youth, and whereas every 
person is entitled to an equal opportunity to obtain an education, the Intermediate School 
District 917 School Board upholds the following beliefs as a basis for program decisions: 
  

 All students are to be valued equally. 
 All students can learn, including students with disabilities. 
 Individual student educational plans are to be developed through cooperation among 

providing district staff.  These individual educational plans shall portray a comprehensive 
and accurate view of a student and his or her abilities and needs, including transitional 
issues important to settings that the student will experience after school graduation, as 
well as needs for an extended school year. 

 Students with disabilities must be served in an environment appropriate to their 
educational needs.  Intermediate School District 917 believes that providing services to 
students with disabilities in integrated settings is determined by individual student needs, 
and should be practiced and encouraged when that setting will foster appropriate 
educational growth. 

 Educators from the providing school districts and Intermediate School District 917 must 
cooperate with each other and other human service agencies in order to achieve 
comprehensive student-centered services. 

 Because the school district in which the student resides is legally responsible for the 
special education services provided to the student, Intermediate School District 917 
must also be responsive to the expectations of the providing school district. 
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SPECIAL EDUCATION PROGRAMS AND SERVICES 
  

ANTHONY LOUIS CENTER Anthony Louis Center is a chemical dependency day treatment 
program operated by On-Belay Minnesota, Inc.  Intermediate School District 917 provides the 
general and special education services for the students enrolled in the program. Course 
offerings include English, math, social studies, and science. 
 
DAKOTA COUNTY ALTERNATIVE LEARNING SCHOOL (DCALS) and (DCALS-North) 
Special education services are provided to students enrolled in DCALS as determined by 
students’ individualized education plans. 
 
DAKOTA ALTERNATIVE FOR SEVERELY HANDICAPPED (DASH) The DASH Program 
provides services to students, ages 3-21, who present with severe to profound Developmental 
Cognitive Disabilities (DCD) and may have multiple disabling conditions which require nursing 
care during the school day. The program focuses on communication, social, motor and daily 
living skills as well as functional academics. A full range of related services including 
speech/language, adapted physical education, occupational and physical therapy as well as 
other specialists are available, as determined by the IEP team.  In this setting, students also 
utilize assistive technology to support their IEP goals. The current DASH Program sites include    
Henry Sibley High School in Mendota Heights, Lakeville North High School in Lakeville and 
three Hastings locations, Christa McAuliffe Elementary, Hastings Middle School and Hastings 
High School. 
 
DEAF AND HARD OF HEARING ITINERANT (D/HH) Intermediate School District 917 provides 
a variety of services for deaf and hard of hearing students.  In the itinerant program, services 
are delivered to students and families in their home school districts and ISD 917 site-based 
programs, and are either provided in the school and/or in the home setting.  Teachers of the 
deaf and hard of hearing also provide support and in-service to general education teachers and 
other related personnel.  Related services such as audiology, interpreting/transliterating, 
tutoring, and note-taking are also available to students as needed.  If a student who is deaf or 
hard of hearing needs alternative or more intensive services than can be provided in an itinerant 
model, a resource program is available at the preschool, elementary, and secondary levels. 
  
DEAF AND HARD OF HEARING RESOURCE (D/HH) Center-based programs are available for 
deaf and hard of hearing students at the preschool, elementary, and secondary levels.  In 
general, students who attend the center-based resource program receive a significant portion of 
their academic instruction by a teacher of the deaf and hard of hearing in a self-contained 
classroom.  The languages of instruction used include American Sign Language and English via 
cued and spoken English, the exposure to one or both being determined by a child’s IEP team.  
Students participate in general education classes as appropriate.  Support services in the areas 
of speech and language, audiology, and interpreting/transliterating are available as needed.  
  
INTRA-DAKOTA EDUCATIONAL ALTERNATIVE (IDEA) The IDEA Program stresses 
academics with the major emphasis on helping each student develop appropriate classroom 
behaviors and skills which will allow him/her to function in a general classroom setting. The 
student typically begins the IDEA Program on a full-day basis and as he/she progresses, the 
student spends more time in the home school setting. Student progress is monitored and 
assisted by a close working relationship with the student's home school district staff, the 
student's parents, and the student.  There are also transition activities available for high school-
aged students.  School psychology and social work services are available for all students 
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enrolled in the IDEA Program.  Other related services are available according to a student's 
needs. The IDEA Program's largest school setting is at Alliance Education Center in 
Rosemount.  In addition a high school satellite classroom is offered at Lebanon Education 
Center located in Apple Valley. 
 

JUVENILE SERVICES CENTER (NEW CHANCE and RIVERSIDE SCHOOL) These programs 
provide educational support to the Juvenile Services Center for Dakota County.  Youth 
offenders are court ordered to attend and will be provided with appropriate educational services. 
Educational services include educational screening as well as general and special educational 
services. High school courses leading toward graduation and transition services for students 
returning to home schools or other settings are features of the program. 
 
OPTIONS Options is a day treatment program for mental health and chemical dependency 
operated by Community Drug & Alcohol Services, Inc.  Intermediate School District 917 
provides the general and special education services for the students enrolled in the program.  
Course offerings include English, math, social studies, and science.   

 
PHYSICAL & HEALTH DISABILITIES (PHD) Intermediate School District 917 provides 
teachers for students with physical and health disabilities to serve students in general education 
settings.  The teachers consult with the student's general education teacher(s) and other related 
personnel serving the student to help provide modifications to the education environment, 
instructional techniques, and curriculum used with the student.  Services provided include 
assessment, monitoring, in-service training to staff, adaptation of materials, and training to 
students in the areas of assistive technology, work completion, and organizational skills. 
  

PHYSICAL THERAPY (PT) Intermediate School District 917 employs physical therapists to 
serve students in their school and early childhood home settings.  Although a physician's 
prescription is needed, the purpose of physical therapy is to support the student's education 
program.  The physical therapist works closely with instructional and other related service 
personnel in the student's school in helping to implement the student's special education 
program. 
  

PROGRAM ALTERNATIVE FOR COMMUNICATION EDUCATION AND SOCIALIZATION 
(PACES) The PACES Program is designed to meet the needs of students who present with 
deficits related to their Autism Spectrum Disorders (ASD), and related neurobiological disorders.  
The program addresses the educational and environmental needs through a highly structured 
environment with a low student/staff ratio.  A focus of the program is to develop positive social 
skills and strategies for interacting in the school and community setting.  This includes 
indentifying and implementing tools and strategies to address sensory needs. The curriculum 
emphasizes the development of functional skills and academics, communication and social 
skills, daily living/life skills, vocational preparation, recreation and leisure.  The current PACES 
program sites include Meadowview Elementary, Boeckman Middle School and Farmington High 
School in Farmington, Cherry View Elementary, McGuire Middle School and Lakeville North 
High School in Lakeville.  
 

STUDENTS WITH UNIQUE NEEDS (SUN) This program provides services to students with 
unique needs who require a low staff-to-student ratio. Classrooms are located at Alliance 
Education Center in Rosemount, and at Cedar School in Eagan.  The SUN Program offers 
students the opportunity to work on academics as well as functional, transition, and social skills.  
There are two different classroom models to address the varying levels of student need. One 
model is a small group of six students served by a team of 1 teacher with three 
paraprofessionals.  The other model is our individualized setting serving six students each with 
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their own office space as well as a space for group work. The group is served by a teacher and 
six paraprofessionals. The SUN Program also works in cooperation with various public and 
private agencies to meet students’ individual needs. 
  

THERAPEUTIC EDUCATION ALTERNATIVE (TEA) The Therapeutic Education Alternative 
(TEA) Program serves students from grades K-12 who have complex educational, mental 
health, and behavioral needs. The principle behind the program is to integrate mental health 
and educational programming into the entire school day.  The service model focuses on 
attachment and relationship to assist with co-regulation.  Students coming to the TEA program 
need to have a diagnostic assessment completed by a mental health professional prior to 
intake. Students in the TEA program receive individualized educational services as well as 
direct mental health services daily.  There are two different classroom models to address the 
varying levels of student need.  One model is a small group setting of approximately eight 
students served by a team consisting of the teacher, mental health practitioner and two 
paraprofessionals.  The other model is an individualized setting serving six students, each with 
their own office space as well as a space for group work.  The group is served by a team 
consisting of a teacher, mental health practitioner, and six paraprofessionals.  Students receive 
their education from a special education teacher and their mental health services from a mental 
health practitioner.  All the staff at the TEA program (teachers, paraprofessionals and mental 
health practitioners) work toward helping the students progress in both areas.  Related services 
of DAPE, speech, and occupational therapy, are also provided.  This program is located at the 
Lebanon Education Center in Apple Valley. 
 
TRANSITION EDUCATION SERVICE ALTERNATIVE (TESA) The TESA Program is located at 
the Dakota County Technical College in Rosemount and addresses the transition needs of 
young adults ages 18-21, in the areas of independent living, employment and post secondary 
training and education.  Staff, students, families, and community providers work together to 
identify the student’s unique strengths, interests and learning styles and develop a plan to 
provide instructional and community opportunities to meet their transition needs.  Areas 
addressed may include independent living skills, employment skills, academic or functional 
skills, communication and social skills community resources, self advocacy, and post secondary 
planning.  For those students considering post secondary education following graduation, there 
are also opportunities to build their skills in preparation for college, including understanding the 
resources and supports available through disability services.  
  
VISUALLY IMPAIRED ITINERANT (VI) Services are provided to blind and visually impaired 
students in their local districts and ISD 917 site-based programs.  Vision teachers work directly 
with students, and also provide consultative services to parents, teachers and other related 
personnel.  Services provided include assessment, monitoring, in-service training to staff, 
adaptation of materials, training students in the use of low-vision aids, Braille and orientation 
and mobility training.  The primary goal of the vision teacher is to help the student develop 
adaptive skills which will allow the student to function independently in and out of the school 
setting. 

YOUTH TRANSITION PROGRAM (YTP) YTP is a mental health day treatment program 
operated by Life Span, Inc.  Intermediate School District 917 provides the general and special 
education services for students enrolled in the program. Course offerings include: English, 
mathematics, social studies and science. 
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PROGRAM LOCATIONS AND SCHOOL TIMES 

 

Alliance Education Center (IDEA & SUN) 
14300 Biscayne Avenue West  
Rosemount, MN  55068   
Main Office:  651-423-8100    
Fax:  651-423-8120 
Attendance Line:  651-423-8100   
School Hours:  7:45-2:05 
 
Anthony Louis Center 
1517 Highway 13 East 
Burnsville, MN 55337 
Office: 952-890-8879 
Fax: 952-890-8920 
School Hours: 8:00-12:00 
    
Boeckman Middle School (PACES)  
800 Denmark Avenue  
Farmington, MN  55024-9002  
Rm. 309:  651-460-1462 
Main Office:  651-460-1401    
Fax:  651-460-1410  
School Hours:  7:35-2:25 
 
Cedar School (IDEA & SUN) 
2140 Diffley Road 
Eagan, MN 55122 
Main Office: 952-707-4000 
Fax: 952-707-4002 
School Hours: 7:50-2:10 
 
Century Middle School (D/HH) 
18610 Ipava Avenue 
Lakeville, MN  55044 
Rm.  160-3:  952-232-2315    
Main Office:  952-232-2300          
Fax:  952-469-6103 
School Hours:  7:24-2:00 
 
Cherry View Elementary (PACES) 
8600 175th Street West 
Lakeville, MN  55044 
Rm. 205:  952-232-3250 
Main Office:  952-232-3200 
Fax:  952-232-7245 
School Hours:  9:25-3:55 
 
 
 

Christa McAuliffe Elementary (DASH) 
1601 West 12th Street 
Hastings, MN 55033 
Rm. 117:  651-480-7406 
Main Office:  651-480-7390 
Fax:  651-480-7392 
School Hours:  8:45-3:25 
 
Dakota County Technical College 
(DCALS & TESA) 
1300 145th Street East 
Rosemount, MN 55068 
Main Office:  651-423-8401 
Fax:  651-423-8776 
School Hours:  7:50-2:20 
 
Dakota County Alternative Learning 
School-North (DCALS-North) 
150 East Marie Avenue 
West St. Paul, MN 55118 
Main Office:  651-332-5570 
Fax:  651-332-5572 
School Hours:  7:45-2:35 
 
Diamondhead Education Center (D/HH 
Preschool)  
202 West Burnsville Parkway 
Burnsville, MN  55337 
Rms. 8, 12 
Main Office:  952-895-6610 
Fax:  952-707-6262 
School Hours:  9:00-1:45  
 
Farmington High School (PACES) 
20655 Flagstaff Avenue 
Farmington, MN  55024 
Rm. 1308 651-252-2628 
Main Office:  651-252-2501 
Fax:  651-252-2520 
School Hours:  8:20-3:05 
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Gideon Pond Elementary (D/HH) 
613 East 130th Street 
Burnsville, MN  55337 
Rms. 105, 105A, 106, 205, 205A, 206, 206A 
Main Office:  952-707-3090 
Fax:  952-707-3096 
School Hours:  8:30-2:55 
 
Hastings High School (DASH)          
200 General Sieben Drive  
Hastings, MN 55033 
Rm. B119:  651-480-7521 
Main Office:  651-480-7470 
Fax:  651-480-7472 
School Hours:  7:30-2:20 
 
Hastings Middle School (DASH) 
1000 West 11th Street 
Hastings, MN 55033 
Rm.116:  651-480-7092 
Main Office:  651-480-7060 
Fax:  651-480-7064 
School Hours:  7:55-2:50 
 
Henry Sibley High School (DASH) 
1897 Delaware Avenue 
Mendota Heights, MN 55118 
Rm. 119:  651-403-7345 
Main Office:  651-403-7100 
Fax:  651-403-7110 
School Hours:  8:30-3:04 
 
Juvenile Services Center  
(New Chance & Riverside) 
1600 Highway 55 West 
Hastings, MN 55033 
Main Office:  651-438-4980 
Fax:  651-438-4985 
 
Lakeville North High School (DASH,  

Lebanon Education Center (TEA, IDEA) 
5800 149th Street 
Apple Valley, MN  55124 
Main Office:  952/431-4062 
Fax:  952/431-4063 
Hours:  7:50-2:10 
 
McGuire Middle School (PACES) 
21220 Holyoke Avenue West 
Lakeville, MN 55044 
Rm. 207: 952-232-2289 
Main Office:  952-232-2201 
Fax:  952-469-7224 
School Hours:  8:09-2:45 
 
Meadowview Elementary (PACES) 
6100 195th Street West 
Farmington, MN 55024-9614 
Rm. 1-6:  651-460-3116  
Main Office:  651-460-3100 
Fax:  651-460-3110 
School Hours: 9:00-3:30 
 
Options 
151 West Burnsville Parkway, Suite 100 
Burnsville, MN 55337 
Office:  952-564-3000 
Fax:  952-847-4966   
School Hours: 8:00-3:30 
 
Lifespan/Youth Transition Program (YTP)  
12425 River Ridge Boulevard, Suite 200 
Burnsville, MN  55337 

Main Office:  651-438-4980 
Fax:  651-438-4985 
School Hours:  8:00-2:00  
 
 
 

D/HH & PACES) 
19600 Ipava Avenue West 
Lakeville, MN  55044 
Rm. 120D: 952-232-3674 (D/HH) 
Rm. 243:  952-232-3756 (DASH) 
Rm. 245:  952-232-3758 (DASH) 
Rm. 223:  952-232-3746 (PACES) 
Main Office:  952-232-3600 
Fax:  952-469-3367 
School Hours:  8:02-2:37 
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SPECIAL EDUCATION ADMINISTRATION 

  
 Melissa Schaller, Director of Special Education 
 Dakota County Technical College  
 1300 East 145th Street East 
 Rosemount, Minnesota  55068 
 Phone:  651/423-8204 Fax:  651/423-8776 
 Email:  melissa.schaller@isd917.k12.mn.us 
 
 Ann Wengeler, Secretary to the Director of Special Education 
 Dakota County Technical College 
 1300 145th Street East 
 Rosemount, Minnesota  55068 
 Phone:  651/423-8377 Fax:  651/423-8376 
 Email:  ann.wengeler@isd917.k12.mn.us 
 
 Lynda Hurt, Information Management Secretary 
 Dakota County Technical College 
 1300 145th Street East 
 Rosemount, Minnesota  55068 
 Phone:  651/423-8255 Fax:  651/423-8776 
 Email:  lynda.hurt@isd917.k12.mn.us 
 

Don Budach, Assistant Director/Principal-DASH, PACES, TESA & DCALS   
 Dakota County Technical College 

1300 East 145th Street East 
 Rosemount, Minnesota 55068 
 Phone:  651/423-8426 Fax:  651/423-8052 
 Email:  don.budach@isd917.k12.mn.us 
 
 Amy Alexander, Secretary to the Assistant Director of Special Education- 
 DASH, PACES & TESA 
 Dakota County Technical College 
 1300 145th Street East 
 Rosemount, Minnesota  55068 
 Phone:  651/423-8401 Fax:  651/423-8776 
 Email:  amy.alexander@isd917.k12.mn.us 
 
 Denise Horvath, Secretary to the Assistant Director of Special Education- 
 DASH, PACES & TESA 
 Dakota County Technical College 
 1300 145th Street East 
 Rosemount, Minnesota  55068  
 Phone:  651/423-8515 Fax:  651/423-8776 
 Email:  denise.horvath@isd917.k12.mn.us 
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Jennifer Hetland, Assistant Director/Principal-Anthony Louis, JSC,   
Options & YTP 
Juvenile Service Center 
1600 Highway 55 
Hastings, Minnesota  55033 
Phone:   651/430-4981 Fax:  651/438-4985 

 Email:  jennifer.hetland@isd917.k12.mn.us 
 

Julie Illa, Secretary to the Assistant Director of Special Education- 
Anthony Louis, JSC, Options & YTP 
Juvenile Service Center 
1600 Highway 55 
Hastings, Minnesota  55033 
Phone:  651/438-4980 Fax:  651/438-4985 
Email:  julie.illa@isd917.k12.mn.us 

 
Kitri Larson Kyllo, Assistant Director/Principal-Audiology, Deaf/Hard of 
Hearing, Interpreters, Physical & Health Disabilities, Physical Therapy & 
Visually Impaired 

 Gideon Pond Elementary School 
 613 East 130th Street 
 Burnsville, Minnesota  55337 
 Phone:  952/707-3091 Fax:  952/707-3096 
 Email:  kitri.kyllo@isd917.k12.mn.us 
 
 Lori Bohnert, Secretary to the Assistant Director of Special Education- 
 D/HH 
 Gideon Pond Elementary School 
 613 East 130th Street 
 Burnsville, Minnesota  55337 
 Phone :  952/707-3090 Fax :  952/707-3096 
 Email :  loreen.bohnert@isd917.k12.mn.us 
   

Sara Pratt, Assistant Director/Principal-IDEA & SUN 
 Alliance Education Center 
 14300 Biscayne Avenue 
 Rosemount, Minnesota  55068 
 Phone:  651/423-8150 Fax:  651/423-8120 
 Email:  sara.pratt@isd917.k12.mn.us 
 
 Kay Velure, Secretary to the Assistant Director of Special Education- 

IDEA & SUN 
Alliance Education Center 
14300 Biscayne Avenue West 
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Rosemount, Minnesota  55068 
Phone:  651/423-8151 Fax:  651-423-8120 
Email:  kay.velure@isd917.k12.mn.us 

  
Janell Stiel, Secretary to the Assistant Director of Special Education- 
IDEA & SUN 
Alliance Education Center 
14300 Biscayne Avenue West 
Rosemount, Minnesota  55068 
Phone:  651/423-8100 Fax:  651/423-8120 
Email:  janel.stiel@isd917.k12.mn.us 

 
Dave Stoll, Assistant Director/Principal-IDEA, SUN, & TEA 

 Cedar School  
 2140 Diffley Road 
 Eagan, Minnesota  55122 
 Phone:  952/707-4075 Fax:  952/707-4002 
 Email:  david.stoll@isd917.k12.mn.us 
 
 Pam Severson, Secretary to the Assistant Director of Special Education- 
 IDEA, SUN &TEA 
 Cedar School 
 2140 Diffley Road 
 Eagan, Minnesota  55122 
 Phone:  952/707-4000 Fax:  952/707-4002 
 Email:  pam.severson@isd917.k12.mn.us 
 
 Richelle Gernes, Secretary to the Assistant Director of Special Education- 
 IDEA, SUN &TEA 
 Lebanon Education Center  
 5800 149th Street West  
 Apple Valley, MN  55124 
 Phone:  952/431-4062 Fax:  952/431-4063 
 Email:  richelle.gernes@isd917.k12.mn.us 
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DISTRICT CALENDARS 
 

INTERMEDIATE SCHOOL DISTRICT 917  
2015 - 2016 SCHOOL YEAR 

  

Date Note 

September 8, 2015 First Day for Students 
 

October 7, 2015 
 

Teacher In-Service Day at Cedar School Only  
2 hour Early Release (12:10 Student Dismissal) 

October 14, 2015 Teacher In-Service Day 
 No School 

October 15 - 16, 2015 Minnesota Education Convention 
No School  

November 3, 2015 Teacher In-Service Day/Conferences 
At Cedar School Only   

November 6, 2015 Teacher In-Service Day/Conferences 
No School (School in session at Cedar School) 

November 25, 2015 Half Day Teacher In-Service Day 
No School 

November 26 – 27, 2015 Thanksgiving Break 
No School  

December 2, 2015 
 

Teacher In-Service Day at Cedar School Only  
2 hour Early Release (12:10 Student Dismissal) 

December 24, 2015 - January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King Jr. Day 
No School  

January 22, 2016 Teacher In-Service Day 
No School DCALS/DCALS North students only 

February 3, 2016 
 

Teacher In-Service Day at Cedar School Only  
2 hour Early Release (12:10 Student Dismissal) 

February 15, 2016 President’s Day 
No School  

March 9, 2016 
 

Teacher In-Service Day at Cedar School Only  
2 hour Early Release (12:10 Student Dismissal) 

March  21 – 25, 2016 Spring Break 
No School  

April 1, 2016 Teacher In-Service Day/Conferences 
No School DCALS/DCALS-North students only 

April 8, 2016 Teacher In-Service Day/Conferences 
No School  

April 18, 2016 Teacher In-Service Day/Conferences 
 No School 

May 3, 2016 Teacher In-Service Day at Cedar School Only  
2 hour Early Release (12:10 Student Dismissal) 
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May 30, 2016 Memorial Day  
No School  

June 9, 2016 Last Student Day 
 

 
Intermediate School District 917 TEA & IDEA Lebanon Education Center, IDEA & SUN Cedar 
School, IDEA & SUN Alliance Education Center, TESA, JSC, Anthony Louis Center, Options 
and YTP follow this calendar. 

 
     

 
SPECIAL SCHOOL DISTRICT 6, SOUTH ST. PAUL 

2015- 2016 SCHOOL YEAR 
  

Date Note 

September 8, 2015 First Day for Students Grades 1 - 12 

October 15 - 16, 2015 Minnesota Education Convention 
No School  

October 23, 2015 Staff Development 
No School 

November 13, 2015 Staff Development  
No School  

November 26 – 27, 2015 Thanksgiving Break 
No School  

December 4, 2015 Staff Development  
No School 

December 23, 2015 - January 1, 2016 Winter Break 
No School 

January 18, 2016 Martin Luther King, Jr. Day 
No School  
No School January 22, 2016 Staff Development 
No School 

February 15, 2016 Staff Development 
No School 

March 11, 2016 Staff Development 
No School 

March 21 – 25, 2016 
 

Spring Break 
No School  

April 22, 2016 Staff Development 
No School 

May 30, 2016 Memorial Day 
No School 

June 9, 2016 Last Student Day/Graduation 
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INDEPENDENT SCHOOL DISTRICT 191, BURNSVILLE-EAGAN-SAVAGE 

2015 - 2016 SCHOOL YEAR 
 

Date Note 

September 8, 2015 First Day for Grades 1-10 (except at Nicollet) 
 

September 9, 2015 First Day for Students in Grades: 
11th & 12th at Burnsville High School  
 8th & 9th at Nicollet Junior High 

September 10, 2015 First Day for Students in Kindergarten  
 

October 12, 2015 Professional Day for Staff  
No School 

October 13 – 14, 2015 Parent/Teacher Conferences  
No School  

October 15 – 16, 2015 Minnesota Education Convention  
No School 

November 9, 2015 Professional Day 
No School 

November 26 – 27, 2015 Thanksgiving Break  
No School  

December 23, 2015 – January 1, 2016 Winter Break  
No School  

January 18, 2016 Martin Luther King, Jr. Day  
No School  

January 25, 2016 Professional Day for Staff 
No School 

February 15, 2016 President’s Day 
No School 

March 23, 2016 Professional  Day for Staff 
No School  

March 24 - 25, 2016 Parent/Teacher Conferences 
No School 

March 28 – April 1, 2016 Spring Break  
No School  

May 30, 2016 Memorial Day  
No School  

June 9, 2016 Last Student Day 
 

 

The Intermediate School District 917 D/HH Pre-school Program/DEC and D/HH Resource 
Program/Gideon Pond Elementary Programs follow this calendar.  
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INDEPENDENT SCHOOL DISTRICT 192, FARMINGTON 

2015 - 2016 SCHOOL YEAR 
  

Date Note 

September 8, 2015 First Day for Students 

October 8, 2015 2 Hour Early Release 
All Schools 

October 15 – 16, 2015 Minnesota Education Conference 
No School 

November 25 – 27, 2015 Thanksgiving Break 
No School 

December 4, 2015 Staff Development 
No School 

December 24, 2015 – January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King, Jr. Day 
No School  

January 21, 2016 Early Release 
High School Only 

January 29, 2016 Staff Development 
No School 

February 15, 2016 President’s Day 
No School 

March 3, 2016 Early Release 
Elementary & Middle School Only 

March 11, 2016 Staff Development 
No School 

March 25 – April 1, 2016 
 

Spring Break 
No School  

May 30, 2016 Memorial Day  
No School  

June 7, 2016 Last Student Day 
Elementary Only 

June 9, 2016 Last Student Day/Early Release 
Middle & High School Only 

 

Intermediate School District 917 PACES/Meadowview Elementary, Boeckman Middle School 
and Farmington High School follow this calendar. 
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INDEPENDENT SCHOOL DISTRICT 194, LAKEVILLE 
2015 - 2016 SCHOOL YEAR 

 

Date Note 

September 8, 2015 First Day for Students 
Grades 1 - 12 

September 30, 2015 Late Start 
 

October 7, 2015 Late Start 

October 15 – 16, 2015 Minnesota Education Convention 
No School 

November 6 - 9 2015 Teacher In-service/Workshop 
No School 

November 25 - 27, 2015 Thanksgiving Break 
No School  

December 24, 2015– January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King, Jr. Day 
No School 

January 25, 2016 Teacher In-service/Workshop 
No School 

February 3, 2016 Late Start 

February 10, 2016 Late Start 

February 15, 2016 President’s Day (Potential Make Up Day) 
No School 

April 1, 2016 Teacher In-service/Workshop 
No School 

March 21 – 26, 2016 Spring Break 
No School  

April 15, 2016 Holiday (Potential Make Up Day) 
No School 

May 30, 2016 Memorial Day  
No School  

June 7, 2016 Last Student Day 

 

Intermediate School District 917 D/HH Resource Program/Century Middle School, PACES/  
Cherry View Elementary, McGuire Middle School and DASH, D/HH, PACES/ Lakeville North 
High School will follow this calendar. 
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INDEPENDENT SCHOOL DISTRICT 195, RANDOLPH 
2015 - 2016 SCHOOL YEAR 

  

Date Note 

September 8, 2015 First Day for Students 

October 15 – 16, 2015 Minnesota Education  
No School 

November 13, 2015 Parent Conferences 
Early Dismissal at 12:30 pm 

November 25 – 27, 2015 Thanksgiving Break 
No School 

December 23, 2015 – January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King, Jr. Day/Teacher Workshop 
No School  

January 25, 2016 Teacher Workshop/In-service 
No School 

February 15, 2016 President’s Day 
No School 

March 4, 2016 Conferences/Teachers’ Workshop/In-service 
No School 

March  25 – 28, 2016 Spring Break 
No School  

May 30, 2016 Memorial Day  
No School  

June 3, 2016 Last Student Day 
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INDEPENDENT SCHOOL DISTRICT 197, EAGAN-MENDOTA HEIGHTS-WEST ST. PAUL 
2015 – 2016 SCHOOL YEAR 

  

Date Note 

September 8, 2015 First Day for Students 

September 25, 2015 Staff Development 
No School 

October 15 – 16, 2015 Minnesota Education Convention 
No School 

November 12, 2015 Staff Development 
No School 

November 13, 2015 End of Quarter 1 
No School 

November 25, 2015 Conference Comp Day 
No School 

November 26 – 27, 2015 Thanksgiving Break 
No School  

December 23, 2015 Conference Comp Day 
No School 

December 24, 2015–January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King, Jr. Day 
No School 

January 26, 2016 Staff Development 
No School 

January 29, 2016 End Of Quarter 2 
No School 

February 15, 2016 President’s Day 
No School 

March 25, 2016 End Of Quarter 3 
No School 

March  26 – April 1, 2016 Spring Break 
No School  

April 29, 2016 Staff Development 
No School 

May 30, 2016 Memorial Day  
No School  

June 9, 2016 Last Student Day 

 

Intermediate School District 917 DASH/Henry Sibley High School follow this calendar. 
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INDEPENDENT SCHOOL DISTRICT 199, INVER GROVE HEIGHTS 
2015 - 2016 SCHOOL YEAR 

  

Date Note 

September 8, 2015 First Day for Students 

October 9, 2016 Early Release 

October 14, 2015 Parent/Teacher Conferences 
No School 

October 15 – 16, 2015 Minnesota Education Convention 
No School 

November 26 – 27, 2015 Thanksgiving Break 
No School  

December 4, 2015 Staff Workshop 
No School 

December 23, 2015 – January 1, 2016 Winter Break 
No School  

January 15, 2016 Early Release 
 

January 18, 2016 Martin Luther King, Jr. Day 
No School  

January 29, 2016 Parent/Teacher Conferences 
No School for K-5 Only  

February 12, 2016 Early Release 

February 15, 2016 President’s Day 
No School 

March 11, 2016 Staff Workshop 
No School 

March 25 – April 1, 2016 Spring Break 
No School  

April 29, 2016 Parent/Teacher Conferences 
No School for 6-12 Only 

May 27, 2016 Early Release 

May 30, 2016 Memorial Day  
No School  

June 9, 2016 Last Student Day 
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INDEPENDENT SCHOOL DISTRICT 200, HASTINGS 

2015 - 2016 SCHOOL YEAR 
 

Date Note 

September 8, 2015 First Day of School - Grades 1 – 5 & 9  
 

September 9, 2015 First Day of School - Grades 6 - 8 & 10 -12, & 
Kindergarten 

October 14, 2015 Elem. & MS Conferences/HS Workshop 
No School 

October 15 – 16, 2015 Minnesota Education Convention 
No School 

November 25, 2015 HS Conferences/Elem & MS Workshop 
No School 

November 26 - 27, 2015 Thanksgiving Break 
No School  

December 23, 2015 – January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King, Jr./Staff Development 
No School 

January 22, 2016 MS Conferences/Elem. & HS Workshop 
No School  

February 12, 2016 Elem. Conferences/MS & HS Workshop 
No School 

February 15, 2016 President’s Day 
No School 

March 5, 2016 Staff Development 
Early Release 

March 4, 2016 HS Conferences/ Elem. & MS Workshop 
No School 

March 21 – 28, 2016 Spring Break 
No School  

April 15, 2016 Staff Development 
Early Release 

May 20, 2016 Staff Development 
Early Release 

May 30, 2016 Memorial Day  
No School  

June 9, 2016 Last Day of School  
 

 

Intermediate School District 917 DASH/Christa McAuliffe Elementary, Hastings Middle School 
and Hastings High School follow this calendar. 
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INDEPENDENT SCHOOL DISTRICT 271, BLOOMINGTON 

2015 – 2016 SCHOOL YEAR 
 

Date Note 

September 1, 2015 First Day of School  
 

September 1, 2015 Modified Schedule for Kindergarten 
 

October 14, 2015 Staff Development 
No School 

October 15 – 16, 2015 Minnesota Education Convention 
No School 

November 23 - 24, 2015 Parent/Teacher Conferences 
No School 

November 25 – 27, 2015 Thanksgiving Break 
No School  

December 2, 2015 Parent/Teacher Conferences K - 12 
No School 

December 21, 2015 – January 1, 2016 Winter Break 
No School  

January 18, 2016 Martin Luther King, Jr. Day  
No School 

January 25, 2016 Staff Development 
No School  

February 15, 2016 President’s Day 
No School 

March 7 - 8 , 2016 Parent Teacher Conferences K-12 
No School 

March 21 –  25,  2016 Spring Break 
No School  

May 30, 2016 Memorial Day  
No School  

June 3, 2016 Last Student Day 
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EMERGENCY CLOSINGS 
  
Intermediate School District 917 students attend schools in several different locations.  Please 
carefully read the following chart concerning school closings for severe weather or other 
emergency situations. 
 
If Your Student Attends: School Is Closed When: 
  
DEC-DHH Preschool Independent School District 191, 
Gideon Pond Elementary  Burnsville-Eagan-Savage is closed 
  
 
Boeckman Middle School  Independent School District 192,  
Meadowview Elementary 
Farmington High School Farmington is closed 
  
  
Christa McAuliffe Elementary School Independent School District 200,  
Hastings High School Hastings is closed 
Hastings Middle School   
  
 
Henry Sibley High School Independent School District 197,  
 West St. Paul-Mendota Heights-Eagan is closed 
  
 
Alliance Education Center Intermediate School District 917 is closed 
*Anthony Louis Center  
Cedar School – SUN 
Dakota County Technical College - 
DCALS, DCALS-N & TESA 
JSC, New Chance and Riverside 
Lebanon Education Center 
Options 
YTP 
  
 
Dakota County Technical College - Dakota County Technical College is closed 
DCALS & TESA 
   
Century Middle School Independent School District 194, 
Cherry View Elementary Lakeville is closed 
Lakeville North High School 
McGuire Middle School  
  
 
 

*Counseling still in operation if school closes at the Anthony Louis Center 
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DISTRICT LUNCH PRICES 
  
The information reported is as accurate as possible. If you have any questions regarding 
breakfast, free or reduced lunch, or the lunch program, you may call the respective schools 
where your child is enrolled.  Students who qualify for reduced price school meals will receive 
free lunches and breakfast. 

  

Independent School District 191,  
Burnsville-Eagan-Savage  
Breakfast   $1.40 
Elementary Lunch                  $2.40   
Secondary Lunch                   $2.50  
Milk                                    $0.50  
Adult                                 $3.60  
   
Independent School District 192,  
Farmington      
Breakfast                                $1.35 
Elementary Lunch                  $2.55  
Secondary Lunch                   $2.75   
Milk                                     $0.40   
Adult                                  $3.55   
 
Independent School District 194,   
Lakeville      
Breakfast   $1.60   
Elementary Lunch                  $2.35   
Middle School Lunch              $2.45   
High School Lunch                 $2.50 
Milk                                    $0.45   
Adult                                 $3.70   
  
Independent School District 197,    
Eagan-Mendota Heights-West St. Paul 
Breakfast   $1.85 
Elementary Lunch                  $2.40   
Jr. & Sr. High Lunch               $2.80   
Milk                                    $0.50 
Adult                               $3.80   
 
Independent School District 199,      
Inver Grove Heights 
Breakfast   $1.10 
Elementary Lunch                  $1.80 
Middle School Lunch              $1.90 
High School Lunch                 $1.95 
Milk                                    $0.35 
Adult                                     $3.40 
 
 

Independent School District 200,  
Hastings 
Breakfast   $1.25 
Elementary Lunch                  $2.40 
Middle School Lunch              $2.55 
High School Lunch                 $2.70 
Milk                                    $0.45 
Adult                                 $3.50 
 
Alliance Education Center 
Breakfast   $1.50 
K-12 Lunch   $2.65 
Milk                                         $0.45 
Adult                                    $4.60 
  
Dakota County Technical College 
TESA & DCALS                                 
K-12 Lunch   $2.65 
Milk                                         $0.45 
Adult                                    $4.60 
  
TEA–Apple Valley 
K-12 Lunch                             $2.65 
Milk                                         $0.45  
Adult                                      $4.60 
 
IDEA/SUN–Cedar School 
Breakfast   $1.40 
Elementary Lunch                   $2.40  
Secondary Lunch                   $2.50  
Milk                                    $0.45  
Adult                                 $3.60  
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DISTRICT TRANSPORTATION 
  
Home school districts provide transportation and inform parents/guardians of pick-up and drop-
off times.   
 
In the event you need to contact your child's local bus company, please call the number listed 
below for your district: 
  

District Contact Numbers 

Independent School District 6, 
South St. Paul 

Transportation:   651-451-1375 
Special Education:  651-457-9496 

Independent School District 191,  
Burnsville-Eagan-Savage 
 

Transportation:   952-707-2069 
Special Education:   952-707-2082 

Independent School District 192, 
Farmington 
 

Transportation:   651-463-8689 
Special Education:   651-463-5023 

Independent School District 194,  
Lakeville 
 

Transportation:   952-985-7513 
Special Education:   952-232-2011 

Independent School District 195,  
Randolph 
 

Transportation:   507-263-2151 
Special Education:   507-645-4773 

Independent School District 196, 
Apple Valley-Eagan-Rosemount 
 

Transportation:   651-423-7863 
Special Education:  651-423-7626 

Independent School District 197,  
Eagan-Mendota Heights-West St. Paul 
 

Transportation:   651-403-8320 
Special Education:   651-403-7011 

Independent School District 199, 
Inver Grove Heights 
 

Transportation:   651-306-7095 
Special Education:   651-306-7821 

Independent School District 200,  
Hastings 
 

Transportation:   651-437-1888 
Special Education:  651-480-7019 

Independent School District 271, 
Bloomington 

Transportation: :   952-681-6508 
Special Education:  952-681-6504 
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GENERAL INFORMATION 

ABSENCES 
If you are keeping your child home due to illness or any other reason, call the school or his or 
her IEP manager each morning as well as the transportation company. 
 
ALLERGENS AND CHEMICAL SENSITIVITY 
Exposure to fragrances and scents can cause some people to experience upper respiratory 
irritation, asthma, headaches and other symptoms.  Because of this, ISD 917 requests that all 
classrooms and spaces used by ISD 197 staff and students remain free of chemical-based 
scented products.  Specific points to this request include: 
 

 Use non-scented body products (e.g. lotion, hair spray). 

 Refrain from use of optional items in office areas that give off chemical based scents 
(e.g. air-fresheners, potpourri). 

 Air-out recently dry-cleaned clothing before wearing. 

 Use least toxic cleaning products, disinfectants, and paints that are commercially 
available.  Store these products in tightly closed areas away from “traffic” areas. 

 
These guidelines are not a “ban” on scented products, but a request to voluntarily refrain from 
chemical-based scented products so that chemical barriers will not prevent access for people 
chemical sensitivities.  These guidelines are voluntary, so its enforcement relies on good will of 
staff and students.  However, it is hoped that people will come to understand that scented 
products are, by their very nature, shared, hence not “personal”. 
 
Additionally, sensitivity to other products may exist that could potentially be life threatening – 
including latex containing products (inflated non-mylar balloons and other latex containing 
products).  Due to the latex dust particles (especially from stretchable latex products, it is 
recommended that latex products not be used in our classroom spaces. 
 
Food items that can be of concern for individuals with potentially life threatening conditions 
include: peanuts or other nut allergy, when eaten or when breathed in. Because of this, 
packaged nut products are not recommended to be served in common eating areas. 

ATTENDANCE 
Regular attendance is important to school success.  It is expected that a student's attendance 
will be regular and he or she will be on time unless prevented by illness, religious observance, 
family emergency (please call the school), or severe weather.  An explanation by phone 
message or note from the parent/guardian is required when a student is tardy or absent.  A 
phone or email message the morning (before the start of the school day) of the absence/tardy is 
preferred.  This lets the school staff know that parents/guardians are aware of the tardiness or 
absence of the student.  The following information should be given: date, student name, 
homeroom number or teacher, and reason for the absence/tardy.  If the student will be tardy, 
please indicate approximate time s/he will be arriving and if they will need a school lunch 
ordered.   

COMMUNITY FIELD TRIPS 
During the school year student trips are planned to different locations in the community to 
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enhance educational programming.  There may be a charge for these trips depending on the 
activity.  Intermediate School District 917 will provide the transportation.  Permission slips are 
sent home with a student before any trip is taken.  Cooperation in returning the signed slip 
promptly is appreciated.  Students will not be allowed to participate in a field trip unless a 
permission slip has been signed and emergency health forms have been completed and are on 
file at the school.   

CONFERENCES 
Conferences are held each year and parents/guardians are encouraged to attend.  The 
conferences are scheduled to review each student's program and to make plans for future 
programming. 

DIRECTORY INFORMATION 
Intermediate School District 917, pursuant to the U.S. General Education Provisions Act and 
Minnesota Government Data Practices Act, declares the following as "Directory Information" as 
provided in the Act, and that information relating to students may be made public if the 
information is in any of the following categories: 
 

 Student's name 

 Date of birth 

 Major field of study 

 Participation in officially recognized activities  

 Dates of attendance 

 Grade levels completed 

 Degrees and awards received 
  
Directory information does not include identifying data which references religion, race, color, 
social position, nationality, or disability. Any parent of any student or eligible student (18 or 
older) in the District may notify the District of their desire that some or none of the above 
information is to be released without their consent by contacting the administrator in the 
program in which said student attends and by completing a nondisclosure form, which can be 
obtained from the program administrator. 

DRESS CODE 
Since we believe that school is the student's place of work and that his/her dress should be in 
harmony with a good working situation, school dress policy needs to be followed: 
 

 Clothing should be comfortable and appropriate for the age and sex of the student. 
Pants, skirts and shorts cannot be worn below the top of the hips.  Wallet chains and 
similar accessories are also not acceptable school dress.  

 Students should be dressed to be comfortable in warm weather.  Revealing clothing, 
such as tight and/or short shorts, halter and tube tops, and any clothing that reveals a 
bare midriff are to be reserved for after-school wear. 

 Written messages or pictures on clothing must be appropriate for school.  They cannot 
display messages of a discriminatory, sexual, or violent nature.  Shirts with tobacco, 
drug, or alcohol messages or logos are not acceptable.   

 Appropriateness will be decided by the school administration and other clothing will be 
available. 

 Gang-related clothing and symbols will not be allowed in school. 

 Outerwear, such as headgear, windbreakers, jackets, coats, gloves and scarves may not 
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be worn indoors during the school day.  If a student feels cold indoors, s/he should bring 
a sweater to school. 
 

EMERGENCY EVACUATIONS/FIRE DRILLS 
In accordance with state law and for the safety of all students, a minimum of one tornado, five 
lockdown and five fire drills will be conducted this school year. During the drills, everyone must 
follow the directives in a timely and orderly manner.  

EMERGENCY INFORMATION 
All students are required to have up-to-date health and emergency information on file at school.  
This is to include the emergency telephone number where an adult can be reached during the 
school day.  Parents/guardians will also be asked by their transportation office to provide 
emergency information that will be kept on the school bus. It is also important that parents 
establish an emergency plan for their child in case school is released because of severe 
weather conditions or other emergencies.  The child should have a person in the neighborhood 
designated to supervise him/her if he/she cannot get into the house. 

EXCUSING STUDENTS FROM SCHOOL 
Requests to excuse a student from school for an extended period (more than a day or two) 
should be made in advance and in writing.  These requests require the approval of the 
teacher(s) and the program administrator.  All other absences (full or partial day) should be 
handled as noted under the “Attendance” section.  The school board permits the school to 
excuse students for the following reasons: 
 

 Illness; 

 Serious illness or death in the family; 

 Appointment with a doctor, dentist, or mental health professional when an appointment 
cannot be made outside the school day; 

 Religious observance; or 

 Special occasions authorized by the assistant director, director, or school 
superintendent.  Before a student leaves the school building, he/she must report to the 
office and have a parent/guardian sign the student out.              

FOOD AND BEVERAGES 
Food and beverages are allowed only in designated areas.  Students are not allowed to bring 
open containers into the school.  Items must be in factory sealed containers and can only be 
brought in with permission from his/her IEP manager.  

GROUNDS FOR REMOVAL FROM CLASS 
The teacher shall have the authority to remove a student from the class when the student 
exhibits: 
 

 Willful conduct which materially and substantially disrupts the rights of others to an 
education; 

 Willful conduct which endangers school district employees, the pupil, or other pupils or 
property of the school; or 

 Willful violation of any rule of conduct established in the discipline policy adopted by the 
Board. 
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HOMEWORK 
Homework assignments vary based on individual classroom teacher, student, subject, and 
program alternative.  Parents who wish their child to have regularly assigned homework should 
contact the child's classroom teacher early in the school year to arrange homework.  Generally, 
students are permitted to take work home if they have not completed it during the school day or 
within a designated period. 

ILLNESS (HOME) 
To help reduce the spread of infections throughout the school, we ask students to remain at 
home if the following applies: 
 

 Fever of 100.5 (orally) or higher and behavior change (increased irritability, fatigue, 
inability to sleep) or other sign and symptoms of illness (i.e. cough, sore throat, rash, 
vomiting, head ache, diarrhea); 

 Diarrhea or vomiting in previous 24 hours unless the diarrhea or vomiting is 
determined to  be caused by a non-communicable condition and the child is not at risk of 
dehydration; 

 Eye drainage with more than a tiny amount of green or yellow discharge and eyes are 
red or pink, itchy and irritated. 

 
In general, follow the 24-hour rule to send your child back to school. Please keep your 
child home 24 hours after:  fevers, diarrhea, vomiting, starting antibiotics or treating for lice.   
 
Additionally, it is important to notify the school of any contagious conditions such as strep throat, 
head lice or scabies, gastrointestinal or respiratory influenza, pneumonia or otherwise, to which 
a student is ill with or has been exposed. The licensed school nurse or health 
associate/designee will be able to take appropriate measures for your child and other students.  
  
Please refer to the Intermediate School District 917 website:  http://www.isd917.k12.mn.us/ for 
further information regarding contagious conditions and making determinations regarding 
whether a child may attend school in the article, “Information about Common Childhood 
Diseases”. 

ILLNESS/INJURY (SCHOOL) 
If a student becomes ill or is injured at school, the parent will be contacted.  If a parent cannot 
be reached, the person listed on the Emergency Information Form will be called.  Transportation 
home and additional medical care is the responsibility of the parent.   
 
In the event 911 is called, emergency response personnel will assess the need for further 
medical treatment and possible transport to an acute care facility.  Parent/Guardian will 
communicate with emergency response personnel related to action advised.  If transport is 
needed, parent/guardian is expected to be onsite at the acute care facility for ongoing care 
authorization. 
 
The school nurse will take the following into consideration when determining the severity of the 
illness: 
 

 Inability of child to participate comfortably in activities as determined by the school staff 
due to illness; 

 Rash with fever and/or behavioral changes; 

 Draining sores that can not be covered; 
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 Head lice until treated and 24 hours; 

 Bad colds (upper respiratory infections) with coughing and yellow/green nasal 
drainage or sputum; 

 Abdominal pain that continues for more than two hours or intermittent pain associated 
with fever or other signs or symptoms. 

  
Please note that the Licensed School Nurse will also consider: 
 

 If illness results in a need for care that is greater than the staff can provide without 
compromising the health and safety of other children; 

 If child appears to be severely ill; 

 If illness posses a risk of spread of disease to others; 

 If any child determined by the local health department is contributing to the transmission 
of illness during an outbreak.  

IMMUNIZATIONS 
In order to attend school, students must show that they are in compliance with Minnesota 
School Immunization Requirements (see Minnesota Department of Health 
http://www.health.state.mn.us/immunize for more Information).   
 
Intermediate School District 917 follows our member districts’ policies, which include a “No 
Shots, No School Policy.”  This policy states that students who are not up to date on their 
immunizations will not be allowed to start school until they provide the school with 
documentation that they have received the required immunizations. The immunizations are 
required against:   
 

 Diphtheria 

 Tetanus 

 Pertussis 

 Polio 

 Measles, Mumps, Rubella 

 Hepatitis B 

 Varicella (chicken pox)  All children entering kindergarten and seventh grade will be 
required to have received two doses of the chickenpox immunization (Varicella).  If 
the student has already had chickenpox, the immunizations are not necessary; however, 
it is necessary to submit the date the child had the disease (month/year).  Starting 
September 1, 2010, for children enrolling in kindergarten and seventh grade, Minnesota 
schools can no longer accept a parent/guardian’s signature as proof that a child has had 
the chickenpox.  Instead, a doctor will need to sign a form saying that the child does not 
need to get immunized for chickenpox.  If the student has never been vaccinated for 
Varicella, two immunizations must be given three months apart. 

 
Students transferring into Intermediate School District 917 program are allowed a 30-day grace 
period to meet the immunization requirements.  

INSTRUCTIONAL MATERIALS AND SUPPLIES 
In some programs, parents are expected to supply: gym shoes, paint aprons, pens, loose-leaf 
notebooks and paper, facial tissues, and pencils.  If instructional materials are lost or damaged, 
a charge will be assessed to the student who lost or damaged the item. 
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LOCKERS AND DESKS 
Lockers, desks and storage areas are the property of Intermediate School District 917.  At no 
time does Intermediate School District 917 relinquish its exclusive control of lockers/storage 
areas provided for the convenience of students.  Inspection of the interior lockers/storage areas 
may be conducted by school district authorities for any reason at any time, without notice, 
without student consent, and without a search warrant.  The personal possessions of students 
within a school locker/storage area may be searched only when school authorities have a 
reasonable suspicion that the search will uncover evidence of a violation of law or school rule.  
As soon as practical after the search of a student's personal possessions, the school authorities 
must provide notice of the search to students whose lockers were searched unless disclosure 
would impede an on-going investigation by police or school officials. 

MEDICATIONS AND SPECIALIZED HEALTH CARE PROCEDURES 
Intermediate School District 917 acknowledges that some students may require medication 
during the school day.  Medications that can be administered to the student appropriately before 
or after school will be the responsibility of the parent/guardian.  Medications that are required 
during school hours will be administered by school nursing staff or a designee who the nurse 
has trained and delegated  the function of medication administration or delivery of specialized 
health core procedures.   
  
All medications will be kept in the health office or designated area unless there is a written 
plan/agreement between the school, parent/guardian, physician and student (when 
appropriate). 
 
Medications must be FDA approved; no dietary or herbal supplements will be administered. 
  
Parents are responsible for obtaining and providing the needed forms, medications, supplies 
and equipment prior to their child receiving any medication or specialized health care procedure 
at school.   All forms need to be updated annually and when there is any change in requested 
medication or procedure (i.e. dose, time, and type). 
  
Requirements for Administration of Medications and Specialized Health Care Procedures: 

 Signed authorization/directions from parent/guardian. See “Authorization and Request 
for Administration of Medications” form; 

 Signed authorization from physician is required for all prescriptive medications. See 
“Authorization and Request for Administration of Medications” form. Additionally, non-
prescriptive medications may need a physician or licensed provider authorization at the 
discretion of the Licensed School Nurse.  

 All prescribed medications must be provided with an accurately labeled prescription 
container; 

 All non-prescriptive medications provided by parent must be in an original container with 
label and directions; 

 Health service administration of medication or procedures by our member district’s 
health services for 917 students, will be in accordance to member district’s policy and 
procedures. 

 Supplies and equipment for authorized procedures must be consistent with the 
directions/written authorizations. 

PLEDGE OF ALLEGIANCE 
Intermediate School District 917 has waived the requirement to recite the Pledge of Allegiance 
via Board Policy 6.14, in accordance with Minn. Stat. § 121A.11, sub. 3.  Intermediate School 
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District 917 programs may be located in districts which recite the Pledge of Allegiance, in which 
case the program defers to the local district practice. 

REFERRAL PROCESS 
All students served by Intermediate School District 917 special education programs are referred 
by the local school district Special Education Director to the Intermediate School District 917 
Special Education Director.  Inquiries regarding a possible referral should not be addressed to 
teachers or supervisors.  They should be addressed to the Special Education Director in the 
local district. 

SAFETY 
Intermediate School District 917 has an obligation to provide students with a safe learning 
environment.  Safety is also the student’s responsibility.  Students can help avoid accidents by 
following common sense safety rules while in school.  If students see an unsafe act or condition 
in their classroom/shop, they are to discuss it with a teacher. 

SCHOOL-SPONSORED STUDENT PUBLICATONS AND/OR STUDENT PROJECTS 
Expression in a school publication or in a student project is prohibited when the material: 
 

 Expresses or advocates sexual, racial or religious harassment or violence or prejudice; 

 Encourages students to commit illegal acts or violate school regulations or substantially 
disrupts the orderly operation of school or school activities; 

 Advertises or promotes any product or service not permitted for minors by law; 

 Is libelous or slanderous; or 

 Is obscene to minors. 
 
Students violating these guidelines are subject to disciplinary action up to, and including, 
suspension. 

SEARCHES 
The personal possessions of a student and a student’s person may be searched when school 
officials have a reasonable suspicion that the search will uncover violation of law and/or school 
rules. The search will be reasonable in its scope and intrusiveness. 

STUDENT ORGANIZATIONS’ CODE OF CONDUCT 
Before attending a student organization activity, the instructor will inform students of the student 
organization’s code of conduct.  Students will be asked to agree to conduct themselves 
according to the code.  Students attending a school-sponsored student activity must also follow 
the same behavioral guidelines that apply in all Intermediate School District 917 programs.  
Students are subject to disqualification and dismissal from the activity and to disciplinary action 
if they do not conform to these standards of conduct.  This includes all forms of hazing.  
Violators will be disciplined based on the conduct violation. 

TELEPHONE CALLS 
We discourage telephone calls to teachers during the school day.  Contact with teachers prior to 
or after classes is encouraged.  Instructors will be contacting parents on a regular basis 
regarding their child's program. Students are requested to use the phones only in emergency 
situations. A student must receive permission from the classroom teacher before being 
permitted to use the phone. If a parent needs to talk with a child during the school day, office 
staff will assist parents in reaching or delivering a message to the student. Students are not 
allowed to have cell phones or pagers in school. Public phones are available at Alliance 
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Education Center and at Dakota County Technical College. 

TENNESSEN WARNING 
When Intermediate School District 917 requests non-public data concerning you or your family, 
the purpose of that request will be specifically stated to you.  In addition, our overall purpose 
and intended use of all such data shall be for the smooth and uninterrupted conduct of business 
to fulfill the educational purpose of Intermediate School District 917.  At the time that any non-
public data is requested from you regarding your family, you will be informed of the 
consequence arising from supplying or refusing to supply such information.  In addition, you will 
be informed of the persons or entities authorized by law to receive the information unless the 
individual requesting the information does so pursuant to a law enforcement investigation, 
otherwise governed by law.  Unless you are specifically notified otherwise, the information 
gathered by Intermediate School District 917 will be routinely accessed by District personnel, 
agents, contractors and others authorized by law to the extent necessary. 

TRANSPORTATION 
The local school district is responsible for transporting students and inquiries regarding 
transportation should be made to their office.  Students wanting to drive to school need prior 
approval from the program supervisor.   
 

 The local school district will contact parents regarding the time students will be 
picked up for school. 

 Students will be picked up and delivered to a consistent location (home, neighbor, 
babysitter, etc.). 

 Buses do not leave the school without students unless parents have made special 
arrangements.  Contact the school if you are making other arrangements for 
transportation home. 

 Appropriate behavior is expected in school vehicles.  Students who are disruptive 
can interfere with the driver and cause dangerous situations to occur. 

 If a student will not be attending school, the bus driver or transportation office of the 
local school district should be notified. 

 Intermediate School District 917 will assist the local district with disciplinary bus 
issues when appropriate.  Intermediate School District 917 needs a written report of 
the incident to establish what, if any, disciplinary measures are needed.  

VISITORS 
All visitors must sign in at the school office before being escorted to their appointments.  In 
many schools visitors will be required to have identification badges.  Students are not allowed to 
bring visitors to school without special permission from the program supervisor. If a parent 
would like to observe a classroom, an appointment must be made in advance with the program 
supervisor.  Other children, friends, or siblings are not to accompany parents on these visits. 
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SELECTED SCHOOL DISTRICT POLICIES AND PROCEDURES 
 

 
 
411 BULLYING PROHIBITION POLICY 
 

[Note:  School districts are required by statute to have a policy addressing 
bullying.] 

 
I. PURPOSE 
 

A safe and civil environment is needed for students to learn and attain high academic 
standards and to promote healthy human relationships.  Bullying, like other violent or 
disruptive behavior, is conduct that interferes with a student’s ability to learn and/or a 
teacher’s ability to educate students in a safe environment.  The school district cannot 
monitor the activities of students at all times and eliminate all incidents of bullying 
between students, particularly when students are not under the direct supervision of 
school personnel.  However, to the extent such conduct affects the educational 
environment of the school district and the rights and welfare of its students and is within 
the control of the school district in its normal operations, the school district intends to 
prevent bullying and to take action to investigate, respond to, and to remediate and 
discipline for those acts of bullying which have not been successfully prevented.  The 
purpose of this policy is to assist the school district in its goal of preventing and 
responding to acts of bullying, intimidation, violence, reprisal, retaliation, and other 
similar disruptive and detrimental behavior. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. An act of bullying, by either an individual student or a group of students, is 
expressly prohibited on school premises, on school district property, at school 
functions or activities, or on school transportation.  This policy applies not only to 
students who directly engage in an act of bullying but also to students who, by 
their indirect behavior, condone or support another student’s act of bullying.  This 
policy also applies to any student whose conduct at any time or in any place 
constitutes bullying or other prohibited conduct that interferes with or obstructs 
the mission or operations of the school district or the safety or welfare of the 
student or other students, or materially and substantially interferes with a 
student’s educational opportunities or performance or ability to participate in 
school functions or activities or receive school benefits, services, or privileges.  
This policy also applies to an act of cyberbullying regardless of whether such act 
is committed on or off school district property and/or with or without the use of 
school district resources. 

 
B. No teacher, administrator, volunteer, contractor, or other employee of the school 

district shall permit, condone, or tolerate bullying. 
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C. Apparent permission or consent by a student being bullied does not lessen or 
negate the prohibitions contained in this policy. 

 
D. Retaliation against a victim, good faith reporter, or a witness of bullying is 

prohibited. 
 

E. False accusations or reports of bullying against another student are prohibited. 
 

F. A person who engages in an act of bullying, reprisal, retaliation, or false reporting 
of bullying or permits, condones, or tolerates bullying shall be subject to 
discipline or other remedial responses for that act in accordance with the school 
district’s policies and procedures, including the school district’s discipline policy 
(See MSBA/MASA Model Policy 506).  The school district may take into account 
the following factors: 

 
1. The developmental ages and maturity levels of the parties involved; 

 
2. The levels of harm, surrounding circumstances, and nature of the 

behavior; 
 

3. Past incidences or past or continuing patterns of behavior; 
 

4. The relationship between the parties involved; and 
 

5. The context in which the alleged incidents occurred. 

 
Consequences for students who commit prohibited acts of bullying may range 
from remedial responses or positive behavioral interventions up to and including 
suspension and/or expulsion.  The school district shall employ research-based 
developmentally appropriate best practices that include preventative and 
remedial measures and effective discipline for deterring violations of this policy, 
apply throughout the school district, and foster student, parent, and community 
participation. 
 
Consequences for employees who permit, condone, or tolerate bullying or 
engage in an act of reprisal or intentional false reporting of bullying may result in 
disciplinary action up to and including termination or discharge. 
 
Consequences for other individuals engaging in prohibited acts of bullying may 
include, but not be limited to, exclusion from school district property and events. 

 
G. The school district will act to investigate all complaints of bullying reported to the 

school district and will discipline or take appropriate action against any student, 
teacher, administrator, volunteer, contractor, or other employee of the school 
district who is found to have violated this policy. 

 
III. DEFINITIONS 
 

For purposes of this policy, the definitions included in this section apply. 
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A. “Bullying” means intimidating, threatening, abusive, or harming conduct that is 
objectively offensive and: 

 
1. an actual or perceived imbalance of power exists between the student 

engaging in the prohibited conduct and the target of the prohibited 
conduct, and the conduct is repeated or forms a pattern; or 

 
2. materially and substantially interferes with a student’s educational 

opportunities or performance or ability to participate in school functions or 
activities or receive school benefits, services, or privileges. 

   
The term, “bullying,” specifically includes cyberbullying as defined in this policy.   

 
B. “Cyberbullying” means bullying using technology or other electronic 

communication, including, but not limited to, a transfer of a sign, signal, writing, 
image, sound, or data, including a post on a social network Internet website or 
forum, transmitted through a computer, cell phone, or other electronic device.  
The term applies to prohibited conduct which occurs on school premises, on 
school district property, at school functions or activities, on school transportation, 
or on school computers, networks, forums, and mailing lists, or off school 
premises to the extent that it substantially and materially disrupts student 
learning or the school environment. 

 
C. “Immediately” means as soon as possible but in no event longer than 24 hours. 
 
D. “Intimidating, threatening, abusive, or harming conduct” means, but is not limited 

to, conduct that does the following: 
 

1. Causes physical harm to a student or a student’s property or causes a 
student to be in reasonable fear of harm to person or property; 

 
2. Under Minnesota common law, violates a student’s reasonable 

expectation of privacy, defames a student, or constitutes intentional 
infliction of emotional distress against a student; or 

 
  3. Is directed at any student or students, including those based on a 

person’s actual or perceived race, ethnicity, color, creed, religion, national 
origin, immigration status, sex, marital status, familial status, 
socioeconomic status, physical appearance, sexual orientation including 
gender identity and expression, academic status related to student 
performance, disability, or status with regard to public assistance, age, or 
any additional characteristic defined in the Minnesota Human Rights Act 
(MHRA).  However, prohibited conduct need not be based on any 
particular characteristic defined in this paragraph or the MHRA. 

 
E. “On school premises, on school district property, at school functions or activities, 

or on school transportation” means all school district buildings, school grounds, 
and school property or property immediately adjacent to school grounds, school 
bus stops, school buses, school vehicles, school contracted vehicles, or any 
other vehicles approved for school district purposes, the area of entrance or 
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departure from school grounds, premises, or events, and all school-related 
functions, school-sponsored activities, events, or trips.  School district property 
also may mean a student’s walking route to or from school for purposes of 
attending school or school-related functions, activities, or events.  While 
prohibiting bullying at these locations and events, the school district does not 
represent that it will provide supervision or assume liability at these locations and 
events. 

 
F. “Prohibited conduct” means bullying or cyberbullying as defined in this policy or  
 retaliation or reprisal for asserting, alleging, reporting, or providing information 

about such conduct or knowingly making a false report about bullying. 
 
G. “Remedial response” means a measure to stop and correct prohibited conduct, 

prevent prohibited conduct from recurring, and protect, support, and intervene on 
behalf of a student who is the target or victim of prohibited conduct. 

 
H. “Student” means a student enrolled in a public school or a charter school. 

 
IV. REPORTING PROCEDURE 
 

A. Any person who believes he or she has been the target or victim of bullying or 
any person with knowledge or belief of conduct that may constitute bullying or 
prohibited conduct under this policy shall report the alleged acts immediately to 
an appropriate school district official designated by this policy.  A person may 
report bullying anonymously.  However, the school district may not rely solely on 
an anonymous report to determine discipline or other remedial responses. 

 
B. The school district encourages the reporting party or complainant to use the 

report form available from the principal or building supervisor of each building or 
available in the school district office, but oral reports shall be considered 
complaints as well. 

 
C. The building principal, the principal’s designee, or the building supervisor 

(hereinafter the “building report taker”) is the person responsible for receiving 
reports of bullying or other prohibited conduct at the building level.  Any person 
may report bullying or other prohibited conduct directly to a school district human 
rights officer or the superintendent.  If the complaint involves the building report 
taker, the complaint shall be made or filed directly with the superintendent or the 
school district human rights officer by the reporting party or complainant. 

 
The building report taker shall ensure that this policy and its procedures, 
practices, consequences, and sanctions are fairly and fully implemented and 
shall serve as the primary contact on policy and procedural matters.  The building 
report taker or a third party designated by the school district shall be responsible 
for the investigation.  The building report taker shall provide information about 
available community resources to the target or victim of the bullying or other 
prohibited conduct, the perpetrator, and other affected individuals as appropriate. 

 
D. A teacher, school administrator, volunteer, contractor, or other school employee 

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

 
 

E. Reports of bullying or other prohibited conduct are classified as private 
educational and/or personnel data and/or confidential investigative data and will 

 not be disclosed except as permitted by law.  The building report taker, in 
conjunction with the responsible authority, shall be responsible for keeping and 
regulating access to any report of bullying and the record of any resulting 
investigation. 

 
F. Submission of a good faith complaint or report of bullying or other prohibited 

conduct will not affect the complainant’s or reporter’s future employment, grades, 
work assignments, or educational or work environment. 

 
G. The school district will respect the privacy of the complainant(s), the individual(s) 

against whom the complaint is filed, and the witnesses as much as possible, 
consistent with the school district’s obligation to investigate, take appropriate 
action, and comply with any legal disclosure obligations. 

 
V. SCHOOL DISTRICT ACTION 
 

. A. Within three days of the receipt of a complaint or report of bullying or other 
prohibited conduct, the school district shall undertake or authorize an 
investigation by the building report taker or a third party designated by the school 
district. 

 
B. The building report taker or other appropriate school district officials may take 

immediate steps, at their discretion, to protect the target or victim of the bullying 
or other prohibited conduct, the complainant, the reporter, and students or 
others, pending completion of an investigation of the bullying or other prohibited 
conduct, consistent with applicable law. 

 
C. The alleged perpetrator of the bullying or other prohibited conduct shall be 

allowed the opportunity to present a defense during the investigation or prior to 
the imposition of discipline or other remedial responses. 

 
D. Upon completion of an investigation that determines that bullying or other 

prohibited conduct has occurred, the school district will take appropriate action.  
Such action may include, but is not limited to, warning, suspension, exclusion, 
expulsion, transfer, remediation, termination, or discharge.  Disciplinary 
consequences will be sufficiently severe to try to deter violations and to 
appropriately discipline prohibited conduct.  Remedial responses to the bullying 
or other prohibited conduct shall be tailored to the particular incident and nature 
of the conduct and shall take into account the factors specified in Section II.F. of 
this policy.  School district action taken for violation of this policy will be 
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consistent with the requirements of applicable collective bargaining agreements; 
applicable statutory authority, including the Minnesota Pupil Fair Dismissal Act; 
the student discipline policy and other applicable school district policies; and 
applicable regulations. 

 
E. The school district is not authorized to disclose to a victim private educational or 

personnel data regarding an alleged perpetrator who is a student or employee of 

the school district.  School officials will notify the parent(s) or guardian(s) of 
students who are targets of bullying or other prohibited conduct and the parent(s) 
or guardian(s) of alleged perpetrators of bullying or other prohibited conduct who 
have been involved in a reported and confirmed bullying incident of the remedial 
or disciplinary action taken, to the extent permitted by law. 

 
F. In order to prevent or respond to bullying or other prohibited conduct committed 

by or directed against a child with a disability, the school district shall, when 
determined appropriate by the child’s individualized education program (IEP) 
team or Section 504 team, allow the child’s IEP or Section 504 plan to be drafted 
to address the skills and proficiencies the child needs as a result of the child’s 
disability to allow the child to respond to or not to engage in bullying or other 
prohibited conduct. 

 
VI. RETALIATION OR REPRISAL 
 

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

 
 
VII. TRAINING AND EDUCATION 
 

A. The school district shall discuss this policy with school personnel and volunteers 
and provide appropriate training to school district personnel regarding this policy.  
The school district shall establish a training cycle for school personnel to occur 
during a period not to exceed every three school years.  Newly employed school 
personnel must receive the training within the first year of their employment with 
the school district.  The school district or a school administrator may accelerate 
the training cycle or provide additional training based on a particular need or 
circumstance.  This policy shall be included in employee handbooks, training 
materials, and publications on school rules, procedures, and standards of 
conduct, which materials shall also be used to publicize this policy. 
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B. The school district shall require ongoing professional development, consistent 

with Minn. Stat. § 122A.60, to build the skills of all school personnel who 
regularly interact with students to identify, prevent, and appropriately address 
bullying and other prohibited conduct.  Such professional development includes, 
but is not limited to, the following: 

  
1. Developmentally appropriate strategies both to prevent and to 

immediately and effectively intervene to stop prohibited conduct; 
 
 2. The complex dynamics affecting a perpetrator, target, and witnesses to 

prohibited conduct; 
 

 3. Research on prohibited conduct, including specific categories of students 

at risk for perpetrating or being the target or victim of bullying or other 

prohibited conduct in school; 

 

 4. The incidence and nature of cyberbullying; and 

 
 5. Internet safety and cyberbullying. 

 
C. The school district annually will provide education and information to students 

regarding bullying, including information regarding this school district policy 
prohibiting bullying, the harmful effects of bullying, and other applicable initiatives 
to prevent bullying and other prohibited conduct. 

 
D. The administration of the school district is directed to implement programs and 

other initiatives to prevent bullying, to respond to bullying in a manner that does 
not stigmatize the target or victim, and to make resources or referrals to 
resources available to targets or victims of bullying. 

 
E. The administration is encouraged to provide developmentally appropriate 

instruction and is directed to review programmatic instruction to determine if 
adjustments are necessary to help students identify and prevent or reduce 
bullying and other prohibited conduct, to value diversity in school and society, to 
develop and improve students’ knowledge and skills for solving problems, 
managing conflict, engaging in civil discourse, and recognizing, responding to, 
and reporting bullying or other prohibited conduct, and to make effective 
prevention and intervention programs available to students. 

 
The administration must establish strategies for creating a positive school climate 
and use evidence-based social-emotional learning to prevent and reduce 
discrimination and other improper conduct. 

 
The administration is encouraged, to the extent practicable, to take such actions 
as it may deem appropriate to accomplish the following: 

 
1. Engage all students in creating a safe and supportive school 

environment; 
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2. Partner with parents and other community members to develop and 
implement prevention and intervention programs; 

 
3. Engage all students and adults in integrating education, intervention, and 

other remedial responses into the school environment; 
 
4. Train student bystanders to intervene in and report incidents of bullying 

and other prohibited conduct to the schools’ primary contact person; 
 
5. Teach students to advocate for themselves and others; 
 
6. Prevent inappropriate referrals to special education of students who may 

engage in bullying or other prohibited conduct; and 
 
7. Foster student collaborations that, in turn, foster a safe and supportive 

school climate. 
 

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

 
G. The school district shall inform affected students and their parents of rights they 

may have under state and federal data practices laws to obtain access to data 
related to an incident and their right to contest the accuracy or completeness of 
the data.  The school district may accomplish this requirement by inclusion of all 
or applicable parts of its protection and privacy of pupil records policy in the 
student handbook. 

 
VIII. NOTICE 
 

A. The school district will give annual notice of this policy to students, parents or     
 guardians, and staff, and this policy shall appear in the student handbook. 

 
B. This policy or a summary thereof must be conspicuously posted in the  

 administrative offices of the school district and the office of each school. 
 

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

 
D. Notice of the rights and responsibilities of students and their parents under this 

 policy must be included in the student discipline policy distributed to parents at 
 the beginning of each school year. 

 
E. This policy shall be available to all parents and other school community members 

 in an electronic format in the language appearing on the school district’s or a 
 school’s website. 
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F. The school district shall provide an electronic copy of its most recently amended 
 policy to the Commissioner of Education. 

 
IX. POLICY REVIEW 
 

To the extent practicable, the school board shall, on a cycle consistent with other school 
district policies, review and revise this policy.  The policy shall be made consistent with 
Minn. Stat. § 121A.031 and other applicable law.  Revisions shall be made in 
consultation with students, parents, and community organizations. 

 
 

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

Minn. Stat. § 120A.05, Subds. 9, 11, 13, and 17 (Definition of Public 
School) 

   Minn. Stat. § 120B.232 (Character Development Education) 
Minn. Stat. § 121A.03 (Sexual, Religious and Racial Harassment and 
Violence) 
Minn. Stat. § 121A.031 (School Student Bullying Policy) 
Minn. Stat. § 121A.0311 (Notice of Rights and Responsibilities of 
Students and Parents under the Safe and Supportive Minnesota Schools 
Act) 
Minn. Stat. §§ 121A.40-121A.56 (Pupil Fair Dismissal Act) 
Minn. Stat. § 121A.69 (Hazing Policy) 
Minn. Stat. § 124D.10 (Charter School) 
Minn. Stat. Ch. 363A (Minnesota Human Rights Act) 
20 U.S.C. § 1232g et seq. (Family Educational Rights and Privacy Act) 
34 C.F.R. §§ 99.1 - 99.67 (Family Educational Rights and Privacy) 

 
Cross References: Policy 413, Harassment and Violence 
 Policy 423, Employee Student Relationships 
 Policy 6.1, Student Conduct 
 

        Revised August 19, 2014 
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413  HARASSMENT AND VIOLENCE 
 
I.  Purpose 
 
The purpose of this policy is to maintain a learning and working environment that is free from 
religious, racial or sexual harassment and violence. The school district prohibits any form of 
religious, racial or sexual harassment and violence. 
 
II.  General Statement of Policy 
 

A.  It is the policy of the school district to maintain a learning and working 
environment that is free from religious, racial or sexual harassment and violence. 
The school district prohibits any form of religious, racial or sexual harassment 
and violence. 
 

B.  It shall be a violation of this policy for any pupil, teacher, administrator or other 
school personnel of the school district to harass a pupil, teacher, administrator or 
other school personnel through conduct or communication of a sexual nature or 
regarding religion and race as defined by this policy. (For purposes of this policy, 
school personnel include school board members, school employees, agents, 
volunteers, contractors or persons subject to the supervision and control of the 
district.) 

 
C.  It shall be a violation of this policy for any pupil, teacher, administrator or other 

school personnel of the school district to inflict, threaten to inflict, or attempt to 
inflict religious, racial or sexual violence upon any pupil, teacher, administrator or 
other school personnel. 

 
D.  The school district will act to investigate all complaints, either formal or informal, 

verbal or written, of religious, racial or sexual harassment or violence, and to 
discipline or take appropriate action against any pupil, teacher, administrator or 
other school personnel who is found to have violated this policy. 

 
III.  Religious, Racial and Sexual Harassment and Violence Defined 

A.  Sexual Harassment; Definition 
 

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

 
a.  submission to that conduct or communication is made a 

term or 413-2 condition, either explicitly or implicitly, of 
obtaining or retaining employment, or of obtaining an 
education; or 

 
b.  submission to or rejection of that conduct or 

communication by an individual is used as a factor in 
decisions affecting that individual’s employment or 
education; or 
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c.  that conduct or communication has the purpose or effect of 

substantially or unreasonably interfering with an 
individual’s employment or education, or creating an 
intimidating, hostile or offensive employment or 
educational environment. 

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

a.  unwelcome verbal harassment or abuse; 
 
b.  unwelcome pressure for sexual activity; 
 
c.  unwelcome, sexually motivated or inappropriate patting, 

pinching or physical contact, other than necessary restraint 
of pupil(s) by teachers, administrators or other school 
personnel to avoid physical harm to persons or property; 

 
d.  unwelcome sexual behavior or words, including demands 

for sexual favors, accompanied by implied or overt threats 
concerning an individual’s employment or educational 
status; 

 
e.  unwelcome sexual behavior or words, including demands 

for sexual favors, accompanied by implied or overt 
promises of preferential treatment with regard to an 
individual’s employment or educational status; or 

 
f.  unwelcome behavior or words directed at an individual 

because of gender. 
 

B.  Racial Harassment; Definition 
 

Racial harassment consists of physical or verbal conduct relating to an 
individual’s race when the conduct: 
 
1.  has the purpose or effect of creating an intimidating, hostile or offensive 

working or academic environment; 
 
2.  has the purpose or effect of substantially or unreasonably interfering with 

an individual’s work or academic performance; or 
 
3.  otherwise adversely affects an individual’s employment or academic 

opportunities. 
 

C.  Religious Harassment; Definition 
 

Religious harassment consists of physical or verbal conduct which is related to 
an individual’s religion when the conduct: 
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1.  has the purpose or effect of creating an intimidating, hostile or offensive 
working or academic environment; 

 
2.  has the purpose or effect of substantially or unreasonably interfering with 

an individual’s work or academic performance; or 
 
3.  otherwise adversely affects an individual’s employment or academic 

opportunities. 
 

D.  Sexual Violence; Definition 
 

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

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

a.  touching, patting, grabbing, or pinching another person’s intimate 
parts, whether that person is of the same sex or the opposite sex; 

 
b.  coercing, forcing or attempting to coerce or force the touching of 

anyone’s intimate parts; 
 
c.  coercing, forcing or attempting to coerce or force sexual 

intercourse or a sexual act on another; or 
 
d.  threatening to force or coerce sexual acts, including the touching 

of intimate parts or intercourse, on another. 
 

E.  Racial Violence; Definition 
 

Racial violence is a physical act of aggression or assault upon another because 
of, or in a manner reasonably related to, race. 
 

F.  Religious Violence; Definition 
 

Religious violence is a physical act of aggression or assault upon another 
because of, or in a manner reasonably related to, religion. 
 

G.  Assault; Definition 
 

Assault is: 
 
1.  an act done with intent to cause fear in another of immediate bodily harm 

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

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

 
IV.  Reporting Procedures 
 

A.  Any person who believes he or she has been the victim of religious, racial or 
sexual harassment or violence by a pupil, teacher, administrator or other school 
personnel of the school district, or any person with knowledge or belief of 
conduct which may constitute religious, racial or sexual harassment or violence 
toward a pupil, teacher, administrator or other school personnel should report the 
alleged acts immediately to an appropriate school district official designated by 
this policy. The school district encourages the reporting party or complainant to 
use the report form available from the administrator of each site or available from 
the school district office, but oral reports shall be considered complaints as well. 
Nothing in this policy shall prevent any person from reporting harassment or 
violence directly to a school district human rights officer or to the superintendent. 

 
B.  In each program site, the principal, director, or assistant director is the person 

responsible for receiving oral or written reports of religious, racial or sexual 
harassment or violence at the site level. Any adult school district personnel who 
receives a report of religious, racial or sexual harassment or violence shall inform 
the building principal immediately. 

 
C.  Upon receipt of a report, the administrator must notify the school district human 

rights officer immediately, without screening or investigating the report. The 
administrator may request, but may not insist upon, a written complaint. A written 
statement of the facts alleged will be forwarded as soon as practicable by the 
administrator to the human rights officer. If the report was given verbally, the 
administrator shall personally reduce it to written form within 24 hours and 
forward it to the human rights officer. Failure to forward any harassment or 
violence report or complaint as provided herein will result in disciplinary action 
against the administrator. If the complaint involves the administrator, the 
complaint shall be made or filed directly with the superintendent or the school 
district human rights officer by the reporting party or complainant. 

 
D.  In the District, the school board designates Don Budach as the school district 

human rights officer to receive reports or complaints of religious, racial or sexual 
harassment or violence. If the complaint involves the human rights officer, the 
complaint shall be filed directly with the superintendent. 

 
E.  The school district shall conspicuously post the name of the human rights 

officer(s), including mailing addresses and telephone numbers. 
 
F.  Submission of a good faith complaint or report of religious, racial or sexual 

harassment or violence will not affect the complainant or reporter’s future 
employment, grades or work assignments. 

 
G. Use of formal reporting forms is not mandatory. 
 
H.  The school district will respect the privacy of the complainant, the individual(s) 

against whom the complaint is filed, and the witnesses as much as possible, 
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consistent with the school district’s legal obligations to investigate, to take 
appropriate action, and to conform with any discovery or disclosure obligations. 

 
V. Investigation 
 

A.  By authority of the school district, the human rights officer, upon receipt of a 
report or complaint alleging religious, racial or sexual harassment or violence, 
shall immediately undertake or authorize an investigation. The investigation may 
be conducted by school district officials or by a third party designated by the 
school district. 

 
B.  The investigation may consist of personal interviews with the complainant, the 

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

 
C.  In determining whether alleged conduct constitutes a violation of this policy, the 

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

 
D.  In addition, the school district may take immediate steps, at its discretion, to 

protect the complainant, pupils, teachers, administrators or other school 
personnel pending completion of an investigation of alleged religious, racial or 
sexual harassment or violence. 

 
E.  The investigation will be completed as soon as practicable. The school district 

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

 
 
VI.  School District Action 
 

A.  Upon receipt of a report, the school district will take appropriate action. Such 
action may include, but is not limited to, warning, suspension, exclusion, 
expulsion, transfer, remediation, termination or discharge. School district action 
taken for violation of this policy will be consistent with requirements of applicable 
collective bargaining agreements, Minnesota and federal law and school district 
policies. 

 
B.  The result of the school district’s investigation of each complaint filed under these 

procedures will be reported in writing to the complainant by the school district in 
accordance with state and federal law regarding data or records privacy. 
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VII.  Reprisal 
 

The school district will discipline or take appropriate action against any pupil, teacher, 
administrator or other school personnel who retaliates against any person who makes a 
good faith report of alleged religious, racial or sexual harassment or violence or any 
person who testifies, assists or participates in an investigation, or who testifies, assists 
or participates in a proceeding or hearing relating to such harassment or violence. 
Retaliation includes, but is not limited to, any form of intimidation, reprisal or harassment. 

 
VIII.  Right to Alternative Complaint Procedures 
 

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

IX.  Harassment or Violence as Abuse 
 

A.  Under certain circumstances, alleged harassment or violence may also be 
possible abuse under Minnesota law. If so, the duties of mandatory reporting 
under Minn. Stat. § 626.556 may be applicable. 

 
B.  Nothing in this policy will prohibit the school district from taking immediate action 

to protect victims of alleged harassment, violence or abuse. 
 
X.  Dissemination of Policy and Training 
 

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

 
B.  This policy shall be given to each school district employee and independent 

contractor at the time of entering into the person’s employment contract. 
 
C.  This policy shall appear in the student handbook. 
 
D.  The school district will develop a method of discussing this policy with students 

and employees. 
 
E.  The school district may implement violence prevention and character 

development education programs to prevent and reduce policy violations. Such 
programs may offer instruction on character education including, but not limited 
to, character qualities such as attentiveness, truthfulness, respect for authority, 
diligence, gratefulness, self-discipline, patience, forgiveness, respect for others, 
peacemaking, and resourcefulness. 

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

federal law. 
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Legal References 

 Minn. Stat. § 121A.03, Subd. 2 (Sexual, Religious and Racial Harassment and Violence 
Policy) 

 Minn. Stat. Ch. 363A (Minnesota Human Rights Act) 

 Minn. Stat. § 626.556 et seq. (Reporting of Maltreatment of Minors) 

 42 U.S.C. § 2000e et seq. (Title VII of the Civil Rights Act) 
Cross References 

 MSBA/MASA Model Policy 102 (Equal Educational Opportunity) 

 MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal of School District 
Employees) 

 MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 

 MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect or Physical or 
Sexual Abuse) 

 MSBA/MASA Model Policy 506 (Student Discipline) 

 MSBA/MASA Model Policy 525 (Violence Prevention) 
 

Approved: May 1, 2007 
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490  ACCEPTABLE USE AND INTERNET SAFETY POLICY FOR INTERMEDIATE 
 SCHOOL DISTRICT 917 
 
I.  Purpose 
 

The purpose of this policy is to set forth policies and guidelines for access to the school 
district computers, computer systems and acceptable use of the Internet. 

 
II.  General Statement of Policy 
 

In making decisions regarding access to the school district computers, computer 
systems and to the Internet, users are expected to use the district systems to further 
educational and personal goals consistent with the mission of the school district and 
school policies. Uses, which might be acceptable on a user’s private personal account or 
another system, may not be acceptable on this limited purpose network. 
 
The use of the school district computers, computer systems and access to use of the 
Internet is a privilege, not a right. Depending on the nature and degree of the violation 
and the number of previous violations, unacceptable use of the school district 
computers, computer systems or the Internet may result in one or more of the following 
consequences: suspension or cancellation of use or access privileges; payments for 
damages and repairs; discipline under other appropriate school district policies, including 
suspension, expulsion, exclusion or termination of employment; or civil or criminal 
liability under other applicable laws. 

 
III.  Unacceptable Uses of Computers, Network and Internet 
 

A.  The following uses of the school district computers, computer systems and 
Internet resources or accounts are considered unacceptable: 

 
1.  Users will not use the school district system to transmit or receive, 

access, review, upload, download, store, print, post or distribute materials 
that use inappropriate language, such as but not limited to: obscene, 
abusive, profane, vulgar, threatening, and disrespectful, pornographic, 
obscene or sexually explicit material. 

 
2.  Users will not use the school district system to knowingly or recklessly 

post false or defamatory information about a person or organization, or to 
harass another person, or to engage in personal attacks, including 
prejudicial or discriminatory attacks. 

 
3.  Users will not use the school district system to engage in any illegal act or 

violate any local, state or federal statute or law. 
 
4.  Users will not use the school district system to vandalize, damage or 

disable the property of another person or organization, will not tamper 
with, modify or change the school district system software, hardware or 
wiring in such a way as to disrupt the use of the system by other users. 
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5.  Users will not use the school district system to gain unauthorized access 
to information resources or to access another person’s materials, 
information or files without the implied or direct permission of that person.  
Users will not post private information about another person or 
themselves. 

 
6.  Users will not attempt to gain unauthorized access to the school district 

system or any other system through the school district system, attempt to 
log in through another person’s account, or use computer accounts, 
access codes or network identification other than those assigned to the 
user. 

 
            7.  Users will not use the school district system to violate copyright laws or   

usage licensing agreements, and will not plagiarize works they find on the 
Internet. 

 
8.  Users will not use the school district system for the conduct of a business, 

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

 
9.  Users must keep all account information and passwords on file with the 

designated school district official.  Users will not attempt to gain 
unauthorized access to the school district computer system or any other 
system through the school district computer system, attempt to log in 
through another person’s account other than those assigned to the user.  
Messages and records on the school district computer system may not be 

encrypted without the permission of appropriate school authorities. 
 
10.  It is prohibited to allow someone else to use your network password. 
 

B.  If a user inadvertently accesses unacceptable materials or an unacceptable 
Internet site, the user shall immediately close the inadvertent site. 

 
IV.  Consistency with Other School Policies 
 

Use of the school district computer system and the use of the Internet shall be consistent 
with school district policies and the mission of the school district. Occasional use of the 
district computer system for personal communications is acceptable but will be 
monitored for abuse and impact on job productivity. 

 
V.  Limited Expectation of Privacy 
 

A.  By authorizing use of the school district system, the school district does not 
relinquish control over materials on the system or contained in files on the 
system. Users should expect only limited privacy in the contents of personal 
files on the school district system. 
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B.  Routine maintenance, random sampling of use, and monitoring of the school 
district system may lead to a discovery that a user has violated this policy, or the 
law. 

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

   or school district policy. 
 

D. System users should be aware that data and other materials in files maintained       
  on the school district system may be subject to review, disclosure or discovery 

under Minnesota Statutes, Chapter 13 (the Minnesota Government Data 
Practices Act). 

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

VI. Internet Use Agreement 
 
The proper use of the Internet, and the educational value to be gained from proper Internet use, 
is the joint responsibility of students, parents/guardians and employees of the school districts. 
 
This policy requires the permission of and supervision by the school’s designated professional 
staff before a student may use a school account or resource to access the Internet. 

 
The Internet Use Agreement form for students must be read and signed by the user, the parent 
or guardian, and the supervising teacher.  The Internet Use Agreement form for employees 
must be signed by the employee.  The form must then be filed at the school office. 

VII. Instant Message Services and Chat Rooms 

 
Use of Instant Message Services and participation in Internet chat room conversations on 
school computers is limited to educational purposes only and occurs in secure educational 
environments. 

VIII. Electronic Mail 
 
The MIS department will be responsible for providing an electronic mail system that will facilitate 
internal and external communication for conducting school district business. All messages 
should pertain to school business. 
 
The MIS department will be responsible for providing procedures, documentation, and in-service 
training for all users of the Electronic Mail System. 
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IVX. Limitation on School District Liability 
 
Use of the school district system is at the user’s own risk.  The system is provided on an “as is, 
as available” basis.  The school district will not be responsible for any damage users may suffer, 
including, but not limited to, loss, damage or unavailability of data stored on school hard drivers 
or servers, or for delays or changes in or interruptions of service or misdeliveries or 
nondeliveries of information or materials, regardless of the cause.  The school district will not be 
responsible for financial obligations arising through unauthorized use of the school district 
system or the Internet. 
 

X. User Notification 
 

1. All users shall be notified of the school district policies relating to “Acceptable 
Use and Internet Safety Policy.” 

 
2. Notification that, even though the school district may use technical means to limit 

student Internet access, these limits do not provide a foolproof means for 
enforcing the provisions of this acceptable use policy. 

 
XI. Parents/Guardians’ Responsibility: Notification of Student Internet Use 
 

1. Parents/guardians are responsible for monitoring their student’s use of the school 
district computer system and of the Internet if the student is accessing the school 
district computer system from home or a remote location. 

 
2. Parents/guardians will be notified that their students will be using school district 

resources/accounts to access the Internet and that the school district will provide 
parents/guardians the option to request alternative activities not requiring Internet 
access. 

 
 

Cross Reference MSBA Policy 524 
Legal Reference:  Statute 125B.22         

 
 
 

     Board Approved 5/18/99 
             Board Revised 12/4/01 

Board Revised 5/6/03 
Revised:   5/1/2007 

Revised:  4/3/12 
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INTERMEDIATE SCHOOL DISTRICT 917 
INTERNET USE AGREEMENT – EMPLOYEE 

 
 

SCHOOL DISTRICT EMPLOYEE 
 
 
I have read and do understand the school district policies relating to acceptable use of the 
school district computer system and Internet and agree to abide by them.  I further understand 
that should I commit any violation, my access privileges may be revoked, school disciplinary 
action may be taken, and/or appropriate legal action may be taken. 
 
 
User’s Full Name: ____________________________________________________ 
 
 
User Signature:      ____________________________________________________ 
 
 
Date:                    ____________________________________________________ 
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Intermediate School District 917 

ACCEPTABLE USE AND INTERNET SAFETY 

PERMISSION FORM 

 

Student Section 

 
I have read the Acceptable Use and Internet Safety guidelines as published in the student 
handbook.  I understand that the use of the electronic Networks and Internet are a privilege and 
must be done responsibly as detailed in the guidelines.  Any violation of the guidelines is a 
violation of school policy and may constitute a violation of law.  Should I commit any violation, 
my access privileges may be revoked, school disciplinary action may be taken and/or 
appropriate legal action may result. 
 
Student 
Name: 
____________________________________________________________________________ 
   First     Last      MI 
 
____________________________________________________________________________ 
Student Signature         Date 
 
 

Parent or Guardian Section 

 
I have read the Acceptable User and Internet Safety guidelines as published in the student 
handbook and on the reverse side of this page.  I understand that the Network and Internet are 
provided for students for educational purposes and that I must give permission for my child to 
access the Network or Internet by signing below and returning this form. 
 
The District has taken precautions to eliminate unacceptable materials or communications and 
has informed students of their responsibility to access appropriate materials.  However, I 
recognize that it is possible for students to access materials and communications that violate 
these guidelines.  I understand that students violating these guidelines are subject to school 
disciplinary actions and possible referral to law enforcement agencies.  I will not hold the District 
responsible for unacceptable materials acquired on the Network or Internet. 
 
 
Parent/Guardian 
Name: 
____________________________________________________________________________ 
   First     Last      MI 
 
____________________________________________________________________________ 
Parent/Guardian Signature       Date 
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Supervising Teacher 

 
(Must be signed if teacher supervises students who use district computers and access the 
Internet.) 
I have read the school district policies relating to safety and acceptable use of the school district 
computer system and the Internet and agree to promote these policies with the student.  
Because the student may use the Internet on the school district computer system for individual 
work or in the context of another class, I cannot be held responsible for the student’s use of the 
Internet on network.  As the supervising teacher, I do agree to instruct the student on 
acceptable use of the Internet and network and proper network etiquette. 
 
 
Teacher’s Name (please print) 
 
 ____________________________________________________________________________ 
   First     Last       
 
____________________________________________________________________________ 
Teacher’s Signature         Date 
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6.12 STUDENTS AND CHEMICAL DEPENDENCY 

The District 917 School Board recognizes alcoholism or other chemical dependency as a 
treatable disease. The concern with chemical dependency is directed to its effects on the 
student's educational performance. In accordance with a general concern for the student as an 
individual as well as a future worker, the School Board has adopted the following policy 
statement regarding chemical dependency: 

This policy assures that no student with alcoholism or other chemical dependency will have 
his/her student status affected for seeking and/or accepting diagnosis and treatment. Referral 
for diagnosis and/or treatment may be based on unsatisfactory educational performance or 
behavior. 

The School Board recognizes that chemical dependency by another member of the immediate 
family can create stress for the student which is detrimental to educational performance. Where 
the chemical dependency of a family member negatively affects a student's school 
performance, the School District will assist the student and/or the student's parent or legal 
guardian in locating and identifying appropriate counseling services. All contacts with non-
school agencies for the purpose of diagnosis and/or treatment of chemical dependency will be 
considered confidential. 

The confidential nature of the medical records of students with alcoholism or other chemical 
dependency will be preserved in the same manner as all other medical records. 

If the student is a minor, the School District shall communicate with and work through the 
student's parents or legal guardian. 

This policy shall in no way limit the application and authority of the school district pursuant to the 
Pupil Fair Dismissal Act. 

District 917 Administration shall develop procedures to implement the above policy. 

Board Approved 11/20/79 
Revised 12/4/01 
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600 STUDENTS 
 

 6.15 WELLNESS 
 
 
I. PURPOSE 
 

The purpose of this policy is to assure a school environment that promotes and protects 
students’ health, well-being, and ability to learn by supporting healthy eating and 
physical activity. 

 
II. GENERAL STATEMENT OF POLICY 

 
A. The school board recognizes that nutrition education and physical education are 

 essential components of the educational process and that good health fosters 
 student attendance and education. 

 

B. The school environment should promote and protect students’ health, well-being, 
and ability to learn by encouraging healthy eating and physical activity. 

 

C. The school district encourages the involvement of students, parents, teachers, 
food service staff, and other interested persons in implementing, monitoring, and 
reviewing school district nutrition and physical activity policies. 

 

D. Children need access to healthy foods and opportunities to be physically active in 
order to grow, learn, and thrive. 

 

E. All students in grades K-12 will have opportunities, support, and encouragement 
to be physically active on a regular basis. 

 

F. Qualified food service personnel will provide students with access to a variety of 
affordable, nutritious, and appealing foods that meet the health and nutrition 
needs of students; try to accommodate the religious, ethnic, and cultural diversity 
of the student body in meal planning; and will provide clean, safe, and pleasant 
settings and adequate time for students to eat. 

 

III. GOALS 
  

A. Physical Activity 

 
1. Through district curriculum district 917 will educate students to recognize 

that physical education is an essential component of the educational 
process and that good health fosters student achievement. 
 

2. Provide opportunities to strengthen the skills and knowledge needed to 
maintain a healthy lifestyle through the district’s physical education and 
health curricula. 
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3. Students need opportunities for physical activity and to fully embrace  
 regular physical activity as a personal behavior. Toward that end, health 

education will reinforce the knowledge and self-management skills 
needed to maintain a healthy lifestyle and reduce sedentary activities  
such as watching television; 

 

  4. Teachers will be encouraged to develop opportunities for physical activity 
   that can be incorporated into subject lessons and are encouraged to  
   provide short, physical activity breaks during class.   
 

B. Nutrition Education and Promotion 
 
1. Through district curriculum district 917 will provide nutrition education that  

follows national and state standards and focuses on understanding the 
relationship between personal behavior, individual health and the impact 
of food choices. 

 

2. Provide nutrition education that is developmentally appropriate, culturally 
relevant and includes participatory activities. 

 

3. The school district will encourage all students to make age appropriate, 
healthy selections of foods and beverages, including those sold 
individually outside the reimbursable school meal programs, such as 
through a la carte [snack] lines, vending machines, fundraising events, 
concession stands, and student stores. 

 
4. Teachers will be encouraged to incorporate nutritional information into 

subject lessons when appropriate. 
 
IV. NUTRITION GUIDELINES 
 
 A. Foods and Beverages 
 

1.       All foods and beverages made available on campus (including 
 concessions and a la carte cafeteria items) will be consistent with the 
 current USDA Dietary Guidelines for Americans. 

   
2.       Food service personnel will take every measure to ensure that student 

 access to foods and beverages meet or exceed all federal, state, and 
 local laws and guidelines. 

 

3.        Food service personnel shall adhere to all federal, state, and local food 
       safety and security guidelines. 

 
4.       The school district will make every effort to eliminate any social stigma 

      attached to, and prevent the overt identification of, students who are 
 eligible for free and reduced-price school meals. 

 
5.       The school district will provide students access to hand washing or hand- 

 sanitizing before they eat meals or snacks. 
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6.       The school district will make every effort to provide students with 
 sufficient time to eat after sitting down for school meals and will schedule 
 meal periods at appropriate times during the school day. 

 
7.       Food will not be used as a reward or punishment for academic 

 performance or behavior.  Per the Americans with Disabilities Act, special 
 Consideration will be given for students with an Individual Education Plan, 
 504 accommodation or with special health and dietary requirements.   

 

 B. School Food Service Program/Personnel 
 

1. The school district will provide healthy and safe school meal programs 
 that strictly comply with all federal, state, and local statutes and              
regulations. 

 
2. The school district shall designate an appropriate person to be 

responsible for the school district’s food service program, whose duties 
shall include the creation of nutrition guidelines and procedures for the  

 selection of foods and beverages made available on campus to ensure 
 food and beverage choices are consistent with current USDA Dietary 
 Guidelines for Americans. 

 
3. As part of the school district’s responsibility to operate a food service 

program, the school district will provide continuing professional 
development for all food service personnel in schools. 

 
 

 C. Communications with Parents 

 

 

1. The school district recognizes that parents and guardians have a primary  
  and fundamental role in promoting and protecting their children’s health 
  and well-being. 
 

2. The school district will support parents’ efforts to provide a healthy diet  
  and daily physical activity for their children. 

 
3. The school district encourages parents to pack healthy lunches and     

 snacks and refrain from including beverages and foods without  
 nutritional value. 

 
4. The school district will provide information about physical education and 
  other school based physical activity opportunities and will support  
  parents’ efforts to provide their children with opportunities to be  
  physically active outside of school. 
 

V. IMPLEMENTATION AND MONITORING 
 

A. After approval by the school board, the wellness policy will be implemented 
throughout the school district. 
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B. District 917 will maintain a Health and Wellness Committee to support the goals 
of the Wellness Policy. The committee will compile data reported from schools to 
assess compliance with the Wellness Policy and report to the superintendent on 
the progress made by the district in attaining the goals of the Wellness Policy.   

 

 C. School food service staff, at the school or district level, will ensure compliance 
within the school’s food service areas and will report to the food service program 
administrator, the building principal, or the superintendent’s designee, as 
appropriate. 

 

 D. The school district’s food service program administrator will annually inform the 
community about district progress in attaining the goals of the Wellness Policy.  

 

 E. The superintendent or designee will ensure compliance with the wellness policy 
and will provide an annual report of the school district’s compliance with the 
policy to the school board. 

 

 

Legal References: 42 U.S.C. § 1751 et seq. (Richard B. Russell National School Lunch Act) 
   42 U.S.C. § 1771 et seq. (Child Nutrition Act of 1966) 
   P.L. 108-265 (2004) § 204 (Local Wellness Policy) 
   7 U.S.C. § 5341 (Establishment of Dietary Guidelines) 
   7 C.F.R. § 210.10 (School Lunch Program Regulations) 
   7 C.F.R. § 220.8 (School Breakfast Program Regulations) 
 

Local Resources: Minnesota Department of Education, www.education.state.mn.us 
 Minnesota Department of Health, www.health.state.mn.us 
 County Health Departments 
 Action for Healthy Kids Minnesota, www.actionforhealthykids.org 
 

 

 

 

 

Board Approved:  October 6, 2009 
          Board Approved:  April 7,2014 
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6.31  STUDENT DISCIPLINE POLICY FOR ELEMENTARY AND SECONDARY 

 (For the complete policy, please go to the district website at www.isd917.k12.mn.us.) 
  

The school board of District 917 believes that all students have the right to a learning 
environment that is conducive to the learning process and safe for students and staff 
members.  Therefore, the school board directs the Secondary program and the Special 
Education program to develop appropriate guidelines and review procedures for student 
behaviors and procedures for student discipline that are consistent with the Minnesota 
Pupil Fair Dismissal Act, the Individuals with Disabilities Education Act, the Americans 
with Disabilities Act, Section 504 of the Rehabilitation Act of 1973, Minnesota Statutes 
Chapter 125A, Minnesota Rules Chapter 3525 and current school board policies. 
 
While students may be removed from class, dismissed, suspended, expelled and 
excluded in accordance with applicable law, the school board of District 917 promotes 
the use of positive approaches to behavioral interventions.   
 
An employee or agent of a public school district shall not inflict corporal punishment or 
cause corporal punishment to be inflicted upon a pupil to reform unacceptable conduct 
or as a penalty for unacceptable conduct. Thus, teachers, administrators, and other 
school employees shall not strike or spank a pupil with or without an object, or use 
unreasonable physical force against a student such as to cause bodily harm or 
substantial emotional harm to reform unacceptable conduct or as punishment. School 
employees may use reasonable force when it is necessary under the circumstances to 
restrain a student from causing bodily harm or death to another. 
 
Police will be involved wherever laws have been broken. 
 
Written rules governing student conduct, prepared by the administration and consistent 
with school board policy, shall be presented to each student or to the parent or guardian 
as appropriate. 

6.316.1 CODE OF STUDENT CONDUCT 
 

A.  The following are examples of unacceptable behavior subject to disciplinary 
action by the school district. Any student who engages in any of these activities 
shall be disciplined in accordance with this policy. The minimum consequence for 
each violation is a verbal warning. (See p. 29, 6.316). This policy applies to all 
school buildings, school grounds and school property, school-sponsored 
activities or trips, school bus stops, school buses, school vehicles, school 
contracted vehicles or any other vehicles approved for school district purposes, 
the area of entrance or departure from school premises or events, and all school 
related functions. This policy also applies to any student whose conduct at any 
time or in any place interferes with or obstructs the mission or operations of the 
school district or the safety or welfare of the student, other students or 
employees. 

 
1.  Violations against property including, but not limited to, damage to or 

destruction of school property or the property of others, failure to 
compensate for damage or destruction of such property, arson, breaking 
and entering, theft, robbery, possession of stolen property, extortion, 
trespassing, unauthorized usage, or vandalism; 
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2.  The use of profanity or obscene language, or the possession of obscene 

materials; 
 
3.  Gambling, including, but not limited to, playing a game of chance for 

stakes; 
 
4.  Hazing; 
 
5.  Attendance problems including, but not limited to, truancy, absenteeism, 

tardiness, skipping classes, or leaving school grounds without permission; 
 
6.  Violent opposition to authority; 
 
7.  Using, possessing or distributing tobacco or tobacco paraphernalia; 
 
8.  Using, possessing, distributing or being under the influence of alcohol or 

other intoxicating substances or look-alike substances; 
 
9.  Using, possessing, distributing or being under the influence of narcotics, 

drugs or other controlled substances, or look-alike substances, except as 
prescribed by a physician; 

 
10.  Using, possessing or distributing items or articles that are illegal or 

harmful to persons or property including, but not limited to, drug 
paraphernalia; 

 
11. Using, possessing or distributing weapons, or look-alike weapons or other 

dangerous objects; 
 
12.  Violation of the school district Weapons Policy; 
 
13.  Possession of ammunition including, but not limited to, bullets or other 

projectiles designed to be used in or as a weapon; 
 
14.  Possession, use or distribution of explosives or any compound or mixture, 

the primary or common purpose or intended use of which is to function by 
explosion; 

 
15.  Possession, use or distribution of fireworks or any substance or 

combination of substances or article prepared for the purpose of 
producing a visible or an audible effect by combustion, explosion, 
deflagration or detonation; 

 
16.  Using an ignition device, including a butane or disposable lighter or 

matches, inside an educational building and under circumstances where 
there is a risk of fire, except where the device is used in a manner 
authorized by the school; 

 
17.  Violation of any local, state or federal law as appropriate; 
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18.  Acts disruptive of the educational process, including, but not limited to, 
disobedience, disruptive or disrespectful behavior, defiance of authority, 
cheating, insolence, insubordination, failure to identify oneself, improper 
activation of fire alarms, or bomb threats; 

 
19.  Possession of nuisance devices or objects which cause distractions 

including, but not limited to pagers, radios and phones; 
 
20.  Violation of school, bus or transportation rules or the school bus safety 

policy; 
 
21.  Violation of parking or school traffic rules and regulations, including, but 

not limited to, driving on school property in such a manner as to endanger 
persons or property; 

 
22.  Violation of directives or guidelines relating to lockers or improperly 

gaining access to a school locker; 
 
23.  Possession or distribution of slanderous, libelous or pornographic 

materials; 
 
24.  Student attire or personal grooming which creates a danger to health or 

safety or creates a disruption to the educational process, including 
clothing which bears a message which is lewd, vulgar, or obscene, 
apparel promoting products or activities that are illegal for use by minors, 
or clothing containing objectionable emblems, signs, words, objects, or 
pictures communicating a message that is racist, sexist, or otherwise 
derogatory to a protected or minority group or which connotes gang 
membership; 

 
25.  Criminal activity; 
 
26.  Falsification of any records, documents, notes or signatures; 
 
27.  Tampering with, changing, or altering records or documents of the school 

district by any method including, but not limited to, computer access or 
other electronic means; 

 
28.  Scholastic dishonesty which includes, but is not limited to, cheating on a 

school assignment, plagiarism or collusion; 
 
29.  Impertinent or disrespectful language toward teachers or other school 

  district personnel; 
 
30.  Sexual and/or racial abuse and/or harassment; 
 
31.  Actions, including fighting or any other assaultive behavior, which causes 

or could cause injury to the student or other persons or which otherwise 
endangers the health, safety, or welfare of teachers, students, other 
school district personnel, or other persons; 
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32.  Committing an act which inflicts great bodily harm upon another person, 
even though accidental or a result of poor judgment; 

 
33.  Violations against persons, including, but not limited to, assault or 

threatened assault, fighting, harassment, interference or obstruction, 
attack with a weapon, or look-alike weapon, sexual assault, illegal or 
inappropriate sexual conduct, or indecent exposure; 

 
34.  Verbal assaults, or verbally abusive behavior, including, but not limited to, 

use of language that is discriminatory, abusive, obscene, threatening, 
intimidating or that degrades other people; 

 
35.  Physical or verbal threats, including, but not limited to, the staging or 

reporting of dangerous or hazardous situations that do not exist; 
 
36.  Inappropriate, abusive, threatening, or demeaning actions based on race, 

color, creed, religion, sex, marital status, status with regard to public 
assistance, disability, national origin or sexual orientation; 

 
37.  Violation of school rules, regulations, policies or procedures; 
 
38.  Other acts, as determined by the school district, which are disruptive of 

the educational process or dangerous or detrimental to the student or 
other students, school district personnel or surrounding persons, or which 
violate the rights of others or which damage or endanger the property of 
the school, or which otherwise interfere with or obstruct the mission or 
operations of the school district or the safety or welfare of students or 
employees. 

 

Board Approved 11/21/95 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

210



  Parent/Guardian & Student Handbook 

 

   

66 
                  9   

 

6.316  OFFENSES AND POTENTIAL CONSEQUENCES 
 
Listed below are Intermediate School District 917 categories of student discipline and 
potential consequences for infraction of those policies. These rules do not preclude the 
application of Building/District rules to individual students, especially those attending in a 
regular education school building. 

 
Discipline situations that arise which are not covered by these guidelines will be handled 
on a case-by-case basis as allowed by Minn. Stat. §§ 121A.40 to 121A.56. Behaviors 
that are willful and disruptive or potentially harmful are included. Unique or special 
situations at a particular school may call for an adjustment in the discipline policies to the 
school or district’s needs and will be handled on a case-by-case basis. 

 
Each offense listed may result in any or several of the following consequences 
depending upon the circumstances, including the pupil’s prior disciplinary offenses. At a 
minimum, a verbal warning shall be given for each infraction. The specific form of 
discipline or action chosen in a particular case is within the discretion of the school 
district acting in compliance with applicable state and federal laws. 
 

1.  Verbal warning; 
 
2.  Parent/guardian and/or student conference with school staff and/or 

administration; 
 
3.  Removal from class; 
 
4.  Dismissal from school for one (1) day or less; 
 
5.  Suspension under the Pupil Fair Dismissal Act; 
 
6.  Referral to in-school or outside support services; 
 
7.  Administrative transfer to another school or return to home school district 

so long as transfer is not a significant change in placement as defined 
under Minnesota law; 

 
8.  Review of placement type and location for disabled students; 
 
9.  Expulsion or exclusion under the Pupil Fair Dismissal Act; 
 
10.  Suspension from extra-curricular activities; 
 
11.  Detention or restriction of privileges; 
 
12.  In-school suspension; 
 
13.  Revised class schedule or program change; 
 
14.  Assignment to alternative program; 
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15.  Referral to law enforcement authorities; 
 
16.  Restitution; and 
 
17.  Other disciplinary action as deemed appropriate by the school district. 
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6.316(a)  WEAPONS POLICY 
 

It is the policy of District 917 to maintain a positive, safe, secure learning and working 
environment. In striving to attain such an environment, the District takes the position of 
zero tolerance for weapons in our schools and programs, except as specifically stated 
below. Zero tolerance means the District will view safety violations as very serious 
matters and will take all necessary and appropriate disciplinary steps. All weapons or 
instruments that have the appearance of a weapon (look alikes) are prohibited within all 
school environments and the school except for educational purposes as authorized in 
advance by the Director or designee.  School environments include, but are not limited 
to, district-owned buildings; school grounds, leased or rented facilities; school-sponsored 
activities; field trips; school vehicles and school buses/vans rented or owned; and school 
bus/van stops, any entrance or departure from school premises or events and all school 
related functions. Anyone found to be in possession of a weapon in any area defined in 
this policy, before, during or after school hours is subject to administrative and legal 
action. Possession shall mean on one’s person or in an area subject to one’s control. 
 

1.  Possession of a Firearm (or Explosive Device) 
 

Any person having a firearm (which includes explosive devices) on their 
person or in an area subject to their control in a school environment, will 
be subject to the same procedures and consequences listed under the 
consequences and procedures for possession of a weapon. In addition, 
firearm possession will result in an expulsion for a period of one calendar 
year (12 month period) consistent with Minn. Stat. § 121A.44. The school 
board will require expulsion if the parent waives their right to an expulsion 
hearing or if it is determined through an expulsion hearing that student did 
in fact bring or possess a firearm in a school environment. The school 
board may modify this expulsion requirement on a case-by-case basis 
pursuant to Minnesota or federal law. Unlawful possession of a firearm 
must be reported to the proper authorities (e.g., area police) as soon as 
possible. 
 

2.  Student Reporting 
 

Students who see or become aware of a weapon at school must not 
touch it nor remain in the presence of a person or group if a weapon is 
present. Students must notify a staff person immediately for the safety of 
all concerned; students not following these steps are subject to 
disciplinary action which may include expulsion. 
 

3.  Weapons 
 

The district takes a position of “Zero Tolerance” on use or possession of 
the following objects: 
 

 All firearms, whether loaded or unloaded, etc.* 
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 Other guns of all types including air guns, pellet, B-B, stun, 
look-alike, and non-functioning guns that could be used to 
threaten others. 

 

 Knives, switchblades or automatically opening blades, 
daggers, swords, razors, or similar objects. 

 

 Artificial knuckles or other objects designed to be worn 
over the fist or knuckles. 

 

 Blackjacks, clubs, nunchucks, throwing stars, or similar 
objects. 

 

 Explosives** 
 

 Poisons, chemicals, or substances capable of/causing 
bodily harm.*** 

 

 Bow and arrows, sling-shots, or similar objects. 
 

 Incendiary devices. 
 

 Any other device or instrument used to intimidate, threaten 
or inflict harm. 

 

 Any device or instrument meeting federal or state 
definitions of a weapon. 

 
*For purposes of this policy, a firearm is defined under federal law 
at 18 U.S.C. 921. The definition includes (a) any weapon 
(including a starter gun) which will or is designed to 
or may readily be converted to expel a projectile by the action of 
an explosive; (b) the frame or receiver of any such weapon; (c) 
any firearm muffler or firearm silencer; or (d) any destructive 
device (including any explosive, incendiary, poisonous gas, bomb, 
grenade, rocket, missile, device or any other device similar to the 
devices listed). 
 
**For purposes of this policy, an explosive is defined under federal 
law at 18 U.S.C. 844(i). This definition includes gun powders, 
powders used for blasting, all forms of high explosives, blasting 
materials, fuses (other than electrical circuit breakers), detonators, 
and other detonating agents, smokeless powders and any 
chemical compounds, mechanical mixture, or device that contains 
any oxidizing and combustible units, or other ingredients, in such 
proportions, quantities, or packing that if ignited by fire, by friction, 
by concussion, by percussion, or by detonation of the compound, 
mixture, or device or any part thereof may cause an explosion. 
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***Although tear gas compounds or other disabling compounds 
are considered potential weapons under this policy, 
parents/guardians of a student may make special arrangements 
with the administrator if a student feels he or she needs Mace or 
any other disabling compound for defensive purposes outside the 
school setting. Such arrangements shall be made in advance for 
the student to check the disabling compound into the school 
office. Employees may make special arrangements with their 
administrator. 
 

4.  Procedures and Consequences. Violation by Students 
 

The procedure and consequences for the offenses are: 
(a) Confiscation of the weapon (if it can be done safely), notification of 
police and request assistance if needed, 
(b) Notification of the superintendent or designees, 
(c) Holding an administrative conference with student(s), which will: 

i. Inform the student of the policy provision that has been violated. 
ii. Confront the student with the allegations. 
iii. Provide an opportunity for the student to respond to the 
allegations, (An administrative conference is not immediately 
required where the student presents an immediate and substantial 
danger to self or to surrounding persons or property.) 

(d) Notify the parent/guardian, 
(e) Immediate suspension from school, 
(f) Recommendation to the superintendent of expulsion or exclusion. The 
superintendent will review the recommendations and, based upon factors 
including, but not limited to, the surrounding circumstances, student’s 
discipline record, or presence or suspected presence of disability, will 
determine whether to forward the recommendation to the school board for 
expulsion or exclusion proceedings consistent with provisions of the Pupil 
Fair Dismissal Act and Minnesota law. 
 

5.  Violation by Other Youths and Adults, Including Employees 
 

(a) Immediate notification of police, and 
(b) Employees will also be subject to district investigation and application 
of relevant district personnel policies and disciplinary procedures. 
 

6.  Exception Regarding Possession 
 

K-12: A student who finds a weapon on the way to school, on school 
property, or in the school building and takes the weapon immediately and 
directly to the administrator’s office shall not be considered in possession 
of a weapon. 
 

7.  Authorized Instructional and Work-Related Equipment and Tools 
 

While this policy represents a “zero tolerance” position on weapons 
and/or look-alike weapons, it is not meant to interfere with instruction or 
use of appropriate equipment and tools by employees and students. Such 
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equipment, when properly used and stored, shall not be considered a 
weapon for purposes of this policy. However, when authorized 
instructional and work equipment and tools are used in a potentially 
dangerous or threatening manner, the guidelines and consequences of 
this policy will take effect. 
 

8.  Exceptions 
 

This policy, pursuant to Minnesota Statutes, provides for the following 
exceptions: 
(a) Licensed peace officers, military personnel or students participating in 
military training, who are performing official duties. 
(b) School district-approved safety courses or activities conducted on 
school property. 
(c) School district-approved possession and use of dangerous weapons 
by a ceremonial color guard. 
(d) School district-approved gun or knife show held on school property. 
(e) School district-approved possession and use of starter guns for 
athletic contests. 
(f) Possession of dangerous weapons with prior written permission of the 
administrator in keeping with the terms of permission. 
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6.77 DNR-DNI ORDERS 
 
I. PURPOSE 

 
The school district recognizes that it is serving students with complex health needs.   
The school district also recognizes that school district staff may be confronted with 
requests to withhold emergency care of a student in the event of a life-threatening 
situation at school or school activities or be presented with Do Not Resuscitate/Do Not 
Intubate (DNR-DNI) orders.   The purpose of this policy is to provide guidance to school 
district staff in these situations. 

 
II. GENERAL STATEMENT OF POLICY 

 
A. The primary mission of the school district is education.  DNR-DNI Orders are 
 medical documents.  School district staff will not accept or honor requests to 
 withhold emergency care of DNR-DNI orders (including AED’s).  The school 
 district will not  convey such orders to emergency medical personnel. 
 
B. School district staff will provide reasonable emergency care and assistance when 
 a student is undergoing a medical emergency during school or school activities. 
 
C. School district staff will activate emergency medical services (911) as soon as 
 possible when a student is undergoing a medical emergency during school or 
 school activities. 
 
D. The parent/guardian will be notified of the emergency as soon as possible. 
 
E. Notwithstanding this school district policy, IEP and § 504 teams must do 
 individual emergency health plans for students when indicated in keeping with 
 state and federal law. 
 
F. School district staff will not provide DNR-DNI orders to emergency responders. 
 
G. Parents/guardians who request that emergency care be withheld for their child or 
 who present DNR-DNI Orders, shall be advised of  and shall be given a copy of 
 this policy. 

 
Legal References:  29 U.S.C. § 794 et seq. (§ 504 Rehabilitation Act of 1973) 
           42 USCA §§ 12101-12213 (Americans with Disabilities Act) 
Cross References:  Policy 06.74, Special Education Health Services 

 
Board Approved 12/4/01 
Revised January 4, 2005 
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DISTRICT REPORTING PROCEDURE REGARDING INAPPROPRIATE STUDENT-TO-
STUDENT CONTACT 

 
If a special education student verbally or physically threatens (i.e. abusive language or language 
threatening to harm and/or inappropriate touch such as spitting, hair pulling, kicking or hitting 
with an opened or closed hand) another student, the following procedures will be followed: 

 The special education student's Individualized Education Plan (IEP) team will consider 
developing a behavioral intervention plan approved by the parents for dealing with such 
inappropriate behavior; and 

 The behavioral intervention plan will be reviewed as appropriate by the teacher 
and program supervisor to evaluate its effectiveness; and further, 

 If progress cannot be documented, a conference will be held to revise the plan 
accordingly. 

 Such behavior will be charted on a daily log by school staff.  Critical incidents or change 
in patterns will be brought to the attention of the program supervisor; 

 A weekly log summarizing the daily data will be compiled by the classroom teacher and 
a copy placed in the school nurse's office; 

 If an injury occurs as a result of physical contact, the student must be seen by school 
nursing staff.  An "Incident Report of Student Injury" also must be completed and 
discussed with the District 917 program administrator; 

 Parents of both parties (student offender and victim) will be informed of all such incidents 
(whether or not physical harm occurs) on a daily or weekly basis, depending on the 
frequency of such incidents, and the parental contacts will be documented on the 
"Parent contact Log" (CA7). 
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Restrictive Procedures Plan 
 
In accordance with Minnesota Statute 125A.0942, Subd. 1, schools that intend to use restrictive 
procedures shall maintain and make publicly accessible a restrictive procedures plan for 
children. The plan specifically outlines restrictive procedures the school intends to use; how the 
school will implement a range of positive behavior strategies and provide links to mental health 
services; how the district will provide training on de-escalation techniques; how the school will 
monitor and review the use of restrictive procedures, including post use debriefings and 
convening an oversight committee quarterly; and a written description and documentation of the 
training staff have completed. 
 
Restrictive procedures used in Intermediate School District 917 

 Seclusion   
Rooms intended for seclusion meet all of the requirements in accordance with 
Minnesota Statute 125A.0942, Subd. 3. and are registered with the Commissioner of 
Education. 

 Physical holding 
Physical holding procedures are used as the least intrusive procedure necessary to 
protect a child or other individual from physical injury or to prevent serious property 
damage in emergency situations.  Staff are trained annually regarding requirements 
and appropriate implementation as part of evidence-based certification programs 
including CPI – Crisis Prevention Intervention and PCM – Professional Crisis 
Management.  These evidence-based certification programs not only train in 
appropriate implementation of holds but also techniques to be used in de-escalation. 
 

How the school will implement a range of positive behavior strategies and provide links to 
mental health services: 

 Positive Behavior Interventions and Supports will be implemented when appropriate by 
site. 

 School social workers, mental health professionals and mental health practitioners will 
be assigned to sites district wide to provide links to mental health services. 

 Staff will coordinate with outside service providers to ensure links to mental health 
services. 

 Some sites will participate in school-linked mental health services provided by a grant 
through the Department of Human Services. 

 
How the school will monitor and review the use of restrictive procedures: 

 A restrictive procedure may be used in an emergency when immediate intervention is 
needed to protect a child or other individual from physical injury; and less intrusive or 
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non-physical interventions would not be effective; if a behavior intervention plan has 
been developed for the student and the student has failed to respond to those 
reinforcement techniques.   

 The staff who implements or oversees the restrictive procedure shall inform the 
administration of any use of a restrictive procedure as soon as possible and complete 
the Incident Report Form no later than the next working day.  This will be submitted to 
the program’s direct supervisor. 

 Additionally, in the event prone restraint is utilized, the MDE Prone Restraint Report 
Form will be completed within two working days.  This will be submitted to the 
program’s direct supervisor and also to the director of special education.     

 The Post Use Debriefing Form will be completed by an administrator or designee 
within two working days of receipt of the Incident Report Form. 

 Each site will maintain an ongoing record of all reported uses of restrictive procedures.  

 Quarterly, each supervisor will convene an oversight committee which will consist of 
the assistant director /principal, lead teacher, school social worker and school 
psychologist. This oversight committee will review the use of restrictive procedures 
based on patterns or problems indicated by similarities in the time of day, day of the 
week, duration of the use of a procedure, the individuals involved, or other factors 
associated with the use of restrictive procedures; the number of times a restrictive 
procedure is used school wide and for individual children; the number of types of 
injuries, if any, resulting from the use of restrictive procedures; whether restrictive 
procedures are used in nonemergency situations; the need for additional staff training; 
and proposed actions to minimize the use of restrictive procedures.  

 Quarterly reports from site oversight committees will be reviewed by the district 
oversight committee consisting of the director of special education and the assistant 
director/principal for each site implementing restrictive procedures.  This committee will 
review aggregate data, monitor site procedures and provide district training if 
necessary.  
 

Documentation and Notification 

 Individual Education Plans 
The team should include a plan for using restrictive procedures in the IEP (Individual 
Education Plan) and BIP (Behavior Intervention Plan) but may only use the procedures 
in situations that constitute an emergency. The IEP and BIP must indicate how the 
parent wants to be notified when a restrictive procedure is used. The team is expected 
to debrief after every restrictive procedure and complete the Incident Report Form. 

 Parental notification 
1. Parents should be notified the same day that a restrictive procedure is used. If this   
is not possible, there should be written or electronic notification within 2 days.   
2. An IEP meeting must be convened within ten calendar days when restrictive 
procedures are used on two separate school days within 30 calendar days or when a 
pattern emerges, and use of restrictive procedures in an emergency are not included in 
the IEP or BIP or at the request of a parent or the district after restrictive procedures 
are used.  Restrictive procedures must be reviewed at a child’s annual individualized 
education program meeting when the child’s individualized education plan provides for 
using restrictive procedures in an emergency.   
3. An Incident Report Form must be completed every time a restrictive procedure is   
used. 
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Training 
The following employee job classifications are authorized to use restrictive procedures: 

 Licensed special education teachers 

 Licensed school social workers 

 Licensed school psychologists 

 Other certified/registered/licensed educational professionals (Behavior Specialists, 
Autism Specialists) 

 Mental health professionals 

 Paraprofessionals 
 
See training grid for detailed staff training information by program. 
 
Find the following information in the Parent/Guardian Resources under Special Education 
Services on the website:  www.isd917.k12.mn.us. 
 
Appendix A Incident Report Form 
Appendix B MDE Prone Restraint Report Form 
Appendix C Post Use Debriefing Form 
Appendix D Training Grid 
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STUDENT/PARENT AGREEMENT 
  

HANDBOOK 
I have received a copy of the parent/guardian student handbook.  I 
understand and agree to follow the policies and procedures identified for 
Intermediate School District 917 Special Education Programs. 
 

YES NO 

□ □ 

PERMISSION FOR PHOTOS, SLIDES, VIDEOTAPES, YEARBOOK 
Intermediate School District 917 periodically uses slides and videotapes 
when presenting information to other persons interested in our special 
education programs.  Parties who might view such media could include other 
special education personnel, students, parents, Board of Education members 
or other personnel directly associated with our programs.  We are requesting 
your permission to take and use your child’s photograph for the above 
purpose.  Before we will proceed to use your child’s photo, we need your 
signed permission. 
 

YES NO 

□ □ 

COMMUNITY-BASED PROGRAMMING 
I give permission for my student to take part in off-campus community 
instruction and programming during the current school year.  I understand 
that the activities will be supervised by the ISD 917 staff and that there will be 
notification prior to each specific outing. 
 

YES NO 

□ □ 

COMMUNITY-BASED VOLUNTEER PROGRAMMING 
I give permission for my student to take part in on- and off-campus instruction 
and programming during the current school year.  I understand that the 
activities will be supervised by ISD 917 staff and that there will be a variety of 
volunteer experiences. 
 

YES NO 

□ □ 

ACCEPTABLE USE AND INTERNET SAFETY PERMISSION FORM 
I have read the Acceptable User and Internet Safety guidelines as published 
in the student handbook. I understand that the Network and Internet are 
provided for students for educational purposes and that I must give 
permission for my child to access the Network or Internet. 

  
The district has taken precautions to eliminate unacceptable materials or 
communications and has informed students of their responsibility to access 
appropriate material.  However, I recognize that it is possible for students to 
access materials and communications that violate these guidelines.  I 
understand that students violating these guidelines are subject to school 
disciplinary actions and possible referral to law enforcement agencies.  I will 
not hold the District responsible for unacceptable materials acquired on 
Network or Internet. 

YES NO 
□ □ 

  

Student Signature:         Date:    

 
  
Parent/Guardian Signature:        Date:    

 
Revised 8-12-09 
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Intermediate School District 917 

 

 

 

 

 

 

 

The information in this handbook is a reference.   Federal/state/local law, 
district policy, and negotiated labor agreements are summarized.  Refer to 
legal documents for specifics. 
 

This summary of district procedures supersedes any earlier district handbooks. 
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WELCOME 
 

Welcome and congratulations on being a member of the Intermediate School 
District 917 community.  I hope your experience as a member of the ISD 917 
staff is rewarding, challenging, and enjoyable.  Our mission to serve the many 
needs of the students from our member districts is ever changing and requires 
us to modify and adapt our services frequently.  Our attitude and philosophy is 
to meet the needs of each student as the member districts seek service, rather 
than offering rigidly structured programs to “choose from.”  Our attitude and 
philosophy of flexibility and adaptation is what makes our services unique. 
 

As a staff member of ISD 917, you will need information on many topics.  This 
handbook is designed to be a resource to the many topics and situations you 
may encounter as an employee of ISD 917.  The handbook is not designed to 
include all of the details of a topic but is intended to be a starting point that 
leads you to the needed information.    In many instances there will be a 
reference to a website that will provide the in-depth details you are seeking.  
You are also encouraged to contact your supervisor or other appropriate staff 
member if the information you are seeking is not sufficiently addressed in the 
handbook or website. 
 

The processes and procedures described in the handbook help us as staff in 
ISD 917 to be consistent and efficient in our work as a team.  We are an 
excellent Intermediate School District because we have excellent staff who are 
committed to working together for the success of all learners.  I thank all of you 
for the work that each of you do each day. 
 

 

Dr. John M. Christiansen – Superintendent 
 

 

 

 

INTERMEDIATE SCHOOL DISTRICT 917 INFORMATION 
 
Intermediate School District 917 is one of Minnesota’s three intermediate school 
districts created by the state legislature in the late 1960’s.  The 917 school board was 
organized in March of 1970, with one board member from each of the nine  member 
school districts:  Bloomington, Burnsville/Eagan/Savage,  Farmington, Hastings, Inver 
Grove Heights, Lakeville, Randolph, South St. Paul, and West St. Paul/Mendota 
Heights/Eagan.   
 
The board meets once a month on the first Tuesday in the 917 Board Room at Dakota 
County Technical College.  The meeting agenda is posted at several district locations 
prior to the meeting.   Agendas and minutes can be found on the website at 
www.isd917.k12.mn.us. 
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The Superintendent of Intermediate School District 917 is Dr. John Christiansen. 
 
Other district administrators and their areas of responsibility are: 

 
● Eric Van Brocklin, Secondary Principal 

DCALS (Dakota County Area Learning School – “Home of Career and Technical  
Education”), and DCALS NORTH  

 
● Nicolle Roush, Business Manager 

 
● Melissa Schaller, Director of Special Education 

Leadership of district special education programming for students birth through age 21 
for our member districts in Dakota County 

 
● Jennifer Hetland, Assistant Director/Principal of Special Education 

Juvenile Services Center (JSC) including Riverside and New Chance, Anthony Louis, 
Options,Youth Transition Program (YTP), Occupational Therapy, Speech/Language 
Pathology, DAPE, Assistive Technology and State Assessments 

 
● Dave Stoll, Assistant Director/Principal of Special Education 

IDEA Satellite, SUN Satellite, TEA Satellite,  
 

● Kitri Larson Kyllo, Assistant Director/Principal of Special Education 
Deaf and Hard of Hearing, Audiology, Visually Impaired, Physical and Health 
Disabilities, Physical Therapy and Due Process 

 
● Don Budach, Assistant Director/Principal of Special Education 

TESA, DASH, PACES, DCALS-Special Education 
 

● Sara Pratt, Assistant Director/Principal of Special Education 
Alliance Education Center (IDEA and SUN) 

 
○ Key: 

● IDEA - Intra Dakota Educational Alternative 
● SUN - Students with Unique Needs 
● TEA - Therapeutic Education Alternative 
● TESA - Transition Education Service Alternative 
● DASH - Dakota Alternative for Severely Handicapped 
● PACES - Program Alternative for Communication, Education and Socialization 
● DCALS - Dakota County Alternative Learning School 
● DAPE - Developmentally Appropriate Physical Education 
● DCALS STC – Secondary Technical Center 

 
● Cory Langenfeld, Technology Coordinator 
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Mission Statement of Intermediate School District 917 

 

Intermediate School District 917 serves as the best resource for 
school districts committed together to success for all learners. 

 
 

Sixteen Expectations for Staff 
 
I. Professional and Ethical Standards 
 

1. Be a team player.  Bring a positive attitude to work everyday.   Communicate 
effectively with students and the members of your team.  Get to know the 
responsibilities of all your team members.   Attempt to resolve problems closest to 
the source of the issue. 

 
2.   Serve as a role model in your dress, speech, and actions.  Dress and act 

appropriately for your role and personal safety.  Always use respectful language.  
Avoid jokes, off-color remarks or attempts at humor that could be considered rude, 
inappropriate, disruptive or unprofessional.  Do not use offensive language or call a 
student a derogatory name.  Do not talk about students or staff in a disrespectful or 
discourteous way. 

 
3. Teachers and their assistants are responsible for the education and 

supervision of students at all times.  Appropriate hands off must be 
communicated clearly. 

 
4. Be extremely careful regarding a student’s personal space.  Refrain from 

hugging students.  Handshakes or other touching may not be welcome or 
appropriate.  Do not restrain a student unless you have completed Crisis Prevention 
Institute (CPI) training.  Do not strike a student, disrobe a student, conduct a search 
without appropriate training or without a second person of the same sex as the 
student in attendance, or conduct a strip search.  When in doubt, do not act until 
you have spoken with your supervisor. 

 
5. Set high expectations for behavior.  Know and enforce the requirements of 

the District’s Student Handbook.  This handbook serves as a guide for student 
conduct and is to be signed by all students and parents or guardians. 

 
6. Maintain confidentiality at all times.  Employees, students and their families have 

a right to confidentiality and data privacy.  You are accountable for what you say 
and for information you release.  Do not speak about a student in front of another 
student or talk about a student to staff or others in or outside school expect on a 
need to know basis.  Respect other staff members’ confidentiality.  Review the 
District’s data privacy requirements by viewing the training module that is part of the 
Annual Mandatory Training available on the district website. 
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7. You are a mandatory reporter of suspected maltreatment of minors and 
vulnerable adults.  The District 917 policy on maltreatment is available on the 
district website. 

 
8. Only have contact with your students during times in which they are enrolled 

in District 917 programs.  You are not to have dealings with them outside of the 
school day.  Such communications could be confusing to students and reduce your 
effectiveness with them.  It is also inappropriate.  Report any student initiated 
personal contacts, whether by telephone or e-mail or in person, to your program 
facilitator as soon as possible.  If you are responsible for providing respite care to 
any District 917 student, report that to your supervisor as well. 

 
9. Maintain your personal and professional boundaries at all times.  Personal 

information about your life outside of school is not appropriate and may not be 
appreciated by students or staff.  You are part of the school program and your job is 
to provide education, support and guidance to students.  Establishing “friendships” 
with students may create unrealistic expectations and interfere with sustaining 
appropriate boundaries. 

 
10. Maintain a respectful and safe workplace.  Inappropriate comments about race, 

color, religion, age, sex, sexual orientation, marital status, national origin, or other 
tasteless or improper remarks will not be tolerated.  The District also has a zero 
tolerance Harassment and Violence Policy that is on the district website.  An 
important aspect of this policy is to report to your supervisor if you receive an 
unwelcome comment or feel threatened in any way.  To the extent possible, we 
want you to feel safe and secure at all times.   

 
11. Be dependable.  You are responsible for maintaining good attendance.  You are 

expected to report to work on time, adhere to the time periods established by the 
District for any breaks, and remain at the assigned work station throughout the 
scheduled work period or until properly relieved.  Arriving to work on time will also 
allow sufficient time for planning and information sharing purposes.  Report any 
absences or leaves timely on AESOP, our time and attendance reporting system.  
Remember also that leaves are not an entitlement but rather a benefit to be used as 
necessary.  Accumulated leave can help you transcend the period between an 
injury and disability payments or can be converted to additional health benefits at 
retirement.  Further information on the District’s attendance expectations can be 
found in the Dependability Procedure available on the 917 website. 

 

II. General Work Rules 
 
12. In emergency situations, all staff are expected to follow Emergency 

Procedures.  Review the plan for your location and know your role and 
responsibilities in each situation.  First and foremost, you are responsible for your 
student’s and your own personal safety.  Therefore, you should always conduct 
yourself in a safety conscious manner and encourage fellow staff to do likewise. 

 
13. Only use District 917 vehicles when it becomes necessary to transport 

students as part of your job assignment.  Staff must undergo training 
provided by the district to operate district vehicles. 
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14. Use District 917 technologies appropriately.  This includes Internet access, and 

District owned software and hardware.  No user has any right or expectation of 
privacy in anything that is created, sent, received or stored by computer including e-
mail, fax or voicemail.  Do not use district 917 technologies for:  illegal activities, 
wagering, betting, or gambling; harassment and illegal discrimination; fundraising 
for any purpose unless District sanctioned; commercial activities, e.g., personal for-
profit business activities; access, storage or transmission of offensive, racist, sexist, 
obscene, or pornographic information; promoting political or religious activities; 
downloading software including games, weather monitoring (e.g. Weather bug), 
wallpaper (e.g. Web Shots), and screen savers from the Internet unless District-
sanctioned, or for any other purpose prohibited by District policy.  The acceptable 
use of technology is further defined on the District website.   

 
15. Smoking is not allowed on District property.  Therefore, no person may smoke 

or use a tobacco product in any building or vehicle or on grounds owned or leased 
by the school district.  Smoking cessation programs are available through Medica. 

 
16. You are responsible for reading and following all District policies and 

procedures.   
 
If you are unclear about any of these Sixteen Expectations, contact your administrator as 
soon as possible for an explanation. 
 
Best wishes for a successful school year! 

  

235



10 

 

 
Code of Ethics of the Education Profession 

Adopted by the National Education Association Representative Assembly 
1975 

 
The educator, believing in the worth and dignity of each human being, recognizes the 
supreme importance of the pursuit of truth, devotion to excellence, and the nurture of 
democratic principles.  Essential to these goals is the protection of freedom to learn and 
to teach and the guarantee of equal educational opportunity for all.   The educator 
accepts the responsibility to adhere to the highest ethical standards. 
 
The educator recognizes the magnitude of the responsibility inherent in the teaching 
process.  The desire for the respect and confidence of one’s colleagues, of students, of 
parents and of the members of the community provides the incentive to attain and 
maintain the highest possible degree of ethical conduct.   The Code of Ethics of the 
Education Profession indicates the aspiration of all educators and provides standards 
by which to judge conduct. 
 
PRINCIPLE  I:  COMMITMENT TO THE STUDENT 
The educator strives to help each student realize his or her potential as a worthy and 
effective member of society.  The educator therefore works to stimulate the spirit of 
inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation 
of worthy goals. 
 
PRINCIPLE II:  COMMITMENT TO THE PROFESSION 
The education profession is vested by the public with a trust and responsibility requiring 
the highest ideals of professional service. 
 
In the belief that the quality of the services of the education professional directly 
influences the nation and its citizens, the educator shall exert every effort to raise 
professional standards, to promote a climate that encourages the exercise of 
professional judgment, to achieve conditions which attract persons worthy of the trust to 
careers in education, and to assist in preventing the practice of the profession by 
unqualified persons. 
 

  

236



11 

 

 

 
Code of Ethics for Minnesota Teachers 

Adopted by the Minnesota Board of Teaching 
 

 
Each teacher upon entering the teaching profession, assumes a number of obligations, 
one of which is to adhere to a set of principles which defines professional conduct.  
These principles are reflected in the following code of ethics, which sets forth to the 
education profession and the public it serves standards of professional conduct and 
procedures for implementation. 
 
This code shall apply to all persons licensed according to rules established by the 
Minnesota Board of Teaching. 
 
Standards of professional conduct are as follows: 
 
A. A teacher shall provide professional educational services in a nondiscriminatory 

manner. 
B. A teacher shall make reasonable effort to protect the student from conditions 

harmful to health and safety. 
C. In accordance with state and federal laws, a teacher shall disclose confidential 

information about individuals only when a compelling professional purpose is 
served or when required by law. 

D. A teacher shall take reasonable disciplinary action in exercising the authority to 
provide an atmosphere conducive to learning. 

E. A teacher shall not use professional relationships with students, parents, and 
colleagues to private advantage. 

F. A teacher shall delegate authority for teaching responsibilities only to licensed 
personnel. 

G. A teacher shall not deliberately suppress or distort subject matter. 
H. A teacher shall not knowingly falsify or misrepresent records or facts relating to 

that teacher’s own qualifications or to other teachers’ qualifications. 
I. A teacher shall not knowingly make false or malicious statements about 

students or colleagues. 
J. A teacher shall accept a contract for a teaching position that requires licensing 

only if properly or provisionally licensed for that position. 
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Code of Ethics for Administrators 

           Adopted by the Minnesota State Board of Education prior to 2001 
 

NOTE:  The following Code of Ethics was adopted by the State Board of Education.  The 
State Board of Education was abolished and in 2001 the Board of School Administrators was 
created by the legislature.  The Board of School Administrators has not yet adopted a Code 
of Ethics. 
 
The administrator acknowledges that the schools belong to the public they serve for the 
purpose of providing educational opportunities to all.  However, the administrator assumes 
responsibility for providing professional leadership in the school and community.  This 
responsibility requires the administrator to maintain standards of exemplary professional 
conduct. 
 
Implicit to adopting this ethical code is the belief that each administrator is significant to the 
successful accomplishment of the school’s mission and that an environment of collaboration, 
cooperation, and respect for each other’s role and responsibility must be maintained. 
 

A school administrator shall: 
 

1. Provide professional educational services in a nondiscriminatory manner. 
2. Take reasonable action to protect students and staff from conditions harmful to health 

and safety. 
3. Take reasonable action to provide an atmosphere conducive to learning. 
4. Not misuse professional relationships with students, parents, and caregivers, staff or 

colleagues to private advantage. 
5. Disclose confidential information about individuals only when a compelling professional 

purpose is served in accordance with state and federal laws, and school district 
policies. 

6. Not knowingly falsify or misrepresent records or facts relating to the administrator’s 
qualifications, or to the qualifications of other staff or personnel. 

7. Not knowingly make false or malicious statements about students, students’ families, 
staff or colleagues. 

8. Not accept gratuities, gifts, or favors that impair professional judgment, nor offer any 
favor, service or item of value to obtain special advantage. 

9. Only accept a contract for a position when licensed for the position or when a school 
district is granted a variance by the State Board of Education under Minnesota Statutes, 
section 121.11, subdivision 7b. 

10. In filling positions requiring licensure, shall employ, recommend for employment, and 
assign only appropriately licensed personnel, or persons for whom the school district 
has been granted a variance by the appropriate state board or agency, unless, after 
making reasonable efforts to obtain a variance, an appropriately licensed person cannot 
be assigned and the position must be filled to meet a legitimate emergency educational 
need. 

11. Not engage in conduct involving dishonesty, fraud, or misrepresentation in the 
performance of professional duties. 
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IMPORTANT INFORMATION FOR ALL EMPLOYEES 
 

Accident Reports/Workers’ Compensation 
Any employee sustaining an injury as part of fulfilling a job responsibility should 
immediately report the accident or injury to the school nurse (if available) and 
their immediate administrator.  Reportable injuries include blood borne pathogen 
exposure incidents.  The employee’s administrator/ employee must further 
complete the “First Report of Injury Report” and the “Information and Privacy 
Statement”.  The First Report of Injury  Form and Information and Privacy 
Statement  must be completed and filed with the Business Manager’s 
Administrative Assistant in the Business Office within 24 hours.   These 
forms are found on the district website at www.isd917.k12.mn.us, under 
For 917 Staff, District Forms, Worker’s Compensation Process and Forms. 
 

Employees who need medical treatment should seek treatment at a facility of 
their choice.  Take and give clinic the “Worker Compensation Address” 
information for billing purpose. Call 911 in an emergency. The employee must 
return a “workability report” filled out by the attending physician to their 
administrator and the business office as soon as possible.  
 

Employee Work Related Injury Procedures 

  

○ Know and follow all safety policies and procedures 

○ Report all work related injuries immediately to your supervisor - within 24 
hours 

■ Reports may be made via e-mail, voicemail or in person 

○ Return signed Information and Privacy Statement to your supervisor 
within 24 hours from the date received from your supervisor 

○ If medical attention is necessary, inform your treating doctor that recovery 
at work opportunities are available to accommodate your physical abilities 

○ At the time of clinic visit, have the doctor complete the required 
Workability Report and return to your supervisor 

■ The district provided form can be used or the form can be a clinic 
form (it should include the clinic name, address and phone 
number) 

○ Provide the clinic with Workers Compensation Insurance Provider 
Information for billing purposes 

○ Provide the Workability Report to your Supervisor same day or within 24 
hours of receipt 

○ If restrictions are imposed in the Workability Report, report to work on the 
next scheduled shift.  Follow your doctor’s orders and restrictions at 
home and at work. 

○ Visit the doctor at the conclusion of restrictions to assure release. 
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Possible Exposure to Body Fluids/Bloodborne Pathogen 

Follow the guidelines for assessment of possible exposure and post exposure 
instructions found in bloodborne pathogen post exposure packet, located at 
either work site or on district web site. In addition to above, please follow 
directions closely as to what forms need to be completed and returned to 917 
licensed school nurse (LSN). 
 

Student Injury/Accident 

Any employee with knowledge of an injury to any student is required to notify a 
nurse or administrator as soon as possible. The student injury/accident report 
form is to be completed; an additional form may be required if the injury was the 
result of student behavior.  Per 917 LSN discretion, the student injury report 
form may need to be sent to the Business Office in order to  be processed with 
the insurance company. 
 

Modified Work Assignment Guidelines and Procedures 
 

It is the practice of the district to modify work assignments for a limited period to assist 
employees who are temporarily  restricted from performing their regularly assigned duties 
due to an on-the-job injury. 
 
The following are definitions of terms used in the description of procedures: 
 
A Modified Assignment  position is a temporary position to which an employee is 
assigned when he/she is unable to return to his/her regular position following an on-the-
job injury or illness.  The modified assignment position temporarily addresses the 
restrictions placed on an individual by the employee’s treating doctor. 
 
Employment related injury is an injury or occupational disease, which arises out of the 
course of employment. 
 
Physician in these procedures means a (e.g. doctor of medicine, osteopathic medicine, 
optometry, dentistry, podiatry, or chiropractic who is licensed and authorized to practice 
as defined in the Minnesota Workers’ Compensation Regulations Labor Code. 
 
Eligibility 
To be eligible for participation in a modified assignment position, an employee must 
provide a written statement from his/her treating physician that he/she is: 
 
● Temporarily unable to perform his/her essential duties, following an employment 

related injury or illness 
And 

 
● Capable of carrying out work of a modified nature from his/her regular duties and is 

expected to return to his/her regular duties within 90 calendar days. 
 

Process 
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1. Once notified of an on-the-job injury or illness, the administrator/employee must 

complete a First Report of Injury for Workers’ Compensation. 
   
2. The employee must be seen and evaluated by this/her physician to determine if the 

employee is able to return to work, and if so, with or without restrictions. 
 
3. When the employee is able to return to work with restrictions, the employee’s 

physician must complete the appropriate form indicating the specific restrictions, 
and the duration of those restrictions.  Clarification regarding temporary restrictions 
may be requested of the treating physician. 

 
4. Taking into consideration the information provided by the physician, the 

employee’s administrator, in consultation with their immediate supervisor, will 
determine if a temporary modified assignment can be offered.  It should be 
understood that there may be instances in which the district will not be able to offer 
a modified assignment. 

 
If the employee’s program of assignment is unable to meet the employee’s need for a 
modified assignment, the employee may be assigned to another program that can 
accommodate the restrictions. 
 
In most cases, there will not be an adjustment in the compensation of the employee that 
is placed in a modified position.   
 
If a modified assignment is identified for an employee, the district will provide a job offer 
letter that shall include:   
 
1. The assignment offered. 
 
2. The location and duties of the assignment offered. 
 
3. The wages for the assignment offered. 
 
4. The duration of the temporary work assignment. 
 
5. A statement acknowledging that the employer is knowledgeable about and will 

abide by the limitations under which the treating physician has authorized the 
return to work. 

 
An employee may choose to accept or refuse the assignment offered.  However, an 
employee who refuses a modified assignment offer is subject to termination.  Rejection of 
the assignment offer might also result in cancellation of income benefits under Workers’ 
Compensation Insurance. 
 
A modified assignment offer will be extended for an initial period not to exceed 90 
calendar days.  The duration of approved time will be based upon the information 
provided by the employee’s physician.  If the employee is unable to return to work at full 
duty after the initial approved time, he/she may request a continuation of a modified 
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assignment not to exceed a total of 90 days. 
 
An employee requesting an extension of a modified assignment, beyond the originally 
approved amount of time in the modified assignment offer letter, must submit 
documentation to the district from his/her treating physician.  This document should 
include what limitations continue to exist and the probable duration of those limitations.   
 
An employee who is unable to return to his/her regularly assigned duties at the end of the 
modified assignment agreement may request a leave of absence under his/her 
employment contract agreement or may elect to terminate his/her employment with the 
district. 
 
If the employee believes that the condition is permanent, progressive, or chronic, the 
employee may pursue their options under the Long-Term Disability Insurance provisions 
of their contract to determine if they are a qualified individual with a disability. 
 

 

Attendance/Reporting Absences via AESOP 
All employees are encouraged to maintain good personal health and attend to 
personal affairs during non-working hours whenever possible.  It is an 
expectation that employees be at work and be on time to work.  Regular 
attendance optimizes instruction for students and is essential to the operation of 
the school district.   
 

Employees are provided with time off for personal illness, bereavement, family 
illness, jury duty, personal business, FMLA, etc.  Employees must use leave for 
the purpose for which it is intended.  Just as students are expected to maintain 
regular attendance, employees are expected to maintain regular attendance.  
Student achievement is negatively impacted by absenteeism.  Administrators 
will meet with employees who exhibit excessive absences or an unusual pattern 
of absences. 
 

If you are absent for any reason, your administrator will review the specific 
procedures for absences.  Please refer to your employee contract for your leave 
eligibility. 
 

It is District 917’s policy that you are required to enter your absence request on 
the Aesop system for the following types of absences:   child care leave, 
surgeries, medical leaves, jury duty, vacation, non-duty days, personal leave, 
funeral leave, floating holidays, workshops, meetings, time off without pay or 
other special situations. 
 

To report your absence go online to AESOP.  See below for Aesop 
instructions.  For detailed instructions on using Aesop, staff can access the 

employee user guide by logging on to Aesop at www.aesoponline.com and clicking on 
Quick Start User Guide. 
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Calendar - Intermediate School District 917 
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August 31-Sept 4 Five In-Service Days (No school for students) 

 
January 22 DCALS/DCALS North staff in-service 

No school DCALS/DCALS North students only 

 September 7 Labor Day (No school for staff/students) February 15 

 

President’s Day (No school staff/students) 
     

September 8 First Student Day March 21-25 

 

Spring Break (No school for staff/students)  

October 14 

 

October 15-16 

Teacher In-service Day – No school students 
 

Education Minnesota Conference 

(No school for staff/students) 

 

April 1 

 
DCALS/DCALS North staff in-service 

No school DCALS/DCALS North students only 

November 6 Teacher In-service Day/Conferences - No school 

students 

 
 

April 8 & 18 

 

Special Ed staff in-service/conferences - No School 

for special ed students 

    
November 25 ½ day teacher in-service day-No school all students  

 

 

November 26-27 Thanksgiving (No school for staff/students) May 30 Memorial Day (No school for staff/students) 

December 24–Jan 1 Winter Break  (No school for staff/students) June   9 Last Student Day 

January 18 Martin Luther King Day (No school staff/ students)  June 10 Last Day teacher in-service day 

    
 

1.  Staff assigned to District 917 special ed programs housed in schools that have regular K-12 programs will follow the calendar of 

the host district. 

2.  An additional .5 staff day is counted for evening Open House/Parent Night (Sept or Oct depending on program and site). 

3.  2 night sessions = 1 teacher day (Special Ed has evening conferences in November and April, DCALS/DCALS North have 

student of distinction,  graduation or other night events). 

4.  Itinerant staff work calendars will be confirmed by the Director of Special Education. 

5.  Juvenile Services Center only:  July 6 - August 6, 2015 (24 days staff and students). 

6. Juvenile Services Center only:    June 10 - 20, 2016         

7. Juvenile Services Center only:   July 5 - August 5, 2016 

8. Special ed Extended School Year will be Monday –Thursday, July 7 – 30, 2015 (Staff prep day July 6, 2015)                                                        

9.  *Note:  First year teachers work 187 duty days which includes August 27 and 28, 2015.  Second year teachers work 186 duty days 

which  includes August 28, 2015. 

              
  
  

            Students      Teachers      Quarters for DCALS and DCALS North 

 
 Aug. 0  1      First September 8 – November 5 40 days 

 Sept. 17  20.5   

 Oct. 19  20      Second November 9 – January 21 43 days 
 Nov. 17  18.5   

 Dec. 17  17      Third January 25 – April 8  48 days 

 Jan. 18/19 19   
 Feb. 20  20      Fourth April 11 – June 9  43 days 

 Mar. 18  18   

 Apr. 20/19 21       
 May 21  21      Semesters for Special Ed sites that follow the 917 calendar  

 June 7  7.5  

          First September 8 – January 22 84 days  

 Nights   1.5   

          Second January 25 – June 9  90 days  

 Totals 174  185   
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Change Form for Name and Address  
If you have an address or name change please fill out a Change Form located at 
www.isd917.k12.mn.us, For 917 Staff, District Forms, HR and Payroll Forms.  Return to 
Personnel as soon as possible.  Legal documentation is required for name changes. 
 

Communications 
Shortly after each School Board Meeting, Board Notes will be e-mailed to staff from the 
Superintendent’s office summarizing the actions and decisions of the School Board.   This 
information also includes “Bits of Information.”    If you have information to share with ISD 
917 employees (i.e. births, deaths, milestones, etc.), please send to Linda Berg in the 
District Office, 1300 – 145th Street East,  Rosemount,  MN, 55068, or e-mail to 
linda.berg@isd917.k12.mn.us or call 651-423-8214.   
 

Confidentiality 
Confidentiality is one of the most critical and important aspects of your job in the special 
education department.  It is your legal and ethical responsibility to observe both the rights 
of individuals with or without disabilities and of families in regard to data privacy.  Follow 
these guidelines where issues of confidentiality are concerned: 
 

● Never refer to other students by name outside of the school setting or conference or 
with other parents. 

 

● Do not share specific information about an individual’s program or unique needs 
outside of the school setting, especially while in the community or when speaking 
with friends and relatives. 

 

● Take questions you have about school district policies on confidentiality to your 
administrator. 

 

● Access individual records (i.e. educational, medical, due process, etc.) for the sole 
purpose of being more effective in your work with the student. 

 

● Go through the proper channels to access confidential information. Make sure you 
are authorized to do so. 

 

● If you question policies and procedures used with a student, discuss this privately 
with your administrator.  There is often confidential information that directs specific 
programming of which you may not be aware. 

 

● Speak and write responsibly when passing on information. Be aware of who might 
hear you or read what you have written. 

 

District Directory 
The District Directory lists the name, work location, e-mail address and work phone 
number for each employee.  The District Directory is accessible via the District’s website at 
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www.isd917.k12.mn.us. 
 

Dress Code 
Employees in a school district act as role models for students.   Employees should present 
a neat, clean appearance.   Employees should not wear clothing with inappropriate 
sayings, offensive language or language that endorses the use of alcohol, tobacco or drug 
products.  All employees should maintain a professional appearance, which typically 
excludes the following: 
 

● Grungy sneakers 

● Tank tops 

● Ripped or worn jeans 

● Cutoffs 

● Clothing that exposes the lower back and upper buttocks and/or underwear 
● Spaghetti straps without shirts underneath 

● Low-cut or see-through clothing that exposes cleavage 

● Shorts 

● Flip flops 

● Clothing that exposes the midriff 
● Baseball caps 

 

E-mail Login Instructions for ISD 917 Main Campus 
The following are the steps you need to follow to log on and check your e-mail: 

 

Call Cory Langenfeld at 651-423-8290 to get your user name and password. 
1. Turn on Computer. 
2. Enter your username. Your username is your first initial and your last name. 

Example: If your name is Cory Langenfeld 

 Your username is: clangenfeld 

3.   Enter your password.  
4.   Click OK.  Now you will be logged in. 

 

There are two ways to check your e-mail. 
 By Internet:  Open Internet Explorer or go to http://www.isd917.k12.mn.us/owa 

Enter username and password.  User names must be in this format:  
Example:  isd-917/clangenfeld. 
By using web access, e-mail can be checked anywhere internet access is 
available. 

  

By Outlook Client: (This option can only be used if you are in the ISD 917 Main 
Campus).   

 

If you need assistance call Cory Langenfeld, Technology Coordinator, 651-423-8290. 
 

E-mail Retrieval from Home or Off Main Site 
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The following are the steps you need to follow if you are not at the DCTC location or you 
are at home to check your e-mail. 
 

1. Call Cory Langenfeld at 651-423-8290 to get your username and password. 
2. Turn on Computer. 
3. Open Internet Explorer (Internet Explorer should be loaded on every computer 

by Default) 
4. Go to the ISD 917 web site with a /owa on the end 

Http://www.isd917.k12.mn.us/owa 

5. Enter Doman\Username and password.  Username is your first initial last name.    
Example of username: Cory Langenfeld = isd-917\clangenfeld 

 

By using web access, e-mail can be checked anywhere internet access is available. 
 

Employee Assistance 
Employee Assistance is free to all 917 staff and their immediate family members.  This service is 
completely confidential and free.  See  www.isd917.k12.mn.us, Employee Links, for more 
information. 
 

Expense Reimbursement 
If you have work expenses (i.e., mileage) which are authorized by district policy and 
approved by your administrator, fill out the “Employee Mileage and Expense Form” and 
submit it to your administrator.   Forms can be found at www.isd917.k12.mn.us, For 917 Staff, 
District Forms, District, Business and Employee Forms.   
 

All employee reimbursements will be paid on the 2nd and 4th Thursday of each month.  
This will include expenses from Mileage Reports, Check Requests and Student Activity 
Check Requests.  All receipts and proper documentation referencing the expense must be 
submitted by the Friday before the payout.  The original receipts need to be submitted.  If 
there are staff members or students included in the expense, such as expenses for field 
trips, a list of attendees is needed.  The reason for this change is to make this process 
more efficient.  We have to track checks that have not been cashed and in some cases 
void and re-issue checks.  This process puts your money directly into your account.   
Providing the proper documentation will ensure a timely turnaround.  Timeliness for 
submitting reimbursement requests for expenditures is critical, any expenditures 
turned in after 60 days from the occurrence date are reported as taxable income as 
required by the IRS. 
 

Fire Drills and Emergency Evacuation of Building 
Fire drills are held periodically during the school year.   Each instructor will inform their 
students of the exit or exits that are to be used in emergency situations.   It is the 
responsibility of the instructor to become familiar with the evacuation routes and assist 
their students in safe evacuation procedures.   Please see your administrator for the 
evacuation chart and proper route to exit if there is an emergency and/or drill.  Everyone 
must evacuate the building when the alarm sounds. 
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Indoor Air Quality 
Indoor air quality includes but is not limited to temperature, ventilation and air pollutants in 
school buildings.   The School District has an Indoor Air Quality Management Plan.  The 
purpose of the plan is to proactively manage indoor air and provide a healthy and safe 
indoor environment for students, staff, and community.  The district has an Indoor Air 
Quality Team coordinated by the Executive Assistant.  Staff who have concerns about 
indoor air quality should direct them to their administrator.  They can also complete an 
Indoor Air Quality Complaint Form which is found on the website at www.isd917.k12.mn.us, 
under For 917 Staff, Health Wellness & Safety Committee, Plans, Tools, and Forms for 
Health, Wellness and Safety, IAQ Complaint Form.  The administrator, building custodian, 
IAQ Coordinator may be involved in an investigation of the concern. 
 

Job Postings  
Job vacancies are posted on the District’s website via Applitrack.  See www.isd917.k12.mn.us, 
Employment. 
 

Internal candidates for a position should submit a letter of interest and an updated 
application.   Some bargaining units have specific criteria to be considered.   Employees 
should check their collective bargaining agreement for more information.  Successful 
candidates must provide official transcripts and a copy of a license (if in a position for 
which a license is required.) 
 

Names of applicants shall be private data except when certified as eligible for appointment 
to a vacancy or when applicants are considered to be finalists for a position.  Finalist 
means an individual selected for an interview prior to selection.  The following personnel 
data that is collected on current and former applicants is public:  veteran’s status, relevant 
test scores, job history, education and training, and work availability.   
 

Master Agreements 
Master Agreements for all bargaining units can be found on the website at 
www.isd917.k12.mn.us under Employment, Contracts/Union Groups.  
 

myView - Pay System 
What’s myView?  
Intermediate School District #917 has adopted the TIES myView employee self-service 
system.  With myView, all the information regarding your pay stub, leave, personal, 
license, expenses, and W-2’s will be available on a secure website, where you can access 
and print from any computer, anytime, anywhere.  Pay stubs will be no longer mailed.  In 
accordance with Minnesota Statute section 471.426, the district is requiring all district 
employees’ sign up for direct deposit.  The direct deposit enrollment form can be found on 
the District website, www.isd917.k12.mn.us, For 917 Staff, District Forms, HR and Payroll 
Forms, Direct Deposit Form.  
 

How will I know what to do? 

The system is very easy to use - refer to the myView instructions and FAQ.  Click on ‘For 
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917 Staff,’ Links, and then click on ‘myView.’  This will bring up the myView login page.  
 
To register for the first time, click on the button ‘I haven’t registered yet’. Next type in the 
district number 0917.  Type in your ‘Employee Self Service Access Key’ that was provided 
to you by payroll.  Be sure to type the access key exactly as shown (there are no spaces).  
CAUTION: Never save your password on the computer.  Be sure to write down your user 
name and password and keep it in a secure place.  The next time you access myView, 
you will login using your user name and password you just created. 
 

Who do I call if I have questions? 

Contact your administrator or Becky Edson at 651-423-8245.  
 

Parking at Dakota County Technical College 
The east parking lot furthest from the DCTC building is designated for District 917 use.  
This lot is used by the Secondary Career and Technical students and the Dakota County 
Area Learning Center students.   District 917 staff, whose job site is not at DCTC, may 
park in this lot also.  A purple hang tag is available from Val Whitmer, Business Office, and 
must be used when you park in this lot.   
 

Staff whose job site is DCTC will be issued a parking sticker that will provide access to the 
lots on the west side of the DCTC building and the lots on the east side of the DCTC 
building closer to the building than the District 917 lot.  During the third week in August, 
DCTC holds a lottery for designated stalls in the gated lot on the north side of the DCTC 
building.  For information on the DCTC gated lot lottery ($200 fee), please contact Lynda 
McPherson at DCTC, 651-423-8407. 
 

If a District 917 staff member, whose job site is not at DCTC, is attending a meeting of 
short duration (two hours or less), on a space available basis, parking in the visitor lot on 
the north side of the DCTC building is permitted.   
 

Paychecks 
Payroll checks are distributed through direct deposit to employees’ bank accounts on the 
15th and the last day of each month, or the Friday prior to a weekend which includes the 
normal payroll date.  Please turn your direct deposit form in to Becky Edson in the 
Business Office.   Forms are available on the website at www.isd917.k12.mn.us, For 917 
Staff, District Forms, HR and Payroll Forms, Direct Deposit Form.  To view and/or print 
your paystubs, follow the directions for myView. 
 

Payroll checks will no longer be mailed for employees who have not enrolled in 
direct deposit.  Pay checks must be picked up in person at the District 917 Business 
Office on pay day between the hours of 7:30 a.m. to 4:00 p.m. 
 

Photo ID 
All school district personnel are required to have and to wear a photo ID when working at 
or visiting a school site during student-contact hours.  Employees who have lost or 
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damaged their ID cards ($10 replacement fee) or have had a name change should contact 
their administrator.  Photo ID’s are taken at Dakota County Technical College.   Please 
contact Val Whitmer at 651-423-8229 in the Business Office for assistance. If your work 
at AEC or Cedar, please get your ID at that location.  Cedar staff have two badges, 
one for 917 and one for 191. 
 

Professional Responsibilities 
Teachers and administrators are professionals.  The expectations that follow are inherent 
to the position of a school professional.  The following is not intended to be all-inclusive 
but rather suggestive of a professional’s responsibilities.  Professionals: 
 

● Serve as role models to students by being punctual and maintaining regular 
attendance 

● Follow district policies and procedures 

● Dress appropriately 

● Communicate frequently with parents through established reporting instruments, 
conferences, open houses, and as necessary, through notes and personal phone 
calls 

● Supervise students who are using the internet 
● Check e-mail and voicemail on a daily basis 

● Respond to e-mail and voicemail on a timely basis (generally within 24 hours of 
receipt or upon return to work) 

● Update website at least annually 

● Limit personal use of computers, phone and e-mail during working hours 

● Do not conduct day trading, attend school or conduct other employment on working 
hours 

● Serve on building and district committees as appropriate 

● Attend child study meetings and IEP meetings as appropriate 
 

Purchasing 
To protect the legal and financial interests of the District, all commitments to supplies for 
goods or services are made through written purchase orders and contracts issued by the 
Purchasing Department.  All procurements are to be made in compliance with applicable 
federal, state and local law, directives and executive orders.  Compliance with the 
requirements of the Uniform Municipal Contracting Law is specifically the responsibility of 
the Purchasing Office.  District 917 is not responsible for purchases made by employees 
or individuals associated with the school district who do not have prior approval and fail to 
follow general purchasing guidelines. 
 

A. A purchase requisition form is a program’s request that the purchasing 
department purchase or contract for goods or services that are within the 
approved budget.   

 

1. Employee completes a purchase requisition form for goods or 
services needed and attaches all supporting documentation 
necessary to place the order or service required. 
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2. Employee forwards completed requisition to their administrator for 
approval and any additional routing, then the requisition is forwarded 
to the Purchasing Department. 

  

B. The Requisition is carefully reviewed by the Buyer for the following: 
 

 1. All necessary signatures; 
 2. Appropriate budget codes; 
 3. Dollar amount (see Guidelines below); 

4. If the vendor has already been set up, or needs to be set up, which 
would include the following:  Business name, address, telephone and 
fax number, e-mail address and completed W-9 form; 

5. Requisition data entered electronically into TIES finance system, 
creating a Purchase Order; 

6. Purchase order and encumbrance summary is processed by 
Purchasing Department; 

7. Purchase order is placed to vendor, via fax, e-mail, internet, postal 
service or confirmed by phone; 

8. Orders are shipped to DCTC warehouse unless other is indicated on 
purchase requisition; 

9. Once order has been received, packing slips are initialed by 
requisitioner and sent to accounts payable. 

 

Purchasing Guidelines 
A. Under $999.00 no quotations are needed. 
B. $1,000 to $24,999 two written quotes are required to be established by the 

purchasing department. 
C. $25,000 to $50,000 three written quotes are required to be established by 

the purchasing department. 
D. Any purchase exceeding $50,000 must follow formal Sealed Bid guidelines: 

 

1. Advertising for Bid (two-weeks prior to opening date) must include 
time, place of bid, detailed description of item, or project, where to 
acquire bid forms, who to contact with questions and where to send 
the bid envelope; 

 

2. Bid bond requirement at time of bid opening.  Afterward, payment and 
performance bonds, certificate of insurance and signed contract are 
required.  Bids must be kept on file along with the bid tabulation and 
proof of school board approval.   

 

Resignations 
Generally speaking, the more notice that a professional can provide the district about their 
departure plans, the better.  As per Minnesota Statute 122A.40, subdivision 7, licensed 
teachers with a continuing contract are required to submit their written resignation prior to 
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April 1.  If an agreement for the terms and conditions of employment for the succeeding 
school year has not been adopted prior to March 1, the teacher’s right to resign extends to 
the 30th calendar day following board adoption of the collective bargaining agreement.  
Resignation is effective as of June 30 and the teacher’s right to resign for the year that is 
about to begin ends on July 15th.  Teachers who do not submit their resignations in a 
timely manner may not be released from their contracts.   
 

SafeSchools  
Periodically, we are required by statute to conduct training activities for various employee groups, 
and in some instances, all staff.   The system is called SafeSchools and it is linked on our website.  
 
There are numerous courses available through SafeSchools.  Not all of these are statutory 
requirements, but all could be beneficial to staff based upon their work assignment.  We have 
consulted with our administrators and determined which courses are most appropriate for various 
employee groups.   
 
The teachers’ Relicensure Committee has agreed that one clock hour of continuing education 
credit will be granted for each in-service completed online. After completion of training, the 
employee can print off a certificate for verification.  Please call Lynn Morris at (651) 423-8358 if 
you have questions regarding these continuing ed credits. 
 
Below are step-by-step instructions for accessing SafeSchools.  You may do this from a district 
computer or, if you would like, you can access SafeSchools from home or any other computer.  If 
you choose to take a SafeSchools course outside of normal work hours, it will be on your own time 
and will not be eligible for timesheet payment.  
 

Every staff member is required to complete Sexual Harassment and Blood Borne 
Pathogens training annually.  These courses must be completed by October 1, 2015.   In 
addition, your administrator may have assigned you additional courses that pertain to your 
job.   

 
● See the district’s website at http://www.isd917.k12.mn.us 
● Click on For 917 Staff 
● Log in with your daily computer password to get into “For 917 Staff”. 
● Then log in to Safeschools Online Training. 
● Login for SafeSchools is your e-mail address. 
● No password is required 
● Complete all courses listed.  

 
The classes which you are required to complete are listed here.   Please choose the course you 
would like to start with.  Start with the introduction and work your way through all sections.   The 
Quiz is the final section and everyone will need to show proficiency at 80% correct.   90% 
proficiency for Defensive Driving.    

*** There is no time limit for taking the course.   You can start and stop during the courses and 
always come back and finish.   You cannot just go to the QUIZ and take it though.   You must 
review all the sections.   The quiz is usually only about 10 questions. 
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When you are finished and passed, it will say “Congratulations!  You’ve completed this course.  
Get a certificate of completion.”   If your score is less than the minimum score, then you have to 
retake the test until you pass.  You may take the test over as many times as you wish. 

 

If you have questions, you may contact Linda Berg at 651-423-8214 or email 
linda.berg@isd917.k12.mn.us.   

 

Printing Your Certificate 

Once you passed the required course, you may print your “Certificate of Completion” if you wish.  If 
you need Continuing Education Credits, print the certificate so you have it for your file. The 
District Office does not keep these certificates so if you need them for continuing education credits, 
this is your responsibility to print them and keep them. 

 

Smoking Restrictions 
Smoking is not permitted in the Main Campus DCTC building, grounds, or any building or 
vehicle owned/leased by District 917.  Please check with your administrator as to smoking 
restrictions for the building in which you work. 
 

Voicemail 
Teachers should communicate their work extension numbers to the parents of their 
students.  All employees are expected to check voice mail messages daily and to return 
calls promptly (typically within 24 hours or upon return to work).  Voice mail messages are 
also to be deleted promptly.   
 

Personal voice mail greetings are to be courteous, concise and professional.  Voice mail 
users should include an indication of when messages will be picked up/returned and or/ 
how to reach the employee personally.  During summer break or other vacation periods, 
personal greetings should be changed to announce that voice mail is not being monitored 
and to direct callers to the main office.   
 

 

PUBLIC LAWS/DISTRICT POLICIES 
 

This summary is NOT exhaustive of all public laws and policies pertaining to education.   
This section is provided for general informational reference only.  Full policies can be 
found at www.isd917.k12.mn.us, under About, School Board, Policies. 
 

 
Alcohol and Illicit Drugs - District Policy 418  

No employee shall distribute, dispense, possess, use or be under the influence of any 
alcoholic beverage, malt beverage or fortified wine or other intoxicating liquor or unlawfully 
manufacture, distribute, dispense, possess or use or be under the influence of any 
narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, anabolic steroid 
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or any other controlled substance while on school property or at a school-sponsored 
event. 
 

Any employee who violates the terms of this policy may be required to satisfactorily 
participate in a drug and/or alcohol abuse assistance or rehabilitation program approved 
by the District.  Any employee who fails to satisfactorily participate in and complete such a 
program is subject to non-renewal, suspension or termination as deemed appropriate by 
the School Board. 
 

Americans with Disabilities Act – District Policy 402 
Title I of the Americans with Disabilities Act of 1990 (ADA) protects qualified individuals 
with disabilities from discrimination in employment.  Employment decisions must be based 
on the person’s ability to perform the job, not on the person’s disability.  When necessary, 
reasonable accommodation to perform essential functions of the job can be requested and 
will be provided unless it imposes an undue hardship on the District. 
 

A qualified individual with a disability is a person who has the required skills, experience, 
and education needed for the position and can perform the essential functions of the 
position, with or without reasonable accommodation.  Essential job functions are those 
that are fundamental and necessary to the position.  In other words, the position exists to 
perform these particular duties.  For example, a teacher must be able to teach, but 
whether or not the teacher can walk may not be essential to the position.  Reasonable 
accommodation is any change the District would make that would help a qualified person 
with a disability to perform the essential job functions.  In the preceding example, if the 
teacher uses a wheelchair, it could mean elevating a desk and/or raising or lowering other 
furniture. 
 

Bloodborne Pathogens  
Universal precautions will be observed in the District to prevent contact with blood or other 
potentially infectious materials.  All blood or other potentially infectious material will be 
considered infectious regardless of the perceived status of the source individual. 
 

Employees who work in situations where it is reasonably anticipated that skin, eye, 
mucous membrane or parental contact with blood or other potentially infectious materials 
may result from the performance of the employee’s duties must participate in an annual 
training session, report exposures and receive Hepatitis B immunization or sign a District 
waiver.   The form was included in your New Employee Packet. 
 

Any employee who has an exposure incident, which is contact of blood or other potentially 
infectious material with the employee’s eye, mouth, mucous membrane or non-intact skin 
(including a human bite), must report the incident to health office staff or to your 
administrator.  See www.isd917.k12.mn.us, For 917 Staff, Health & Wellness and Safety 
Committee, Bloodborne Pathogens.   
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Bullying Prohibition Policy – District Policy 411 
ISD 917 is committed to fostering and maintaining a safe and civil educational 
environment in which all members are treated with dignity and respect.  The district strictly 
prohibits bullying which means any written or verbal expression, physical act or gesture, or 
pattern thereof, that is intended to hurt, threaten, upset, distress, or frighten.  Bullying 
includes, but is not limited to; conduct against a person that a reasonable person under 
the circumstances knows or should know has the effect of:  harming a student, damaging 
a student’s property, placing a student in fear of harm to person or property, creating a 
hostile work environment, etc. 
 

This policy applies to students, staff, volunteers and all others on school district property.  
Individuals who bully are subject to discipline.  Any individual who believes he or she is a 
victim of bullying should report it to a trusted adult; the building administrator or the 
Superintendent.  Reprisal of any kind against any person who makes a good faith report 
about bullying is strictly prohibited. 
 

 

COBRA 
The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) is the federal 
health care continuation law which requires that if an employee or other qualified 
beneficiary loses employer provided health coverage due to termination of employment or 
another specified triggering event, the group health plan offers continued health care 
coverage to the qualified beneficiary. 
 

COBRA coverage has limited duration.  In most cases, the maximum COBRA period is 18 
or 36 months from the date of the qualifying event.  The District offers continuation 
coverage for each group health plan under which health benefits are provided, i.e., health 
insurance, dental insurance and life insurance. 
 

The following specific events can be considered triggering events if they result in a loss of 
coverage:   
 

● Death of the covered employee; 
● Voluntary or involuntary termination of the covered employee’s employment other 

than by reason of gross misconduct; 
● Retirement; 
● Reduction of hours of the covered employee’s employment; 
● Divorce or legal separation of the covered employee from the employee’s spouse; 
● Covered employee becomes entitled to benefits under Medicare; 
● Dependent child ceases to be a dependent child under the generally applicable 

requirements of the plan. 
 

An employee or his/her spouse or dependents must notify LeAnn Wright, Benefits 
Administrator at Corporate Health Systems, Inc. (CHS) 952-873-7124, of triggering events 
that allow for continued health care coverage.  See  www.isd917.k12.mn.us, Employee 

Benefits, Flex Benefits Information and Forms for a link to the CHS website. 
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Communicable Diseases – District Policy 420 
It is the policy of the School Board that students with chronic infectious diseases not be 
excluded from attending school in their regular classrooms so long as their attendance 
does not create a substantial risk of the transmission of illness to children or employees of 
the School District. 
 

Employees with chronic infectious diseases are not to be excluded from attending to their 
customary employment so long as they are physically able to perform tasks assigned to 
them and so long as their employment does not create a substantial risk of the 
transmission of illness to children or employees of the District. 
 

Public concern regarding communicable diseases is neither an excuse nor defense for the 
violation of data privacy rights of students or employees who have or are rumored to have 
such illnesses. 
 

Conflict of Interest  
No employee of District 917, including any member of the Board of education, nor any 
person connected with the public school system in any capacity, shall be interested 
directly or indirectly in the sale, proceeds, or profits of any book, apparatus, furniture or 
product used, or to be used, in any school with which one is connected in any official 
capacity. 
 

This section shall not apply to a person who may have an interest in the sale of a book as 
its author provided the employee does not participate in the selection process. 
 

Copyright - United States Code Title 17   
Employees are personally responsible for compliance with, and knowledge of existing 
copyright statutes and laws.   Generally speaking, a copyright is created automatically 
when an original work is fixed in any tangible medium of expression that can be perceived, 
reproduced or communicated.   A copyright gives the owner exclusive rights to 
reproduction, adaptation, publication, performance and display.  There are limited fair use 
exceptions that would permit an educator to use copyrighted material for scholarly work or 
teaching.  A fair use exception gives the non-owner the privilege of using copyrighted 
material without consent of the owner.  In general, a teacher can make a single copy of a 
page, chapter or article for personal use. 
 

Discrimination – Title IX – Policy 402 
No person shall, on the basis of sex, race or religious preference be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any 
program or activity in the School District. 
 

Administration shall comply with Title IX Regulations promulgated by the U.S. Department 
of Education, Minnesota Statutes, and the Minnesota State Board of Education guidelines 
implementing this policy. 
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Human Rights Officer and Alternates 
Human Rights Officer  Don Budach  Special Education Assistant Director/Principal
    651-423-8426  DCTC Main Campus 
 
Alternate   Eric Van Brocklin Secondary Lead Principal   
    651-423-8259  DCTC Main Campus 
 
Alternate   Meghan Dobson Special Education Lead Teacher  
    651-423-8125  Alliance Education Center 
  
Alternate   Brenda Tollefson Special Education Lead Teacher 

651-423-8343  DCTC Main Campus 
 
Alternate   Nicolle Roush  Business Manager    
    651-423-8227  DCTC Main Campus  
 

It is the responsibility of the instructional administration to incorporate processes into all 
regular review and selection of curriculum – materials and experiences – through which it 
may be determined whether there is evidence of racism, sexism, or religious 
discrimination. 
 

Election Day - MN Statute 204c.03  
Except for regularly scheduled classes, a public elementary or secondary school may not 
hold a school-sponsored event between 6:00 PM and 8:00 PM on the day that a major 
political party precinct caucus or a regularly scheduled election is held in any political 
subdivision in which that school is located. 
 

E-mail and Electronic Devices - MN Statute 13.05 – Policy 490 
E-mail is intended for educational and organizational communication.  The use of e-mail 
for private purposes is strongly discouraged.   Employees are responsible for the content 
of e-mails they send.  They are also responsible for the appropriate handling of e-mail they 
receive.   If an employee receives e-mail that is inappropriate, the employee should place 
the e-mail in the junk mail trash.  Data maintained by a government body in electronic form 
falls under the purview of the Minnesota Government Data Practices Act.  Accordingly, all 
of the classifications of data that are created within the Act must be respected within an 
electronic storage system.  All mail created on publicly owned computers is public 
information.  The employee does not have a guarantee of privacy.  Even if e-mail has 
been deleted by the user, there likely is still a record of it in the computer.   E-mail users 
should NOT send candid and informal messages that they would never put in a memo or a 
letter.   E-mail indiscretions may fall under the Minnesota Government Data Practices Act. 
 

Emergency Closings – District Policy 466 
When the start of a school day is delayed due to an emergency, and unless directed 
otherwise, staff members are expected to report to work at their usual time or as soon as 
practical thereafter.   Employees are not excused from any portion of their normal workday 
as the result of a late start for students unless expressly dismissed by the Superintendent.   
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For early dismissal, the type of emergency and student departure schedule will determine 
how long personnel are to remain in the building and the duties they will perform. 
 

Upon notice that school will be closed due to an emergency, unless expressly dismissed 
with pay by the Superintendent, compensation for the day is governed by the respective 
employment agreement.  Makeup days, if any, will be scheduled by the Board of 
Education.  Do not come to work if told not to report.  If nonexempt (hourly) employees 
report on a day that they are told not to, they will not be paid for the day. 
 

Delayed starts, early dismissals and school closings will be broadcast on WCCO-Radio 
AM 830, WCCO – TV Channel 4. 
 

Eye Protective Devices - MN Statute 126.20 
Every person shall wear industrial quality eye protective devices when performing any 
function in connection with activities taking place in eye protection areas.  Protective eye 
wear is provided to protect the employee.  For more information on Personal Protection 
Equipment, written plans can be found on the website at www.isd917.k12.mn.us, under For 
917 Staff, Health, Wellness, & Safety Committee. 
 

Family and Medical Leave Act (FMLA) 
The District will provide up to twelve weeks of unpaid leave in a twelve-month (July 1 – 
June 30) period for any of the following reasons: 
  

● The birth of a child; 
● The placement of a child for adoption or foster care; 
● The care of a seriously ill son or daughter, spouse, or parent; or 
● For an employee’s own serious illness.   

 

Regular full-time and part-time employees who have been employed for at least one year 
and who have worked at least 1,250 during the preceding 12 months when the leave starts 
are eligible.  Spouses who are both employed by the District are limited to a combined 
total of 12 work weeks of family leave for the birth or placement of a child or to care for a 
parent (but not a parent-in-law) who has a serious health condition.  Contact Payroll at 
651-423-8245 for more information or to request forms.  For the complete policy go to the 
district website www.isd917.k12.mn.us, and click on About, School Board, Policies. 
 

Gifts/Donations 
Gifts to the School District must be acknowledged by a resolution by the School Board of 
Education  at each monthly board meeting.  Employees are responsible for notifying their 
direct supervisor of any gifts/donations. Acceptance of the gift is recommended by the 
administrator.  The recommendation is then forwarded to the Superintendent for Board 
action. The purpose of this policy is to assure that the contribution is properly recognized 
and the gift is of use and value to the District.   
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Grievance Procedures 
A grievance is a claim by an employee that there has been a violation, a misinterpretation 
or misapplication of a District policy or regulation adoption by the Board or a written 
administrative procedure.  Grievances may also be made by employees with a negotiated 
master agreement disputing the interpretation of terms and conditions of employment 
contained in the master agreement.  Contract grievance time lines are described in 
individual master agreements.  See www.isd917.k12.mn.us, For 917 Staff, Employee 
Contracts and Classifications. 
 

Generally, if an employee believes there is a basis for a grievance, the employee needs to 
discuss it within a short time (10 days for non-contract items) with his or her administrator.  
The administrator shall make a written response, again within a short time (7 days for non-
contract items).  In the event the employee is not satisfied with the disposition of the 
alleged grievance by the administrator, the employee needs to submit a copy of the 
original grievance and a copy of the first written response to the Superintendent (again 
with 10 days), who may appoint a designee to hear the grievance at Level II (again within 
7 days).    

 

 Internet Use – District Policy 490 
Staff is expressly prohibited from using District Internet resources to access, upload, 
download or distribute any material that violates ISD 917’s violence/harassment or 
respectful behavior policies; violates any local, state, or federal statute; access another 
person’s materials, information or files without the implied or direct permission of that 
person; violates copyright laws; or use for unauthorized commercial purposes and 
financial gain.  The use of the internet for private, non-educational purposes is strongly 
discouraged.    A form was included with your new employee packet to fill out, sign 
and return to Personnel. 
 

Mandated Reporting of Child Abuse, Sexual Abuse and  
Neglect  - MN Chapter 626 – Policy 6.361 

“Subd 3.  Persons mandated to report:  A person who knows or has reason to believe a 
child is being neglected or physically or sexually abused, or has been neglected or 
physically or sexually abused within the preceding three years, shall immediately report 
the information to the local welfare agency, policy department, or the county sheriff if the 
person is “a professional or professional’s delegate who is engaged in the practice of the 
healing arts, social services, hospital administration, psychological or psychiatric 
treatment, child care, education, or law enforcement.”  Effective August 1, 2002, a 
mandated reporter who knows or has reason to believe that two or more children not 
related to the perpetrator have been physically or sexually abused by the same perpetrator 
within the preceding ten years must also report to the appropriate agency. 
 

A school employee must report to the appropriate agency.  It is not sufficient to report only 
to your immediate administrator.  It is not the employee’s responsibility to determine the 
validity of a given report.  It is the duty of every mandated reporter to report. 

260

http://www.isd917.k12.mn.us/


35 

 

 

Any person mandated to report who fails to do so shall be guilty of a misdemeanor.  Any 
mandated reporter who fails to report abuse of the nature specified as of August 1, 2002, 
is guilty of a gross misdemeanor. 
 

School personnel suspecting child abuse, sexual abuse, or neglect by individuals who are 
not employees of the district shall report the situation to either the appropriate law 
enforcement agency or the appropriate county welfare agency and notify his/her 
immediate administrator of such action. 
 

Effective July 1, 1999, the Minnesota Department of Education or the local police 
department are agencies responsible for assessing and investigating child maltreatment 
allegations that occur in the school setting by employees of the District.  A person who 
knows or has reason to believe a child is being neglected or physically or sexually abused, 
or has been neglected or physically abused within the preceding three years by school 
staff in the school setting, shall immediately report the information to the police or the 
Minnesota Department of Education.   
 

An oral report must be made within 24 hours of receiving the information.  A written report 
must be filed within 48 hours of the oral report.    
 

Anyone making a report of abuse or neglect is provided immunity and cannot be 
prosecuted for reports made in good faith and his/her name is confidential, accessible only 
by court order. 
 

When carrying out reporting procedures as required by state legislation, education 
employees who report to a welfare or law enforcement agency, District officials or the 
Minnesota Department of Education that a child is being physically or sexually abused will 
be protected and supported by the School District.  This support and protection also 
applies when an educator must self-report or report a colleague.   
 

The District prohibits retaliation against a person for reporting in good faith.  If a child 
resides in Dakota County or if the alleged abuse occurs in a school located in Dakota 
County, the employee should report to Dakota County Child Protection 952-891-7459.    
 

Notice of Privacy Practices 
See www.isd917.k12.mn.us, For 917 Staff, District Forms, District, Business and Employee 
Forms, Notice of Privacy Practices. 
 

Paid and Unpaid Leaves 
Leave provisions for staff vary depending on their union agreement or their board 
approved terms and conditions.  It is recommended that you familiarize yourself with your 
agreement before you have a need to be absent from your assignment.  The agreements 
are available on the district website at www.isd917.k12.mn.us, Employment, Contracts/Union 
Groups. 
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Patriotic Observances - MN Statute 120A.42  
The governing body of any district may contract with any of the teachers thereof for the 
conduct of schools, and may conduct schools, on either, or any, of the following holidays, 
provided that a clause to this effect is inserted in the teacher’s contract:  Martin Luther 
King’s birthday, Lincoln’s and Washington’s birthdays, Columbus Day and Veterans’ Day. 
 

On Martin Luther King’s birthday, Washington’s birthday, Lincoln’s birthday, and Veterans’ 
Day at least one hour of the school program be devoted to a patriotic observance of that 
holiday.   
 

Teachers should check with their administrator regarding the school’s practice for meeting 
this requirement. 
 

Personnel Records  
All evaluations and files generated within a school district relating to each individual 
employee shall be available during regular school business hours to each individual 
employee upon a written request.  The employee shall have the right to reproduce any of 
the contents of the files at the employee’s expense and to submit for inclusion a response 
to any material contained therein; provided, however, a school district may destroy such 
files as provided by law. 
 

All file material to be included in an employee’s personnel file must be forwarded to 
Personnel by June 30 of the year of occurrence. 
 

Probationary Period for Teachers 
The first, second, and third consecutive years of experience for employees defined by MN 
Statute 122A.40, is deemed to be probationary for those Minnesota public school 
employees.  Thereafter, the probationary period in each school district is one year.  
Teachers who work more than 120 days must be evaluated at least three (3) times.  
Teachers who work at least 60 days but less than 120 days must be evaluated at least two 
(2) times, and teachers who work fewer than 60 days must be evaluated at least one (1) 
time during the school year. 
 

During the probationary period, any annual contract with any certificated employee may or 
may not be renewed as the Board shall see fit, provided that written notice be given before 
July 1. 
 

Generally speaking, program assistants have a three-year probationary period.  
Employees should consult their respective master agreements for specific wording.  See 
Master Agreements at www.isd917.k12.mn.us, For 917 Staff, Employee Contracts and 
Classifications. 
 

Prohibition Against  Corporal Punishment, Child Abuse, 
Sexual Abuse, and Neglect – District Policy 414 

ISD 917’s Board of Education recognizes child abuse and inappropriate discipline as 
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critical problems for learners, the educational system, and society.  This School District will 
be actively involved because children and youth are at risk in the learning process when 
they are abused or inappropriately disciplined. 
 

The Board is committed to promoting healthy human relationships and positive role 
models regarding appropriate use of power.  Students are a priority, and no physical or 
emotional harm is to come to them during the teaching-learning process.  
 

District employees or agents of the District are required by law to refrain from causing or 
inflicting upon a pupil the use of corporal punishment.  Punishment means, “conduct 
involving physical force and infliction of bodily pain.  It also means conduct involving 
cruelty or unreasonable force that causes substantial emotional harm.”  District employees 
are required by law to refrain from emotional maltreatment. 
 

Child abuse includes: sexual abuse; neglect; violent behavior or domestic assault by a 
parent or caregiver within the sight or sound of the child; chronic and severe use of alcohol 
or a controlled substance by a parent or guardian that adversely affects the child’s basic 
needs and safety; emotional harm from a pattern of behavior which contributes to impaired 
emotional functioning of the child and physical abuse. 
 

Physical abuse includes, but is not limited to, the following acts when done in anger or 
without regard to the child’s safety: 
 

● Throwing, kicking, burning, biting, or cutting a child 

● Striking a child with a closed fist 
● Shaking a child under age 3 

● Striking or other actions which result in any non-accidental injury to a child under 18 
months 

● Interference with a child’s breathing 

● Threatening a child with a weapon striking a child under age one on the face or 
head 

● Purposely giving a child poison, alcohol, dangerous, harmful or controlled 
substances which were not prescribed for the child by a practitioner, in order to 
control or punish the child or other substances that substantially affect the child’s 
behavior, motor coordination, or judgment or that results in sickness or internal 
injury, or subjects the child to medical procedures that would be unnecessary if the 
child were not exposed to the substance. 

● Unreasonable physical confinement including but not limited to tying, caging or 
chaining. 

 

District employees are encouraged to use the following in teaching, counseling, coaching, 
caretaking, and administrative roles: 
 

● Manage the learning climate so as to create a balance of power among educators 
and learners 

● Inform parent or guardian regarding behavior problems in the classroom 
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● Meet with parents or guardians regarding behavior problems 

● Identify behaviors of concern and refer students to someone who many be able to 
diagnose and/or address problems 

● Recommend counseling or other appropriate professional services 

● Physically restrain a student who is hurting others or self 
● If necessary, reasonable force may be used. 

 

“Reasonable physical force may be used to quell a disturbance, to obtain 
possession of weapons or dangerous objects on the pupil or within the immediate 
control of the pupil, to defend oneself  or others, or to prevent harm to another 
person or school property.”  (Minnesota 1989 session laws, Chapter 114) 
 

Reasonable force may be used by a teacher “in the exercise of lawful authority to 
restrain or correct such child or pupil” or . . .  “when necessary to restrain the child 
from self injury or injury.” 
 

The School District will take such disciplinary action it deems necessary and appropriate, 
including warning, suspension, or immediate discharge to end child maltreatment and 
inappropriate discipline by educators and prevent its recurrence.  Employees may be 
referred for treatment of violent behavior tendencies, or referred for learning positive 
behavior management for classroom and school. 
 

The District also recognizes that it has an obligation to support and protect employees 
from unjust accusations.  The District recognizes and supports the legal due process 
concept that all are preesumed innocent until proven guilty.  The District will specifically 
support the employee through use of the District’s Employee Assistance Program and/or 
other counseling if needed.  The District will ensure enforcement of the student discipline 
policies and procedures and cooperate with law enforcement officials in prosecution of 
students for juvenile or adult criminal offenses. 
 

Public Personnel Data - MN Statute 13.43 – Policy 406 
The following personnel data on current and former employees, volunteers, and 
independent contractors of  a statewide system is public:  name, actual gross salary, 
salary range, contract fees, actual gross pension, the value and nature of employer paid 
fringe benefits, the basis for and the amount of any added remuneration, including 
expense reimbursement, in addition to salary, job title, job description, education and 
training background, previous work experience, date of first and last employment, the 
existence and status of any complaints or charges against the employee, whether or not 
the complaint or charge resulted in a disciplinary action, the final disposition of any 
disciplinary action together with the specific reasons for the action and data documenting 
the basis of the action, excluding data that would identify confidential sources who are 
employees of the school district, work location, work telephone number, badge number, 
honors and awards received, payroll time sheets except to the extent that release of time 
sheet data would reveal the employee’s reasons for the use of sick or other medical leave. 
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Public School Fee Law - MN Statute 120.71 
Public school education shall be free and no pupil shall be denied an education because 
of economic inability to furnish educational books and supplies necessary to complete 
educational requirements necessary for graduation.  . . . School boards do have the right . 
. . to make certain charges and to establish fees in areas considered extra curricular, non-
curricular or supplementary to the requirements for the successful completion of a class or 
educational program. 
 

Respectful Behavior  
Staff, parents, students and community members should be treated in a manner, which 
enhances self-esteem and supports the dignity of the individual.  Creating a positive 
climate is critical to the achievement of the district’s mission.  To create this positive 
climate, every individual must act with respect, defined as “to value one’s self and to act 
out of consideration for others.”  Staff consequences for disrespectful behavior may result 
in discipline. 
 

Section 504 of the Rehabilitation Act 
It is the responsibility of the District to identify and evaluate learners whom, within the 
intent of Section 504, need special services, accommodations, or programs in order to 
receive the required free appropriate public education.  A learner who is protected under 
Section 504 is one who has a physical or mental impairment that substantially limits one or 
more major life activities, including learning, has a record of such impairment, or is 
regarded as having such impairment. 
 

SEE ALSO 

Additional state laws are cited in the following District policies and procedures: 
 

 Removal of Students from Class, Policy 6.312 and 6.315b, MN Statute 127.41 

 Reporting chemical abuse, Policy 418, MN State 126.037 

 Reporting child abuse, Policy 6.36 and 6.361, MN Statute 626.556 

 Sexual, religious, racial harassment, Policy 413, MN Statute 127.46 

 Teacher Probation, Policy 458, MN Statute 125.12 
 

Staff-Student Relationships – District Policy 423 
This policy applies to all school district employees at all times, whether on or off duty, and 
on or off school district locations.  At all times teachers must be mindful of their inherent 
positions of authority and the need to maintain a standard of professionalism.  Employees 
must exercise good judgment in all interpersonal relationships with students.  Such 
relationships must be and remain on a teacher-student basis or employee-student basis.  
Actions that violate this policy include, but are not limited to:  dating students, having any 
interaction/activity of a sexual nature with a student, committing or attempting to induce a 
student or others to commit an illegal act or act of immoral conduct which may be harmful 
to others or bring discredit to the school district, supplying alcohol or any illegal  substance 
to a student, allowing a student access to such substances, or failing to take reasonable 
steps to prevent such access from occurring.   Excessive informal and social involvement 
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with individual students is unprofessional and is not compatible with employee-student 
relationships.  School district employees shall, whenever possible, ensure safeguards 
against improper relationships.  Safeguards may include such measures as keeping doors 
open when meeting with a student one on one, making sure that such meetings with a 
student take place in rooms with windows and/or others nearby, talking with the parent 
when calling the student’s home, etc. 
 

Subpoena of a School District Employee – District Policy 408 
This policy protects the privacy rights of students and employees when requested to testify 
or provide educational or personnel records for a judicial or administrative hearing.  It 
provides guidance to employees and members of the school board who may be 
subpoenaed.  Private data may not be released, except pursuant to informed consent by 
the subject of the data or pursuant to a valid court order.  A subpoena is NOT a court 
order.  Any employee who receives a subpoena shall immediately inform his/her building 
administrator.  The building administrator shall immediately inform the Superintendent.  
Direction will be provided and legal counsel will be sought as necessary. 
 

Tax Sheltered Annuities and Deferred Compensation Plan – 
District Policy 494 

Any employee may participate in qualified tax deferred annuity and tax deferred 
compensation plans via a salary reduction agreement.   Employees may use a district 
approved 403b/457 Plan Provider (list of approved vendors can be obtained on the district 
website).  Employees may change their contributions at any time by submitting a new 
salary reduction form.  This change will take place approximately 30 days after submission 
of the form. Employees must comply with the IRS rules regarding the amount that may be 
deferred to a tax-sheltered annuity or tax-deferred compensation plans. 
 

Employees may be eligible under their contract for a matching contribution to a tax-
deferred annuity or deferred compensation plan.  Individuals should consult applicable 
Master Agreements.  Payroll will inform non-exempt (hourly) employees before September 
20th of each year as the amount of match available.   
 

See www.isd917.k12.mn.us, For 917 Staff, Employee Benefits, Tax Sheltered Annuities for 
additional information. 
 

Teacher Forms 
Forms such as Lane Changes, Clock Hour Approvals, etc, can be found at www.isd917.k12.mn.us; 
For 917 Staff, District Forms, Teacher Forms. 
 

Teacher License Renewal  
The Continuing Education Committee follows Board of Teaching rules to evaluate 
continuing education activities and recommend renewal of five-year licenses and the 
teaching verification needed for initial continuing licensure.  Each teacher who is renewing 
a five-year license is required to complete 125 clock hours with specific training in the 
areas of:  positive behavioral interventions, modification, accommodation, or adaptation of 
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curriculum, instruction, or materials for students with special needs, reading instruction 
preparation, and understanding the key warning signs of early-onset mental illnesses in 
children and adolescents.   A handbook on licensure and recertification is available from 
the relicensure committee.  Teachers may submit license renewal applications anytime 
after January 1 of the year in which the license expires.  Teachers may not teach without a 
current license or approved Board of Teaching waiver.  It is the responsibility of every 
teacher to maintain a current license at all times.  Failure to do so may result in discipline. 
 

Tobacco Free Environment – District Policy 419 
Smoking and the use of tobacco products by students, staff, visitors and tenants, is 
prohibited on School District property.  This shall include school buildings, grounds, and 
school-owned vehicles. 
 

Transporting Students – District Policy 6.93 
Transporting students as a regular part of your position requires that standards are met 
that authorize individuals to operate type III vehicles. 
 

Requirements include: 
 

● Valid, Class D License submitted to administrator so that a copy of the driver’s 
motor vehicle report can be obtained.  *More than three (3) moving violations in 
three years will cause you to be ineligible to drive; 

● Reports to district of any moving violations within ten (10) days; 
● Agreement to submit to random drug and alcohol testing; 
● Passing MnDOT physical exam (only if your sole responsibility is to transport 

students). 
 

Violence/Harassment – District Policy 413 
The School District prohibits any form of violence or harassment.  Violence is a “physical 
or verbal act of aggression towards individuals or property.”  Harassment is “participating 
in or conspiring for others to engage in intentional conduct in a manner that would cause a 
reasonable person under the circumstances to feel oppressed, persecuted, or intimidated” 
through words or actions that negatively impact a person as defined by race, color, sex, 
disability, religion, creed, national origin or culture, age, marital status, sexual orientation, 
socio-economic status, veteran’s status, or physical or mental attributes. 
 

Any employee who has knowledge of violence or harassment occurring on District 
grounds or at district-sponsored activity or event must report the alleged acts immediately 
to a principal, administrator, or to the Personnel Department. 
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APPENDIXES 
 

Important Information About Your COBRA Continuation Coverage 
Rights – Appendix A 

  
Federal law requires that most group health plans (including this Plan) give employees 
and their families the opportunity to continue their health Care coverage when there is a 
"qualifying event" that would result in a loss of coverage under an employer's plan. 
Depending on the type of qualifying event, "qualified beneficiaries" can include the 
employee (or retired employee) covered under the group health plan, the covered 
employee's spouse, and the dependent children of the covered employee.   
  
Continuation coverage is the same coverage that the Plan gives to other participants or 
beneficiaries under the Plan who is not receiving, continuation coverage.  Each qualified 
beneficiary who elects continuation coverage will have the same rights under the Plan as 
other participants or beneficiaries covered under the Plan including open enrollment and 
special enrollment rights.   
  
How long will continuation coverage last?  
  
In the case of a loss of coverage due to end of employment or reduction in hours of 
employment, coverage generally may be continued only for up to a total of 18 months. In 
the case of losses of coverage due to an employee's death, divorce or legal separation, 
the employee's becoming entitled to Medicare benefits or a dependent child ceasing to be 
a dependent under the terms of the plan, coverage may be continued for up to a total of 36 
months. When the qualifying event is the end of employment or reduction of the 
employee’s hours of employment, and the employee became entitled to Medicare benefits 
less than 18 months before the qualifying event, COBRA continuation coverage for 
qualified beneficiaries other than the employee lasts until 36 months after the date of 
Medicare entitlement. This notice shows the maximum period of continuation coverage 
available to the qualified beneficiaries.   
  
Continuation coverage will be terminated before the end of the maximum period if:  any 
required premium is not paid in full on time, or  a qualified beneficiary becomes covered, 
after electing continuation coverage, under another group health plan that does not 
impose any pre-existing condition exclusion for a pre-existing condition of the qualified 
beneficiary, or a covered employee becomes entitled to Medicare benefits (under Part A, 
Part B, or both) after electing continuation coverage, or the employer ceases to provide 
any group health plan for its employees.   
  
Continuation Coverage may also be terminated for any reason the Plan would terminate 
coverage of a participant or beneficiary not receiving continuation coverage (such as 
fraud).   
  
How can you extend the length of COBRA continuation coverage?  
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If you elect continuation coverage, an extension of the maximum period of coverage may 
be available if a qualified beneficiary is disabled or a second qualifying event occurs. You 
must notify Kelly Kalash, Corporate Health Systems, Inc. of a disability or a second 
qualifying event in order to extend the period of continuation coverage. Failure to provide 
notice of a disability, or second qualifying event may affect the right to extend the period of 
continuation coverage.   
  
Disability   
An 11-month extension of coverage may be available if any of the qualified beneficiaries is 
determined by the Social Security Administration (SSA) to be disabled. The disability has 
to have started at some time before the 60th day of COBRA continuation coverage and 
must last at least until the end of the 18 month period of continuation coverage.  Each 
qualified beneficiary who has elected continuation coverage; will be entitled to the 11-
month disability extension if one of them qualifies. If the qualified beneficiary is determined 
by SSA to no longer be disabled, you must notify the Plan of that fact within 30 days after 
SSA's determination.   
  
Second Qualifying Event   
An 18-month extension of coverage will be available to spouses and dependent children 
who elect continuation coverage if a second qualifying event occurs during the first 18 
months of continuation coverage. The maximum amount of continuation coverage 
available when a second qualifying event occurs is 36 months. Such second qualifying 
events may include the death of a covered employee, divorce or separation from the 
covered employee, the covered employee's becoming entitled to Medicare benefits (under 
Part A. Part B, or both), or a dependent child's ceasing to be eligible for coverage as a 
dependent under the Plan. These events can be a second qualifying event only if they 
would have caused the qualified beneficiary to lose coverage under the Plan if the first 
qualifying event had not occurred. You must notify Kelly Kalash Benefits Administrator 
at Corporate Health Systems, Inc. within 60 days after a second qualifying event occurs 
if you want to extend your continuation coverage.   
  
How can you elect COBRA continuation coverage?   
  
To elect continuation coverage, you must complete the Election Form and furnish it 
according to the directions on the form. Each qualified beneficiary has a separate right to 
elect continuation coverage. For example, the employee's spouse may elect continuation 
coverage even if the employee does not. Continuation coverage may be elected for only 
one, several, or for all dependent children who are qualified beneficiaries. A parent may 
elect to continue coverage on behalf of any dependent children. The employee or the 
employee's spouse can elect continuation coverage on behalf of all of the qualified 
beneficiaries.   
  
In considering whether to elect continuation coverage, you should take into account that a 
failure to continue your group health coverage will affect your future rights under federal 
law. First, you can lose the right to avoid having pre-existing condition exclusions applied 
to you by other group health plans if you have more than a 63-day gap in health coverage, 
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and election of continuation coverage may help you not have such a gap. Second, you will 
lose the guaranteed right to purchase individual health insurance policies that do not 
impose such pre-existing condition exclusions if you do not get continuation coverage for 
the maximum time available to you. Finally, you should take into account that you have 
special enrollment rights under federal law. You have the right to request special 
enrollment in another group health plan for which you are otherwise eligible (such as a 
plan sponsored by your spouse's employer) within 30 days after your group health 
coverage ends because of the qualifying event listed above. You will also have the same 
special enrollment right at the end of continuation coverage if you get continuation 
coverage for the maximum time available to you.   
  
How much does COBRA continuation coverage?   
  
Generally, each qualified beneficiary may be required to pay the entire cost of continuation 
coverage. The amount a qualified beneficiary may be required to pay may not exceed 102 
percent (or, in the case of an extension of continuation coverage due to a disability, 150 
percent) of the cost to the group health plan (including both employer and employee 
contributions) for coverage of a similarly situated plan participant or beneficiary who is not 
receiving continuation coverage. The required payment for each continuation coverage 
period for each option is described in this notice.   
  
When and how must payment for COBRA continuation coverage be made?  
  
First payment for continuation coverage   
  
If you elect continuation coverage, you do not have to send any payment with the Election 
Form. However, you must make your first payment for continuation coverage not later than 
45 days after the date of your election. (This is the date the Election Notice is post-
marked, if mailed.) If you do not make your first payment for continuation coverage in full 
no later than 45 days after the date of your election, you will lose all continuation coverage 
rights under the Plan. You are responsible for making sure that the amount of your first 
payment is correct. You may contact Kelly Kalash,  Corporate Health Systems, Inc. to 
confirm the correct amount of your first payment.   
  
Periodic payments for continuation coverage   
  
After you make your first payment for continuation coverage, you will be required to make 
payments for each subsequent coverage period. The amount due for each coverage 
period for each qualified beneficiary is shown in this notice. The periodic payments can be 
made on a monthly basis. Under the Plan, each of these periodic payments for 
continuation coverage is due on the twenty-fifth of the preceding month for that coverage 
period. If you make a periodic payment on or before the first day of the coverage period to 
which it applies, your coverage under the Plan will continue for that coverage period 
without any break. Intermediate School District #917 will not send notice of payments due 
for these coverage periods.   
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Grace periods for periodic payments   
  
Although periodic payments are due on the dates shown above, you will be given a grace 
period of 30 days after the first day of the coverage period 30 days to make each periodic 
payment. Your continuation coverage will be provided for each coverage period as long as 
payment for that coverage period is made before the end of the grace period for that 
payment. However, if you pay a periodic payment later than the first day of the coverage 
period to which it applies, but before the end of the grace period for the coverage period, 
your coverage under the Plan will be suspended as of the first day of the coverage period 
and then retroactively reinstated (going back to the first day of the coverage period) when 
the periodic payment is received. This means that any claim you submit for benefits while 
your coverage is suspended may be denied and may have to be resubmitted once your 
coverage is reinstated.)   
  
If you fail to make a periodic payment before the end of the grace period for that coverage 
period, you will lose all rights to continuation coverage under the Plan.   
  
Your first payment and all periodic payments for continuation coverage should be sent to: 
Intermediate School District #917, Attn: Corporate Health Systems, Attn: Kelly Kalash, 
15153 Technology Drive, Suite B, Eden Prairie, MN 55344-2273 
 
For more information   
  
This notice does not fully describe continuation coverage or other rights under the Plan. 
More information about continuation coverage and your rights under the Plan is available 
in your summary plan description or from the Business Office.   
  
If you have any questions concerning the information in this notice your rights to coverage, 
or if you want a copy of your summary plan description, you should contact: 
 
Kelly Kalash, Benefits Administrator 
15153 Technology Drive, Suite B 
Eden Prairie, MN 55344-2273 
Phone: 952-873-7118  
 
For more information about your rights under ERISA, including COBRA, the Health 
Insurance Portability and Accountability Act (HIPAA), and other laws affecting group health 
plans, contact the U.S. Department of Labor’s Employee Benefits Security Administration 
(EBSA) in your area or visit the EBSA website at www.dol.gov/ebsa for addresses and 
phone numbers of Regional and District EBSA Office.  
  
Keep Your Plan Informed of Address Changes   
  
In order to protect your and your family's rights, you should keep Diane Jeffries, 
Personnel, at Intermediate School District #917 and Corporate Health Systems informed 
of any changes in your address and the addresses of family members.  
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   * * *  ATTENTION * * *    

 Intermediate School District 917 Policy Against Religious, Racial, 
And Sexual Harassment And Violence – Appendix B 

 
1. Everyone at District 917 has a right to feel respected and safe.   Consequently, we want you to know 

about our policy to prevent religious, racial or sexual harassment and violence of any kind. 
2. A harasser may be a student or an adult. Harassment may include the following when related to religion, 

race, sex or gender: 
 a. Name calling, jokes or rumors; 
 b. pulling on clothing; 
 c.  graffiti; 
 d. notes or cartoons; 
 e. unwelcome touching of a person or clothing; 
 f. offensive or graphic posters or book covers; or 
 g. any words or actions that make you feel uncomfortable, embarrass you, hurt your feelings or make 
  you feel bad. 
3. If any words or actions make you feel uncomfortable or fearful, you need to tell a teacher, counselor, 

program administrator, the district Human Rights Officer or an alternate. 
4. You may also make a written report.  It should be given to a teacher, counselor, program administrator, 

the District Human Rights Officer or an alternate. 
5. Your right to privacy will be respected as much as possible. 
6. We take seriously all reports of religious, racial or sexual harassment or violence and will take all 

appropriate actions based on your report. 
7. Intermediate District 917 will also take action if anyone tries to intimidate you or take action to harm you 

because of your report. 
8. This is a summary of Intermediate District 917 policy against religious, racial and sexual harassment and 

violence.  Complete policies are available on the website at www.isd917.k12.mn.us, and are part of the 
student/staff handbooks.  (Policy 413 Harassment and Violence.)   

 

RELIGIOUS, RACIAL AND SEXUAL HARASSMENT AND VIOLENCE ARE AGAINST 
THE LAW.  DISCRIMINATION IS AGAINST THE LAW. 

 
Intermediate School District 917 Human Rights Officer and Alternates: 
 

Don Budach, Human Rights Officer Special Education Assistant Director/Principal, DCTC Main Campus 

 651-423-8426 

Eric Van Brocklin Secondary Technical Center Principal, DCTC Main Campus 

 651-423-8259 

Brenda Tollefson, Alternate Special Education Lead Teacher, DCTC Main Campus 

 651-423-8343 

Megan Dobson, , Alternate Special Education Lead Teacher, Alliance Education Center 

 651-423-8125 

Nicolle Roush, Alternate Business Manager, DCTC Main Campus 

 651-423-8227 

Patti Mattos, Alternate    DCALS Teacher, Main Campus  

651-423-8263 
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Notice of Privacy Practices - Appendix C 
Issued by Intermediate School District #917 

April 14, 2007 
 

 

We are required to inform you about the federal law that went into effect on April 14, 2003.  
It has new rights for anyone receiving health care.  The law is called the Health Insurance 
Portability and Accountability Act of 1996. 
 

The enclosed notice tells you about: 
 

● Privacy of your health care information 

● How medical information about you can be used. 

● How you can access the information 

 

Please read it carefully and keep it for you records. 
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Appendix C 

INTERMEDIATE SCHOOL DISTRICT 917 

Notice of Privacy Practices  
 

April 14, 2003 
 
This notice describes how medical information and other private information about you 
may be used and disclosed and how you can get access to this information. Please review 
it carefully. 
 
You have privacy right under the Minnesota Government Data Practices Act and the federal Health 
Insurance Portability and Accountability Act (HIPAA).  These laws protect your privacy but also let 
us give information about you to others if the law requires it.  We may tell you before we give the 
information.  These laws require us to keep your health information private and to give you notice 
of our legal duties and practices to protect private information.  We must follow the terms that we 
have agreed to in this notice.  However, we can choose to change the terms of this notice.  If we 
change the terms of this notice, those changes will be applied to all present and future information 
that we collect about you.  We will tell you if we change the terms of this notice. 
 
Why do we ask you for this information? 
 

● To help you get health insurance coverage 
● To collect money from other agencies, like insurance companies, if they should pay for your 

care 
 
Do you have to answer the questions we ask? 
Generally, the law does not say you have to give us this information. 
 
What will happen if you do not answer the questions we ask? 
We need the information about you to access and coordinate insurance benefits for you. Without 
the information, we may not be able to help you. 
 
With whom may we share information about you? 
We may give information about you to the following agencies if they need it for investigations or to 
help you or help us help you. We don’t always share information about you with these people. If 
you have questions about when we give these people information, contact the Business Office at 
District 917. 
 

● Mental health centers 
● Health care providers 
● State hospitals or long-term care facilities 
● Insurance companies to check benefits you or your children may get 
● Hospitals, if you, a friend or relative has an emergency and we need to contact someone 
● Internal Revenue Service 
● Social Security Administration 
● Minnesota Department of Economic Security 
● Minnesota Department of Revenue 
● Minnesota Department of Veteran Affairs 
● Guardian, conservator or person who has power of attorney for you 
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● Anyone else the law says we can give the information to  
 
You have the right to information we have about you 
 

● You may ask if we have any information about you and get copies. You may have to pay 
for the copies. 

● You may give other people permission to see and have copies of private information about 
you. 

● If we have collected health information about you, we may use it only for the purposes that 
we have listed in this notice. 

● You may question the accuracy of any information we have about you. 
● You have the right to ask us to share health information with you in a certain way or in a 

certain place. For example, you may as us to send health information to your work address 
instead of your home address. You must make this request in writing. You do not have to 
explain the basis for your request. If we find that your request is reasonable, we will grant it. 

● You can ask us to restrict uses or disclosure of your health information. Your request must 
be in writing. You must explain what information you want to restrict from being disclosed 
and to whom you want these restrictions to apply. You can request to end these restrictions 
at any time by calling us or by writing to us. We are not required to agree to your 
restrictions. 

● You have the right to receive a record of the people or organizations that we have shared 
your health information with. We must keep a record of each time we share your health 
information for six years from the date it was shared. This record started on April 14, 2003. 
It will NOT include those times we have shared your information in order to pay or bill for 
your health care services, or to run our programs. If you want a copy of this record, you 
must send a request in writing to our Privacy Official. 

● If you do not understand this information, you may ask to have it explained to you. 
 
What if you believe the information we have about you is wrong? 
Send your concerns in writing, telling us why the information is not accurate or complete. You may 
send your own explanation of the facts you disagree with. Your explanation will be attached any 
time that information is shared with another agency. 
 
Filing Complaints About Your Health Information Privacy Rights 
If you believe that your health information privacy rights have been violated, you may file a 
complaint. Write to the Business Office, or to the U.S. Department of Health and Human Services, 
at the address below. We cannot deny you services or treat you badly because you have filed 
a complaint 
against us. 
 
Intermediate School District #917 
1300 145th Street E. 
Rosemount, Minnesota 55068 
 
Office of Civil Rights 
Medical Privacy, Complaint Division 
U.S. Department of Health and Human Services 
200 Independence Avenue, SW, HHH Building, Room 509H 
Washington, D.C. 20201 
Phone: 866-627-7748/  TY: 866-788-4989 
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Notice To Employee Of Workers’ Compensation – Appendix D 
…………………………………………………………………………… 

Intermediate School District #917 is no longer enrolled in Comprehensive 
Managed Care (CMC) workers compensation certified managed care plan. 
 

What does this mean to you the employee? 

 

Effective July 1, 1999, if you are injured at work, you can receive necessary 
medical care related to your injury at your own attending clinic. 
 
You are not obligated to seek a designated clinic to be treated for a worker-related injury.  If 
possible, please seek treatment at the Apple Valley Medical Clinic.  You must, however, maintain 
communication with Intermediate School District #917 and RTW, Inc. regarding workers’ 
compensation claims.  A first report of injury form still needs to be filed and submitted to the 
Business Office as in the past.  If seeking medical attention, a work-ability report needs to be filled 
out by the attending physician and submitted to Intermediate School District #917 as well as 
submitted to RTW, Inc. 
 

You may contact your employer Valorie Whitmer at 651-423-8229  
          (Employer’s workers’ compensation contact) 

for additional information on workers’ compensation. 
 

 

Billing procedures have changed.  The attending clinic needs to send all 
work-related injury billings to: 
 

RTW, Inc. 
P.O. Box 390327 

Minneapolis, MN 55439 

 

Telephone: (800) 789-2242 

Fax: (800) 563-3364; (952) 838-3700 

 
Note: If prescriptions are needed, the first step is to call First Scripts at 1-800-791-2080 to find out where the 
closest networked pharmacy is to you.  When you go to the pharmacy, advise the pharmacist upon 
prescription presentation that this will be handled by First Script and s/he will call First Script at the above 
number for approval and processing. 
 
You may contact the Department of Labor and Industry for further information regarding workers’ 
compensation at the following numbers: 
 
   Twin City Area: (651) 284-5005          Outside the Twin Cities Area 1-800-342-5354 
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I.    ISD 917 Indoor Air Quality Management Plan 

 

A.   Purpose and Scope 

The purpose of this document is to provide minimum building operational standards to ensure acceptable 

indoor air quality within all Intermediate School District 917 facilities.  This plan will impact all building 

occupants by proactively managing indoor air quality and provide a healthier and safer environment for 

students and staff members.  This document is reviewed and revised annually, or more often if significant 

changes are made to building operations, cleaning, or maintenance. 

 

B. Description 

Indoor Air Quality (IAQ) files and all records relating to IAQ are located in the Superintendent’s office at 

Dakota County Technical College, 1300 145
th
 Street East, Rosemount, MN, 55068. 
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The following building locations (categorized) will be occupied by Intermediate School District 917 

programs during the 2015-2016 school year: 
 

 

DISTRICT OWNED SPACE 

 

Alliance Education Center 

14300 Biscayne Avenue 

Rosemount, MN 55068 

651-423-8100 

 

DISTRICT LEASED SPACE 

 

Apple Valley (TEA)  

5800 149
th
 Street West 

Apple Valley, MN  55124 

952-431-4063 

 

Dakota County Area Learning School North (DCALS-North) 

150 E. Marie  

West St. Paul, MN 55118 

651-332-5570 

 

SPACE OCCUPIED WITHIN ANOTHER PUBLIC SCHOOL DISTRICT 

 

Boeckman Middle School (PACES) 

800 Denmark Avenue 

Farmington, MN 55024 

651-460-1401 

 

Cedar School (IDEA, SUN) 

2140 Diffley Road 

Eagan, MN 55122 

952-707-4050 

 

Century Middle School (D/HH) 

18610 Ipava Avenue 

Lakeville, MN 55044 

952-232-2300 

 

Christa McAuliffe Elementary (DASH) 

1601 West 12
th
 Street 

Hastings, MN  55033 

651-480-7406 

 

Dakota County Technical College (TESA,  Dakota County Area Learning School (DCALS), 

Administrative Offices) 

1300 East 145
th
 Street 

Rosemount, MN  55068 

651-423-8214 

 

Diamondhead Education Center (D/HH) 

202 W. Burnsville Parkway 

Burnsville, MN 55337 
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952-895-6610 

 

Gideon Pond Elementary (D/HH) 

613 East 130
th
 Street 

Burnsville, MN  55337 

952-707-3090 

 

Hastings Senior High School (DASH) 

200 General Sieben Drive 

Hastings, MN  55033 

651-480-7521 

 

Hastings Middle School (DASH) 

1000 West 11
th

 

Hastings, MN  55033 

651-480-7092 

 

Henry Sibley High School (DASH) 

1897 Delaware Avenue 

Mendota Heights, MN  55118 

651-403-7345 

 

Lakeville North Senior High School (TESA and DASH) 

19600 Ipava Avenue West 

Lakeville, MN  55044 

952-232-3600 

 

Meadowview Elementary School (PACES) 

6100 195
th
 Street West 

Farmington, MN  55024 

651-460-3100 

 

SPACE OCCUPIED WITHIN OTHER FACILITIES (Public or Private) 
 

Anthony Louis Center 

1517 Highway 13 E 

Burnsville, MN 55337 

952-890-8879 

 

Juvenile Services Center (JSC) 

1600 West Highway 55 

Hastings, MN  55033 

651-438-4980 

 

Options 

151 W. Burnsville Parkway, #100 

Burnsville, MN 55337 

952-564-3000 

 

YTP 

100 River Ridge Blvd., Suite 200 

Burnsville, MN 55337 

952-562-8500 
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C. Acceptable Indoor Air Quality Goals 

Intermediate School District 917 has identified the following goals to assure acceptable indoor air quality 

within its facilities.  Each goal is measurable to provide a quantitative assessment of what constitutes good 

indoor air quality: 
 

Goals and Objectives 

1. Provide a minimum of 15 cubic feet per minute (cfm) of outside air per person during regular school 

hours. 

2. Reduce the number of complaints and reactive investigations by improving indoor air quality 

throughout the district and solving any problems/handling concerns proactively. 

3. Implement a thorough preventative maintenance program involving heating, ventilation, and air 

conditioning systems and building envelope. 

4. Improve the effectiveness of cleaning buildings with better procedures, supplies, and equipment. 

5. Reduce chemical usage during times when buildings are occupied. 

6. Improve the overall health and well being of building staff members and students. 

7. Ensure well-maintained building envelop (walls, windows, roofs) to limit moisture infiltration into 

buildings. 
 

D.  Process Utilized 

Intermediate School District 917 has followed a logical process as described in the “Tools for Schools” 

documents to develop this plan.  The specific process included: 
 

● Interviews with building custodians and program supervisors (Directors/Assistant Directors) to develop a 

database of the occupants’ present satisfaction with the quality of indoor air. 

● A baseline assessment of the indoor air quality within each facility that included appropriate indoor air 

quality testing 

● Problems identified and isolated were appropriately remedied or a plan was developed for remediation. 
 

E.   District Policy 

District 917 understands the importance of providing acceptable indoor air quality to our customer base. The 

district is committed to ensuring that acceptable indoor air quality is provided and maintained in all 

buildings. This Management Plan provides the tools to help provide acceptable indoor air quality. 
 

F.   IAQ Plan Review 

The Intermediate School District 917 Indoor Air Quality (IAQ) team will review this plan annually. 

 

 

II. Indoor Air Quality Team 

The following is a list of the District’s Indoor Air Quality Team members and their roles and responsibilities: 

A.  District IAQ Coordinator 

Name:   Linda Berg, ISD 917 Health and Safety Coordinator, Certificate #I1559 

Telephone:   651-423-8214 

Role and functions:  The primary role of the IAQ Coordinator is team management, coordination, and record 

keeping.  

● To manage the IAQ team and encourage a sense of shared responsibility and cooperative effort, and 

ensure the implementation of the Management Plan. 

● To prepare for emergency response and consult with the superintendent to determine if and when 

outside consultation is needed. 

● To maintain Minnesota Department of Education IAQ certification. 
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● To assure that baseline investigations are conducted and make recommendations to remediate 

identified IAQ problems. 

● To disseminate IAQ information, register IAQ complaints, direct the response and communicate IAQ 

issues and status to school administration, staff, students, parents and media. 
 

B.    District IAQ Team Members 

Name: John Christiansen, ISD 917 Superintendent, Chair 

Telephone: 651-423-8226 

Role and functions:  Supervision and administration of the IAQ plan. 

● To convene regular meetings of District 917 Health, Safety & Wellness Committee. 

● To ensure that agendas include IAQ and health/safety issues, concerns, and action plans. 

● To oversee building and facility operations. 

● To provide assistance in remediating IAQ concerns as they are identified. 

● To direct IAQ remediation activities as needed. 

● To communicate IAQ issues and status to school administration, staff, students, parents and    

the media. 
 

Name: Joan Asmus, Licensed School Nurse 

Telephone: 651-423-8152 

Role and functions:   

● To provide overall assistance related to health concerns attributable to IAQ.   

● To provide support in monitoring and recognizing trends in reported illnesses that may give warning 

signs of IAQ or other more serious health problems. 
 

Name: Scott Zehnder, Alliance Education Center, Maintenance Engineer 

Telephone: 651-423-8127 

Role and functions:   
● To ensure facility maintenance is appropriately planned and implemented.  

●  To provide assistance in remediating IAQ concerns as they are identified. 
 

Name:  Contracted Health & Safety Specialist 

Role and functions:   
● To arrange and/or conduct environmental testing, if warranted.  

● To serve as the technical IAQ resource for ISD 917. 
 

Name: ISD 917 Directors/Assistant Directors/DCALS  Principal 

Role and functions:   

● To assist with reporting of IAQ issues and supporting IAQ training and implementation. 
 

III. Building Surveys 

A.    Walk-Through 

A walk-through of all District 917 buildings that house students and/or employees will be conducted 

annually.  The walk-through is done by building custodians, directors/assistant directors, classroom 

teachers, and nurses, and will evaluate the following: 
 

● Obvious water intrusion problems (interior and exterior) 

● Obvious ventilation failures and/or problems 

● Obvious building/structural failures and/or problems 

● Overall cleanliness of buildings and classrooms  

● Assess the need for program improvements and upgrades (e.g. ventilation, carpet, building 

compounds). 
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Teachers will evaluate classrooms annually using the checklist in Appendix E.  Classrooms located in school 

buildings covered by another district IAQ plan will also be inspected and the district notified regarding any 

areas of concern. 
 

 Maintenance engineers  will evaluate ventilation systems annually using the checklist in Appendix K. 
  

Maintenance engineers will evaluate all building maintenance issues using the checklist in Appendix I at least 

annually. 
 

 

 

 

B.    Ventilation Surveys 

 

Ventilation surveys of all buildings will be conducted annually, and as needed when condition changes 

occur and time elapses.  Reports will available in the Health and Safety Coordinator’s Office. 
 

IV. Maintaining and Operating Buildings for Optimum Indoor Air Quality  
 

A.   Heating, Ventilation, & Air Conditioning (HVAC) Preventative Maintenance Program 

A proactive HVAC management program is key to providing good air quality in schools. To assure good 

quality of indoor air the following procedures will be implemented through the district's preventative 

maintenance program: 
 

1. Outdoor Air Intake 

● Inspect intake for blockage quarterly.  

● Verify if intake damper works and is within design specifications quarterly. 

● Verify damper does not close completely under occupied conditions quarterly. 

● Check the calibration of all HVAC controls as needed. 
 

Ideally, the minimum fresh air intake setting, while a building is occupied is 15 to 20 percent (15 to 20 

percent of supply air to an occupied space is outdoor air) of the total mixed airstream (return air plus 

outdoor air).  During building occupancy the fresh air intake will not be completely closed. 
 

2.   Exhaust Air Outlet – Maintenance Includes: 
 

Annually, the belt tension on all fan motors will be checked for proper deflection (see manufacturer’s 

service manual). 
 

3. HVAC Ventilation Ductwork – Ductwork will be inspected on an as needed basis.  Ductwork 

inspection should occur when the cleaning of the cooling coils occurs.  Ductwork needs to have easy-

to-open observation and clean-out doors installed at a minimum in the following locations: 
 

a. Clean-out door(s) (as large as possible) upstream and downstream of cooling coils to allow 

maintenance workers good access to clean the ductwork within five feet of the cooling 

coils, the cooling coils and drainage pans from the cooling coils. 
 

b. Inspections door(s) (minimum 10 inch size) 10 to 20 feet downstream of the cooling coils.  

If there are several supply air ductwork branches in this area, an inspection door needs to be 

installed in each branch. 
 

c. Clean-out door(s) (as large as possible) at the filtration system for the air handling unit to 

inspect the duct work surfaces five feet on each side of the filtration system. 
 

284



d. Inspection doors (minimum 10 inch x 10 inch size) 10 to 20 feet upstream of the filtration 

systems.  If there are several return and/or mixed air ductwork branches in this area, an 

inspection door needs to be installed in each branch. 
 

These observation doors (clean-out doors) are needed to allow inspection of the condition of the 

ductwork in these buildings.  Things to look for are dust, mold (microbial) and water accumulations in 

the ductwork, which indicate potential problems with the air-handling unit. 
 

Standard galvanized ductwork should be cleaned every 20 to 30 years.  Cleaning ductwork lined with 

fibrous glass on the inside is very difficult and should always be approached with caution.  Before any 

cleaning is conducted, an appropriate inspection should be conducted to determine the need for 

cleaning. 
 

4. Air Handling Unit (AHU) – The components of the air-handling unit at Alliance Education Center 

are inspected on a regular basis by the maintenance engineer.  This regular maintenance can vary 

greatly among the different types of air handling units.  Service manuals for each air-handling unit are 

consulted for maintenance schedules.  The discussion below outlines regular maintenance to 

components conducted to prevent indoor air quality concerns. 
    

   a. Air filtration system – filters are primarily used to remove particles from the air.   
 

Low efficiency filters (ASHRAE Dust Spot ratings of 10-20 percent or less) are often used 

to keep lint and dust from clogging the heating and cooling coils of a system.  In order to 

maintain clean air in occupied spaces, filters must also remove bacteria, pollens, insects, 

soot, dust and dirt with efficiency suited to the use of the building. Using high quality filters 

is one of the best insurance policies for the good health and energy efficiency of an air 

handling system.   
 

All dirt cannot be eliminated from the HVAC system; however, the amount of dirt present 

inside the HVAC system can be controlled by proper air filtration. 
 

   b. Heating Coils –  Heating coils are inspected annually for accumulation of 

debris on the upstream side of the coils.  These coils normally are thoroughly cleaned as 

needed. 
   

c.    Cooling Coils –  These coils are thoroughly cleaned as needed. 
 

d.   Supply Fan or Air Blower – Supply Fans or Air Blowers should be cleaned as a part of the 

duct cleaning process.  Supply Fans should be thoroughly inspected as least annually for 

surface debris and general operation. 
 

A copy of the following checklist is kept on file in the Health and Safety Office: 

 

HVAC COMPONENT 

 

MONTHLY 

 

QUARTERLY 

 

SEMI- 

ANNUALLY 

 

ANNUALLY 

 

AS REQUIRED 

 

A. Outdoor air intake 

inspection (unit ventilators) 

   X 

 

 

B. Check belt tension    X  

C. HVAC duct work inspection     X 
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D. HVAC controls calibration     X 

E. Filter changes    X  

F. Heating coils/cooling coils 

inspection 

   X  

G. Heating coils/cooling coils 

cleaning 

    X 

(unit 

ventilators) 

H. Supply fan inspection    X  

I. Supply fan cleaning     X 

 

 

The ASHRAE 62-1989 requirements are 20 cfm of outside air per expected occupant in office area, 

conference rooms, and 15 cfm per expected occupant in reception areas and classrooms.  Buildings 

complying with these regulations should maintain the carbon dioxide concentrations in occupied spaces 

(where the source of the carbon dioxide is people’s exhaled breaths) under most operating conditions 

below 1000 ppm. 
 

Minnesota Occupational Safety and Health Regulation (MOSHA) which were adopted from the Minnesota 

Industrial Commission in 1972, regulate the amount of fresh air that must be provided and distributed in all 

workrooms.  This is covered under Minnesota Rules 5205.01109 “Workroom Ventilation and 

Temperature”.  This regulation state’s the following: 
 

Subpart 1. Air. Air shall be provided and distributed in all workrooms as required in 

this code, unless prohibited by process requirements.  Outside air shall be provided, to 

all workrooms, at the rate of 15 cubic feet per minute per person. 
 

Buildings complying with the MOSHA regulation should maintain the carbon dioxide concentration in 

occupied spaces (where the source of the carbon dioxide is people’s exhaled breath) below an average of 

1000 ppm. 
 

The legal ventilation standard, which applies to most buildings, is the MOSHA standard Minnesota Rules 

5205.0110.  The goal on ventilation for buildings should be the ASHRAE standard 62-1989. 
 

Intermediate School District 917 uses the guidelines established by the Environmental Protection Agency 

in its “Tools For Schools” packet to calculate the amount of outside air being supplied to each individual. 

The following provides the formulas used to calculate the amount of outside air per person and a layout of 

a typical HVAC system. 
 

A Note About Carbon Dioxide As A Measurement of Ventilation: 
 

In a fully occupied classroom, with doors and windows shut, and measured several hours of occupancy, 

above 1300 PPM will indicate the need for remediation. 
 

In building areas, where there are sources of carbon dioxide besides peoples exhaled breaths; the above 

guidelines cannot be used.  Other sources can include exhaust gas from kilns, internal combustion engines, 

and dry ice.  Under these conditions, the OSHA standard on carbon dioxide needs to be used to determine 

286



whether adequate fresh air is being provided.  The OSHA standard on carbon dioxide is an 8-hour time 

weighted average of 10,000 ppm with a short-term 15-minute average limit of 30,000 ppm. 
 

RECORD KEEPING: Building custodians will develop a record keeping schedule for preventive 

maintenance of HVAC systems.  This schedule will be based on the manufacturer’s recommendations, and 

information contained in the IAQ Management Plan.  See Appendix J. 
 

B.    Temperature 

In Minnesota it is recommended that occupied space temperatures in the summer should be 72-78 degrees 

with a relative humidity of 20-50 percent.  The fall, winter, and spring occupied space temperatures should 

be 70-74 degrees with a relative humidity of 20-50 percent.   
 

C.    Water Intrusion 

Below is a protocol for dealing with building materials where there has been water intrusion: 
 

1. Visually review all flooded areas to determine which building materials have gotten wet. 

2. For ceiling tile, remove and dispose of all wet ceiling tiles within 24 hours of water contact. 

3. For sheet rock, remove all drywall and insulation that had become wet up to 12 inches above 

the water line.  This is because wicking can cause water to move up above the water line. 

4. For furniture that is made of wood, particleboard, or laminates air dry.  For upholstered 

furniture that is wet by drinking quality water, air dry and monitor.  For upholstered furniture, 

wet by contaminated water,  discard. 

5. For carpet, extract excess water from carpet, disinfect, dry as rapidly as possible, and then 

monitor.  Carpet that has been wet for over 24 hours will be evaluated on a case by case basis.  

A wet/dry vacuum, extractor, and floor fans will be available for use. 

6. For papers, books, and files, dry essential items within 24 hours.  If that is not possible, then 

freeze them until there is time to dry them.  Unessential items should be discarded.  Essential 

items could also be photocopied. 
 

The drying time can be decreased with the use of fans, dehumidifiers, and air conditioning. 
 

D. Painting, Roofing and Flooring 

Other work that can impact IAQ in a building includes flooring, painting, and roofing.  Refer 

        to Appendices F, G, and H for proper procedures. 
 

V. Indoor Air Quality Checklists 

 

Indoor Air Quality information (IAQ complaint form, questionnaire, action items list and the investigative form) 

is available in the Superintendent’s office for review by interested District 917 staff members.  In the event that 

a building custodian, teacher, or health & safety personnel would like to review a particular area with regard to 

IAQ, a comprehensive checklist is available for use in Appendices A, B, C, & D. 
 

VI. Integrated Pest Management (IPM)/Chemicals 

 A.   IPM 

Pending state regulations, Integrated Pest Management (IPM) is a coordinated approach to pest control 

intended to prevent unacceptable levels of pests, while causing the least possible hazard to people, 

property, and the environment and using the most cost-effective means.  IPM uses a combination of 

methods, which include: 
 

▪ Improved sanitation removing food from desks, cleaning. 

▪ Inspection and monitoring of pest population sites. 

▪ Managing waste (keeping refuse in tight containers and locating waste containers away from 

buildings, if possible). 
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▪ Maintaining structures (fixing leaking pipes promptly, sealing cracks).  

▪ Adding physical barriers to pest entry and movement (screens for chimneys, doors, and 

windows; air curtains). 

▪ Modifying habitats (removing clutter, relocating outside light fixtures away from doors). 

▪ Using traps (light traps, snap traps, and glue boards). 

▪ Using pesticides judiciously. 
 

An efficient IPM program will integrate pest management planning with preventive maintenance, 

housekeeping practices, landscaping, occupant education, and staff training. 
 

Pest control activities that depend upon the use of pesticides involve the storage, handling, and application 

of materials that can have serious health effects.  The district will only use pesticides after providing 

appropriate notice to staff, students and parents.  Caulking or plastering cracks, crevices, and/or holes to 

prevent harborage behind walls will be used as the preferred strategy for dealing with pests. 
 

Intermediate School District 917 will use an outside contractor for pest control when needed.  Terms of 

the contract will be renewed annually and include the principles discussed below: 
 

1. Pest Control Schedule 

Whenever possible, pesticide applications are scheduled during unoccupied periods so that affected 

areas can be flushed with ventilation air before occupants return.  Pesticides are applied in targeted 

locations, with minimum treatment of exposed surfaces.  They are used in strict conformance with 

manufacturers’ instructions and EPA labels.  General periodic spraying may not be necessary.  If 

occupants are present they will be notified prior to the pesticide application.   
 

2. Materials Selection, Handling and Storage 

Pesticides are selected that are species-specific and attempt to minimize toxicity for humans and non-

target species.  Contractors or vendors are asked to provide EPA labels and material safety data 

sheets.  Pesticides are stored and handled properly consistent with their EPA labels.  Pesticides and 

other chemicals used will be recorded on a “Chemical Inventory” form. 
 

If only limited areas of the building are being treated, the heating ventilation and air conditioning 

(HVAC) system will be adjusted so that it does not distribute contaminated air throughout the rest of 

the building.  Temporary exhaust systems may be used to remove contaminants during the work day.  

HVAC system operation will be modified when necessary during and after pest control activities (e.g., 

running air handling units on 100 percent outdoor air for some period of time or running the system 

for several complete air exchanges before occupants re-enter the treated space). 
 

Information on pesticide selection, use, and storage is available from several local and national 

sources.  These include Minnesota Department of Agriculture at http://www.mda.state.mn.us,  

University of Minnesota Extension Service at http://www.extension.umn.edu/Pesticides/about.html, 

and the Federal EPA at http://www.epa.gov, and 800/858-7378 or email npic@ace.orst.edu.   
 

Notification of parents and employees, as required in MN Statute, Section 121A.30, is addressed in 

the Student/Parent Handbooks distributed to all students in September of each year and to new 

students as they enroll in the district.  Notice of unscheduled applications is available to parents and 

employees.  Relevant documentation is available in the Superintendent’s office. 
 

B.   Chemicals 

District employees who purchase chemicals will insure that the least hazardous chemical available is 

selected for every application.  The District 917 Buyer requests all available health and safety information 

for product review and distribution. 
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VII. Indoor Air Quality Cleaning Standards  
 

After establishing guidelines that focus on prevention and containment, the final procedure for the effective 

reduction of contaminants that affect air quality is the implementation of Indoor Air Quality Cleaning Standards. 
 

Keep in mind that whether an item is clean or not, does not necessarily affect IAQ, (e.g. a drinking fountain or 

wash basin).  It may affect sanitation, but not IAQ.  “Clean air,” however, cannot be foul smelling.  Items that 

have a potential of becoming foul smelling must also have IAQ Cleaning Standards (e.g., a urinal or a 

wastebasket). 
 

IAQ Cleaning Standards deal with Items (anything, object, or surface) to be cleaned, the Tasks required, Task 

Frequencies, and When.  Since contaminated dirt by and large gets tracked into buildings onto floors, much 

emphasis is placed on clean floors.  Since contaminated dirt gets into buildings through lower entrance levels, 

those levels are impacted far greater by contaminated dirt than upper levels.  Task frequencies for floor 

maintenance tasks should therefore be lowered accordingly for upper levels.  Recommended IAQ Cleaning 

Standards are for high impact areas on first and lower floors: Entrances, Hallways, Food and Beverage Areas, 

Kitchens, Restrooms and Locker rooms, Classrooms, and Offices. 
 

A.  Entrances 

The purpose of entry mats is to stop and trap dirt and moisture.  It’s necessary, therefore, to have two types 

of mats in place: a dirt mat and a moisture mat. 
 

Dirt Mat:  A dirt mat should have a coarse surface that affects removing contaminated dirt more easily from 

shoes.  It should be porous to allow dirt to fall through to the backing of the mat, or into a dirt well into 

which the mat is placed.  It should be thick enough to trap and hold at least 1/8 of an inch of dirt before 

emptying; and, it should be big enough for a person to step on it at least four times.  Of course, the more 

traffic, the more mat. 
 

 Moisture Mats:  A moisture mat should be capable of absorbing at least 4 ounces of water per square foot.  

It should have a backing to prevent moisture from passing through to the floor on which it is placed.  And it 

should be big enough for a person to step on it at least four times.  At this time Thompson Heights School is 

not utilizing moisture mats due to entrance size restrictions.  This is an option that will continue to be 

explored in the future. 
 

Waste Receptacles (plastic lined):  Fifteen-inch, double lined waste receptacles are located at each entrance 

of Alliance Education Center to easily accommodate a day’s trash.  The location of these waste receptacles 

encourages use and greatly reduces the amount of contaminants that would otherwise be brought into 

building. 
 

B.    Hallways 

It is a goal of District 917 to keep the hallways clean at Alliance Education Center (dusted, damp mopped, 

or cleaned with the automatic equipment regularly and stripped and refinished annually). 
  

C.  Food and Beverage Areas 

Food and Beverages (F&B areas) should be designated and should be provided with appropriate facilities: 
 

 Facilities: Examples: 
 Food and beverages storage Refrigerator 

 Clean-up Wash basin, hand soap, hand towels 

 Eating Tables and chairs 

 Food and beverage purchases Vending machines 

 Food disposal Lined wastebaskets or refuse containers 

 Recyclable Disposal Aluminum cans containers 
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At Alliance Education Center food and beverage areas are thoroughly cleaned by staff daily. 
 

D. Kitchens 

 The kitchen staff is responsible for cleaning and sanitizing the surfaces, tools, and utensils they use for 

food preparation, but the custodial staff is responsible for the remainder of the cleaning.  Cleaning is 

completed at the end of the cooking staff shift. 
 

 When sweeping and wet mopping the floor, special precautions are taken to reach under stoves and tables 

to remove all residues.  Kitchen floors are swept or mopped daily. 
 

E. Restrooms and Locker Rooms. 
 Fixtures, floors, and spots on the walls are cleaned daily.  Entry surfaces are cleaned annually. 
 

 Weekly damp dusting horizontal surfaces and vent covers are a priority IAQ Cleaning Standard. 
 

F. Classrooms 

 Clean floors, chalkboards, and chalk trays are priorities in classrooms.  Clean floors because the tracked in 

contaminated dirt is a major carrier and source of contaminants.  Also, clean chalkboards and chalk trays 

because of the chalk dust, an air contaminant and irritant. 
 

G. Offices 

 Office parallel classrooms, the emphasis being on floor care and dusting. 

 

H.   Carpet  
       Weekly routine Carpet Maintenance: 
 

Vacuuming Carpet:  A top-fill upright vacuum with brush agitation or a canister vacuum with a power head 

incorporating brush agitation is to be used with frequency.  Equally important, soil that is loosened and 

vacuumed from carpet must be collected in the vacuum recovery system and not allowed to re-enter the air 

within the structure to contribute to indoor air pollution.  For this reason a high efficiency filtering system 

and vacuum cleaner bags with a minimum rating of 90 percent efficient for 1 micron size particles need to 

be used in any vacuum equipment employed.  Three of the five vacuum cleaners used at Thompson Heights 

School currently use installed micron bags.  A goal is to purchase and install micron bags for all five of the 

vacuum cleaners. 
 

Immediate Spotting:   Immediate attention is given to any spotting at Alliance Education Center as soon as 

the need is reported by a student or staff member. 
 

Carpet Dry Chemical/Foam/Shampoo/Steam (Hot Water) Cleaning: 

Cleaning Frequency:  Specialized maintenance and cleaning programs (e.g. weekly, monthly, quarterly, and 

semi-annually) will be implemented based on individual needs. 
 

Frequent cleaning of exterior entrances and high traffic areas reduces the contaminants and soil particles 

from outside the structure that accumulate in these areas. 
 

Carpet Treatment for Fungi/Bacteria: 

Carpets which have tested higher than normal will be cleaned or removed depending on the location, age of 

carpet and microbiological levels. 
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VIII.       Area Indoor Air Quality Guidelines  
 

A.  Animals in Classrooms 

Certain individuals, in particular those with asthma, may be sensitive to animal fur, dander, body fluids, or 

feces, and may experience reactions to these allergens.  Furthermore, individuals can become sensitized 

(made allergic) by repeated exposure to allergens.  District 917 has developed the following guidelines to 

address this area: 
 

1. Use alternatives to animals, if possible. 

2. If  the teacher’s intent is to have animals, then it is the site administrators responsibility to: 
 

a. Prior to having animals consult the school nurse/health aide about student allergies or sensitivities 

(data privacy laws will need to be adhered to). 

b. Ask parents about potential allergies, or seek to obtain information through a note that students take 

home or during parent-teacher conference.  Remember to check for allergies when new students 

enter the class. 

c. Locate sensitive students away from animals and habitats. 

d. Have the teacher clean cages regularly (daily if possible). 

e. Have the teacher locate animals away from ventilation system vents to avoid circulating allergens. 

f. Use gloves to handle feces and dispose of in double bags and immediately place in the outside 

dumpster, not in building trash containers. 

g. Keep animals caged.  An exception is made for instructional activities in the Animal Science 

program. 

h. Bottom of cage should have an impermeable liner on the bottom to prevent liquid or solid leakage 

from the cage. 

i. Ensure trash bag is removed from classroom after cage cleaning. 

j. Animals will be kept in the classroom as needed for curriculum activities and not for extended time 

periods. 
 

For any health issues related to these guidelines please contact Intermediate School District 917 licensed 

school nurses:  Joan Asmus (LSN)  651-423-8152.   
 

B.  Food Service 

Cooking activities generate odors, heat, moisture, food waste, and other trash which, if not managed 

carefully, can lead to indoor air quality problems.  Intermediate School District 917 has delineated the 

following responsibilities involved in the preparation and/or serving of food to ensure IAQ management: 
 

Cooking Areas: 

1. Make sure that the exhaust fans are working properly.  If problems are noted, contact the building 

custodian. 

2. Exhaust fans should be operational whenever cooking, dishwashing, and cleaning. 

3. Any leaks or odors of combustion gas should be reported immediately to the building engineer. 

4. Clean kitchen after each use as required by district and Department of Health policy. 

5. Report any signs of mold, mildew, or algae to building custodian. 

6. Report any plumbing water leaks to building custodian. 

7. Report any pest problems to building custodian. 
 

      Food Handling and Storage: 

1. Regularly check food service areas for signs of insects or vermin. 

2. Follow food handling and storage practices as recommended by district and Department of Health. 

3. Maintain general cleanliness. 
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       Waste Management: 

1. Follow district guidelines concerning the recycling of waste. 

2. Store waste in appropriate sealed containers. 

3. Make sure dumpsters are located away from air intake vents, operable windows, etc. 
 

The District 917 Secondary Technical Center offers several courses to high school students involving food 

preparation careers (Food Industry Careers, Dietary Aide, and Fundamental Chef).  Instructors attend 

training updates as needed to maintain safety and health within these departments. 
 

C.    Art and Crafts Classrooms 

Classrooms used for arts and crafts activities shall comply with items detailed in the Teacher’s Checklist 

in Appendix E.  Materials emitting toxic fumes are not used in classroom spaces when students and staff 

members are present. 
 

IX. Indoor Air Quality Complaint Resolution System  
 

A. Purpose/Scope 

The purpose of the IAQ Complaint Resolution system is to investigate and attempt to resolve IAQ issues 

within Intermediate School District 917 buildings in a prompt, responsive manner. 
 

B.  Process 

The following describes the process to be implemented if a building occupant is concerned about IAQ: 
 

1. The person(s) concerned about indoor air quality should contact the Health and Safety Coordinator 

using an IAQ complaint form (Appendix A) 
 

2. The Health and Safety Coordinator and/or building custodians will conduct an investigation, using 

Appendix B, to try to resolve the problem internally.  
 

3. The Health and Safety Coordinator will review the IAQ complaint form and may request relevant 

medical documents from occupants with symptoms. 
 

4. The Health and Safety Coordinator will investigate the problem using Appendix D.  The Health and 

Safety Coordinator will provide a written report to the Superintendent, the Director/Assistant Director of 

the program involved, and the building custodian. The Superintendent and Health and Safety 

Coordinator contact an outside vendor if additional testing is required. 
 

5. District employees will perform remediation when feasible and appropriate.  If an outside contractor is 

necessary the Superintendent will define the scope of services and assist in procuring those services in 

accordance with district policies. 
 

6. If a problem is not solved after appropriate testing, investigation and remediation, the person may need 

to be moved to a different space based on availability. 
 

X.     Communication/Information 

 

A. Availability of Information 

Intermediate School District 917 is committed to open communication regarding IAQ and will make 

available any and all information regarding IAQ in district facilities.  Parents and employees can obtain 

information about IAQ by contacting the Superintendent’s office, or checking the District 917 website:  

http://www.isd917.k12.mn.us.  Information available includes: 
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● Checklists or self-help information so they can properly evaluate their child's home or other out of 

school situations. 

● Information about school facility construction, maintenance, and housekeeping practices, chemicals 

used, mold and HVAC related information, chemical producing academic subjects, pesticides and 

herbicides and the like to determine the extent to which school activities contribute to a child's 

symptoms. 

● Information on what a parent can do (how they can effect change) upon discovering questionable 

activities occurring within schools. 
 

B.   Annual Notification 

Annual notification of parents will occur each September  (or when a new student is enrolled in District 

917) through the Parent/Guardian and Student Handbook.  Notification of employees will be included in 

employee orientation materials, policy handbooks, and the annual IAQ Walk-through Inspection process. 
 

XI.    Training, Education, and Information 

                Employee Annual Training Plan: 

 

EMPLOYEE 

TRAINING  

1 

TRAINING 

2 

TRAINING 

 3 

Superintendent X X  

Directors/Assistant Directors X  (As Needed) 

IAQ / Health and Safety 

Committee Members 

(IAQ 

Coordinator) 

X  

Maintenance/Custodial Staff  X X 

School Nurses/Health 

Assistants 

 X (As Needed) 

Teachers   (As Needed) 

 

Training 1 – Executive IAQ Briefing  

This briefing opportunity, provided annually at a meeting of the District 917 Administrative Team, will provide 

a broad overview of IAQ and its impact on occupant’s health.  The presentation will also review/discuss 

Intermediate School District 917 plan to manage IAQ in the proactive manner. 
 

Training 2– IAQ Plan Implementation  

This training will take place at a meeting of the Health, Safety, and Wellness Committee, and will specifically 

review the IAQ management plan, the impact of the plan on building occupants, and the process and individual 

responsibilities for its implementation. 
 

Training 3– IAQ in Classrooms 

This training for District 917 custodians will address the operation of ventilation equipment, carpet care, 

animals, food, and the district IAQ plan. 
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XII.    Renovation, Remodeling, and Redecorating Activities 

 

Renovation, remodeling, and redecorating activities have the potential for causing indoor air quality problems.  

Proper planning is important to minimize potential problems.  Building occupants will be informed of the nature 

of these activities. 
 

District remodeling specifications require cleanliness, dust control, protection of building and building materials 

from water and clean HVAC parts: 
 

● All mechanical ventilation improvements will result in demonstrated current performance criteria as 

found in state law, statute or rule, to include proper amount of ventilation rate over a specified 

outside temperature range, proper filtration, and ability to measure ventilation rate. 

● Proper commissioning of all mechanical ventilation improvements will be done and validated by a 

designated professional who has adequate errors and omissions insurance. 

● Mechanical ventilation improvement work will remain under warranty by the outside party until a 

full range of seasons has occurred, allowing any deficiencies to surface and be corrected. 
 

A common concern which can occur during these activities is the release of volatile organic compounds from 

paint, stain, adhesives, sealants, new carpeting, and furniture.  When feasible these types of activities will be 

scheduled to occur when the building is not occupied.  Many times, for a variety of reasons, these activities need 

to occur while the building is occupied.  During these activities the maintenance engineer will increase the fresh 

intake air as feasible.  This increased ventilation will occur during these activities and for a short time after the 

work has been completed.  A representative from the Indoor Air Quality Management team will advise on the 

selection and purchase of paint products.  
 

If only limited areas of the building are being remodeled, the HVAC system will be adjusted and/or containment 

systems utilized as applicable so that it does not distribute contaminated air throughout the rest of the building.  

Temporary exhaust systems to remove contaminants during the work day will be considered.  It may be 

necessary to modify HVAC system operation during and after these activities (e.g., running air handling units on 

100 percent outdoor air for a period of time or running the system for several complete air exchanges before 

occupants return to the building. 
 

When feasible, activities where solvents will be released will be scheduled to occur late in the day or on Friday 

so the building can air out overnight or during the weekend.  Whenever possible, carpeting will be installed on a 

Friday so the solvents in the carpet and its adhesive have the weekend to air out before the tenants return to 

work. 
 

Prior to modifications to the building system that could impact asbestos-containing materials, the AHERA 

inspection manual will be reviewed.  If asbestos-containing materials will be affected by work, asbestos 

abatement contractors will generally remove asbestos-containing materials and document the removal work.  
 

The documents in Appendices F and G will be provided by the purchasing department to contractors who do 

painting and roofing repairs. 

XIII.       Budgeting 

 

The district health and safety budget is available for use in remedying IAQ problems.  This budget is submitted 

annually for approval.  Annual needs, project upgrades, etc., are prioritized and included in the health and safety 

budget.  Routine maintenance items are planned and budgeted for in order to prevent water intrusion, maintain 

airflow, and improve cleanliness in district buildings as a part of annual budgeting.  
 

XIV.  Appendices 
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APPENDIX A 
Intermediate School District 917 

Indoor Air Quality Complaint Form 
(This form is to be filled out by the building occupant or a staff member) 

 

Date:             Building Name:                                                               Room Number: 

 

________      ________________________________________     ______________________ 

 

Occupant’s Name:                                       Phone Number: 

 

___________________________________________     ________________________________ 

 

Please describe the problem in detail. Include specific symptoms you have experienced, time of day, 

weather conditions, number of occupants and any additional observations you would like to make. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Someone may need to contact you to discuss the complaint. What is the best time to reach you? _____ 
 

 

So that we can respond promptly, please return this form to Linda Berg, Health and Safety Coordinator, District 

Office, 1300 145
th
 Street East, Rosemount, MN 55068 or fax to 651-423-8564. 
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APPENDIX B 
 

Indoor Air Quality Questionnaire 
 

The purpose of this form is to gather the information required for solving the indoor air quality 

concerns.   
 

Name:  ______________________________    Date: _____________ 

 

Program/Site: __________________________ 

 

Background Information 

Question Response 

1. How long have you been in the 

building? 

 

2. How long have you been your present 

location in the building? 

 

3. Have you experienced any physical 

discomfort or symptoms related to 

indoor air quality? 

 

4. What type of symptoms are you 

experiencing? 

 

5. When did the symptoms start?  

6. How long do the symptoms last?  

7. Are symptoms experienced apart from 

the work area?  If yes, when and 

where? 

 

8. Is an odor coinciding with our 

symptoms?  If yes, describe the odor. 

 

9. Have these symptoms ever been 

experienced at another work area?  If 

yes, please describe. 

 

 

 

Additional comments: 

 

 

 

 

 

 

 

 

 

  

296



APPENDIX C 

INTERMEDIATE SCHOOL DISTRICT 917 

HEALTH, WELLNESS & SAFETY 

ACTION ITEMS LIST 

LOCATION: ____________________ 

 

DATE           ACTION ITEMS ASSIGNED 

TO 

    COMPLETED 

    

    

    

    

    

    

    

    

    

    

***Please write down all Health, Wellness & Safety  issues.   RETURN this completed form to Linda Berg in District 

Administration by June 1 of each year. 
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APPENDIX D 
Intermediate School District 917 

Health & Safety Coordinator Indoor Air Quality Investigation Form 
  

1.  INVESTIGATOR INFORMATION 

 
Name:__________________________________    Date: ___________    Time: ___________ 

 

Room #/Area ____________________________    # of Occupants in Room or Area ______ 

 

 

2.  COMPLAINT DATA 

 

Name:_________________________   Date of complaint __________    Time: ___________ 
 

Room #/Area ________________________   Building Name: _________________________ 

 

Health Symptoms Associated With Complaint: 

 

 ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

_________________________________________________________________ 

 

 

Other Concerns, i.e. odor, moisture, airflow, cleaning, etc.: 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________      

 

 

3.  INVESTIGATION CHECKLIST 
 

Air Handling Unit                                                               Comments/Action Taken 
 

Air Handling Unit On:                        Yes  No   __________________________________________ 

Air flowing from Vents:                     Yes   No   __________________________________________ 

Exhaust Operations:                            Yes   No  __________________________________________    

Thermostat Properly Set:                    Yes   No  __________________________________________ 

 

Other Problems Noted:    
__________________________________________________________________________________________

________________________________________________________________________________ 

  
Moisture 

Any Present Signs of Moisture:        Yes   No  _________________________________________ 

Any Previous Moisture Concerns:      Yes   No   _________________________________________ 

Any signs of Biological Growth:          Yes   No   _________________________________________ 

Any Odors:                                            Yes   No   _________________________________________ 
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Other Sources 

Any Recent Renovation in Area:          Yes   No  _________________________________________ 

Is it Overly Dusty/Unclean:                  Yes   No  _________________________________________ 

Are Chemicals Stored in Room:           Yes   No  _________________________________________ 

Any Pesticides Recently Applied:        Yes   No  _________________________________________ 

Any Tunnel System:                             Yes   No  _________________________________________ 

Any Unused Drains:            Yes   No __________________________________________ 

 

4. TEST DATA 

 

AHU # ________________________________             VAV/Zone # ____________________________ 

Room Temp. (F) ____________               

Room Relative Humidity (%) _______________________ 

T’stat Setting (F) ____________   

Room CO (ppm)  __________________________    Room CO2 (ppm)   __________________________ 

Particulates _______________________________        

Outside Air Temp (F)______________________ 

Outside CO (ppm)__________________________ Outside CO2 (ppm)   _________________________  

 

 

 

5.  WATER INTRUSION  
___________________________________________________________________________________________________

___________________________________________________________________________________________________

_________________________________________________________________________________ 

 

6. OTHER DATA 
___________________________________________________________________________________________________

___________________________________________________________________________________________________

_________________________________________________________________________________ 

 

 

 

7. IMMEDIATE CORRECTIVE ACTIONS TAKEN 
___________________________________________________________________________________________________

___________________________________________________________________________________________________

_________________________________________________________________________________ 

 

 

8. ADDITIONAL CORRECTIVE ACTION REQUIRED  

___________________________________________________________________________________________________

___________________________________________________________________________________________________

_________________________________________________________________________________ 

 

 

9. ADDITIONAL COMMENTS 

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

_________________________________________________________ 

APPENDIX E 
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Appendix E 

RETURN TO YOUR SUPERVISOR BY OCTOBER 25, 2015 

ISD 917 Indoor Air Quality Teachers' Classroom Checklist and Assessment 

      Building ____________________________________      Room __________        Date _____________________ 

      SIGNATURE ----Employee Completing the Checklist ___________________________________________________ 

      Yes No GENERAL CLEANLINESS Yes No VENTILATION 

    Excessive dust on horizontal surfaces?     
Univent (vent in ceiling) blocked with papers, 
stored items, furniture, etc. 

    Carpet heavily soiled?     
Exhaust fans on during cooking, dishwashing and 
cleaning, and exhaust fan is working? 

    Frequent unpleasant odor?     Ventilation? 

    Routine cleaning  done and trash removed daily?     Windows able to be opened? 

    Food stored in sealed containers?     
Ventilation unit operating throughout the school 
day? 

    Rooms vacuumed regularly?     Fume hood/spray booth operating? 

    PLANTS     Wood dust collection system operating? 

    
Large plants (over 6" pots need saucer underneath.)  
Water drippings contained?     Odors present? 

    PESTS     Cabinets under sinks wet? 

    signs of rodents?     
Gas appliances vented to outside and properly 
working? 

    Insects present?     MOLD/MOISTURE 

    DRAINS/SINKS     Wet or damp areas - where? 

    
Water poured down the UNUSED floor/sink drains 
at least once a week?     Mold visible?  Odors, stains? Check window sills. 

    Sinks clean and not clogged?     Chipped or peeling paint or plaster? 

    ANIMALS     TEMPERATURE 

    Animals in the classroom?     Room warmer than 76 degrees? 

    Animal waste accumulates in cages?     Room cooler than 66 degrees? 

    School nurse consulted about student allergies?     Students seated in direct sunlight? 

    Walls water-stained?     Drafty? 

    Carpet water-stained?     CHEMICALS 

    Plumbing leaking?     All chemicals clearly labeled? 

    

MISCELLANEOUS 

    

SDS (Safety Data Sheet) in yellow binder and 
easily accessible.  (If not, make a list of chemicals 
that need SDS and send to Linda Berg in the 
District office.)  Going online in 2015-2016. 

    
Electrical panels have 36" clearance from 
obstructions?     

Flammable and corrosive liquids stored separately 
in approved cabinets? 

    Equipment danger zones clearly marked?     Eyewash station operational? 

    Machines are properly guarded?     Emergency shower operational? 

    First aid kits stocked and accessible?     All chemicals stored properly? 

    All exits free of obstructions?       

    Floors are clean and dry?       

  
If inapplicable, put NA--otherwise answer yes or no. 
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APPENDIX F 
RENOVATION AND REPAIRS CHECKLIST- FLOORING 

 

Pre-Installation 

 Determine whether resilient tile flooring scheduled for removal contains asbestos fibers. 

  Renovation may/will disturb asbestos- containing flooring. 

 Select low-emitting adhesive when installing glue-down flooring. 

 Obtain information about product constituents and emissions that may adversely impact IAQ from 

manufacturers. 

 Select low-emitting adhesive. 

 Select low-emitting flooring materials. 

  Need additional information for selecting low-emitting adhesive and flooring materials. 

 Do not install carpet near water sources. 

 When possible, schedule installation for time when school is unoccupied. 

During Installation 

 Use low-emitting adhesives. 

 Use low-emitting flooring materials. 

 Air new products before installation. 

  Need help arranging the airing out of flooring products. 

 Follow manufacturers' recommendations for ventilating the work area during and after flooring 

installation. 

 Install carpet, vinyl, and related flooring materials only when the school building is not in use or 

maintain the room under negative pressure relative to the surrounding rooms and hallways. 

 Avoid re-circulating air from the installation area, through the heating, ventilation, and air 

conditioning system, and into occupied areas.  Seal return air grilles, open door ways, stairways, 

and use exhaust fans to remove airborne contaminants. 

  Need help arranging the airing out of space during and after installation. 

 Vacuum old carpet that is to be removed and subfloor surfaces (once carpet is removed). 

 Seal joints of hard surfaces and/or entire surface of porous flooring installed near water sources. 

Post-Installation 

 Vacuum new flooring after installation to remove loose matter 

and particles generated by the installation process and general 

construction in the area. 

 Follow manufacturers' recommendations for ventilating the 

work area space during and after flooring 

installation.  (Typical recommendation is maximum outdoor 

air for 72 hours after installation.) 

301



  No Problems to Report. 

  I have completed the activities on 

the Renovation and Repairs 

Checklist, and I do not need help in 

any areas.  

Name: 

School: 

Room or Area: 

Date Completed: 

Signature: 
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APPENDIX G 
Intermediate School District 917 

Painting Checklist 
 
 

Name                                                          Room                                                                                   School 

 

 

Date Completed                                                                                                                                   Signature 

 

 

Instructions: 

1. Check off each box as you complete the activity. 

2. Check the triangle as appropriate or check the circle if you need additional help   

      with this activity. 

3. File this checklist for future reference. 
 

There are many factors to consider before beginning a painting project. Special care should be taken when sanding a 

surface to prepare for painting, due to the dust released into the air. This dust may contain lead particles. Exposure to 

excessive levels of lead could affect a child’s mental growth, and interfere with nervous system development, which could 

cause learning disabilities and impaired hearing. In adults, lead can increase the blood pressure. 

 

The type of paint is an important decision. For instance, both solvent-based and water-based paints give off volatile 

organic compounds (VOCs) that could lead to IAQ problems. Water-based paints produce less VOCs than solvent-based 

paints, but produce them over a longer period of time. 

 

Durability is important – a relatively low-emitting paint might create more IAQ problems in the long run than a higher 

emitting paint, if the lower-emitting paint requires repainting more often. In addition, many water-based (even interior 

paints) have, until recently, used mercury as a fungicide. Any paint that contains mercury should not be used indoors.  

 

Confirm that the painted surface is lead-free before preparing a surface for painting 
 Check painting records or old paint cans to determine whether the paint contains lead 

 Do an initial screen using a trained lead paint inspector 

 If there is lead paint in the existing paint, contact a trained lead-based paint contractor 

 No lead in existing paint 

O   Paint contains lead or testing is needed to determine if lead is in existing paint 

 

 

Select a low-VOC emitting paint that is free of lead and mercury 
 Evaluate existing stock of paint (properly dispose of paints containing lead or mercury or having higher VOC 

emissions than new paints) 

 Evaluate new paint before you purchase it. Express your indoor air quality concerns to paint  suppliers and use 

their technical personnel as a resource. Not all paint suppliers have information on pollutant  emissions; consult 

other sources (e.g., manufacturers) if your paint supplier cannot provide adequate information 

 Have selected an appropriate paint 

O   Need to discuss which paint to use with an IAQ specialist 

   
 

During exterior painting, minimize occupant exposure to odors and pollutants 
 Schedule exterior painting to occur when the building is unoccupied (for example, on weekends or during 

vacation periods), and allow time for paint odors to dissipate before occupants return to the area. If the area being 
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painted has a heating, cooling, and ventilation system which is shared with other areas, those areas should also be 

unoccupied 

 Use supply and exhaust fans to sweep paint fumes out of the building. Operate supply fans continuously (24-7) at 

the highest possible outdoor air supply setting, from the beginning of the painting work until several days after the 

painting has been completed 

 Block return openings to prevent circulating air from the work area to occupied areas 

 Occupant exposure is minimized 

O   Need help to minimize occupant exposure  

 

 

Use appropriate storage and disposal practices for paints, solvents, clean-up materials, and asbestos 

containing materials 
 Seal containers carefully after use 

 Keep paint containers in designated storage areas equipped with exhaust ventilation, but not in heating, 

ventilation, and air conditioning equipment  

 Use an appropriate waste disposal method to dispose of any paints containing lead or mercury 

      Follow EPA National Emission Standards for Hazardous Air Pollutant rules for disposal of     

      asbestos-containing materials 

 No problem with storage and disposal 

 Need help with storage and disposal 
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APPENDIX H 
Intermediate School District 917 

Roofing Checklist 

 
Name                                                                                                                                  Date Completed 

 

 

School Building                                                                                                                                   Signature  

 

 

 

Instructions: 
1. Check off each box as you complete the activity. 

2.   Check the triangle as appropriate or check the circle if you need additional help   

      with this activity. 

3. File this checklist for future reference. 

 

 

Roofing work often involves the use of tar or other pollutant-producing chemicals that may cause indoor air 

problems if fumes enter the building. School officials and roofers can cooperate to prevent these problems and 

complaints from occupants. 

 

Schedule pollutant-producing activities for unoccupied periods (e.g., weekends or vacation periods: 

 Check to ensure that pollutant-producing activities occur during unoccupied periods 

 Work is scheduled for an unoccupied period 

 Work is scheduled for an occupied period; need help to minimize occupant exposure 

 Locate “hot-spots” of tar and other pollutant-producing materials away from out door air intakes: 

 Consider wind patterns at the work site, and arrange equipment so that prevailing winds carry odors away 

from the building 

 Pollutant-producing materials are away from and downwind from outdoor air intakes 

 No good location for pollutant-producing materials  

 

 

Modify ventilation to avoid introducing odors and contaminates: 

 Advise staff and students to keep doors and windows closed until the roofing work is finished 

 It may be advisable to temporarily close the outdoor air intakes of air handlers; particularly rooftop units 

in the vicinity of  (and downwind from) the work area. (NOTE: To avoid creating IAQ problems from 

underventilation, provide a temporary means  (fans and/or ducts) to supply unaffected outdoor air.) 

 Ventilation is arranged to avoid entry of pollutants 

 Need help to modify ventilation  
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Building and Grounds             Appendix I 

Maintenance Checklist 
 

Name: _______________________________________________________________ 

School: ______________________________________________________________ 

Room or Area: __________                                    Date Completed: _________________ 

Signature: ________________________________________ 

 

 

Instructions 

1. Read the IAQ  
Backgrounder and  
the Background  
Information for  
this checklist. 

2. Keep the  
Background  
Information and  
make a copy of  
the checklist for  
future reference. 

3. Complete the  
Checklist. 

• Check the “yes,”  
“no,” or  
“not applicable”  
box beside each  
item. (A “no”  
response  
requires further  
attention.) 

• Make comments  
in the “Notes”  
section as  
necessary. 

4. Return the checklist  
portion of this  
document to the  
IAQ Coordinator. 

 

 

 

 

 

 

 

1. BUILDING MAINTENANCE SUPPLIES 
                                                                                                        Yes No N/A 
1a.  Developed appropriate procedures and stocked supplies for spill control         

1b.  Reviewed supply labels ..................................................................................   

1c.  Ensured that air from chemical and trash storage areas vents to  

the outdoors ....................................................................................................   

1d.  Stored chemical products and supplies in sealed, clearly labeled  

containers ........................................................................................................   

1e.  Researched and selected the safest products available ...................................  

1f.  Ensured that supplies are being used according to manufacturers’  

instructions ......................................................................................................   

1g.  Ensured that chemicals, chemical-containing wastes, and containers are  

disposed of according to manufacturers’ instructions .....................................   

1h.  Substituted less- or non-hazardous materials (where possible) ......................   

1i.  Scheduled work involving odorous or hazardous chemicals for periods  

when the school is unoccupied .......................................................................   

1j.  Ventilated affected areas during and after the use of odorous or  

hazardous chemicals .......................................................................................   

 

2. GROUNDS MAINTENANCE SUPPLIES 

2a.  Stored grounds maintenance supplies in appropriate area(s) ..........................   

2b.  Ensured that supplies are used and stored according to manufacturers’  

instructions ......................................................................................................   

2c.  Established and followed procedures to minimize exposure to fumes 

from supplies ..................................................................................................   

2d.  Reviewed and followed manufacturers’ guidelines for maintenance .............   

2e.  Replaced portable gas cans with low-emission cans.......................................   

2f.  Stored chemical products and supplies in sealed, clearly-labeled 

containers ........................................................................................................   

2g.  Ensured that chemicals, chemical-containing wastes, and containers are  

disposed of according to manufacturers’ instructions .....................................   

 

3. DUST CONTROL 

3a.  Installed and maintained barrier mats for entrances .......................................   

3b.  Used high efficiency vacuum bags .................................................................   

3c.  Used proper dusting techniques ......................................................................   

3d.  Wrapped feather dusters with a dust cloth ......................................................   

3e.  Cleaned air return grilles and air supply vents ................................................   
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4. FLOOR CLEANING 
   

4a.  Established and followed schedule for vacuuming and mopping floors .........    

4b.  Cleaned spills on floors promptly (as necessary) ............................................    

4c.  Performed restorative maintenance (as necessary) .........................................    

 

5. DRAIN TRAPS 

5a.  Poured water down floor drains once per week (about 1 quart of water) .......    

5b.  Ran water in sinks at least once per week (about 2 cups of water) .................    

5c.  Flushed toilets once each week (if not used regularly) ...................................    

 

6. MOISTURE, LEAKS, AND SPILLS 

6a.  Checked for moldy odors ................................................................................    

6b.  Inspected ceiling tiles, floors, and walls for leaks or discoloration (may  

indicate periodic leaks) ...................................................................................    

6c.  Checked areas where moisture is commonly generated (e.g., kitchens,  

locker rooms, and bathrooms) ........................................................................    

6d.  Checked that windows, windowsills, and window frames are free of  

condensate ......................................................................................................    

6e.  Checked that indoor surfaces of exterior walls and cold water pipes are  

free of condensate ...........................................................................................    

6f.  Ensured the following areas are free from signs of leaks and water damage: 

 Indoor areas near known roof or wall leaks ....................................................    

 Walls around leaky or broken windows ..........................................................    

 Floors and ceilings under plumbing ................................................................    

 Duct interiors near humidifiers, cooling coils, and outdoor air intakes ..........    

 

7. COMBUSTION APPLIANCES 

7a.  Checked for odors from combustion appliances .............................................    

7b.  Checked appliances for backdrafting (using chemical smoke) .......................    

7c.  Inspected exhaust components for leaks, disconnections, or deterioration .....    

7d.  Inspected flue components for corrosion and soot ..........................................    

 

8. PEST CONTROL 

8a.  Completed the Integrated Pest Management Checklist ..................................   





NOTES 
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           Appendix J 
HVAC Maintenance Schedule 

 

HVAC COMPONENT 

 

MONTHLY 

 

QUARTERLY 

 

SEMI-

ANNUALLY 

 

ANNUALLY 

 

AS REQUIRED 

 

A. Outdoor air intake 

inspection (unit ventilators) 

   X 

 

 

B. Check belt tension    X  

C. HVAC duct work inspection     X 

D. HVAC controls calibration     X 

E. Filter changes    X  

F. Heating coils/cooling coils 

inspection 

   X  

G. Heating coils/cooling coils 

cleaning 

    X 

(unit 

ventilators) 

H. Supply fan inspection    X  

I. Supply fan cleaning     X 

 

TO:  Scott Zehnder,  Maintenance Engineer __________________________ ___________________ 

      Signature      Date  

When this page is filled with “DATES” please sign, date and return to Linda Berg, Health and Safety Coordinator, DCTC, District 

Administration, for the Health, Wellness and Safety files. 
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Appendix K 

  Ventilation Checklist 
 

Name:   

School:   

Unit Ventilator/AHU No:   

Room or Area:   Date Completed:   

Signature:   

 

 

 

 

Instructions 

1.  Read the IAQ  
Backgrounder and  
the Background  
Information for  
this checklist. 

2.  Keep the  
Background  
Information and  
make a copy of  
the checklist for each 
ventilation unit in your 
school, as well as a 
copy for future 
reference. 

3.  Complete the  
Checklist. 

• Check the “yes,”  
“no,” or  
“not applicable”  
box beside each  
item. (A “no”  
response  
requires further  
attention.) 

• Make comments  
in the “Notes”  
section as  
necessary. 

4.  Return the checklist  
portion of this  
document to the  
IAQ Coordinator. 

 

 

 

 

1. OUTDOOR AIR INTAKES 

1a. Marked locations of all outdoor air intakes on a small floor plan (for              Yes No N/A 

example, a fire escape floor plan) .......................................................................   

1b. Ensured that the ventilation system was on and operating in “occupied”  

mode ...................................................................................................................    

 

ACTIVITY 1: OBSTRUCTIONS 

1c. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,  

or covers .............................................................................................................    

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves  

frequently block an intake) .................................................................................    

 

ACTIVITY 2: POLLUTANT SOURCES 

1e. Checked ground-level intakes for pollutant sources (dumpsters, loading  

docks, and bus-idling areas) ................................................................................    

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,  

toilet, or laboratory exhaust fans; puddles; and mist from  

air-conditioning cooling towers) .........................................................................    

1g. Resolved any problems with pollutant sources located near outdoor air  

intakes (e.g., relocated dumpster or extended exhaust pipe) ...............................    

 

ACTIVITY 3: AIRFLOW 

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) ......    

1i. Confirmed that outdoor air is entering the intake appropriately .........................    

 

2. SYSTEM CLEANLINESS 

ACTIVITY 4: AIR FILTERS 

2a. Replaced filters per maintenance schedule .........................................................    

2b. Shut off ventilation system fans while replacing filters (prevents dirt from  

blowing downstream) .........................................................................................    

2c. Vacuumed filter areas before installing new filters ............................................    

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing 

around) the air filter ............................................................................................    

2e. Confirmed proper installation of filters (correct direction for airflow) ...............    
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2. .................................... SYSTEM CLEANLINESS (continued) 

ACTIVITY 5: DRAIN PANS 

2f. Ensured that drain pans slant toward the drain (to prevent water from          Yes No N/A 

accumulating)  .................................................................................................    

2g. Cleaned drain pans ...........................................................................................    

2h. Checked drain pans for mold and mildew .......................................................    

 

ACTIVITY 6: COILS 

2i. Ensured that heating and cooling coils are clean .............................................    

 

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS 

2j. Ensured that the interior of air-handling unit(s) or unit ventilator 

(air-mixing chamber and fan blades) is clean ..................................................    

2k. Ensured that ducts are clean .............................................................................    

 

ACTIVITY 8: MECHANICAL ROOMS 

2l.  Checked mechanical room for unsanitary conditions, leaks, and spills ...........    

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,  

chemical products, and supplies ......................................................................    

 

3. CONTROLS FOR OUTDOOR AIR SUPPLY 

3a. Ensured that air dampers are at least partially open (minimum position) ........    

3b. Ensured that minimum position provides adequate outdoor air  

for occupants ....................................................................................................    

 

ACTIVITY 9: CONTROLS INFORMATION 

3c. Obtained and reviewed all design inside/outside temperature and humidity  

requirements, controls specifications, as-built mechanical drawings,  

and controls operations manuals (often uniquely designed) ............................    

 

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES 

3d. Turned summer-winter switches to the correct position ..................................    

3e. Set time clocks appropriately ...........................................................................    

3f. Ensured that settings fit the actual schedule of building use (including  

night/weekend use) ..........................................................................................    

 

ACTIVITY 11: CONTROL COMPONENTS 

3g. Ensured appropriate system pressure by testing line pressure at both the  

occupied (day) setting and the unoccupied (night) setting ...............................    

3h. Checked that the line dryer prevents moisture buildup ....................................    

3i.  Replaced control system filters at the compressor inlet based on the  

compressor manufacturer’s recommendation (for example, when you  

blow down the tank) ........................................................................................    

3j. Set the line pressure at each thermostat and damper actuator at the proper  

level (no leakage or obstructions) ....................................................................    

 

ACTIVITY 12: OUTDOOR AIR DAMPERS 

3k. Ensured that the outdoor air damper is visible for inspection ..........................    

3l.  Ensured that the recirculating relief and/or exhaust dampers are visible  

for inspection ...................................................................................................    

3m. Ensured that air temperature in the indoor area(s) served by each  
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued) 

3n. Checked that the outdoor air damper fully closes within a few minutes          Yes No N/A 

of shutting off appropriate air handler ..............................................................    

3o. Checked that the outdoor air damper opens (at least partially with no 

delay) when the air handler is turned on ...........................................................    

3p. If in heating mode, checked that the outdoor air damper goes to its  

minimum position (without completely closing) when the room  

thermostat is set to 85°F ....................................................................................    

3q. If in cooling mode, checked that the outdoor air damper goes to its  

minimum position (without completely closing) when the room thermostat  

is set to 60°F and mixed air thermostat is set to 45°F .......................................    

3r. If the outdoor air damper does not move, confirmed the following items: 

 • The damper actuator links to the damper shaft, and any linkage set  

screws or bolts are tight .................................................................................    

 • Moving parts are free of impediments (e.g., rust, corrosion) ........................    

 • Electrical wire or pneumatic tubing connects to the damper actuator ...........    

 • The outside air thermostat(s) is functioning properly (e.g., in the right  

location, calibrated correctly) ........................................................................    

Proceed to Activities 13–16 if the damper seems to be operating properly. 

ACTIVITY 13: FREEZE STATS 

3s. Disconnected power to controls (for automatic reset only) to test continuity  

across terminals .................................................................................................    

OR 

3t. Confirmed (if applicable) that depressing the manual reset button (usually  

red) trips the freeze stat (clicking sound indicates freeze stat was  

tripped) ..............................................................................................................    

3u. Assessed the feasibility of replacing all manual reset freeze-stats with  

automatic reset freeze-stats ...............................................................................    

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may 

close the outdoor air damper and disconnect the supply air when tripped. The typical trip 

range is 35°F to 42°F. 

ACTIVITY 14: MIXED AIR THERMOSTATS 

3v. Ensured that the mixed air stat for heating mode is set no higher  

than 65°F ...........................................................................................................    

3w. Ensured that the mixed air stat for cooling mode is set no lower  

than the room thermostat setting .......................................................................    

 

ACTIVITY 15: ECONOMIZERS 

3x. Confirmed proper economizer settings based on design specifications or  

local practices ...................................................................................................    

NOTE: The dry-bulb is typically set at 65°F or lower. 

3y. Checked that sensor on the economizer is shielded from direct sunlight ..........    

3z. Ensured that dampers operate properly (for outside air, return air,  

exhaust/relief air, and recirculated air), per the design specifications ..............    

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling  

load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.  

Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,  

and enthalpy economizers vary the amount of outdoor air based on outdoor temperature  

and humidity level.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued) 

ACTIVITY 16: FANS 

3aa. Ensured that all fans (supply fans and associated return or relief fans)  

that move outside air indoors continuously operate during occupied             Yes No N/A 

hours (even when room thermostat is satisfied)  ..............................................    

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to 

ensure sufficient outdoor air supply. 

4. AIR DISTRIBUTION 

ACTIVITY 17: AIR DISTRIBUTION 

4a. Ensured that supply and return air pathways in the existing ventilation system  

perform as required ..........................................................................................    

4b. Ensured that passive gravity relief ventilation systems and transfer grilles  

between rooms and corridors are functioning  .................................................    

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a 

professional engineer for remedies. 

4c. Made sure every occupied space has supply of outdoor air (mechanical  

system or operable windows) ..........................................................................    

4d. Ensured that supply and return vents are open and unblocked ........................    

NOTE: If outlets have been blocked intentionally to correct drafts or discomfort, investigate 

and correct the cause of the discomfort and reopen the vents. 

4e. Modified the HVAC system to supply outside air to areas without an outdoor  

air supply .........................................................................................................    

4f. Modified existing HVAC systems to incorporate any room or zone layout  

and population changes ....................................................................................    

4g. Moved all barriers (for example, room dividers, large free-standing  

blackboards or displays, bookshelves) that could block movement of  

air in the room, especially those blocking air vents .........................................    

4h. Ensured that unit ventilators are quiet enough to accommodate classroom  

activities ...........................................................................................................    

4i. Ensured that classrooms are free of uncomfortable drafts produced by air  

from supply terminals ......................................................................................    



ACTIVITY 18: PRESSURIZATION IN BUILDINGS 

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to 

maintain positive pressurization in the building. Therefore, ensure that the system, including 

any exhaust fans, is operating on the “occupied” cycle when doing this activity. 

4j. Ensured that air flows out of the building (using chemical smoke) through  

windows, doors, or other cracks and holes in exterior wall (for example,  

floor joints, pipe openings) ..............................................................................    

 

5. EXHAUST SYSTEMS 

ACTIVITY 19: EXHAUST FAN OPERATION 

5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ......    

If fans are running but air is not flowing toward the exhaust intake, check for the following: 

 • Inoperable dampers 

 • Obstructed, leaky, or disconnected ductwork 

 • Undersized or improperly installed fan 

 • Broken fan belt
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5. EXHAUST SYSTEMS (continued) 

ACTIVITY 20: EXHAUST AIRFLOW 

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens, and labs by keeping them under negative 

pressure (as compared to surrounding spaces). 

5b.  Checked (using chemical smoke) that air is drawn into the room                 Yes No N/A 

from adjacent spaces .......................................................................................    

Stand outside the room with the door slightly open while checking airflow high and low in the door opening (see “How to Measure 

Airflow”). 

5c. Ensured that air is flowing toward the exhaust intake ......................................    

 

ACTIVITY 21: EXHAUST DUCTWORK 

5d.  Checked that the exhaust ductwork downstream of the exhaust fan  

(which is under positive pressure) is sealed and in good condition ................    

 

6. QUANTITY OF OUTDOOR AIR 

ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS 

NOTE: Refer to “How to Measure Airflow” for techniques. 

6a.  Measured the quantity of outdoor air supplied (22a) to each ventilation  

unit ..................................................................................................................    

6b.  Calculated the number of occupants served (22b) by the ventilation unit  

under consideration .........................................................................................    

6c.  Divided outdoor air supply (22a) by the number of occupants (22b) to  

determine the existing quantity of outdoor air supply per person (22c) .........    

 

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES 

6d.  Compared the existing outdoor air per person (22c) to the recommended  

levels in Table 1 ..............................................................................................    

6e.  Corrected problems with ventilation units that supplied inadequate  

quantities of outdoor air to ensure that outdoor air quantities (22c)  

meet the recommended levels in Table 1 ........................................................   

 

NOTES: 
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EMPLOYEE RIGHT TO KNOW 
 

WRITTEN PLAN 

Intermediate School District 917 

 

July 2015 

 

Intermediate School District 917 is complying with the requirements of OSHA's Employee Right 

to Know Standard 5205.0100 to 5202.1200 by ensuring that employees are aware of the dangers 

associated with hazardous substances, harmful physical agents or infectious agents they may be 

exposed to in their workplaces.  

Written Plan 

This plan applies to all work activities in our district where employees may be exposed to 

hazardous substances or harmful physical agents under normal working conditions or during an 

emergency situation. 

Linda Berg is responsible for this plan.  Linda Berg will review and update the plan annually.  

Copies of the written plan may be obtained from Linda Berg in District Administration. 

All employees can obtain further information on this written plan, the Employee Right to Know 

standard, applicable SDS, and chemical information lists from Linda Berg in the District 

Administration Office.   Under this plan, our employees will be informed of the contents of the 

Employee Right to Know Standard, the hazardous properties of chemicals with which they work, 

safe handling procedures, and measures to take to protect themselves from these chemicals. They 

will also be informed about any exposure to harmful physical hazards: heat, noise or radiation.   

If after reading this plan you find that improvements can be made, please contact Linda Berg at 

651-423-8214.  We encourage all suggestions because we are committed to the success of our 

written Employee Right to Know plan.  We strive for clear understanding, safe behavior, and 

involvement in the program from every level of the district. 

Hazard Evaluation Procedures 

Our chemical inventory is a list of hazardous chemicals known to be present in our work place. 

Anyone who comes into contact with the hazardous chemicals on the list needs to know what 

those chemicals are and how to protect themselves.  That is why it is so important that hazardous 

chemicals are identified, whether they are found in a container or generated in work operations 

(for example, welding fumes, dusts, and exhaust fumes). The hazardous chemicals on the list can 

cover a variety of physical forms including liquids, solids, gases, vapors, fumes, and mists.   

314



 2 

Barb Schmitz, Buyer, will request an SDS sheet be sent with every chemical order.  Barb will 

then give the SDS sheet to Linda and the person ordering the chemical.   Linda Berg will 

maintain an inventory of hazardous chemicals and SDS sheets.  All staff who order or 

purchase chemicals or use a blanket purchase order are responsible to request an SDS 

sheet and furnish a copy to Linda Berg, Health and Safety Coordinator. 

No chemicals may be brought in from home. 

Harmful physical agents and where they are present in this work place include: 

 Excess Noise – See the Hearing Conservation Plan 

 Excess Heat – Heavy duty truck, TESA kitchen, TESA shop, construction, 

fundamental chef and food industry careers 

 Radiation – no known radiation source. 

 Infectious Agents – Nurses’ office.  See policy 407. 

Safety Data Sheet (SDS) 

The SDS is a fact sheet for chemicals that pose a physical or health hazard in the workplace. SDS 

provides our employees with specific information on the chemicals they use. 

The material safety data sheets are kept at the following location(s) in our district: 

 District Administration Office 

 Department that the chemical is being used in 

 Nurse or emergency personnel at Dakota County Technical College 

The SDS sheets are in alphabetical order by trade name in a designated ring binder. 

Employees can obtain access to a SDS  at any time by opening the yellow ring binders labeled 

“Material Safety Data Sheets” located in the areas listed above. 

Contractors working on-site will provide SDS for products being used to the building custodial 

department before work begins.  This will be required of all contractors by the contract or 

purchase order.   

An online SDS system using SafeSchools will be implemented within the next two years to be in 

compliance by June of 2016.   This will eliminate all hard copies and SDS sheets will be 

available online only. 

Labels and Other Forms of Warning 

All chemicals in the district must be labeled.  If chemicals are purchased through normal 

channels, the chemicals will come with a label.  If a chemical is not labeled by the manufacturer 
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or vendor, then the user will put a label on the product. If chemicals are taken out of the shipping 

container and placed in other containers (such as wood glue being put into small plastic bottles) 

then the secondary use containers must be labeled. 

Labels list at least the chemical identity and the appropriate hazard warnings.  The 

chemical identity is found on the label, the SDS, and the chemical inventory. The chemical 

identity used by the supplier may be a common or trade name, or a chemical name. The hazard 

warning is a brief statement of the hazardous effects of the chemical (i.e., "flammable," or 

"causes lung damage"). Labels frequently contain other information, such as precautionary 

measures (i.e., "do not use near open flame"), but this information is provided voluntarily by the 

district and is not required by the law. Our labels are legible and prominently displayed, though 

their sizes and colors can vary. 

The user of the chemical is responsible for ensuring that all hazardous chemicals are properly 

labeled. 

If employees transfer chemicals from a labeled container to a portable container that is intended 

only for their IMMEDIATE use, no labels are required on the portable container.  

A poster is displayed to inform employees about the hazard communication standard. It is located 

on the bulletin board near shops, labs and classrooms where hazards may exist.   

Warning labels will be posted where harmful physical agents are at a level which may be 

expected to exceed the action level. 

Training 

Everyone who works with or is potentially "exposed" to hazardous chemicals will receive initial 

training and annual retraining on the Employee Right to Know Standard, the safe use of 

hazardous chemicals, and the hazards of physical agents.  This training will be completed 

annually through the online Hazardous Communications course in SafeSchools Online Learning.   

"Exposure" means that "an employee is subjected to a hazardous chemical in the course of 

employment through any route of entry (inhalation, ingestion, skin contact or absorption, etc.) 

and includes potential (e.g., accidental or possible) exposure."  

Information and training is a critical part of the Employee Right to Know program. We train our 

employees to read and understand the information on labels and SDS, understand the risks of 

exposure to the chemicals and physical hazards in their work areas and the ways to protect 

themselves. The employees who receive training include those from the following programs:  

Alliance Education Center, Food Industry Careers; Fundamental Chef Training; Construction 

Trades; Heavy Duty Truck Technology; Vehicle Services; Graphic Communications; and Health 

and Safety. 

The Personnel Department provides initial employee right to know training for all employees 

hired.  This training is done through SafeSchools, an online course, and is shown to all 

employees before they begin to work.  Records of this training are kept in the Health and Safety 

files in the District Administration Office. 
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The Assistant Directors, designated instructors or outside consultants will provide annual 

training.  Records of annual training are kept on file in the District’s Health and Safety files in 

the District Administration Office. 

Our goal is to ensure employee comprehension and understanding, including their being aware 

that they are exposed to hazardous chemicals and physical agents, knowing how to read and use 

labels and SDS, and appropriately following the protective measures we have established. We 

instruct our employees to ask their supervisors any questions regarding hazardous material or any 

other safety issue. As part of the assessment of the training program, we seek input from 

employees regarding the training they have received, and their suggestions for improving it.  

Training Content 

Training content is organized according to the hazards to which the employees are exposed.  The 

format of the training program used is either group training, hands-on training or one-on-one 

training.   

The training plan emphasizes these elements:  

 

 Summary of the standard and this written program, including what hazardous chemicals 

are present, the labeling system used, and access to SDS information and what it means.  

 

 Chemical and physical properties of hazardous materials (e.g., flash point, reactivity) and 

methods that can be used to detect the presence of chemicals. 

 

 Physical hazards of chemicals (e.g., potential for fire, explosion, etc.).  

 

 Health hazards, including signs and symptoms of exposure, associated with exposure  

to chemicals and any medical condition known to be aggravated by exposure to the 

chemical. 

 

 Harmful physical agents, the level of exposure, effects, symptoms and emergency 

treatment. 

 

 Procedures to protect against hazards (e.g., engineering controls; work practices or 

methods to assure proper use and handling of chemicals; personal protective equipment  

required, and its proper use, and maintenance; and procedures for reporting chemical  

emergencies).  

Contractors 

When contractors or any other employers' workers (i.e., painters, electricians, or plumbers) will 

be working at this work place, the contractor will:    

 

 Provide the custodial department with SDS for any of the chemicals brought onto our 

site 
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 Relay verbally to the Assistant Director any information relating to possible 

emergencies that may arise or possible exposures to district employees 

 

At Alliance Education Center, contractors must contact Scott Zehnder and also Sara Pratt,  

Assistant Director (651-423-8100). 

 

At Dakota County Technical College, contractors must contact Paul DeMuth, Director of 

Operations (651-423-8370). 

 

Additional Information 

All employees, or their designated representatives, can obtain further information on this written 

program, the Right to Know Law, applicable SDS, harmful physical agents and chemical 

information lists by contacting Linda Berg at 651-423-8214. 
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CONFINED SPACE ENTRY 

 

WRITTEN PLAN 
 

Intermediate School District 917 

 

July 2015 
 

 

General District Policy 

The purpose of this program is to inform interested persons, including employees, that I.S.D. 917 

is complying with the OSHA Confined Space Standard, Title 29 Code of Federal Regulations 

1910.146. We have determined that this workplace needs written procedures for the evaluation 

of confined spaces, and where permit-required spaces are identified, we have developed and 

implemented a permit-required confined space entry program. This program applies to all work 

operations at I.S.D. 917 where employees must enter a confined space as part of their job duties. 

Superintendent John Christiansen has overall responsibility for coordinating safety and health 

programs in this district and is the person having overall responsibility for the Confined Space 

Entry Program.   This program will be reviewed and updated as necessary. 

Copies of the written program may be obtained from Linda Berg, Health and Safety Coordinator,  

District Office, at 651-423-8214. 

Under this program, we identify non-permit and permit- required spaces in I.S.D. 917, and 

provide training for our employees according to their responsibilities in these spaces. These 

employees receive instructions for safe entry into our specific type of confined spaces, including 

testing and monitoring, appropriate personal protective equipment, rescue procedures, and 

attendant responsibilities. 

This program is designed to ensure that safe work practices are utilized during all activities 

regarding the confined spaces to prevent personal injuries and illnesses that could occur.  

If, after reading this program, you find that improvements can be made, please contact Linda 

Berg at 651-423-8214.  We encourage all suggestions because we are committed to creating a 

safe workplace for all our employees and a safe and effective confined space entry program is an 

important component of our overall safety plan. We strive for clear understanding, safe work 

practices, and involvement in the program from every level of the district. 
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Hazard Evaluation for Permit Spaces 

To determine if there are permit-required confined spaces in I.S.D. 917 a review of the spaces 

was conducted.  Information was provided by District 917 employees regarding the location of 

and hazards of the confined spaces. This evaluation has provided ISD 917 employees with the 

information necessary for the classification of the confined spaces throughout the district.  This 

written hazard evaluation is kept in the Health and Safety files located in the district office. 

The confined spaces in our district have been classified.   

 

Class 1 Spaces – No permit required.  No known toxic gas, no engulfment potential and are 

naturally ventilated upon opening dampers, doors, etc.  

 

Class 1 spaces include:   (Alliance Education Center) 

______________________________________________________ 

HVAC Duct Work 

Plumbing Access Areas 

Air Conditioning Units 

 

Pre-Entry procedures for Class 1 spaces: 
 

1) Assure that a sign, which indicates that this space is a confined space, is posted at all the 

entrances to the space. 

2) Only persons who have been trained on confined spaces can enter. 

3) These spaces will be opened to allow for natural ventilation before and during the entry. 

4) Lockout/tagout shall be applied before entry occurs. 

5) Air monitoring is not required. 

6) No written permit is required however the use of the attached checklist is recommended. 

7) Notify another employee regarding entry, however no attendant is required. 

 

Entry procedures for Class 1 spaces: 

 

1) Ensure space is ventilated during the entry. 

 

Class 2 Spaces – No permit required.  No known toxic gas, no engulfment potential and the 

primary concern is adequate ventilation.  These spaces have defined walls and can be effectively 

ventilated with a mechanically powered ventilator.    

 

Class 2 Spaces include:   (Alliance Education Center) 

___________________________________________________________________________ 

(Boiler Room Sumps) 
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Pre-Entry procedures for Class 2 spaces: 

 

1) Assure that a sign, which indicates that this space is a confined space, is posted at all the 

entrances to the space. 

2)  Only persons who have been trained on confined spaces can enter.  

3) Before beginning work isolate the space using barricades, cones, ribbon, etc. to prevent 

unauthorized persons from entering the area around the space or the space. 

4) These spaces will be ventilated with a powered blower initially for the time period 

necessary to replace the volume of the confined space a minimum of five times prior to 

entry. 

5) Lockout/tagout shall be applied before entry occurs. 

6) Air monitoring is not required. 

7) No permit is required however the use of the attached checklist is recommended. 

8) Notify another employee regarding the entry, however no attendant is required. 

 

Entry Procedures for Class 2 spaces: 

 

1) Continue this ventilation at a minimum rate of 200 cfm per worker inside the space. 

 

Class 3 Spaces –No permit required. These confined spaces are the pipe chase tunnels. These 

spaces are all below grade and are naturally ventilated.  Some have dirt or rock floors, some have 

concrete floors, they open to the boiler room, have pipes running throughout, and have access 

hatches or openings in various locations. On occasion a tunnel has steam leaking into the tunnels 

necessitating repairs.  These confined spaces have the potential for oxygen deficiency.  They can 

not be manually ventilated due to their size and shape. 

 

Class 3 Spaces include:    (none) 

 

Class 4 spaces include: 

_________________________________________________________________________ 

 

(Any confined space with sewage or the odor of sewage--dock storm drains) 

 

There are no Class 4 spaces at Alliance Education Center. 

 

Work Tasks Performed in a Confined Space 

 

The work activities authorized employees are expected to perform in district confined spaces 

include: 

  

1) Cleaning  

2) Maintenance 

3) Surveillance 
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District employees may not weld or use hazardous materials in a confined space. 

Preventing Unauthorized Entry 

To provide a safe work environment and to prevent exposed employees from accidentally 

entering a permit space, we have implemented the following procedures to inform all employees 

of the existence, location, and danger posed by confined spaces in I.S.D. 917. To inform 

employees of the existence of a permit space, we post every entrance to a confined space. This 

signage indicates that unauthorized employees are not to enter.  Employees who work in areas 

where confined spaces are accessible are trained on the existence of confined spaces. 

 

Pre-Entry Non-Permit Confined Space Evaluation 

To ensure the safety and health of our employees a Pre-Entry Checklist is available for use with 

Class 1, 2 and 3 spaces before entry.  Use of this checklist is optional. 

Equipment 

To ensure the safety and health of our employees, I.S.D. 917 will provide a torpedo mechanical 

fan for entry into Class 2 spaces.  We maintain all equipment in excellent working condition, 

train the entrants in the correct usage of this equipment, and ensure that all equipment, including 

that used for personal protection, is used properly.   

Duties: Authorized Entrants 

Only persons who have completed confined space entry training are authorized to enter our 

spaces. The elements covered in the training program for authorized entrants include:  

 

1) Recognition of confined spaces 

2) Understanding that only trained employees may enter 

3) Proper procedures for entry into Class 1 and spaces 

4) Use of equipment 

5) Knowledge of Pre-Entry Checklist 

  

These are the employees who have current authorization to work in our Class 1 confined spaces: 

 

1) Lead Custodian 

 

These are the employees who have current authorization to work in our Class 2 confined spaces: 

 

1) Lead Custodian 
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Duties:  Attendants 

Those persons who have completed the training and have been designated as confined space 

attendants are assigned specific duties and responsibilities, which they must perform in confined 

space, job duties. 

Lead Custodian duties and responsibilities include:  

1) Maintain voice communications with employee in the confined space 

2)  Be able to access an emergency response team 

 

Duties: Entry Supervisors 

Only Scott Zehnder, who has completed the training, is designated as confined space entry 

custodian and is assigned specific duties and responsibilities which must be performed in 

confined space job duties.   Those duties and responsibilities include:  

1) Posting the entrances of all confined spaces 

2) Ensuring that Pre-entry and Entry  procedures are followed by I.S.D. 917 Employees 

3)  Providing a copy of the Confined Space Entry Program to vendors prior to their entering 

any confined space.  

 

Training Program 
Every employee at I.S.D. 917 who faces the risk of confined space entry is provided with 

training so that each designated employee acquires the understanding, knowledge and skills 

necessary for the safe performance of the duties assigned to them.  This can be done using the 

SafeSchools Online Training.  All training related materials and documents are kept in the 

Alliance Education Center office and in the Health and Safety files located in the District office. 

When we conduct the training, we use a variety of materials and methods. New employees are 

always trained before their initial assignment of duties. When changes occur in permit-required 

confined space areas of our district, we notify custodians in the building. If we have reason to 

believe that an employee has deviated from a previously trained upon procedure or that their 

knowledge seems inadequate, discipline procedures for insubordination as outlined in the 

contract may be used. 

Rescue and Emergency Services 

I.S.D. 917 utilizes local public emergency personnel to perform rescue and emergency services 

in the event of a permit space incident. To familiarize this service with our facility and 

emergency needs, we provide access to all permit spaces from which rescue may be necessary so 

the rescue team can develop appropriate rescue plans and practice rescue operations. We also 

send a copy of this plan to the Rosemount fire department. 
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Multiple Employer Entry Procedures 

When vendors/outside employers/contractors enter our facility to perform work in confined 

spaces, we coordinate entry and work operations following these procedures:  

1) The Lead Custodian provides contractors with a copy of the Confined Space Entry 

Written Program. 

2) The Lead Custodian informs the contractor that they are to follow appropriate safety 

procedures. 

3) The Lead Custodian informs outside personnel of any expected hazards. 

4) The Lead Custodian retains a copy of any Pre-Entry Checklists or Permits completed by 

the contractor. 

5) The Lead Custodian will debrief the people entering to ascertain if there was any change 

in conditions confronted in the space and report these changes to the Health and Safety 

Coordinator. 

 

Post-operations Procedures 

Upon completion of work in a confined space, we follow these procedures to close-off the space. 

 

1) Barricades are removed. 

2) Any hatches or doors are closed. 

3) The Pre-Entry checklist is filed. 

 

Review-Procedures 

To ensure that all employees participating in entry operations are protected from confined space 

hazards; I.S.D. 917 reviews the Confined Space Entry Program on a regular basis.   I.S.D. 917 

performs a single annual review covering all entries performed during a 12-month period. If no 

entry is performed during a 12-month period, no review will be performed. 

 

Enforcement 

Constant awareness of and respect for confined space entry hazards, and compliance with all 

safety rules is considered conditions of employment. Supervisors reserve the right to issue 

disciplinary warnings to employees and to act as detailed in the contract. 

 

Appendix 

Appendix A: Optional Pre-Entry Checklist for Use with Class 1 and 2. 
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SECONDARY TECHNOLOGY CENTER 

SAFETY MANAGEMENT  

 

WRITTEN PLAN 
 

Intermediate School District 917  

 

July 2015 

 
 

INTRODUCTION 

 

The health and safety standards included in the following sections are provided for guidance to 

Intermediate School District 917 Secondary Technology Center instructors.  Compliance with 

these standards will substantially aid in providing a safe and healthy work and teaching 

environment.  Procedures outlined should be considered the minimum standards that apply for 

classrooms.  The standards are derived from existing state or federal occupational health and 

safety regulations and other organizations such as: the National Fire Protection Association and 

the American National Standards Institute.  If there are discrepancies between this plan and the 

standards, the standards are to take precedence.  

 

The Intermediate School District 917 technology programs include:  Construction; Vehicle 

Services; Heavy Duty Truck Technology; Graphic Technology; Computer Repair, Networking, 

and Video Game Design; Fundamental Chef; and Food Industry Careers.  It is imperative that 

instructors become familiar with and implement the sections in this plan that pertain to the 

operation(s) under their control.   

 

Each technology program is responsible for providing safety equipment and supplies as specified 

in this plan.  If there is equipment that does not meet the standard, it is not to be used.  If there is 

equipment that is not used and is not likely to be used in the future, it should be decommissioned.  

Equipment shall be maintained in good repair.   If equipment is not operable or does not meet the 

standards, it should be red tagged as not operable until a time when it is repaired or upgraded.  

Instructors are not to perform repairs or upgrades to equipment. 

 

 

Section 1:  The Technology Shop Safety Management Plan 

 

The Secondary Technology Center Safety Management Plan covers: general safety and 

housekeeping, clothing and safe dress, personal protective equipment, machine safety, hand and 

power tool safety, electrical safety, compressed air safety, compressed gas cylinders, employee 

right to know, chemical storage requirements, safety equipment, emergency procedures, 

employee training and recordkeeping.  This plan will be reviewed annually, evaluated for 

effectiveness and updated as necessary.  This plan will be maintained in the District Office and 
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on-site by each shop instructor.  It shall be made available to employees, employee 

representatives, and safety inspectors upon request.   

 

Each Technology Shop curriculum shall develop and implement their safety plan specific to the 

activities being performed.  Safety guidelines for students are to be developed by instructors that 

are specific to the task to be performed.  Student guidelines should include items identified in 

this plan and student behavior do’s and don’ts.  Health and safety must be made an integral 

part of all Technology Shop curriculums and the instructor must document student 

competency on safety procedures by maintaining a file for each student containing safety 

worksheets and actual safety test passed at the 100% level.   

 

On a regular schedule, but not less than monthly, instructors are responsible for inspecting the 

shop areas under their control.   

 

Section 2:   General Safety/Housekeeping 

 

The following precautions pertain to the minimum general safety/housekeeping procedures to be 

implemented in the Technology Shop classrooms: 

 

1. Report all injuries.  Injuries to instructors must be documented through the Business 

and Nurses’s Office on the Injury Report Form.  The Student Injury Log is to be used 

to document injuries to students. 

2. Students are to be supervised by a licensed Technology Shop instructor when using 

shop equipment or chemicals. 

3. No food is allowed in a Technology Shop area.  Do not eat, drink, chew gum, or apply 

cosmetics in a shop area. 

4. Minimize exposures by using appropriate personal protective apparel and equipment. 

(i.e. eye protection, machine guards, etc.)   

5. Only tools, equipment, and machinery that are properly maintained and adjusted may be 

used. 

6. Tools, equipment, and machinery may not be altered for use other than that for which it 

was designed and specified by the manufacturer. 

7. Know the locations of and maintain accessibility of all safety equipment including:  fire 

extinguishers, eyewashes, drench showers, etc. 

8. Floor areas and aisles must be kept free of debris or any item that may constitute a 

tripping or slipping hazard. 

9. Dust collections systems must be used when performing woodworking activities. 

10. Cleanliness around woodworking activities is to be maintained.  Particular attention 

should be made in regards to preventing fire hazards from wood dust inside electrical 

switch enclosures, bearings and motors. 

11. Use shop vacuum equipment to keep work areas clean.  Compressed air must not be 

used to clean dirt and dust from equipment, clothing or skin. 

12. Clean up liquid spills immediately. 

13. Maintain storage areas in a safe and orderly manner.  

14. Store flammables in an approved flammable cabinet if in excess of 10 gallons.  

15. Maintain aisles and egresses open and clear. 
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16. A minimum of 18 inches of clearance must be maintained between storage materials 

and fire sprinkler heads.  

17. Storage of materials must not create a hazard.  Overhead storage must be stable and 

secure.  Large objects should not be stored overhead.  Attention to the weight limit of a 

shelving or rack unit should be monitored. 

18. A minimum of 36 inches of open area must be maintained for access to all electrical 

boxes and utility controls. 

 

Section 3:  Clothing and Safe Dress 

 

The following precautions pertain to the minimum clothing and safe dress procedures to be 

implemented in Technology Shop classrooms: 

 

1. The type of clothing is to be appropriate for the planned shop activities. 

2. Instructors are responsible for ensuring that students are informed as to the 

requirements for wearing apparel that is suitable for the type of shop activities to be 

performed and the hazards involved. 

3. For those working with machinery or in other hazardous operations, clothing should be 

well fitted with no loose or flowing articles.  Shirts must be tucked in and short sleeve 

types are the best. 

4. Shoes should be well fitted with good soles and heels and of a style that completely 

covers the foot.  Open-toe shoes “sandals” or lightweight shoes must not be worn 

during shop activities.   

5. Instructors and students with long hair who work around moving machinery must wear 

adequate hair covering to preclude the possibility of entanglement.  

6. Jewelry such as rings, pendants, necklaces, earrings, and watches shall not be worn 

when working around moving machinery, electricity or electronics equipment. 

 

Section 4:   Personal Protective Equipment 

 

This section addresses eye, face, hand and hearing protection.  Activities are not to be performed 

which would require the use of respirator protection, however voluntary use of respirators is 

allowed.  Personal protective equipment (PPE) is to be used by instructors and students whenever 

doing so will reduce the likelihood of injury.  PPE is not a substitute for engineering controls, 

administrative controls, or good work practices, but must be used in conjunction with these 

controls.   

 

Responsibility 

 

Instructors have the primary responsibility for implementation of the PPE program in their shop 

area.  This includes: conducting a hazard assessment in their area, determining what type of PPE 

is required, purchasing the necessary equipment and signage, ensuring students are trained on the 

proper use, care and cleaning of PPE, ensuring students are wearing PPE and replacing defective 

or damaged equipment immediately.  Based on the hazard assessment, locations or activities that 

require PPE are to be clearly demarcated identifying the type of PPE required.  Visitors or others 

passing through the area should be able to easily identify the hazards and PPE required.  

327



 4 

 

Eye and Face Protection 

 

Instructors and students must use appropriate eye and face protection when working in eye 

protection areas or exposed to hazards from flying particles or chemicals.  Eye protection areas 

include but are not limited to, technology shops in which activities are taking place and materials 

are being used involving: hot molten materials, milling, sawing, turning, shaping, cutting, 

grinding or stamping of any solid materials, heat treatment, tempering, or kiln firing of any metal 

or other materials, gas or electric arc welding, repair or servicing of any vehicle or mechanical 

equipment.  Eyewear must comply with ANSI Z87.1 as indicted by labels on the PPE.  When 

there is a hazard from flying objects, side protectors must be used.  

 

Hand Protection 

 

Instructors and students must use appropriate hand protection when exposed to hazards from skin 

absorption of harmful substances, severe cuts or lacerations, abrasions, punctures, chemical burns 

or temperature extremes.  An evaluation of the hazard must be made and the appropriate glove 

type selected.  Glove selection will be based on performance characteristics of the gloves, 

conditions, duration of use, and hazard present.  One type of gloves will not work in all 

situations.   

 

Hearing Protection 

 

Instructors and students exposed to noise levels at or above the OSHA permissible exposure limit 

of 85 dBA as measured on an eight-hour time weighted average (TWA) must wear hearing 

protection.  It is recommended that hearing protection be used whenever operating equipment 

which generates decibel level above 80 dBA.  The type of hearing protection device used must, at 

a minimum, attenuate the noise level to an 8-hour TWA of 85 dBA or less.  Instructors should 

also limit their daily noise exposure by reducing the time period devoted to excessively noisy 

activities.  Personnel and equipment noise level monitoring can be performed by Health and 

Safety upon request. 

 

Refer to the District Respiratory Protection, Personal Protective Equipment and Hearing 

Conservation Written Plans for more information on these topics. 

 

 

Section 5:   Machine Safety 

 

Machinery is the most immediate and apparent safety hazard in the shop area.  It is imperative 

that instructors supervise students at all times when using any shop machines.  Prior to 

student usage, the instructor must approve the intended operation by the student making sure that 

guards are in place and that student has passed the safety test for the equipment he/she will be 

operating. Instructors must ensure that the equipment is functioning properly and all safety 

equipment is in place and being used.  Equipment lighting is to be maintained operational and 

must be protected from breakage.  All safety guards must be maintained in proper position while 

the machine is in operation.  The instructor is responsible for performing regular scheduled 
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inspections and manufacturer specified preventative maintenance of machinery.  The instructor is 

not to perform maintenance that will require the implementation of lockout/tagout procedures.  If 

machine equipment is determined not to be functioning properly or it is missing safety or 

guarding equipment, it is not to be used.  The instructor must label the equipment with a red tag 

as not operational until such a time when repairs or upgrades can be made.  Students shall have 

completed a safety worksheet for each piece of equipment and passed a safety test at the 100% 

level in order to be deemed fit to operate that machine. The instructor will keep a file for each 

student containing the worksheet and student safety test. The instructor will record on a visible, 

posted sheet the student's name and the machines he is qualified to operate. Students not 

demonstrating competency with machine operation and safety procedures must not be allowed to 

operate machinery.    

 

Guarding 

 

Machine guarding procedures are as required by OSHA 29 CFR 1910.212.  One or more 

methods of machine guarding shall be provided to protect the operator and other people in the 

machine area from hazards such as those created by point of operation, in-going nip points, 

rotating parts, flying chips and sparks.  Examples of guarding methods are barrier guards, two-

hand tripping devices, electronic safety devices, etc.  Safeguards must meet the following 

minimum requirements: 

 

1. Prevent Contact: The safeguard must prevent hands, arms, and any other body part of 

the user’s body from making contact with dangerous moving parts.  All belts, pulleys, 

gears, shafts and moving parts must be guarded.  Chip shield guards and filler plates 

need to be maintained at a maximum clearance of 1/4 inch on the top plate and 1/8 inch 

on bottom. 

2. Secure: Users should not be able to easily remove or tamper with the safeguard.  Guards 

and safety devices should be made of durable material that will withstand the conditions 

of normal use.  Safeguards must be firmly attached to the machine. 

3. Protect from Falling Objects: The safeguard should ensure that no objects could fall 

into moving parts. 

4. Create No New Hazards: A safeguard defeats its own purpose if it creates a hazard of 

its own such as a shear point, a jagged edge, or an unfinished surface which can cause a 

laceration.  The edges of guards should be rolled or bolted in such a way that they 

eliminate sharp edges.   

5. Create No Interference: Any safeguard, which impedes a user from performing the job 

quickly and comfortably, may soon be overridden or disregarded. The guard should be 

evaluated by Health and Safety personnel for possible improvement but not removed.  

6. Allow Safe Lubrication: If possible, machines should be able to be lubricated without 

removing the safeguards.   

 

Section 6:  Hand and Power Tool Safety 

 

The instructor must monitor activities involving the use of hand and power tools.  Tools must be 

maintained in a safe and operable condition.  Any hand or power tool found not in proper 

working order must be removed from service.  Tools must be inspected at regular intervals and 
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preventative maintenance performed in accordance with the manufacturer’s specifications.  All 

tools must be used with the correct PPE, shield, guard or attachment recommended by the 

manufacturer.  Tools are only to be used for the designed or intended usage.  Following usage, 

hand and power tools are to be properly stored and secured.  Tools should never be left 

unattended where they may be available to unauthorized persons.     

 

Guarding of Portable Power Tools 

 

Portable power tool guarding procedures must meet the following minimum procedures:   

 

1. All portable, power-driven circular saws having a blade diameter greater than two 

inches must be equipped with guards above and below the base plate or shoe.  The 

upper guard must cover the saw to the depth of the teeth except for the minimum arc 

required to permit the base to be tilted for bevel cuts.  The lower guard must cover the 

saw to the depth of the teeth except for the minimum arc required to allow proper 

retraction and contact with the work.  When the tool is withdrawn from the work, the 

lower guard must automatically and instantly return to covering position. 

2. All hand-held power circular saws having a blade diameter greater than two inches 

must be equipped with a constant pressure switch or control that will shut off the power 

when the pressure is released. 

3. All hand-held power drills, fastener drivers, grinders or disc with wheels greater than 

two inches, belt sanders, reciprocating saws, saber, scroll and jig saws with blade 

shanks greater than a one-fourth inch, and other similarly operating powered tools will 

be equipped with a constant pressure switch or control, and may have a lock-on control 

provided that turnoff can be accomplished by a single motion of the same finger that 

turned it on. 

4. The operating control on hand-held power tools must be located as to minimize the 

possibility of its accidental operation. 

5. All portable electric power tools must be grounded. 

 

Section 7:  Electrical Safety 

 

Safe work practices must be employed to prevent electric shock or other injuries resulting from 

electrical contact.  Activities performed near or on equipment or circuits that are or may be 

energized must incorporate safety-related work practices consistent with the nature and extent of 

the associated electrical hazard.  The minimum electrical safety procedures are as follows: 

 

1. All electrical equipment and cords must be inspected monthly by the instructor to insure 

proper use and safe condition.  

2. Damaged electrical equipment must be reported for repairs.   

3. The power source to damaged electrical equipment must be disconnected (red tagged) 

until repairs can be made.   

4. Damaged extension cords should be discarded. 

5. All electrical equipment and cords must be properly grounded with three-prong type 

plugs.  Power tools not equipped with three-prong type plugs must be double insulated 

or connected to a ground-faulted outlet or adapter. 
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6. All occasional use electrical equipment must be disconnected when not in use. 

7. Extension cords must not be used on a permanent basis to supplement existing outlets 

to provide electricity for appliances and equipment in regular use.   

8. The use of octopus plugs, strip adapters and three-prong adapters are prohibited.  The 

use of ground faulted power strips is acceptable. 

9. Circuit breaker panels and wiring are not to be modified by instructors or students.   

10. All circuit breakers must be identified by label according to service area.  Breakers are 

to be labeled to facilitate power shut-off in the case of an emergency. 

11. A minimum of a 36-inch clearance around electrical service panels and emergency shut-

off equipment must be maintained.   

12. Electrical service panels are to be secured (locked) at all times to prevent student 

access.  If the service panel is the only location for equipment emergency shut-off, it is 

to be maintained unlocked and accessible. 

 

Electrical Controls and Equipment 

 

1. Mechanical or electrical power controls must be provided for each machine to make it 

possible for the operator to cut off the power.  Clearly marked power controls must be located 

within easy reach of the operator.  Emergency stops should be identified in red.   

2. Students should be given instruction on the purpose of the over-current devices and 

disconnects should be properly labeled. 

3. Electrically driven equipment must be controlled with a magnetic or similar device to prevent 

automatic restarting of the machine after a power failure.   

4. Power controls and operating controls should be located within easy reach of the operator 

without requiring them to reach over operating parts. 

5. Instructors are not to perform repairs on electrical equipment.  Adjustments that are 

considered to be routine, repetitive, and integral to the use of the equipment can be performed 

by the instructor.   

6. Prior to making adjustments to electrical machinery, procedures must be followed to render 

controls and devices inoperative (lockout/tagout).     

 

Section 8:  Compressed Air Safety 

 

The following precautions pertain to the use of compressed air in shop areas: 

 

1. Students are to be supervised by the instructor at all times during compressed air 

activities. 

2. The instructor, prior to each use, must inspect all components of the compressed air 

system. 

3. Compressed air equipment is not to be modified by instructors or students. 

4. Compressed air equipment must be labeled to identify its use and maximum allowable 

working pressures. 

5. Air supply shutoff valves must be located as near as possible to the point of operation. 

6. Air hoses must be kept free of grease and oil to reduce the possibility of deterioration.   

7. Hoses must not be strung across floors or aisles where they are likely to cause 

occupants to trip and fall.   
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8. Hose storage must be in a location that provides efficient access and protects the hose 

and nozzle from damage. 

9. Hose ends must be secured to prevent whipping if an accidental cut or break occurs. 

10. Before a pneumatic tool is disconnected, the air supply must be turned off at the control 

valve and the tool bled. 

11. Eye and face protection must be worn at all times by instructors and students during 

compressed air activities. 

12. Compressed air nozzles must be equipped with a separate regulator to reduce pressure 

to less than 30 psi when used for blowing. 

13. Compressed air must not be used to clean dirt and dust from clothing or off a person’s 

skin.   

14. Compressed air is not to be used for cleaning machinery or blowing dust around the 

shop area.  Shop vacuums and brooms are to be used for cleaning. 

 

Section 9:  Compressed Gas Cylinders 

 

Procedures for the use and storage of compressed gas cylinders must meet the following 

minimum procedures: 

 

1. Instructors must inspect compressed gas cylinders on a weekly basis when in storage 

and prior to each use. 

2. Compressed gases must be handled as a high-energy source and as a potential 

explosive. 

3. All compressed gas cylinders must be clearly labeled with the chemical or trade name 

of the gas. 

4. Always protect cylinder valve stems with valve protectors when not in use or connected 

for use.   

5. Avoid exposing cylinders to heat sources and direct sunlight. 

6. Never lubricate, modify, force or tamper with cylinder valves. 

7. Gas cylinders must be secured in place and reactive gas cylinders must be separated 

from oxidizing cylinders by a firewall or a minimum of a 20-foot distance.  Mobile 

cylinders must be securely chained to a wall or cart. 

8. Proper personal protective equipment must be used when necessary. (i.e., 

welding/cutting) 

 

Section 10:  Right-to-Know 

 

Right to Know is designed to protect employees, occupants and students from the effects of any 

hazardous chemical used or stored in industrial arts areas.  The purpose of the program is to 

ensure that all hazardous chemicals in the workplace are identified and to increase employee 

education and awareness of hazardous chemicals.  The District-wide written Employee Right to 

Know Written Plan is maintained in the District Office.   

 

 

Procedures to be implemented by instructors are as follows: 
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1. Chemical Inventory: A complete and current inventory of all hazardous chemicals 

must be maintained for each technology program.  The inventory should be maintained 

as part of this plan using the Chemical Inventory Form.  All items in inventory must 

show the chemical name, manufacturer information, storage location, quantity, product 

usage and hazard analysis.  Examples of hazardous chemicals include, but are not 

limited to, cleaning chemicals, gasoline and other petroleum products, compressed 

gases, paints and solvents, inks, and processing chemicals.  Products exempted from 

this requirement include consumer products packaged for distribution to the general 

public, if used by employees in the workplace in the same form, concentration, 

frequency and manner, as would the general public.   

 

2. Safety Data Sheets:   Every item in the chemical inventory must have a corresponding 

Safety Data Sheet (SDS).  It is the responsibility of each school technology shop   

department to maintain SDS’s as part of this plan.  SDS’s must be organized and made 

easily available to employees and students.  ISD 917 will be implementing an online 

SDS system through SafeSchools.   This will be fully implemented by June 1, 2016. 

 

 SDS’s are available from the product suppliers and should provide the following 

minimum information: chemical name, hazardous components, physical characteristics 

(density, flashpoint, etc.) physical hazards (fire, explosion, reactivity) health hazards 

and symptoms, primary routes of entry, permissible exposure limits or threshold limit 

value, any applicable precautions (gloves, goggles, fume hood, etc.) first aid and 

emergency procedures, date prepared and name and address of the manufacturer.  Any 

item in inventory that does not have a SDS is to be disposed of.  Hazardous products 

are to be disposed of in accordance with the Regulated Waste Management Plan.  

 

3. Chemical Labeling: All chemical containers must be labeled to clearly identify 

contents.  At a minimum, chemical container labeling is to list: chemical name, 

concentration and how the chemical can hurt you.  It is best if the label on the container 

matches the name on the corresponding SDS. 

 

Section 11:  Chemical Storage Requirements 

 

All chemicals represent potential hazards and storage systems must recognize these hazards and 

be designed to minimize them.  The quantity of stored chemicals should be minimized to include 

only those needed for scheduled shop activities.  In the event that a shop area has excess or old 

chemical products, the District Office should be contacted to provide for proper disposal.  

Storage and disposal requirements for specific chemicals are identified in the Regulated Waste 

Management Plan.  

 

Chemical storage requirements to be implemented by instructors are as follows: 

 

1. Chemicals should be stored in secured, storerooms or cabinets.  Unsecured areas are not 

to be used for chemical storage.  

2. Instructors must inspect chemical storage rooms and cabinets weekly.   

3. No unlabeled products should be stored anywhere. 
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4. Store only the minimum amount of chemicals needed. 

5. Storage areas and cabinets must be labeled to identify the hazardous nature of the 

products stored within. 

6. Shelving above work areas must be kept free of chemical storage. 

7. All storage containers must have lids or covers.  The instructor must clean up spills 

immediately.   

8. Chemicals stored on the floor must be in approved shipping containers. 

9. Only authorized personnel are allowed in chemical storage areas or cabinets.  Students 

are never allowed in these areas.   

10. Exposure to heat or direct sunlight in chemical storage areas must be avoided. 

11. Quantities of flammable and combustible liquids in excess of ten gallons (total) must be 

stored in approved flammable liquid storage cabinets.  Doors to the cabinets should be 

closed after the chemical has been obtained for use. Quantities less than ten gallons may 

be stored in approved safety cans or original containers. 

12. The maximum quantity of flammable and combustible liquids in storage and use must 

not exceed 120 gallons or 240 gallons in sprinkled areas.  

13. When transferring flammable liquids between metal containers, the containers must be 

properly bonded. 

14. Flammable liquids must be stored away from all sources of ignition. 

 

Section 12:   Safety Equipment 

 

Safety equipment must be in good operating condition and must be functional at all times.  The 

minimum safety equipment and procedures are as follows:  

 

1. Eye wash fountains and deluge showers, if present or required, must provide tempered 

water at 55 to 90 degrees Fahrenheit. Eye wash fountains must be flushed weekly.  

Flushing records are to be maintained at the flushing station.  

2. At least one 2A-20BC or larger fire extinguisher must be available for each 3000 feet 

of shop area.  Travel distance to reach the extinguisher must not exceed 50 feet from 

anywhere in the shop area.    A minimum of 36 inches of open area must be 

maintained for access to all fire extinguishers and fire pull stations. 

3. Fire blankets must be easily accessible in shop areas. 

4. Neutralizing materials (floor dry) and spill clean-up kits must be available for 

flammable liquids. 

5. A minimum of 18 inches of clearance must be maintained between storage materials 

and fire sprinkler heads. 

6. Safety guards and devices are to be maintained in place and operable at all times.  

Removal or non-use of safety equipment is not allowed. 

7. Floor areas around machines should have a non-slip surface. 

8. A minimum of 36 inches of open area must be maintained for access to all electrical 

boxes, utility controls and shut off devices. 

9. Hazard lines demark safety zones around machines. 
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Section 13:  Emergency Procedures 

 

It is the responsibility of the instructor to establish emergency procedures specific to the shop 

areas and activities under their control.  The minimum emergency procedure guidelines are as 

follows:  

 

1. Post emergency phone numbers in each shop area.   

2. Post first aid procedures in each laboratory area.  

3. Never block access to emergency exits, equipment, or utility controls. 

4. Keep all aisles clear. 

5. Know emergency evacuation and fire emergency procedures. 

6. Know where and how to use master utility controls to shut off gas, electrical and 

water supplies. 

7. Clean-up spills immediately and thoroughly.  Technology Shop instructors following 

standard clean-up procedures should only clean-up spills. 

 

Section 14:  Employee Training 

 

Safety training will be held once a year and are to include all Technology Shop instructors and 

assistants.  Efforts will be made to hold this training during summer in-service or on a 

professional development release day.  Training will include, but is not limited to, the following: 

 

1. Contents and location of the Technology Shop Safety Management Plan.  

2. Technology Shop instructor responsibilities under the safety plan. 

3. Employee Right-to-Know information including chemical inventory, material safety data 

sheets, chemical labeling and storage. 

4. Potential hazards involved in using chemicals. 

5. Signs and symptoms associated with exposure to hazardous chemicals. 

6. The proper use and location of safety equipment. 

7. Emergency procedures. 

8. Information on the storage and disposal of hazardous materials. 

 

Section 15:  Recordkeeping 

 

The District Office and individual instructors share recordkeeping responsibilities for the 

Technology Shop Safety Management Plan.  Records will be retained for a minimum of three 

years and will include: noise level monitoring results, inspection records, hazardous waste 

disposal records and employee training records.  Recordkeeping by individual instructors should 

be maintained in the shop area as part of this management plan.  The minimum recordkeeping 

responsibilities to be performed by instructors include all completed Technology Shop 

Safety Checklists, safety tests and worksheets contained in files for each student, a 

complete and up to date chemical inventory and all corresponding material safety data 

sheets.  Instructors shall keep a log of employee and student accidents and injuries so that shop 

improvements can be determined. Corrective action as needed based on accident reports and near 
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misses shall be taken.  In the event of instructor turn-over, all records for that shop area should be 

provided to the new instructor. 

 

 

Section 16: Future Equipment 

 

The Department of Education bid specification criteria shall be used for procurement of all future 

equipment. Instructors should not assume that the equipment they are ordering meets the criteria.  
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RESPIRATORY PROTECTION 

WRITTEN PLAN 

Intermediate School District 917 

July 2015 

 

This Respiratory Protection Plan specifies standard operating procedures to protect all employees 

from respiratory hazards, according to the requirements of 29 CFR 1910.134.  At Intermediate 

School District 917,  respirators are not required but can be used by employees on a voluntary 

basis.  Employees who voluntarily determine that they wish to use a respirator shall be 

responsible for the storage, maintenance, and cleanliness of the respirator.   Procurement, 

consumables, and replacement parts shall be funded by the District.   

Administrative Duties 

At Intermediate School District 917 our Respiratory Protection Program Administrator is Linda 

Berg, the Health and Safety Coordinator. This person is solely responsible for all facets of the 

plan and has full authority to make necessary decisions to ensure success of this plan.   

Employees may review a copy of this Respiratory Protection Plan. It is located in the District 

Office. We review this plan periodically to ensure its effectiveness.  

Respiratory Hazards 

A review of potential respiratory hazards indicates that employees may be exposed to mold, soot, 

solvents, welding fumes and dust.  These exposures are below the permissible exposure limit.  

However, for comfort, employees may choose to wear a respirator. 

Respirator Selection   

Respirators are selected on the basis of respiratory hazards to which the worker is exposed and 

workplace and user factors that affect respirator performance and reliability.  

Our district’s selection procedures include: 

Selection Procedure Checklist 

When selecting any respirator in general:  

 Select and provide respirators based on respiratory hazard(s) to which a worker is 

exposed and workplace and user factors that affect respirator performance and reliability. 

 Select a NIOSH-certified respirator. (NIOSH stands for the National Institute for 

Occupational Safety and Health) 
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 Select respirators from a sufficient number of respirator models and sizes so that the 

respirator is acceptable to, and fits the user. 

When selecting respirators for atmospheres that are not IDLH (Immediately Dangerous to Life or 

Health):  

 Provide a respirator that is adequate to protect the health of the employee and ensure 

compliance with all other OSHA statutory and regulatory requirements, under routine and 

reasonably foreseeable emergency situations. 

 Select respirators appropriate for the chemical state and physical form of the 

contaminant. 

For protection against gases and vapors, provide:  

 

 An atmosphere-supplying respirator, or  

 

 An air-purifying respirator, provided that: (1) The respirator is equipped with an end-of-

service-life indicator (ESLI) certified by NIOSH for the contaminant; or (2) If there is no 

ESLI appropriate for conditions in our workplace, implement a change schedule for 

canisters and cartridges that is based on objective information or data that will ensure that 

canisters and cartridges are changed before the end of their service life. Describe in the 

respirator program the information and data relied upon and the basis for the canister and 

cartridge change schedule and the basis for reliance on the data.  

For protection against particulates, provide:  

 An atmosphere-supplying respirator; or  

 

 An air-purifying respirator equipped with a filter certified by NIOSH under 30 CFR part 

11 as a high efficiency particulate air (HEPA) filter, or an air-purifying respirator 

equipped with a filter certified for particulates by NIOSH under 42 CFR 84; or  

 

 For contaminants consisting primarily of particles with mass median aerodynamic 

diameters (MMAD) of at least 2 micrometers, an air-purifying respirator equipped with 

any filter certified for particulates by NIOSH.  

Respirator Types and Uses 

 Half-mask canister respirator for boiler 

cleaning, removing mold, welding, 

painting, dust, and solvents 

 

 A 2 strap paper dust mask for dust or 

mold  
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The following types of respirators are in use in this facility for the following uses:   

Only NIOSH-certified respirators are selected and used. The respirators will be assigned to 

individual workers for their exclusive and voluntary use. 

Medical Evaluations    

A medical evaluation for respirator use is not provided to employees by Intermediate School 

District 917 since the employees are wearing the respirator on a voluntary basis.  However, a 

medical evaluation to determine whether an employee is able to use a given respirator is an 

important element and recommended to prevent injuries, illnesses, and even, in rare cases, death 

from the physiological burden imposed by respirator use.  A medical evaluation will determine if 

an employee is physically able to perform the work and use the respirator.   Please see 29 CFR 

1910.134 for information regarding the recommended medical evaluation.  Respirator medical 

evaluations will be the employee’s responsibility and at the employee’s expense. 

Fit Testing Procedures 

Fit testing is not provided since this is a voluntary respirator program. 

Proper Use Procedures 

Once the respirator has been properly selected and fitted, its protection efficiency must be 

maintained by proper use in accordance with 29 CFR 1910.134(g).   

Our district uses the following recommendations for employees who wear respirators: 

Face piece Seal Protection  

Do not permit respirators with tight-fitting face pieces to be worn by employees who have:  

 

 Facial hair that comes between the sealing surface of the face piece and the face or 

that interferes with valve function; or  

 Any condition that interferes with the face-to-face piece seal or valve function.  

If an employee wears corrective glasses or goggles or other personal protective equipment, 

ensure that such equipment is worn in a manner that does not interfere with the seal of the face 

piece to the face of the user. 

For all tight-fitting respirators, ensure that employees perform a user seal check each time they 

put on the respirator using the procedures in 29 CFR 1910.134 Appendix B-1 (User Seal Check 

Procedures) or procedures recommended by the respirator manufacturer that you could 

demonstrate are as effective as those in Appendix B-1. 

Maintenance and Care Procedures 

In order to ensure continuing protection from respiratory protective devices, it is necessary to 

establish and implement proper maintenance and care procedures and schedules. A lax attitude 

toward maintenance and care will negate successful selection and fit because the devices will not 
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deliver the assumed protection unless they are kept in good working order.     

Cleaning & disinfecting 

Our district provides each respirator user with a respirator that is clean, sanitary, and in good 

working order.   Respirator users are responsible to ensure that respirators are cleaned and 

disinfected using the procedures below: 

 In Appendix B-2 of 29 CFR 1910.134.  

 Recommended by the respirator manufacturer.  

The respirators are cleaned and disinfected at the following intervals: 

 

Respirator type: Are cleaned and disinfected at the following 

interval: 

Issued for the 

exclusive use of an 

employee 

As often as necessary to be maintained in a 

sanitary condition 

 

Storage 

Storage of respirators must be done properly to ensure that the equipment is protected and not 

subject to environmental conditions that may cause deterioration.   Respirator users are 

responsible for ensuring that respirators are stored to protect them from damage, contamination, 

dust, sunlight, extreme temperatures, excessive moisture, and damaging chemicals to prevent 

deformation of the face piece and exhalation valve.  

Inspection 

In order to assure the continued reliability of respirator equipment, it must be inspected by the 

user on a regular basis. The frequency of inspection is related to the frequency of use. 

Frequencies for inspection: 

 

 

Respirator type: Inspected at the following frequencies: 

All types used in 

routine situations 

Before each use and during cleaning 

 

Respirator inspections include a check:  

 

 For respirator function, tightness of connections, and the condition of the various 

parts including, but not limited to, the face piece, head straps, valves, connecting 

tube, and cartridges, canisters or filters; and  

 

 Of elastomeric parts for pliability and signs of deterioration.  
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Repairs 

Respirators that fail an inspection or are otherwise found to be defective are removed from 

service, and are discarded or repaired or adjusted by the district in accordance with the following 

procedures:  

 

 Repairs or adjustments to respirators are to be made only by persons appropriately 

trained to perform such operations and only with the respirator manufacturer's 

NIOSH-approved parts designed for the respirator;  

 Repairs must be made according to the manufacturer's recommendations and 

specifications for the type and extent of repairs to be performed; and  

 Reducing and admission valves, regulators, and alarms must be adjusted or repaired 

only by the manufacturer or a technician trained by the manufacturer.  

Discarding of respirators 

Respirators that fail an inspection or are otherwise not fit for use and cannot be repaired must be 

discarded and will be replaced by the District. 

Air Quality Procedure 

Filters, Cartridges, and Canisters:  

Ensure that all filters, cartridges and canisters used in the workplace are labeled and color-coded 

with the NIOSH approval label and that the label is not removed and remains legible. 

Training 

No training is required since this is a voluntary respirator program.  Employees are provided with 

a copy of Appendix D of the standard.  Employees are also periodically informed regarding: 

 Respiratory hazards to which our employees are potentially exposed during routine and 

emergency situations, and 

 Proper use of respirators, including putting on and removing them, any limitations on 

their use, and their maintenance. 

 Providing the employee with a copy of Appendix D to l910.134: 

Information for employees using respirators when not required under the standard 

 

Respirators are an effective method of protection against designated hazards when properly 

selected and worn. Respirator use is encouraged, even when exposures are below the exposure 

limit, to provide an additional level of comfort and protection for workers. However, if a 

respirator is used improperly or not kept clean, the respirator itself can become a hazard to the 

worker. Sometimes, workers may wear respirators to avoid exposures to hazards, even if the 

amount of hazardous substance does not exceed the limits set by OSHA standards. If your 

employer provides respirators for your voluntary use, or if you provide your own respirator, you 

need to take certain precautions to be sure that the respirator itself does not present a hazard.  
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You should do the following: 

 Read and heed all instructions provided by the manufacturer on use, maintenance, 

cleaning and care, and warnings regarding the respirators limitations. 

 Choose respirators certified for use to protect against the contaminant of concern. 

NIOSH, the National Institute for Occupational Safety and Health of the U.S. 

Department of Health and Human Services, certifies respirators. A label or statement 

of certification should appear on the respirator or respirator packaging. It will tell you 

what the respirator is designed for and how much it will protect you. 

 Do not wear your respirator into atmospheres containing contaminants for which your 

respirator is not designed to protect against. For example, a respirator designed to 

filter dust particles will not protect you against gases, vapors, or very small solid 

particles of fumes or smoke. 

 Keep track of your respirator so that you do not mistakenly use someone else’s 

respirator. 

Questions 

If an employee has questions or concerns regarding respirator use they are to contact Linda Berg, 

Health and Safety Coordinator at 651-423-8214. 
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Appendix B-1 to § 1910.134: User Seal Check Procedures (Mandatory)  

The individual who uses a tight-fitting respirator is to perform a user seal check to ensure that an 

adequate seal is achieved each time the respirator is put on. Either the positive and negative 

pressure checks listed in this appendix, or the respirator manufacturer's recommended user seal 

check method shall be used. User seal checks are not substitutes for qualitative or quantitative fit 

tests.  

I. Facepiece Positive and/or Negative Pressure Checks  

A. Positive pressure check. Close off the exhalation valve and exhale gently into the 

facepiece. The face fit is considered satisfactory if a slight positive pressure can be built 

up inside the facepiece without any evidence of outward leakage of air at the seal. For 

most respirators this method of leak testing requires the wearer to first remove the 

exhalation valve cover before closing off the exhalation valve and then carefully 

replacing it after the test.  

B. Negative pressure check. Close off the inlet opening of the canister or cartridge(s) by 

covering with the palm of the hand(s) or by replacing the filter seal(s), inhale gently so 

that the facepiece collapses slightly, and hold the breath for ten seconds. The design of 

the inlet opening of some cartridges cannot be effectively covered with the palm of the 

hand. The test can be performed by covering the inlet opening of the cartridge with a thin 

latex or nitrile glove. If the facepiece remains in its slightly collapsed condition and no 

inward leakage of air is detected, the tightness of the respirator is considered satisfactory.  

II. Manufacturer's Recommended User Seal Check Procedures  

The respirator manufacturer's recommended procedures for performing a user seal check may be 

used instead of the positive and/or negative pressure check procedures provided that the 

employer demonstrates that the manufacturer's procedures are equally effective.  
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Appendix B-2 to § 1910.134: Respirator Cleaning Procedures (Mandatory) 

These procedures are provided for employer use when cleaning respirators. They are general in 

nature, and the employer as an alternative may use the cleaning recommendations provided by 

the manufacturer of the respirators used by their employees, provided such procedures are as 

effective as those listed here in Appendix B- 2. Equivalent effectiveness simply means that the 

procedures used must accomplish the objectives set forth in Appendix B-2, i.e., must ensure that 

the respirator is properly cleaned and disinfected in a manner that prevents damage to the 

respirator and does not cause harm to the user. 

I. Procedures for Cleaning Respirators 

A. Remove filters, cartridges, or canisters. Disassemble facepieces by removing speaking 

diaphragms, demand and pressure- demand valve assemblies, hoses, or any components 

recommended by the manufacturer. Discard or repair any defective parts. 

B. Wash components in warm (43 deg. C [110 deg. F] maximum) water with a mild 

detergent or with a cleaner recommended by the manufacturer. A stiff bristle (not wire) 

brush may be used to facilitate the removal of dirt. 

C. Rinse components thoroughly in clean, warm (43 deg. C [110 deg. F] maximum), 

preferably running water. Drain. 

D. When the cleaner used does not contain a disinfecting agent, respirator components 

should be immersed for two minutes in one of the following: 

1. Hypochlorite solution (50 ppm of chlorine) made by adding approximately one 

milliliter of laundry bleach to one liter of water at 43 deg. C (110 deg. F); or, 

2. Aqueous solution of iodine (50 ppm iodine) made by adding approximately 0.8 

milliliters of tincture of iodine (6-8 grams ammonium and/or potassium iodide/100 cc 

of 45% alcohol) to one liter of water at 43 deg. C (110 deg. F); or, 

3. Other commercially available cleansers of equivalent disinfectant quality when used as 

directed, if their use is recommended or approved by the respirator manufacturer. 

E. Rinse components thoroughly in clean, warm (43 deg. C [110 deg. F] maximum), 

preferably running water. Drain. The importance of thorough rinsing cannot be 

overemphasized. Detergents or disinfectants that dry on facepieces may result in 

dermatitis. In addition, some disinfectants may cause deterioration of rubber or corrosion 

of metal parts if not completely removed. 

F. Components should be hand-dried with a clean lint-free cloth or air-dried. 

G. Reassemble facepiece, replacing filters, cartridges, and canisters where necessary. 

H.  Test the respirator to ensure that all components work properly. 
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Appendix D to Sec. 1910.134 (Mandatory) Information for Employees Using    

                  Respirators When Not Required Under the Standard  
 

Respirators are an effective method of protection against designated hazards when properly 

selected and worn. Respirator use is encouraged, even when exposures are below the exposure 

limit, to provide an additional level of comfort and protection for workers. However, if a 

respirator is used improperly or not kept clean, the respirator itself can become a hazard to the 

worker. Sometimes, workers may wear respirators to avoid exposures to hazards, even if the 

amount of hazardous substance does not exceed the limits set by OSHA standards. If your 

employer provides respirators for your voluntary use, or if you provide your own respirator, you 

need to take certain precautions to be sure that the respirator itself does not present a hazard.  

 

You should do the following:  

 

1. Read and heed all instructions provided by the manufacturer on use, maintenance, cleaning 

and care, and warnings regarding the respirators limitations.  

 

2. Choose respirators certified for use to protect against the contaminant of concern. NIOSH, the 

National Institute for Occupational Safety and Health of the U.S. Department of Health and 

Human Services, certifies respirators. A label or statement of certification should appear on the 

respirator or respirator packaging. It will tell you what the respirator is designed for and how 

much it will protect you.  

 

3. Do not wear your respirator into atmospheres containing contaminants for which your 

respirator is not designed to protect against. For example, a respirator designed to filter dust 

particles will not protect you against gases, vapors, or very small solid particles of fumes or 

smoke.  

 

4. Keep track of your respirator so that you do not mistakenly use someone else's respirator. 
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HEARING CONSERVATION 

WRITTEN PLAN 

Intermediate School District 917 

July 2015 

Administration 

It is the policy of this District to institute an occupational hearing conservation program for our 

workers to prevent any temporary or permanent noise-induced hearing loss to employees, and to 

comply with the federal OSHA standard found at 29 CFR 1926.52.  

This written hearing conservation plan serves as a record of the details of the hearing 

conservation program in place in the District. We have this program in place to protect the 

hearing of all workers in the district. Elements of the hearing conservation program include:  

 

  Monitoring,  

  Audiometric testing program,  

  Hearing Protection,  

  Training and Information, and  

  Record keeping.  

Linda Berg, Health and Safety Coordinator has overall responsibility for coordinating safety and 

health programs in this district.   She is the person having overall responsibility for the Hearing 

Conservation Program.  She will review and update the program, as necessary. 

Copies of the written program may be obtained from Linda Berg in the District Office. 

Monitoring  

The monitoring program is in place to provide an ongoing means of determining employee 

exposure to noise and protect employees based on excessive exposure. 

When information indicates that any employee's exposure may equal or exceed an 8-hour time-

weighted average of 85 decibels, the district may develop and implement an appropriate 

monitoring program to identify employees for inclusion in the hearing conservation program and 

to select proper hearing protection.    

The District notifies employees who were monitored and are exposed at or above an 8-hour time-

weighted average of 85 decibels of the results of the monitoring by sending a copy of the 

monitoring data. 
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The District provides an opportunity for affected employees or their representatives to observe 

any noise measurements conducted.   

Determination of over exposure to noise has been done by observation of the work sites by a 

person knowledgeable regarding noise. 

Employees Currently Tested to Determine if a Program is Required 

Currently employees included in the Hearing Conservation Program include: 

 Heavy Duty Truck Teacher 

 Diesel Truck Assistant 

Audiometric Testing Program   

The audiometric testing program is in place and available at no cost to all affected employees to 

ensure that noise exposures are kept at proper levels. 

The program ensures that a valid baseline audiogram is established for exposed employees 

within one year of hire.   

Audiometric testing is repeated annually. 

Employees whose worksite is tested:  Heavy Duty Truck Teacher and Assistant, and Vehicle 

Services Occupation Teacher and Assistant. 

The District determines if standard threshold shift has occurred by reviewing data received by 

the District from the vendor providing the audiometric testing.  Employees that experience a 

threshold shift in hearing are sent a letter by the District, which offers them a repeat test, a 

review of current hearing protection and other items as deemed appropriate. 

Hearing Protection 

The district makes hearing protectors available to any employees exposed to an 8-hour time-

weighted average of 85 decibels or greater at no cost to the employees.  Previous testing 

indicates that no employees are being exposed to standard threshold exceeding 85 decibels.  

Employees will contact the Safety Coordinator to order the proper hearing protection if the 

employee wants to wear protection even though not required. 

Supervisors ensure use of available hearing protection. 

The District ensures that employees have a variety of suitable protectors that attenuate (lower) 

employee exposure at least to an 8-hour time-weighted average of 85 decibels or lower available 

to them. 

The District can obtain a variety of suitable hearing protection for employees found in the Lab 
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Safety catalogue.  The District ensures evaluation for adequacy of the hearing protection 

attenuation for the specific noise environments in which the protector will be used, according to 

specifications given in an appendix to the standard.  This evaluation will be conducted by the 

vendor who provides the annual audiometric testing at the same time as the annual audiometric 

testing. 

Customized hearing protection will be investigated if a standard threshold shift in hearing occurs. 

Training and Information 

The District has a hearing protection-training program in the event that future testing indicates 

that employees are being exposed to noise at or above an 8-hour time-weighted average of 85 

decibels. 

The District will ensure employee participation in the hearing protection-training program, if 

required, by providing the training at the same time as the audiometric testing. 

The District makes copies of the standard available to affected employees whenever these are 

requested from the Safety Coordinator. 

The District will repeat the training program annually, if required. The district assures that the 

training material is updated to be consistent with changes in the protective equipment and work 

processes. 

The District ensures that each affected employee is informed of at least the following 

information:  

 

 Effects of noise on hearing;  

 Purpose of hearing protectors, the advantages, disadvantages, and attenuation of 

various types, and instructions on selection, fitting, use, and care; and  

 Purpose of audiometric testing, and an explanation of test procedures.  

The District makes informational materials, pertaining to the Occupational Noise Exposure 

standard that are supplied to it by OSHA, available to affected employees upon request. 

Enforcement 

Employees who do not wear their hearing protection in situations requiring such protection when 

directed to do so will be disciplined for insubordination as per contract language. 

Recordkeeping 

Recordkeeping is an essential element of the hearing conservation program, since it is the means 

by which hearing levels are tracked and assessed over a period of years. The District has in place 

a series of measures to maintain comprehensive and up-to-date records. 
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The District maintains accurate records of all employee exposure measurements required by the 

monitoring program of this regulation. 

The District maintains accurate records of all employee audiometric test records obtained 

pursuant to paragraph (g) of 1910.95. 

The District retains noise exposure measurement records for two years and audiometric test 

records for the duration of the affected employee's employment plus 30 years.  

The District provides access to records to employees, former employees, and representatives 

designated by the individual employee, and OSHA, upon request. 

 In May of 2004, Lee Carlson, Health and Safety Inspector for Inver Grove Heights/South 

St. Paul Public Schools, checked noise levels with a disometer in the following classrooms: 

 Vehicle Services – Sound was measured at 68-71 decibels.   

 Welding  - Background noise level was 77 decibels with the blowers on 

 Heavy Duty Truck – Sound was measured at 66-79 decibels 

The employee’s exposure must equal or exceed an eight-hour time-weighted average of 85 

decibels in order to have a hearing conservation program in place. 

AS A RESULT OF THESE SOUND LEVELS, THE HEARING CONSERVATION 

PROGRAM DOES NOT NEED TO BE IN OPERATION AT THIS TIME.  THIS 

PROGRAM WILL BE KEPT ON FILE FOR FUTURE REFERENCE IF NEEDED. 
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PERSONAL PROTECTIVE EQUIPMENT 

 

WRITTEN PLAN 

Intermediate School District 917 

 

July 2015 

 

This written plan documents steps Intermediate School District 917 (ISD 917) has taken to 

minimize injury, resulting from various occupational hazards present at our sites, by protecting 

workers through the use of personal protective equipment (PPE) when the hazards cannot be 

eliminated.  

Linda Berg is the program coordinator, acting as the representative of the School Board, who has 

overall responsibility for the program.   Annual training on employee’s use of PPE will be 

conducted by a consultant, one-on-one, or viewing a video or computer-based training module.  

Procurement of PPE is done by contacting Linda Berg who will select the equipment and place 

the orders. This written plan is kept in the district office and will be reviewed annually. 

ISD 917 believes its obligation is to provide a hazard-free environment to its employees. Any 

employee encountering hazardous conditions must be protected against the potential hazards. 

The purpose of protective clothing and equipment (PPE) is to shield or isolate individuals from 

chemical, physical, biological, or other hazards that may be present in the workplace. (See also 

separate written plans for the respiratory protection and hearing conservation programs.) 

Establishing an overall written PPE program detailing how employees use PPE makes it easier to 

ensure that they use PPE properly in the workplace, and documents our PPE efforts in the event 

of an OSHA inspection. Our PPE program covers:  

  • Purpose  

 • Hazard assessment  

 • PPE selection  

 • Employee training  

 • Cleaning and maintenance of PPE  

 • PPE specific information 

If after reading this program you find that improvements can be made, please contact Linda Berg 

at 651-423-8214.  We encourage all suggestions as we are committed to the success of our 

Personal Protective Equipment Program. We strive for clear understanding, safe behavior, and 

involvement in the program from every level of the school district. 
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Purpose of Program 

The basic element of any PPE program is an in depth evaluation of the equipment needed to 

protect against the hazards at the workplace; this is the initial hazard assessment for which 

written documentation is required. Two basic objectives of any PPE program should be to 

protect the wearer from incorrect use and/or malfunction of PPE. The purpose of this Personal 

Protective Equipment (PPE) Program is to document the hazard assessment, protective measures 

in place, and PPE in use at this workplace.   PPE devices are not to be relied on as the only 

means to provide protection against hazards, but are used in conjunction with guards, 

engineering controls, and sound work practices. If possible, hazards will be abated first through 

engineering controls, with PPE to provide protection against hazards, which cannot reasonably 

be abated otherwise. 

Hazard Assessment 

In order to assess the need for PPE the following steps are taken: 

1.  The Health and Safety Coordinator and the Assistant Directors and/or Directors will have 

identified the job classifications where exposures occur or could occur.  The business 

office examines the First Reports of Injury. 

2.  The Health and Safety Coordinator and the Assistant Directors and/or Directors  conduct 

on going walk through surveys of workplace areas where hazards exist or may exist to 

identify sources of hazards to employees. Employees are also asked to inform the Health 

and Safety Coordinator of any hazards in their work.  The basic hazard categories are:  

 • Impact  

 • Heat  

 • Penetration  

 • Harmful dust  

 • Compression (roll over)  

 • Light (optical) radiation  

 • Chemical 

 • Noise 

 • Body Fluids 

During the walk-through surveys the Health and Safety Coordinator and the Assistant Directors 

and/or Directors observe and record the following hazards.  Employees also provide information 

during training sessions.    

• Sources of motion; i.e., machinery or processes where any movement of tools, machine 

elements, or particles could exist or movement of personnel that could result in collision 
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with stationary objects: Heavy Duty Truck Technology Careers-vehicles; Graphic 

Communications; Food Industry Careers-Food, mixers and slicers; Fundamental Chef 

Training-Food, mixers and slicers; Vehicle Services – moving vehicles and lifts; 

Custodial/Maintenance – HVAC units; Grounds – lawn mowers and snow blowers. 

• Sources of high temperatures that could result in burns, eye injury or ignition: Heavy 

Duty Truck Technology Careers; Vehicle Services - welders, torches, plasma cutter; 

Food Industry Careers and Fundamental Chef Training– ranges; Custodial – boilers. 

• Chemical exposures could occur in: Heavy Duty Truck Technology Careers and Vehicle 

Services – paint, parts washer, auto chemicals; Science; Food – dish room; Custodial – 

cleaning chemicals, boiler chemicals. 

• Exposures to harmful dusts are covered in the Respiratory Protection Program. 

• Exposures to sources of light radiation, i.e., welding, brazing, cutting, high intensity 

lights, ultra-violet light etc. occur in:  Heavy Duty Truck Technology Careers– welding; 

Vehicle Services – welding and torching. 

• Sources of falling objects or potential for dropping objects occur in:  Vehicle Service 

Careers- vehicles on lifts; Construction; where hard hats are worn. 

• Sources of sharp objects which might pierce the feet or cut the hands have been observed 

in: Graphic Communication; Food Industry Careers and Fundamental Chef Training; 

Vehicle Services-sheet metal; Science. 

• Sources of rolling or pinching objects, which could crush the feet, have been observed in:  

Vehicle Services – vehicles moving. 

• Sources of excess noise are covered in the Hearing Conservation Program written plan. 

• Exposures to potentially infectious body fluids occur in all shop type programs where first 

aid could be needed. 

• Electrical hazards can occur in: Graphic Communications; Vehicle Services; Heavy Duty 

Truck; Food Industry Careers and Fundamental Chef Training; Custodial; Construction. 

An estimate of the potential for injuries has been made.  Each of the basic hazards has been 

reviewed and a determination made as to the frequency, type, level of risk, and seriousness of 

potential injury from each of the hazards found. The existence of any situations where multiple 

exposures occur or could occur has been considered. 

Selection Guidelines/Purchasing 

Once any hazards have been identified and evaluated through hazard assessment, the general 

procedure for selecting protective equipment is to: 

1. Become familiar with the potential hazards and the type of PPE that is available, and 

what they can do. 

352



 4 

2. Compare types of equipment to the hazards associated with the environment. 

3. Select the PPE, which ensures a level of protection greater than the minimum 

required to protect employees from the hazards. 

4.  Fit the user with proper, comfortable, well fitting protection and instruct employees 

on care and use of the PPE. It is very important that the users are aware of all 

warning labels for and limitations of their PPE.  

Linda Berg will do selection of PPE with the assistance of the Assistant Director and/or Director.  

The Laboratory Safety catalogue will be available for ordering in the District Office. 

Never will PPE be denied, limited or said to be not available due to departmental budgets.   

It is the responsibility of Linda Berg (with the aid of a consultant) to reassess the workplace 

hazard situation as necessary, to identify and evaluate new equipment and processes, to review 

accident records, and reevaluate the suitability of previously selected PPE. This reassessment 

will be ongoing. 

Elements, which should be considered in the reassessment, include:  

 • Adequacy of PPE program  

 • Accidents and illness experience  

 • Levels of exposure (this implies appropriate exposure monitoring if needed)  

 • Adequacy of equipment selection  

 • Number of person hours that workers wear various protective ensembles  

 • Adequacy of training/fitting of PPE  

 • Program costs  

 • Recommendation for program improvement and modification  

 • Coordination with overall safety and health program 

Employee Training 

Annual training is required to use personal protective equipment.  Training will be accomplished 

using SafeSchools Online Learning.  Training includes:  

 • When PPE is necessary  

 • What PPE is necessary 

 • How to wear assigned PPE  

 • Limitations of PPE  
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 • The proper care, maintenance, useful life, and disposal of assigned PPE 

Employees must demonstrate an understanding of the training and the ability to use the PPE 

properly before they are allowed to perform work requiring the use of the equipment. 

Employees are prohibited from performing work without donning appropriate PPE to protect 

them from the hazards they will encounter in the course of that work.  Supervisors are 

responsible to see that employees wear their PPE. 

If the Assistant Director and/or Director has reason to believe an employee does not have the 

understanding or skill required, the employee must be retrained. Circumstances where retraining 

may be required include changes in the workplace, changes in the types of PPE to be used that 

would render previous training obsolete, and inadequacies in an affected employee's knowledge 

or use of the assigned PPE that indicates the employee has not retained the necessary 

understanding or skills. 

The trainer certifies in writing that the employee has received and understands the PPE training. 

Annual training records will be kept on file in the Health and Safety Office, located in the 

District Office. 

Because failure to comply with district guidelines concerning PPE can result in OSHA citations 

and fines as well as employee injury, an employee who does not comply with this program will 

be disciplined for insubordination according to their contract.  

Cleaning and Maintenance 

It is important that all PPE be kept clean and properly maintained by the employee to whom it is 

assigned. Cleaning is particularly important for eye and face protection where dirty or fogged 

lenses could impair vision. PPE is to be inspected, cleaned, and maintained by employees at 

regular intervals as part of their normal job duties so that the PPE provides the requisite 

protection. Instructors and the lead Custodian are responsible for ensuring compliance with 

cleaning responsibilities by employees. If a piece of PPE is in need of repair or replacement, it is 

the responsibility of the employee to bring it to the immediate attention of their supervisor.  It is 

against work rules to use PPE that is in disrepair or not able to perform its intended function. 

Contaminated PPE, which cannot be decontaminated, is disposed of in a manner that protects 

employees from exposure to hazards. 

PPE Specific Information 

Body Protection - Aprons, Lab Coats, Chaps, Jackets, Smocks 

It is the policy of the district as a condition of employment, all regular, full time, part time, and 

temporary employees working in a designated work area and/or job assignment are required to 

wear aprons, lab coats, chaps or jackets to help prevent injury to the body resulting from 

chemicals, light radiation, flying particles, for example.  See the following list: 

Heavy Duty Truck Technology Careers, Food Industry Careers, Fundamental Chef 

Training, Vehicle Services, - Shop coats and welding 
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Fundamental Chef Training and Food Industry Careers, Science, Animal Science, Career 

Exploration - Lab coats, aprons 

Eye Protection -Goggles, Face Shields and Safety Eyewear 

All regular full time, part time, and temporary employees working in designated work area 

and/or job assignments are required to wear ANSI approved goggles/face shields to help prevent 

eye and face injuries, including those resulting from flying particles, molten metal, liquid 

chemicals, acids or caustic liquids, chemical gases or vapors, or light radiation.  See the 

following list: 

Goggles, Face Shields or Safety Eyewear  -- Vehicle Services, Heavy Duty Truck 

Technology Careers, Career Exploration, Food, Graphic Communications Computer  

Safety Eyewear -- Computer Repair, Networking, and Video Game Design, Construction  

Goggles - Science 

Foot Protection-Safety Shoes 

All regular full time, part time, and temporary employees working in designated work areas 

and/or job assignments are required to wear safety shoes to help prevent foot injuries, ankle 

injuries, slips, and falls.  Employees in the following designated work areas are required to wear 

OSHA approved safety shoes:  

Construction, Heavy Duty Truck, Vehicle Services, Maintenance- Safety Shoes   

Hand Protection – Gloves    

All regular full time, part time, and temporary employees working in designated work areas 

and/or job assignments are required to wear gloves to help prevent hand injuries, including cuts, 

burns, and chemical exposure.  Employees in the following designated work areas are required to 

wear protective gloves: 

Hot gloves, chemical gloves, cut resistant gloves, lifting gloves – Food Classes 

Leather gloves, hot gloves, and chemical gloves - Vehicle Services 

Chemical gloves, leather gloves – Maintenance 

Head protection -- Hard hats 

All regular full time, part time, and temporary employees working in designated work areas 

and/or job assignments are required to wear ANSI approved hard hats to help prevent head 

injuries, including those resulting from falling objects, bumping the head against a fixed object, 

or electrical shock. 

Employees in the following designated work areas are required to wear hard hats: 

None   
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In Addition 

Employees from temporary work agencies and contractors are required to wear PPE if assigned 

to work in the designated work areas. 

All assistant supervisors are responsible for ensuring employees under their charge are in 

compliance with this written plan. 

All employees who work in designated work areas and/or job assignments are responsible for 

wearing district provided PPE to comply with this written plan. Failure to comply will result in 

disciplinary action. 

All employees required to wear PPE must routinely inspect and properly care for their PPE. 
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LOCKOUT/TAG-OUT ENERGY CONTROL  

 

WRITTEN PLAN 

Intermediate School District 917 

July 2015 

 

Purpose 

This procedure establishes the minimum requirements for controlling hazardous energy 

whenever maintenance or repair is done on machinery at our sites. It is used to ensure that the 

machine or equipment is stopped, isolated from all potentially hazardous energy sources and 

locked out before employees perform any servicing or maintenance where the unexpected 

energization or start-up of the machine or equipment or release of stored energy could cause 

injury.  

Authorized and Affected Employees 

Authorized employees subject to the requirements of this program and to be trained on their 

duties within it include all staff from the following programs:  Alliance Education Center, Food 

Industry Careers, Fundamental Chef Training, Construction Trades, Heavy Duty Truck 

Technology, Vehicle Services, Graphic Communications, Special Education Employment 

Training Laboratory, Health and Safety. 

Machinery and Equipment 

The machinery and equipment in this facility that falls under the Control of Hazardous Energy 

Standard includes the following: Any equipment which is hard wired (not cord/plug operated) 

including:  univents, exhaust and circulating fans at Alliance Education Center, garbage 

disposals, refrigerators, all lights at Alliance Education Center, and automatic garage doors.   

Lockout is the preferred method of isolating machines or equipment from energy sources. Tag-

out is to be performed instead of lockout only when there is no way to lockout a machine.   

Lockout/Tag-out Procedures 

Affected employees are notified verbally when their machine is to be locked out by the 

authorized employee who will be performing the lockout. 

The machinery and equipment listed above follows these shutdown, isolation, blocking and 

securing procedures for lockout/tag-out:  
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1)  The authorized employee shall determine the type and magnitude of the energy that the 

machine or equipment utilizes, shall understand the hazards of the energy and shall know 

the methods to control the energy. 

2)  If the machine or equipment is operating, shut it down by the normal stopping procedure 

(depress the stop button, open switch, close valve, etc.) 

3)  Deactivate the energy isolating device(s) so that the machine or equipment is isolated 

from the energy source(s). 

4)  Lock out the energy isolating device(s) with assigned individual lock(s.) 

5)  Stored or residual energy (such as that in capacitor, springs, elevated machine members, 

rotating flywheels, hydraulic systems, and air, gas, steam, or water pressure, etc.) must be 

dissipated or restrained by methods such as grounding, repositioning, blocking, bleeding 

down, etc. 

6)  Ensure that equipment is disconnected from the energy source(s) by first checking that no 

personnel are exposed, then verify the isolation of the equipment by operating the push 

button or other normal operating  control(s) or by testing to make certain the equipment 

will not operate.  Then return the operating control(s) to neutral or “off” position after 

verifying the isolation of the equipment. 

The machinery and equipment listed above follows these lockout removal and restart procedures:  

Check the machine or equipment and the immediate area around the machine to ensure that non-

essential items have been removed and that the machine or equipment components are 

operationally intact. 

1)  Check the work area to ensure that all employees have been safely positioned or removed 

from the area. 

2)  Verify the controls are neutral. 

3)  Remove the lockout devices and re-energize the machine or equipment. 

4)  Notify affected employees that the servicing or maintenance is completed and the 

machine or equipment is ready for use. 

Written procedures for equipment with multiple energy sources, such as soil or gas space heaters, 

will be kept in the area where the equipment is located.   

Lockout/Tag-out equipment will be the responsibility of Scott Zehnder, Lead Custodian,  and 

individual instructors.  Lockout/Tag-out equipment will be kept in a box in the Custodial office 

at Alliance Education Center and in the DCALS Office such that the equipment is accessible.  

Equipment including: tags, locks, chain and breaker locks will be ordered from the Health and 
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Safety Coordinator in the District Administration Office. 

Periodic Inspection 

A periodic inspection is done, looking at the energy control procedures performed to ensure that 

the procedure and requirements of the standard are being followed. This inspection is performed 

by a consultant.   

Administrative Duties 

Superintendent John Christiansen has overall responsibility for coordinating safety and health 

programs in this district.  He is the person having overall responsibility for the Lockout/Tag-out 

Program.  John Christiansen will review and update the program, as necessary.  Copies of the 

written program may be obtained from Linda Berg in the District Administration Office located 

in Dakota County Technical College. 

Discipline 

Employees who do not use Lockout/Tag-out to control energy will be considered insubordinate 

and disciplined according to their contract. 

Training and Certification 

Annual training will be provided by SafeSchools Online Training to authorized employees.   

Annual review to certify that building employees are able to perform lockout/tag-out will be 

done by Scott Zehnder and Eric VanBrocklin.  

Outside Contractors 

Outside contractors who work on equipment or machinery in the buildings will be shown this 

plan, prior to doing any work where lockout/tag-out is required.  Outside contractors shall use 

lockout/tag-out whenever the unexpected energization, start up, or release of stored energy could 

injure. The outside contractor will be responsible for informing affected employees when they 

plan to use lockout/tag-out.   Outside contractors shall provide their own lockout/tag-out 

equipment. 
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MDE / School Finance

Division of School Finance                
1500 Highway 36 West                   

Roseville, MN  55113-4266

Long-Term Facility Maintenance Revenue Application 
Ten Year Expenditure 

ED - 02478-01

INSTRUCTIONS: Enter estimated expenditures that are allowable uses of Long-term Facilities Maintenance Revenue under
MS 123B.595, Subd. 10, by UFARS Finance Code by fiscal year in the space provided. Finance codes shown for accessibility
and deferred capital expenditures and maintenance projects are proposed new Finance codes District Name: Intermediat School District 917 District # $917

n/a n/a n/a Date: 7/10/2015
n/a n/a n/a  District Contact for Questions on this Spreadsheet: E-mail: Nicolle.roush@isd917.k12.mn.us

n/a n/a n/a n/a n/a Name: Nicolle Roush, Business Manager Phone #:  (651 ) 423 -8227
n/a                                                                   Fiscal Year, Ending June 30th --> 2017 2018 2019 2020 2021 2022 2023 2024 2025 2026

ESTIMATED EXPENDITURES: n/a n/a n/a n/a n/a n/a n/a
n/a Health and Safety, Excluding Projects in Finance codes 358, 363 and 366 Costing > $100,000 per Site n/a n/a n/a n/a n/a n/a n/a

Finance Category
347 Physical Hazards $3,807 $3,902 $3,999 $4,099 $4,202 $4,307 $4,414 $4,525 $4,638 $4,754
349 Other Hazardous Materials $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
352 Environmental Health & Safety Management $20,593 $21,107 $21,635 $22,176 $22,730 $23,299 $23,881 $24,478 $25,090 $25,717
358 Asbestos Removal and Encapsulation $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
363 Fire Safety $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
366 Indoor Air Quality $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
n/a Total Health and Safety Capital Projects $24,400 $25,009 $25,634 $26,275 $26,932 $27,606 $28,295 $29,003 $29,728 $30,471
n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a
n/a Health and Safety,  Projects Costing > $100,000 per Site n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a
358 Asbestos Removal and Encapsulation $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
363 Fire Safety $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
366 Indoor Air Quality $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
n/a Total Health and Safety Capital Projects $100,000 or More $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a
n/a Accessibility n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a

Finance Category n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a
367 Accessibility $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a
n/a Deferred Capital Expenditures and Maintenance Projects n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a

Finance Category n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a
368 Building Envelope $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
369 Building Hardware and Equipment $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
370 Electrical $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
379 Interior Surfaces $45,000 $20,500 $21,012 $21,537 $22,076 $5,657 $5,798 $23,741 $24,335
380 Mechanical Systems $0 $0 $0 $0 $0 $0 $0 $0 $0 $38,000
381 Plumbing $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
382 Professional Services and Salary $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
383 Roof Systems $0 $5,000 $5,000 $5,000 $5,000 $550,000 $0 $0 $0 $0
384 Site Projects $0 $0 $0 $0 $0 $0 $0 $0 $0 $0
n/a Total Deferred Capital Expense and Maintenance $0 $50,000 $25,500 $26,012 $26,537 $572,076 $5,657 $5,798 $23,741 $62,335
n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a n/a

n/a Total Annual 10 Year Plan Expenditures $24,400 $75,009 $51,134 $52,287 $53,469 $599,682 $33,952 $34,801 $53,469 $92,806
end of worksheet
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ISD #917
DEFERRED MAINTENANCE STUDY

DEFERRED MAINTENANCE Inflation 2017 2018 2019 2020 2021 2022 2023 2024 2025 2026
FIN ISSUE PROPOSED SOLUTION

Site Work

384
Rear Door side walk is heaved up from
frost completed 13-14 school year

384
Maintenance for Parking Lots (26,400 sq
ft) completed 15-16 school year 26,400

Exterior Envelope and Roofing

383 Roof is a 10 year membrane roof. Replace Roof with higher warranty 20 year roof 39,939 sf $ 550,000.00

383 Minor Roof Repairs Repairs to roof (allowance) Allowance $ 5,000.00 $ 5,000.00 $ 5,000.00 $ 5,000.00

368 Tuck Pointing Touch Up and Tuck Point areas as needed 2.50%

Interior 

379
Many of the interior walls are frequently
damage and need patching (27,000 sq ft)

Line interior of public are sheet rock walls with a fiber
glass panel to help reduce repairs.  Each class room
would require approx. 1500 sf.   Complete approx. 4 to
5 rooms per Year 2.50% $ 5,000.00 $ 5,125.00 $ 5,253.13 $ 5,384.45 $ 5,519.06 $ 5,657.04 $ 5,798.47 $ 5,943.43 $ 6,092.01

379

Gym floor is VCT.  VCT near exterior is
going to pop off soon.  Floor is a
maintenance issue for cleaning marks
and looks bad. Replace floor with Seamless vinyl or equal (4150 sq ft) 2.50% $ 25,000.00

379
Carpet areas become a health concern
from spills and stains (16,000 sq ft) Replace carpet in 4 to 5 rooms per year.  2.50% $ 15,000.00 $ 15,375.00 $ 15,759.38 $ 16,153.36 $ 16,557.19 $ 17,798.98 $ 18,243.96

Mechanical & Electrical

380
Roof Top units will age and need repair
and / or replacement

Repair &/or Replace Units as needed 17 3-4 ton units
and 3 10 tons units 2.50% $ 38,000.00

Health and Safety  District Wide

352 Environmental Health & Safety f352

includes IAQ coordinator, Bloodborne Pathogion
Training, Hepatitus A&B, PPE, Metro ECSU
membership etc 2.50% $ 20,593.00 $ 21,107.83 $ 21,635.52 $ 22,176.41 $ 22,730.82 $ 23,299.09 $ 23,881.57 $ 24,478.61 $ 25,090.57 $ 25,717.84

347 Physical Hazard Control f347

Personal Protective Equip. in shop areas and Special
Education Programs, OSHA for physical and electrical
issues etc. 2.50% $ 3,807.00 $ 3,902.18 $ 3,999.73 $ 4,099.72 $ 4,202.22 $ 4,307.27 $ 4,414.95 $ 4,525.33 $ 4,638.46 $ 4,754.42

Technology and Security

DEFERRED MAINTENANCE Quantity $24,400.00 $75,010.00 $51,135.25 $52,288.63 $53,470.85 $599,682.62 $33,953.56 $34,802.40 $53,471.44 $92,808.23
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2027 2028 2029 2030 2031 TOTALS

$ -

$ 25,000.00 $ 25,000.00 $ 50,000.00
$ -

$ 550,000.00

$ 20,000.00

$ 17,200.00 $ 17,200.00 $ 17,200.00 $ 51,600.00
$ -

$ 6,244.31 $ 6,400.42 $ 6,560.43 $ 6,724.44 $ 6,892.56 $ 82,594.76

$ 31,250.00 $ 56,250.00

$ 18,700.06 $ 19,167.56 $ 19,646.75 $ 172,402.23
$ -

$ 38,950.00 $ 39,923.75 $ 116,873.75
$ -

$ 26,360.78 $ 27,019.80 $ 27,695.30 $ 28,387.68 $ 29,097.37 $ 369,272.17

$ 4,873.28 $ 4,995.11 $ 5,119.99 $ 5,247.99 $ 5,379.19 $ 68,266.84

$ -
$ -

$81,178.43 $152,782.89 $76,222.47 $97,483.86 $58,569.12 TOTALS
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 Member _______________introduced the following resolution and moved its 

adoption: 

 

RESOLUTION APPROVING DAKOTA COUNTY INTERMEDIATE 

SCHOOL DISTRICT NO. 917'S LONG TERM FACILITY 

MAINTENANCE PROGRAM BUDGET AND AUTHORIZING THE 

INCLUSION OF THOSE PROJECTS IN THE DISTRICT'S 

APPLICATION FOR LONG TERM FACILITY MAINTENANCE 

PROGRAM REVENUE 

 

BE IT RESOLVED by the School Board of Intermediate School District No. 917, 

State of Minnesota as follows: 

 

1. The school board of Dakota County Intermediate School District No. 917 hereby 

approves a long term facility maintenance program budget for its facilities for the 

2016-2017 school year in the amount of $24,400.00.  The various components of 

this program budget are attached as Exhibit A here to and are incorporated herein 

by reference and administration is directed to apply to the Commissioner of the 

Department of Education for approval.  

 

2. Minnesota Statutes, Section 123B.53, Subdivision 1, as amended, provides that if 

an intermediate school district's long term facility maintenance budget is approved 

by the school boards of each of the intermediate school district's member school 

districts, each member district may include its proportionate share of the costs of 

the intermediate school district program in its long term facility maintenance 

revenue application. 

 

3. It is proposed that the proportionate share of the costs of the intermediate school 

district's long term facility maintenance program for each member school district 

to be included in its application shall be determined by multiplying the total cost of 

the intermediate school district long term facility maintenance program times a 

formula that weights two components equally between the member districts; total 

net tax capacity and Adjusted Pupil Units.  The long term facility maintenance 

costs shall be funded through annual levy instead of issuing bonds. 

 

4. Upon receipt of the proportionate share of long term facility maintenance program 

revenue attributable to the intermediate school district program, a district shall 

promptly pay to the intermediate school district the applicable aid or levy 

proceeds.   

 

The motion for the adoption of the foregoing resolution was duly seconded by Member 

__________and upon vote being taken thereon, the following voted in favor thereof:  

____________________________________ and the following voted against the same: 

___________________. 
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Whereupon said resolution was declared duly passed and adopted. 

 

 

 

 

 

STATE OF MINNESOTA 

 

COUNTY OF DAKOTA 

 

 

 

 I, the undersigned, being the duly qualified and acting Clerk of 

Intermediate School District No. 917, State of Minnesota, hereby certify that I 

have carefully compared the attached and foregoing extract of minutes of a 

meeting of Intermediate School District No. 917 held on the date therein 

indicated, with the original of said minutes on file in my office, and the same is a 

full, true and complete transcript insofar as the same relates to the approval of 

Dakota County Intermediate School District 917's long-term facility maintenance 

program budget and authorizing the inclusion of the Intermediate School District's 

long-term facility maintenance projects in the district's application for long-term 

facility maintenance revenue. 

 

 WITNESS MY HAND officially as such Clerk this 14th day of July, 

2015. 

 

 

 

 

      ___________________________ 

      Clerk 

      Intermediate School District 917 
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TO:  Board Members 
 
FROM:  John Christiansen 
 
DATE:  July 9, 2015 
 
RE:  Board Item I – Review Superintendent Evaluation 
 
 
Jill Lewis will provide an overview of the composite results of the superintendent evaluation closed 
session held on June 2, 2015.   
 
The evaluation feedback document has twenty-one criteria based on the job description.  The job 
description categories are board operations, human resources, budget management, state and federal 
relations, planning and district operations.  The rating scale is as follows: 
 
 1 – Indicates unacceptable performance 
 2 – Indicates improvement needed 
 3 – Indicates meets expectations 
 4 – Indicates very good performance 
 5 – Indicates outstanding performance 
 
The 2015 composite average for the twenty-one criteria is 4.46.  The 2014 composite average for the 
twenty-one criteria was 4.51.  The individual criteria average comparison ratings from 2014 to 2015 had 
eight criteria averages going up, nine criteria averages going down and four stayed the same. 
 
JC:ljb 
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