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Our Mission 

Princeton is an innovative leader in instruction, developing in EVERY learner the ability 
to succeed in an ever-changing world. 

Our Vision 
Princeton will equip every student to be career and college ready through personalized 

instruction, community partnerships and collaboration. 
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Independent School District #477                                          Princeton, Minnesota 
Regular School Board Meeting                                                                                      September 4,  2018 

Call to Order and Pledge of Allegiance 
The regular meeting of the School Board of District #477 was called to order by Board                               
Chair Eric Minks on the ​4th day of September, at 6:01 p.m​. in the District Center Board                                 
Room.  
 
Roll Call: Members Present: Howard Vaillancourt, Eric Minks,           

Deb Ulm, Chad Young and Sue VanHooser. 
 
Absent: Eric Strandberg & Craig Johnson 

 
Others present: Superintendent Ben Barton, Director           
of Business Services Michelle Czech, Director of             
Human Resources Jason Senne, Student Council           
member Ellie Pomerleau. 

 
Citizen Comments:    None 

 
REPORTS  Board committee meeting(s) and school events           

each Board member attended.  
 

Howard Vaillancourt All Staff Kickoff 
Eric Minks Executive Planning and Finance Committee 
Deb Ulm Finance Committee 
Sue VanHooser All Staff Kickoff 
Chad Young Finance Committee 
 
Student Council Report: Ellie Pomerleau is new student council rep. Student               

council held first meeting and established           
committees. Homecoming planning has begun. 

 
Superintendent Report: Today was first day of school for about half of the                     

district. Last week’s staff kickoff was energetic and               
focused around team building. Teachers had           
opportunities to attend several informative and           
motivational seminars. 
 

APPROVE AGENDA 
Motion made by Howard Vaillancourt, seconded by Deb Ulm ​to approve the agenda as                           
presented​.  Motion passed unanimously.  
 
DISCUSS and ACT on PREVIOUS BOARD MEETING MINUTES  
Motion made by Chad Young seconded by Howard Vaillancourt, ​to approve the                       
August 21, regular meeting minutes​.  Motion passed unanimously. 
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Independent School District #477                                          Princeton, Minnesota 
Regular School Board Meeting                                                                                      September 4,  2018 

 
CONSENT AGENDA 
Motion made by Deb Ulm, seconded by Sue Van Hooser, ​to approve the consent                           
agenda as presented​. Personnel, Gifts, Grants, and Fundraisers. Motion passed                   
unanimously.  

INFORMATION 

First Reading of Policies- Changes to policies 402, 406, 410, 418 and 418 (form) were                             
presented with minimal changes 

November 6 Board Meeting- ​Superintendent recommended that the November 6                   
board meeting be changed due to it being an election night. Board decided to merge                             
the November 6 meeting with the November 20 meeting. 

ACTION 

Second Reading of Policies 
Motion to accept the second reading of policy 514 as presented was made by Deb Ulm                               
and seconded by Chad Young.  Motion passed unanimously. 

ADDITIONS TO AGENDA- ​None. 

FUTURE MEETINGS INFORMATION 
Executive Committee- September 12, 4:15 P.M. 
Policy Meeting-September 18, 5:00 P.M. 
Board Work Session- September 18, 6:00 P.M. 
Community Education Advisory Committee- September 24, 12:00 P.M. 
 
ADJOURN 

Motion to adjourn the meeting was made by Howard Vaillancourt and seconded by Sue                           
VanHooser. The meeting was adjourned at 6:13 p.m. 
 
 

___________________________________ 
Chair Eric Minks 
 
___________________________________ 
Clerk Sue VanHooser 

 
Recorder- Emily McKinnon 
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9.18.18

Status Last Name First Name Building Job Title Group Replacing Effective Date Wage

New Hire Wallace Cori Onward Para Paras Pam Scott 8.16.18 $16.99/hr

New Hire Zytkovicz Josie MS Phy Ed Teacher PEA Tom Henke 9.20.18-11.30.18

New Hire Bachmeyer Holly MS Media/Tech Para Paras JoAnn Schossow 9.4.18 $17.32/hr

New Hire Foley Cheryl Accurate Para Paras Ashley Miller 8.21.18 $16.33/hr

New Hire Johnson Deanna PS SPED Para Paras Lynn Hunn 9.4.18 $16.33/hr

New Hire Badal Daniel MS Gr 7/8 Boys Soccer Coach Activities Float coach 9.10.18 $1,411.90

Status Last Name First Name Building Job Title Group Replacing Effective Date Wage

Resignation Overby Jill HS Career Specialist PEA 8.23.18

Resignation Hunn Lynn SS Para Paras 8.21.18

Status Last Name First Name Building Job Title Group Replacing Effective Date Wage

 LOA Henke Thomas MS Phy Ed Teacher PEA 9.20.18-11.30.18

LOA Neubauer Jordan MS 8th Grade Math Teacher PEA 9.26.18-11.5.18

LOA Baxter James HS Band Director PEA
10.1.18-10.9.18 and 

1.2.19-1.28.18

Status Last Name First Name Building Job Title Group Replacing Effective Date Wage

Change in 
Assignment Wogen Eric IS .5 Kindergarten Long Term Sub PEA 9.4.18 $20,048.90

Status Last Name First Name Building Job Title Group Replacing Effective Date Wage

Extra Duty Burling Jodi IS Vex Robotics Asst Coach Activities Carla Vita 9.2018 $2,017.00

Extra Duty Harvala Angela IS Vex Robotics Asst Coach Activities Carla Vita 9.2018 $2,017.00

Extra Duty Wittwer David IS Vex Robotics Asst Coach Activities Carla Vita 9.2018 $2,017.00
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9.18.18

Should we be awarded the following grants, the Board authorizes acceptance of funds.
Date Submitted Grant Name School Applicant Approx Funds District Matching Funds

9.12.18 Central MN Women's Fund IS / MS Robotics Team $4,900.00 N/A

9.12.18 MacMillan Field Trip Grants PS Gr 1 Teachers $4 / student N/A
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Date: Amount: Description:

8/15/2018 $ 524,096.10 ACH File Transfer

8/15/2018 $ 170,911.81 Federal Tax Wire Transfer

8/15/2018 $ 28,873.69 State Tax Wire Transfer

8/15/2018 $ 12,629.99 Select Account HSA

8/15/2018 $ 93,233.01 TRA File Transfer

8/15/2018 $ 21,274.42 PERA File Transfer

8/15/2018 $ 241.50 MN Child Support File Transfer

8/15/2018 $ 35,595.48 TSA File Transfer

8/31/2018 $ 531,247.19 ACH File Transfer

8/31/2018 $ 171,112.49 Federal Tax Wire Transfer

8/31/2018 $ 28,919.66 State Tax Wire Transfer

8/31/2018 $ 12,769.58 Select Account H S A

8/31/2018 $ 96,653.05 TRA File Transfer

8/31/2018 $ 20,493.71 PERA File Transfer

8/31/2018 $ 241.50 MN Child Support File Transfer

8/31/2018 $ 35,924.35 TSA File Transfer

9/5/2018 $ 15,677.72 BMO Harris Bank - (Pcards)

9/5/2018 $ 82.00 MN Revenue - (Sales tax)

8/2/2018 $ 2,107.23 Further

8/9/2018 $ 1,315.25 Further

8/16/2018 $ 2,511.45 Further

8/20/2018 $ 378.50 Further

8/23/2018 $ 278.83 Further

8/30/2018 $ 2,104.81 Further

TOTAL $ 1,808,673.32

Princeton Public Schools - ISD #477

Wire Transfer Report

September 18, 2018
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2018 School Board Update
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Princeton 
Paradigm
Implemented
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2018 School Data - MCA Student Growth
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MCA Trends - Reading 
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2018 School Data - MCA Reading
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MCA Trends - Math
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2018 School Data - MCA Math
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2018 School Data - MCA Science
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Special Education - Reading 
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PBIS Goal 1
To increase the amount of 
Honor Code coupons handed 
out by staff and used by 
students. 

10

2016-17 2017-18
Grade 6 1,623 10,206

Grade 7 1,086 6,464

Grade 8 895 4,613

Some ways we met 
this goal:
● Changes to 

Honor Code 
Coupons

● Attempted to 
promote more 
around character 
of the month

● Updated Prize 
Cart
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PBIS Goal 2
To maintain current PBIS initiatives with 
implementing proactive pieces to student 
management by evidence of no more than 
600 office discipline referrals for the 
2017-18 school year. 

11

Number of Incidents total 
2017-18

445

Number of Students with 
Incidents 2017-18

151
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Implementing District Strategic Plan and Goals
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Goal 1:  Personalized instruction 

● Multi-tiered System of 
Supports (Tiger Tune Up)

● History Day 
● 1:1 Technology
● Social Emotional Learning - 

Embedded in Advisory
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Social 
Emotional 
Learning

MS Advisory 
Program
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Goal #2:  College & Career Ready 

● Ramp Up to Readiness
● MS Career Day
● STEAM Programming
● Citizenship
● Character Education
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Goal #3 - Implement Innovative Curriculum

● Advanced Mathematics 
● STEAM & STEM
● 1:1 Technology
● Robotics
● Tiger Tune Up
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Goal #4 - Digital Learning

● 1:1 Chromebooks
● Digital Citizenship
● Technology Boot Camp
● 3D Printing
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Goal #5 - Improve communications

● Staff Weekly Update
● Social Media & School 

Webpage
● Parent Newsletters
● Thursday Folders
● Thursday progress 

emails
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Character Ed., PBIS & Anti Bullying 

● Advisory
● PBIS & SEL
● Community Service
● Digital Citizenship
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Extra-Curricular Activities

● Athletics
● Fine Arts
● Activities
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Additional Links 

● Princeton Middle Video - 2017-18
● Princeton MS Twitter Page 
● Ramp Up to Readiness Video
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https://www.youtube.com/watch?v=SyO9-DFjtqA
https://twitter.com/Middle_ISD477
https://www.youtube.com/watch?v=ECSGRz6Vxa8&t=2s&utm_source=ActiveCampaign&utm_medium=email&utm_content=Check%20out%20the%20NEW%20Ramp-Up%20to%20Readiness%20Website!&utm_campaign=Check%20out%20the%20new%20Ramp-Up%20website!%20%20Legacy%20(September%2011%2C%202018)


2017 - 2018 School Board Update
September 2018
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Highlights of 17-18
Student Council Theme: KINDNESS

New Schedule/ Lunch/Advisory

Increased POA enrollment

Additional AP options - 5 AP Scholars

Positive Coaching Alliance Yr 1

Princeton 5

Reading Strategy Implementation

Continue Instructional Rounds

Security Protocols - Lockdown Video
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Building Leadership Team 

1. Consistent Teacher Coaching 
Aligned  with

2. Success Criteria
3. Social Emotional Learning 
4. Revise Data Coaching/PLC plan for 

18-19
5. Reading Strategy Implementation
6. Princeton 5

47



Student Enrollment

Oct. 1, 2017 June 1, 2018 Attendance Rate

1043 994 93.04
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Consistent Attendance Focus
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Graduation Rate
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College Going Activity
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Graduation 2018 

# participating in grad ceremony  -  226

# earning diploma at graduation  -  233

#  earning diploma over the summer  -  6

# early graduates - 25

#  in class of 2018  -  257

Includes students returning for Onward program  -  9
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Princeton 5
October Career Crawl Resulted in 5 most 

common skills Princeton employers are 

looking for in students.

Teachers incorporating these into lessons.

53



2018 MCA Reading

Goal: 
58.0% in 2017 
to 
62.0% in 2018

Actual:   62.3%

GOAL MET
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2018 MCA Math

Goal: 
52.0% in 2017 
to 
55.0% in 2018

Actual:   56.5%

GOAL MET
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2018 MCA Science

Not a Goal 
 
58.6% in 2017 
to 
68.5% in 2018

+16.5%>MN
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MCA Trends - Math - Reading - Science

5 Yr Trend
Science 
+15.6%

Reading
+10.6%

Math
+20.5%
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Average ACT Scores for 11th grade students:
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Advanced Placement Results 2018

Test PHS % Passing (2017) National % Passing (2017)

AP US History 65.8 (51.85) 51.7  (51.4)

AP Human Geography 81.25 (yr 1) 54.3

AP English Literature 37.5  (yr 1) 47.4

AP Physics 1 38.8 (72.73) 39.7 (41.1)

Ap Microeconomics 43.7  (81.2)  67.4 (68.3)

AP Calculus 72.9 (69.44) 57.5 (57.7)
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Activities Highlights  55% of students involved

● Added Unified Club
● Added Activities Twitter
● Sponsorship nights  video 

board
● Increased student score techs
● Improved softball facility
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Promoting Kindness
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2018-2019 Onward and Upward

● UNITY
● HS Redesign
● Support Time
● Princeton 5 Focus
● Social Emotional Learning
● Revised Evaluation Framework
● Positive Coaching Alliance Yr 2

Student Council Theme 2018-19: UNITY
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Farewell to Class of 2018

Traditions

Friends

Memories

KINDNESS
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Additional Links 

● Princeton HS Website  
○  http://www.isd477.org/high-school 

● Princeton HS 477 Twitter Page  
○ @Princeton HS

● Princeton Activities Twitter Page  
○ @PHSTigersMN
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2018 LEVY PAY 2019

Final Proposed 
School Year School Year

GENERAL EDUCATION LEVY 2018-2019 2019-2020
LOCAL OPT. ALLOW/REFEREND(424) $1,472,844.05 $1,674,546.56
EQUITY LEVY $389,145.60 $472,630.65
TRANSITION LEVY $14,930.59 $16,973.36
OPERATING CAPITAL $132,950.89 $164,376.81
ALTERNATIVE TEACHER COMP(Qcomp) $236,934.03 $266,359.69
SAFE SCHOOLS $124,883.64 $127,942.92
CAREER & TECHNICAL $70,644.34 $68,473.88
LONG TERM FACILITY MAINTENANCE $701,435.36 $832,837.12
LEASE LEVY $403,543.27 $303,390.63
REEMPLOYMENT LEVY $29,283.11 $29,107.20
FACILITY ADJUSTMENT -$191,100.00 -$187,635.00
ABATEMENT ADJUSTMENT $73.54 $5,515.53
TOTAL GENERAL EDUCATION LEVY $3,385,568.42 $3,774,519.35

COMMUNITY EDUCATION LEVY 2018-2019 2019-2020
STANDARD COMMUNITY ED $150,825.43 $153,576.95
EARLY CHILDHOOD $50,015.70 $55,150.25
HOME VISITING $1,134.91 $1,238.83
SCHOOL AGE CARE (disabled) $158,193.00 $100,000.00
ADJUSTMENTS $7.95 $355.81

TOTAL COMMUNITY EDUCATION LEVY $360,176.99 $310,321.84

2018-2019 2019-2020
GENERAL DEBT $3,341,566.95 $3,299,860.61

TOTAL DEBT LEVY $3,341,566.95 $3,299,860.61

TOTAL LEVY $7,087,312.36 $7,384,701.80
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Whereas,Pursuant to Minnesota Statutes the School Board of Independent School
District No. 477, Princeton, Minnesota, is authorized to make the following proposed tax limitation

levies for general purposes:

Preliminary Proposed Amounts

General Fund $3,774,519.35

Community Ed $310,321.84

Debt Service $3,299,860.61

Total Preliminary Proposed $7,384,701.80

Now Therefore, be it resolved by the School Board of Independent School District
No. 477, Minnesota, that the levy to be levied in 2018 to be collected in 2019 is proposed 

at the MAXIMUM allowed by law. The Princeton School Board is authorized to certify the following tax

limitation levy to the County Auditors of Mille Lacs, Isanti, Sherburne, and Benton Counties.
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LTFM Total $9,441,152
Location Project Estimated Cost Funding Source Priority
High School Pool - Required Repairs $17,500 LTFM 2018
High School Freezer Project $140,000 LTFM 2018
High School Clearstory Water Leak $65,000 LTFM 2018
Middle School Clearstory Water Leak $65,000 LTFM 2018
Middle School Lighting Control $75,000 LTFM 2018
Intermediate School Replace CO2 Sensors $18,350 LTFM 2018
Intermediate School Storm Drainage Issue $50,000 LTFM 2018

High School Wrestlling mat replacement - Fire Safety $22,000 LTFM 2018
Family Center PA upgrade $4,896 LTFM 2018

LTFM 2018 $457,746
Location Project Estimated Cost Funding Source Priority
High School Roof Replacement (39,020 SF) $702,360 LTFM 1
High School HS Pool Restoration Project $1,884,375 LTFM 1

Pool Deck
Replacement $146,875

Pool Modifications $21,875

Pool Pump Upgrades $44,375
Pool
Accessories/Upgrad
es $49,375
Pool HVAC $1,300,000
Pool Mech Room
Demo $50,625

Pool Mech Room
Access Modifications $150,625
Pool Filtration
Equipment $120,625

High School Tennis Courts $200,000 LTFM 1
High School Door Replacement $57,500 LTFM 1
Student Services Paint $20,000 LTFM 2
Student Services Roof - Shingles $38,000 LTFM 1
Student Services Window Replacement $35,000 LTFM 1
Family Center Elevator $147,191 LTFM 1

Family Center Building Automation System upgrade $69,986 LTFM 1
Family Center HVAC Upgrade $995,000 LTFM 1

Family Center
Boiler Room
Upgrade $450,000

Family Center Chiller Replacement $350,000
Family Center Replace 2 AHU's $120,000

Family Center
Upgrade Electrical
Panels $75,000

LTFM Level 1 $4,149,412
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Location Project Estimated Cost Funding Source Priority
Intermediate School HVAC Upgrade $635,500 LTFM 2

Replace Steam
Boilers $300,000
Boiler Piping $100,000

Fin Tube Radiation $150,000

Replace HW Pumps $50,000
Upgrade BAS $35,500

High School
Remodel Chemistry/Science Labs
Exhaust/Electrical $125,000 Capital/LTFM 2

High School Parking lot - Chip seal, crack fill, Striping $55,000 LTFM 2
High School Upgrade Security System $35,000 LTFM 2
High School Paint Atrium $12,000 LTFM 2
High School Remodel Shop Area/Abatement $250,000 LTFM 2
Middle School Roofing $2,625,000 LTFM 2
Middle School Condensing unit replacement (4) $160,000 LTFM 2
Intermediate School Maint. Garage Shingle Replacement $20,000 LTFM 2
Student Services Replace 2 condensing units $65,000 LFTM 2
Student Services Landscaping $35,000 LTFM 2
Student Services Replace Walks/Install retaining $20,000 LTFM 2
District Center Entrance/Landscaping $87,000 LTFM 2

LTFM Level 2 $3,489,000
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Location Project Estimated Cost Funding Source Priority
High School UV Disinfection system $50,000 LTFM 3
High School Carpet - 8000 SF $32,000 LTFM 3

High School
Paint High School (Less Atrium &
Addition) $213,150 LTFM 3

High School Upgrade Track & CC timing system $5,000 LTFM 3
High School Power to ticket booths $18,700 LTFM 3
High School Update BAS $48,500 LTFM 3
High School Folding Gym Wall $22,500 LTFM 3

High School
Addt RTU's and ducting for commons area
coolling $250,000 LTFM 3

High School Concrete Walks/Drives/Curbs $136,000 LTFM 3
High School Drainage Issue (Lake Debbie)-Watch $35,000 LTFM 3
Middle School Paint Gym $16,000 LTFM 3
Middle School Water Heater Replacement $25,000 LTFM 3
Middle School Bathroom Dividers $48,000 LTFM 3

Primary School Parking lot - Chip seal, crack fill, Striping $50,000 LTFM 3
Intermediate School Carpet Media Center & Comp Lab $21,684 LTFM 3
Intermediate School Replace sports floor in gym $30,000 LTFM 3
Intermediate School Playground Asphalt $25,460 LTFM 3
Family Center Classroom LED Lighting $40,000 LTFM 3
Family Center Final Roof Section (PVC Roof) $100,000 LTFM 3
Family Center Paint $85,000 LTFM 3
Building and Grounds
(Firehall) Roof 3600 SF $63,000 LTFM 3
Building and Grounds
(Firehall) Garage/Office LED $30,000 LTFM 3

LTFM Level 3 $1,344,994
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REQUEST TO ADD PROGRAM, POSITION, ACTIVITY TO BUDGET 

 
ADMINISTRATOR REQUESTING & BUILDING: 

Barb Muckenhirn, High School 
 
PROGRAM, POSITION, ACTIVITY: 

Counseling Position 
 
RATIONALE: 

The need for additional counseling support for students continues to be the most 
critical need at the High School. Currently there are 3 dean positions. Deans report 
consistently that discipline duties disallow them to address the critical independent 
academic, social/emotional and career and college guidance that is needed.  This 
change will allow us to streamline duty allocations and responsibility. It also eliminates 
the conflict counselors/deans encounter by doing both discipline and guidance. This 
would result in one dean position having duties re-assigned to not include the 
academic counseling portion and would remove the discipline duties from the 3 
counseling positions. All positions would be allocated duties from the Career and 
Counseling position 

 
EXPENSES ASSOCIATED WITH REQUEST: 

● Wages: $53,715  Supplies:  
● Benefits: $18,824 Travel: 
● Other: Total: $72,539  

 
REVENUES ASSOCIATED WITH REQUEST: 

● Enrollment: Gate Fees: 
● Student Fees: Grants: 
● Other: 

 

 70



 

 
 
OTHER REDUCTIONS ASSOCIATED WITH REQUEST: (example: staffing, shift in 
programing, supplies) 
 

The High School would not replace the Career and Counseling position which 
gives us an opportunity to mitigate the cost of the adding the counseling position 
by approximately $38,000 leaving approximately $34,539 or  a .5 FTE teacher to 
be added to the staffing plan. 

 
 
SUSTAINABILITY PLAN: 
 

 This would become part of the staffing plan each year. 
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AT WILL CONTRACT REVIEWS 
2018-2020 

Board Information Item  
September 18 , 2018 

 
We are in process of linking at-will employees to other bargaining unit contracts for 
benefit consistency.   
 
EMPLOYEES: 
 

1) District Technician 
a. Current wages- 20.00 
b. 2018-2019 – 3% increase =  (.60) $20.60 
c. 2019-2020 – 3% increase = (.61) $21.21 
d. Leave language align to Secretary language (No Change to Benefit) 
e. Vacation language changed to Secretary Language 
f. Insurance to Secretary Language added.  He will remain on current benefit 

until benefit equals current $1011.83/month. 
g. Add Dental Benefit based on Secretary Language ($13.00 month) 
h. 403b Secretary Language (No Change to Benefit) 

 
2) PAC Coordinator  

a. Current wages – 23.56 
b. 2018-2019- 3% increase = (.70) $24.26 
c. 2019-2020 –3% increase = (.74) $25.00 
d. Leave language align to Secretary language (No Change to Benefit) 
e. Insurance to Secretary Language increase of benefit (single coverage from 

$6339.36 to $7542.00 annual) 
f. No change to Dental 
g. Add Secretary 403b Language ($550) 

 
3) Special Education Nurse  

a. Current wages = $32.00 
b.  2018-2020 Wages remain the same until catch up of Teacher contract BA 

step 6 
c. Leave language to Teacher (No Change to Benefit) 
d. Insurance move to Teacher Language increase of benefit (single coverage 

from $5718.12 to $7260 annual) 
e. Add Dental Benefit based on Teacher Language ($33.00 month) 
f. Add PEA 403b language ($550) 

 
4) Payroll Specialist  

a. Current wages - $27.05 
b. 2018-2019 –3% increase = (.81) = $27.86 
c. 2019-2020 -3% increase = (.84) = $28.70 
d. Leave language align to Secretary language (No Change to Benefit) 
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e. Insurance to Secretary Language increase of benefit (single coverage from 
$6776.04 to $7542.00 annual) 

f. Dental Language to Secretary Language until catch-up to $23.00/month 
g. 403b Match Language to Secretary (No Change to Benefit) 

 
5) School Readiness Teacher 

a. One year contract to get on PEA cycle 
b. Current Wages $25.52 
c. 2018-2019 – wage based on School Readiness Guide = $27.41/Hr 
d. All language changed to PEA language no benefit changes 

 
6) School Readiness Teacher 

a. One year contract to get on PEA cycle 
b. Current Wages $25.52 
c. 2018-2019 – wage based on School Readiness Guide = $27.41/Hr 
d. All language changed to PEA language no benefit changes 

 
7) School Readiness Teacher 

a. One year contract to get on PEA cycle 
b. New Hire replacing  
c. 2018-2019 – wage based on School Readiness Guide = $26.82/Hr 
d. All language changed to PEA language no benefit changes 

 
8) American Indian Liaison 

a. Current Wages $25.00 
b. 2018-2019- 3% increase = (.75) $25.75 
c. 2019-2020 –3% increase = (.77) $26.52 
d. Leave language to Teacher (No Change to Benefit) 
e. Insurance move to Teacher Language increase of benefit (single coverage 

from $565 to $605 per month) 
f. Change Dental Benefit based on Teacher Language from $23.00 to $33.00 

month 
g. Add PEA 403b language ($550) 

 
9) Speech Language Pathology Asst. 

a. Current Wages $25.52 
b. 2018-2019- 3% increase = (.76) $26.28 
c. Leave language to Teacher (Add of 1 personal day) 
d. Insurance move to Teacher Language increase of benefit (single coverage 

from $565 to $605 per month) 
e. Change Dental Benefit based on Teacher Language from $23.00 to $33.00 

month 
f. Add PEA 403b language ($550) 

 
10) Director of Community Education & ECFE 

a. Current Wages $100,208 
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b. 2018-2019- 3% increase = ($3,006) $103,214 
c. 2019-2020 – Place on Elementary Principal Contract Step 1 = current 

$105884.97 (2.5% increase) 
d. 2020-2021 Move to Step 2 of the Elementary Principal Contract = current 

$107,022.35 (1.0% increase) 
e. Leave Language to Principal Contract (No Change to Benefit) 
f. Insurance Language change to Principal Contract increase to benefit 

($1450/month to $1500/month) 
g. Dental Language to Principal Contract (No Change to Benefit) 
h. 403b Match Language to Principal Contract (No Change to Benefit) 

 
11) Director of Student Services 

a. Current Wages $98,450 (same the last two years) 
b. 2018-2019- 4.8% increase = ($4,764) $103,214 
c. 2019-2020 – Place on Elementary Principal Contract Step 1 = current 

$105,884.97 (2.5% increase) 
d. 2020-2021 Move to Step 2 of the Elementary Principal Contract = current 

$107,022.35 (1.0% increase) 
e. Leave Language to Principal Contract (No Change to Benefit) 
f. Insurance Language change to Principal Contract increase to benefit 

($1350/month to $1500/month) 
g. Dental Language to Principal Contract (Change from 38.58/month to 

45.00/month) 
h. 403b Match Language to Principal Contract (Change from $2500 to $2750) 
i. Duty days changed from 250 with 20 days of vacation to 220 days (Align 

with other directors) 
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PRINCETON PUBLIC SCHOOLS 
REQUEST TO ADD PROGRAM, POSITION, ACTIVITY TO BUDGET 

 
ADMINISTRATOR REQUESTING & BUILDING: 

JESSICA TOWN-GUNDERSON, DIRECTOR OF TEACHING AND LEARNING 

 
PROGRAM, POSITION, ACTIVITY: 

.5 FTE, Title I Family Engagement and SEL Coordinator Position 

 
RATIONALE: 

The role of the Title I Parent and Family Engagement Coordinator is to support Social and 
Emotional Learning (SEL) and academic achievement of Title I students. Students are 
those identified through Title I as being at greater risk of academic inequality and are 
demonstrating an achievement gap compared to the full student population. Family 
engagement is a high-leverage strategy for improving student learning.  
 
Responsibilities include focusing on the Social and Emotional Learning competencies as 
identified in academic standards and by CASEL as integral to college and career readiness: 
self-awareness, self-management, responsible decision-making, relationship skills, and 
social awareness. The person in this position will activate families to engage in and 
support student SEL and academic growth through direct communication and on-site 
events.  

 
EXPENSES ASSOCIATED WITH REQUEST: 

● Wages: $26,858  Supplies:  
● Benefits: $9,412 Travel: 
● Other: Total:  $36,270 

 
REVENUES ASSOCIATED WITH REQUEST: 

● Enrollment: Gate Fees: 
● Student Fees: Grants: TITLE I FUNDING 
● Other: 
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OTHER REDUCTIONS ASSOCIATED WITH REQUEST: (example: staffing, shift in 
programing, supplies) 
 

 

 
SUSTAINABILITY PLAN: 
 

 Based on Title I Funding. Plan is reviewed each year for sustainability. 
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Whereas,Pursuant to Minnesota Statutes the School Board of Independent School
District No. 477, Princeton, Minnesota, is authorized to make the following proposed tax limitation

levies for general purposes:

Preliminary Proposed Amounts

General Fund $3,774,519.35

Community Ed $310,321.84

Debt Service $3,299,860.61

Total Preliminary Proposed $7,384,701.80

Now Therefore, be it resolved by the School Board of Independent School District
No. 477, Minnesota, that the levy to be levied in 2018 to be collected in 2019 is proposed 

at the MAXIMUM allowed by law. The Princeton School Board is authorized to certify the following tax

limitation levy to the County Auditors of Mille Lacs, Isanti, Sherburne, and Benton Counties.
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2018 LEVY PAY 2019

Final Proposed 
School Year School Year

GENERAL EDUCATION LEVY 2018-2019 2019-2020
LOCAL OPT. ALLOW/REFEREND(424) $1,472,844.05 $1,674,546.56
EQUITY LEVY $389,145.60 $472,630.65
TRANSITION LEVY $14,930.59 $16,973.36
OPERATING CAPITAL $132,950.89 $164,376.81
ALTERNATIVE TEACHER COMP(Qcomp) $236,934.03 $266,359.69
SAFE SCHOOLS $124,883.64 $127,942.92
CAREER & TECHNICAL $70,644.34 $68,473.88
LONG TERM FACILITY MAINTENANCE $701,435.36 $832,837.12
LEASE LEVY $403,543.27 $303,390.63
REEMPLOYMENT LEVY $29,283.11 $29,107.20
FACILITY ADJUSTMENT -$191,100.00 -$187,635.00
ABATEMENT ADJUSTMENT $73.54 $5,515.53
TOTAL GENERAL EDUCATION LEVY $3,385,568.42 $3,774,519.35

COMMUNITY EDUCATION LEVY 2018-2019 2019-2020
STANDARD COMMUNITY ED $150,825.43 $153,576.95
EARLY CHILDHOOD $50,015.70 $55,150.25
HOME VISITING $1,134.91 $1,238.83
SCHOOL AGE CARE (disabled) $158,193.00 $100,000.00
ADJUSTMENTS $7.95 $355.81

TOTAL COMMUNITY EDUCATION LEVY $360,176.99 $310,321.84

2018-2019 2019-2020
GENERAL DEBT $3,341,566.95 $3,299,860.61

TOTAL DEBT LEVY $3,341,566.95 $3,299,860.61

TOTAL LEVY $7,087,312.36 $7,384,701.80
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Summary of Policy Changes 
9.18.18 

 
 
402 - Disability Nondiscrimination 

Added contact info for Director of Human Resources 
 
406 - Employee Public and Private Personnel Data 

MSBA updates 
 
410 - Family and Medical Leave 

Corrected formatting and added missing word in section III - H 
 
418 - Drug Free Workplace/Drug Free School 

Corrected legal reference 624.701 
 
418 - Form 

Reformatted onto district letterhead 
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PRINCETON PUBLIC SCHOOLS 
POLICY 402-DISABILITY NONDISCRIMINATION 

  
  
I.  PURPOSE 
  

The purpose of this policy is to provide a fair employment setting for all persons 
and to comply with state and federal law. 

  
II.  GENERAL STATEMENT OF POLICY 
  

A.  The school district shall not discriminate against qualified individuals with 
disabilities because of the disabilities of such individuals in regard to job 
application procedures, hiring, advancement, discharge, compensation, 
 job training, and other terms, conditions, and privileges of employment. 

  
B.  The school district shall not engage in contractual or other arrangements 

that have the effect of subjecting its qualified applicants or employees                     
with disabilities to discrimination on the basis of disability. The school                     
district shall not exclude or otherwise deny equal jobs or job benefits to a                           
qualified individual because of the known disability of an individual with                     
whom the qualified individual is known to have a relationship or                     
association. 

  
C.  The school district shall make reasonable accommodations for the known 

physical or mental limitations of an otherwise qualified individual with a                     
disability who is an applicant or employee, unless the accommodation                   
would impose undue hardship on the operation of the business of the                       
school district. 

  
D.  Any job applicant or employee wishing to discuss the need for a 

reasonable accommodation, or other matters related to a disability or the                     
enforcement and application of this policy, should contact the Human                   
Resource Director in person or by mail at 706 1st Street, Princeton, MN                         
55371, or by phone at 763-389-6181. This individual is the school                     
district’s appointed ADA/Section 504 coordinator. 

  
  
   

1 
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Legal References:​    Minn. Stat. Ch. 363A (Minnesota Human Rights Act) 
29 U.S.C. 794 ​et seq.​ (§ 504 of Rehabilitation Act of 1973) 
42 U.S.C., Ch. 126 § 12112 (Americans with Disabilities Act) 
29 C.F.R. Part 32 
34 C.F.R. Part 104 

Cross References:  MSBA/MASA Model Policy 521 (Student Disability  
  Nondiscrimination) 

 
  

Adopted: May 11, 2004 
Revised: May 5, 2015 

Revised: September 6, 2016 
Revised: September 18, 2018 
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PRINCETON PUBLIC SCHOOLS 
POLICY 406- EMPLOYEE PUBLIC AND PRIVATE PERSONNEL DATA 

  
  

I. PURPOSE 

The purpose of this policy is to provide guidance to school district                       
employees as to the data the school district collects and maintains                     
regarding its personnel. 

II. GENERAL STATEMENT OF POLICY 

A. All data on individuals collected, created, received, maintained or                 
disseminated by the school district, which is classified by statute or                     
federal law as public, shall be accessible to the public pursuant to the               
procedures established by the school district. 

B. All other data on individuals is private or confidential. 

III. DEFINITIONS 

A. “Public” means that the data is available to anyone who requests it. 

B. “Private” means the data is available to the subject of the data and to                           
school district staff who need it to conduct the business of the school                         
district. 

C. “Confidential” means the data is not available to the subject. 

D. “Parking space leasing data” means the following government data on an                     
application for, or lease of, a parking space: residence address, home                     
telephone number, beginning and ending work hours, place of                 
employment, location of parking space, and work telephone number. 

E. “Personnel data” means data on individuals collected because they are or                     
were employees of the school district, applicants for employment, or                   
volunteers or independent contractors ​for the school district, or members                   
of or applicants for an advisory board or commission. Personnel data                     
include data submitted to the school district by an employee as part of an                           
organized self-evaluation effort by the school district to request                 
suggestions from all employees on ways to cut costs, make the school                       
district more efficient, or to improve school district operations. An                   
employee who is identified in a suggestion shall have access to all data in                           
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the suggestion except the identity of the employee making the                   
suggestion. 

F. “Finalist” means an individual who is selected to be interviewed by the                       
school board for a position. 

G. “Protected health information” means individually identifiable health             
information transmitted in electronic form by a school district acting as a                       
healthcare provider. “Protected health information” excludes health             
information in education records covered by FERPA and employment                 
records held by a school district in its role as employer. 

H. “Public official” means business manager, human resource director, and                 
an individual defined as superintendent, principal, or director who is                   
employed in a position requiring an administrative license. 

IV. PUBLIC PERSONNEL DATA 

A. The following information on employees, including volunteers and               
independent  contractors, is public: 

1. Name; 

2. employee identification number, which may not be the employee’s                 
social security number; 

3. actual gross salary; 

4. salary range; 

5. terms and conditions of employment relationship; 

6. contract fees; 

7. actual gross pension; 

8. the value and nature of employer-paid fringe benefits; 

9. the basis for and the amount of any added remuneration, including                     
expense reimbursement, in addition to salary; 

10. job title; 

11. bargaining unit; 

12. job description; 
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13. education and training background; 

14. previous work experience; 

15. date of first and last employment; 

16. the existence and status of any complaints or charges against the                       
employee, regardless of whether the complaint or charge resulted                 
in a disciplinary action; 

17. the final disposition of any disciplinary action, as defined in Minn.                       
Stat. §13.43, Subd. 2(b), 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; 

18. the complete terms of any agreement settling any dispute arising                     
out of the employment relationship, including superintendent             
buyout agreements, except that the agreement must include               
specific reasons for the agreement if it involves the payment of                     
more than $10,000 of public money, and such agreement may not                     
have the purpose or effect of limiting access to or disclosure of                       
personnel data or limiting the discussion of information or opinions                   
related to personnel data; 

19. work location; 

20. work telephone number; 

21. badge number; 

22. work-related continuing education; 

23. honors and awards received; and 

24. payroll time sheets or other comparable data that are used only to                         
account for employee’s work time for payroll purposes, except to                   
the extent that release of timesheet data would reveal the                   
employee’s reasons for the use of sick or other medical leave or                       
other not public data. 

B. The following information on applicants for employment is public: 

1. veteran status; 
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2. relevant test scores; 

3. rank on eligible list; 

4. job history; 

5. education and training; and 

6. work availability. 

C. Names of applicants are private data except when certified as eligible for                       
appointment to a vacancy or when they become finalists for an                     
employment position. 

D. Applicants for appointment to a public body. 

1. Data about applicants for appointment to a public body are private                     
data on individuals except that the following are public: 

a) Name; 

b) city of residence, except when the appointment has a                 
residency requirement that requires the entire address to be                 
public; 

c) education and training; 

d) employment history; 

e) volunteer work; 

f) awards and honors; 

g) prior government service; 

h) any data required to be provided or that are voluntarily                   
provided in an application for appointment to a multimember                 
agency pursuant to Minn. Stat. § 15.0597; and 

i) veteran status. 

2. Once an individual is appointed to a public body, the following                     
additional items of data are public: 

a) residential address; 
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b) either a telephone number or electronic mail address where                 
the appointee can be reached, or both at the request of the                       
appointee; 

c) first and last dates of service on the public body; 

d) the existence and status of any complaints or charges                 
against an appointee; and 

e) upon completion of an investigation of a complaint or charge
against an appointee, the final investigative report is public,                 
unless access to the data would jeopardize an active                 
investigation. 

3. Notwithstanding paragraph 2., any electronic mail address or               
telephone number provided by a public body for use by an                     
appointee shall be public. An appointee may use an electronic mail                     
address or telephone number provided by the public body as the                     
designated electronic mail address or telephone number at which                 
the appointee can be reached. 

E. Regardless of whether there has been a final disposition as defined in                       
Minn. Stat. § 13.43, Subd. 2(b), upon completion of an investigation of a                         
complaint or charge against a public official, as defined in Minn. Stat. §                         
13.43, Subd. 2(e), or if a public official resigns or is terminated from                         
employment while the complaint or charge is pending, all data relating to                       
the complaint or charge are public, unless access to the data would                       
jeopardize an active investigation or reveal confidential sources. 

F. Data relating to a complaint or charge against a public official is public                         
only if: 

1. the complaint or charge results in disciplinary action or the                   
employee resigns or is terminated from employment while the                 
complaint or charge is pending; or 

2. potential legal claims arising out of the conduct that is the subject                       
of the complaint or charge are released as part of a settlement                       
agreement with another person. Data that is classified as private                   
under another law is not made public by this provision.   
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V. PRIVATE PERSONNEL DATA 

A. All other personnel data are private and will only be shared with school                         
district staff whose work requires such access. Private data will not be                       
otherwise released unless authorized by law or by the employee’s                   
informed written consent. 

B. Data pertaining to an employee’s dependents are private data on                   
individuals. 

C. Data created, collected or maintained by the school district to administer                     
employee assistance programs are private. 

D. Parking space leasing data are private. 

E. An individual’s checking account number is private when submitted to a                     
government entity. 

F. Personnel data may be disseminated to labor organizations to the extent                     
the school district determines it is necessary for the labor organization to                       
conduct its business or when ordered or authorized by the Commissioner                     
of the Bureau of Mediation Services. 

G. The school district may display a photograph of a current or former                       
employee to prospective witnesses as part of the school district’s                   
investigation of any complaint or charge against the employee. 

H. The school district may, if the responsible authority or designee                   
reasonably determines that the release of personnel data is necessary to                     
protect an employee from harm to self or to protect another person who                         
may be harmed by the employee, release data that are relevant to the                         
concerns for safety to: 

1. The person who may be harmed and to the attorney representing                     
the person when the data are relevant to obtaining a restraining                     
Order; 

2. A pre-petition screening team conducting an investigation of the                 
employee under Minn. Stat. § 253B.07, Subd. 1; or 

3. A court, law enforcement agency or prosecuting authority. 

I. Private personnel data or confidential investigative data on employees                 
may be disseminated to a law enforcement agency for the purpose of                       
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reporting a crime or alleged crime committed by an employee, or for the                         
purpose of assisting law enforcement in the investigation of such a crime                       
or alleged crime. 

J. A complainant has access to a statement provided by the complainant to                       
the school district in connection with a complaint or charge against an                       
employee.  

K. When allegations of sexual or other types of harassment are made                     
against an employee, the employee shall not have access to data that                       
would identify the complainant or other witnesses if the school district                     
determines that the employee’s access to that data would: 

1. threaten the personal safety of the complainant or a witness; or 

2. subject the complainant or witness to harassment. 

If a disciplinary proceeding is initiated against the employee, data on the                       
complainant or witness shall be available to the employee as may be                       
necessary for the employee to prepare for the proceeding. 

L. The school district shall make any report to the Minnesota Professional                     
Educator Licensing and Standards Board or the state board of education                     
as required by Minn. Stat. § 122A.20, Subd. 2, and shall, upon written                         
request from the licensing board having jurisdiction over a teacher’s                   
license, provide the licensing board with information about the teacher                   
from the school district’s files, any termination or disciplinary proceeding,                   
and settlement or compromise, or any investigative file in accordance with                     
Minn. Stat. §122A.20, Subd. 2. 

M. Private personnel data shall be disclosed to the department of economic                     
security for the purpose of administration of the unemployment insurance                   
program under Minn. Stat. Ch. 268. 

N. When a report of alleged maltreatment of a student in a school is made to                             
the Commissioner of Education, data that are relevant and collected by                     
the school about the person alleged to have committed maltreatment                   
must be provided to the Commissioner on request for purposes of an                       
assessment or investigation of the maltreatment report. 

O. The school district shall release to a requesting school district or charter                       
school private personnel data on a current or former employee related to                       
acts of violence toward or sexual contact with a student, if an                       
investigation conducted by or on behalf of the school district or law                       
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enforcement affirmed the allegations in writing prior to release and the                     
investigation resulted in the resignation of the subject of the data. 

P. The identity of an employee making a suggestion as part of an organized                         
self-evaluation effort by the school district to cut costs, make the school                       
district more efficient, or to improve school district operations is private. 

Q. Health information on employees is private unless otherwise provided by                   
law. To the extent that the school district transmits protected health                     
information, the school district will comply with all privacy requirements. 

R. Personal home contact information for employees may be used by the                     
school district and shared with another government entity in the event of                       
an emergency or other disruption to ensure continuity of operation for the                       
school district or government entity. 

S. The personal telephone number, home address, and electronic mail                 
address of a current or former employee of a contractor or subcontractor                       
maintained as a result of a contractual relationship between the school                     
district and a contractor or subcontractor entered on or after August 1,                       
2012, are private data. These data must be shared with another                     
government entity to perform a function authorized by law. The data also                       
must be disclosed to a government entity or any person for prevailing                       
wage purposes. 

T. When a teacher is discharged immediately because the teacher’s license                   
has been revoked due to a conviction for child abuse or sexual abuse or                           
when the Commissioner of the Minnesota Department of Education                 
(MDE) makes a final determination of child maltreatment involving a                   
teacher, the school principal or other person having administrative control                   
of the school must include in the teacher’s employment record the                     
information contained in the record of the disciplinary action or the final                       
maltreatment determination, consistent with the definition of public data                 
under Minn. Stat. § 13.41, Subd. 5, and must provide the Minnesota                       
Professional Educator Licensing and Standards Board and the licensing                 
division at MDE with the necessary and relevant information to enable the                       
Minnesota Professional Educator Licensing and Standards Board and               
MDE’s licensing division to fulfill their statutory and administrative duties                   
related to issuing, renewing, suspending, or revoking a teacher’s license.                   
In addition to the background check required under Minn. Stat. § 123B.03,                       
a school board or other school hiring authority must contact the                     
Minnesota Professional Educator Licensing and Standards Board and               
MDE to determine whether the teacher’s license has been suspended or                     
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revoked, consistent with the discharge and final maltreatment               
determinations. Unless restricted by federal or state data practices law or                     
by the terms of a collective bargaining agreement, the responsible                   
authority for a school district must disseminate to another school district                     
private personnel data on a current or former teacher (employee or                     
contractor) of the district, including the results of background                 
investigations, if the requesting school district seeks the information                 
because the subject of the data has applied for employment with the                       
requesting school district. 

VI. MULTIPLE CLASSIFICATIONS 

If data on individuals are classified as both private and confidential by                       
Minn. Stat. Ch. 13, or any other state or federal law, the data are private. 

VII. CHANGE IN CLASSIFICATIONS 

The school district shall change the classification of data in its possession                       
if it is required to do so to comply with other judicial or administrative                           
rules pertaining to the conduct of legal actions or with a specific statute                         
applicable to the data in the possession of the disseminating or receiving                       
agency. 

VIII. RESPONSIBLE AUTHORITY 

The school district has designated the ​Human Resources Coordinator as                   
the authority responsible for personnel data.   

90



 

IX. EMPLOYEE AUTHORIZATION/RELEASE FORM 

An employee authorization form is included as an addendum to this                     
policy. 

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

Minn. Stat. § 13.02 (Definitions) 
Minn. Stat. § 13.37 (General Nonpublic Data) 
Minn. Stat. § 13.39 (Civil Investigation Data) 
Minn. Stat. § 13.43 (Personnel Data) 
Minn. Stat. § 13.601. Subd. 3 (Elected and Appointed Officials) 
Minn. Stat. § 122A.20, Subd. 2 (Mandatory Reporting) 
P.L. 104-191 (HIPAA) 
45 C.F.R. Parts 160 and 164 (HIPAA Regulations) 

  
Cross References: Policy 206 (Public Participation in School Board 

Meetings/Complaints about Persons at School 
Board Meetings and Data Privacy Considerations) 
Policy 515 (Protection and Privacy of Pupil Records) 
MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School  
Records – Privacy – Access to Data) 

  
  

Adopted:  May 11, 2004 
Revised:  December 8, 2009 

Revised: January 14, 2014 
Reviewed: May 5, 2015 

Revised: September 6, 2016 
Revised: September 18, 2018 
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PRINCETON PUBLIC SCHOOLS  

POLICY 410-FAMILY AND MEDICAL LEAVE 

   

I. PURPOSE 

The purpose of this policy is to provide for family and medical leave to                           
school district employees in accordance with the Family and Medical                   
Leave Act of 1993 (FMLA) and also with parenting leave under state law. 

II. GENERAL STATEMENT OF POLICY 

The following procedures and policies regarding family and medical leave                   
are adopted by the school district, pursuant to the requirements of the                       
FMLA and consistent with the requirements of the Minnesota parenting                   
leave laws. 

III. DEFINITIONS 

A. “Covered active duty” means: 

1. in the case of a member of a regular component of the Armed                         
Forces, duty during the deployment of the member with the Armed                     
Forces to a foreign country; and 

2. in the case of a member of a reserve component of the Armed                         
Forces, duty during the deployment of the member with the Armed                     
Forces to a foreign country under a call or order to active duty                         
under a provision of law referred to in 10 U.S.C. § 101(a)(13)(B). 

B. “Covered servicemember” means: 

1. a member of the Armed Forces, including a member of the National                       
Guard or Reserves, who is undergoing medical treatment,               
recuperation, or therapy, is otherwise in outpatient status, or is                   
otherwise on the temporary disability retired list, for a serious injury                     
or illness; or 

2. a covered veteran who is undergoing medical treatment,               
recuperation, or therapy for a serious injury or illness and who was                       
a member of the Armed Forces, including a member of the National                       
Guard or Reserves and was discharged or released under                 
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conditions other than dishonorable, , at any time during the period                     
of five years preceding the first date the eligible employee takes                     
FMLA leave care for the covered veteran   

C. “Eligible employee” means an employee who has been employed by the                     
school district for a total of at least 12 months period immediately                       
preceding the commencement of the leave. An employee returning from                   
fulfilling his or her Uniformed Services Employment and Reemployment                 
Right Act (USERRA)-covered service obligation shall be credited with the                   
hours of service that would have been performed but for the period of                         
absence from work due to or necessitated by USERRA-covered service. In                     
determining whether the employee met the hours of service requirement,                   
and to determine the hours that would have been worked during the                       
period of absence from work due to or necessitated by USERRA-covered                     
service, the employee's pre-service work schedule can generally be used                   
for calculations. While the 12 months of employment need not                   
consecutive, employment periods prior to a break in service obligation or a                       
written agreement, including a collective bargaining agreement, exists               
concerning the school district’s intention to rehire the employee after the                     
break in service. 

D. “Military caregiver leave” means leave taken to care for a covered service                       
member with a serious injury or illness. 

E. “Next of kin of a covered servicemember” means the nearest blood                     
relative other than the covered service member's spouse, parent, son, or                     
daughter, in the following order of priority: blood relatives who have been                       
granted legal custody of the covered servicemember by court decree or                     
statutory provisions, brothers and sisters, grandparents, aunts and uncles,                 
and first cousins, unless the covered servicemember has specifically                 
designated in writing another blood relative as his or her nearest blood                       
relative for purposes of military caregiver leave under the FMLA. When                     
no such designation is made and there are multiple family members with                       
the same level of relationship to the covered servicemember, all such                     
family members shall be considered the covered service member's next of                     
kin, and the employee may take FMLA leave to provide care to the                         
covered servicemember, either consecutively or simultaneously. When             
such designation has been made, the designated individual shall be                   
deemed to be the covered servicemembers only next of kin. 
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F. “Outpatient status” means, with respect to a covered servicemember who                   
is a current member of the Armed Forces, the status of a member of the                             
Armed Forces assigned to: 

1. a military medical treatment facility as an outpatient; or 

2. a unit established for the purpose of providing command and                   
control of members of the Armed Forces receiving care as                   
outpatients. 

G. “Qualifying exigency” means a situation where the eligible employee                 
seeks leave for one or more of the following reasons: 

1. to address any issues that arise from a short-notice deployment                   
(seven calendar days or less) of a covered military member; 

2. to attend military events and related activities of a covered military                     
Member; 

3. to address issues related to childcare and school activities of a                     
covered military member’s child; 

4. to address financial and legal arrangements for a covered military                   
member; 

5. to attend counseling provided by someone other than a health care                     
provider for oneself, a covered military member, or his/her child; 

6. to spend up to five days with a covered military member who is on                           
short-term, temporary rest and recuperation leave during a period                 
of deployment; 

7. to attend post-deployment activities related to a covered military                 
member; and 

8. to address other events related to a covered military member that                     
both the employee and school district agree is a qualifying                   
exigency. 

9. to address parental care needs. 

H. “Serious health condition” means an illness, injury, impairment, or physical                   
or mental condition that involves: 
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1. inpatient care in a hospital, hospice, or residential medical care                   
facility; or 

2. continuing treatment by a health care provider. 

I. “Spouse” means a husband or wife. For purposes of this definition,                     
husband or wife refers to the other person with whom an individual                       
entered into marriages as defined or recognized under state law for                     
purposes of marriage in the state in which the marriage was entered in to                           
or, in the case of marriage entered into outside of any state, if the                           
marriage is valid in the place where entered into and could have been                         
entered into in at least one state. This definition includes an individual in a                           
same-sex or common law marriage that either: (1) was entered into in a                         
state that recognizes such marriages; or (2) if entered into outside of any                         
state, is valid in the place where entered into and could have been entered                           
into in at least one state.  

J. “Veteran” has the meaning given in 38 U.S.C. § 101. 

IV. LEAVE ENTITLEMENT 

A. Twelve-week Leave under Federal Law 

1. Eligible employees are entitled to a total of 12 work weeks of                       
unpaid family or medical leave during the applicable 12-month                 
period as defined below, plus any additional leave as required by                     
law. Leave may be taken for one or more of the following reasons                         
in accordance with applicable law: 

a) birth of the employee’s child and to care for such child; 

b) placement of an adopted or foster child with the employee; 

c) to care for the employee’s spouse, son, daughter, or parent                   
with a serious health condition; 

d) the employee’s serious health condition makes the employee               
unable to perform the functions of the employee’s job;                 
and/or 

e) any qualifying exigency arising from the employee’s spouse,               
son, daughter, or parent being on covered active duty, or                   
notified of an impending call or order to covered active duty                     
in the Armed Forces. 
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2. For the purposes of this policy, “year” is defined as a rolling                       
12-month period measured backward from the date an employee’s                 
leave is to commence. 

3. An employee’s entitlement to FMLA leave for the birth, adoption, or                     
foster care of a child expires at the end of the 12-month period                         
beginning on the date of the birth or placement. 

4. A “serious health condition” typically requires either inpatient care                 
or continuing treatment by or under the supervision of a health care                       
provider, as defined by applicable law. Family and medical leave                   
generally is not intended to cover short-term conditions for which                   
treatment and recovery are very brief. 

5. A “serious injury or illness,” in the case of a member of the Armed                           
Forces, including a member of the National Guard or Reserves,                   
means: 

a) injury or illness that was incurred by the member in the line                       
of duty on active duty in the Armed Forces (or that existed                       
before the beginning of the member’s active duty and was                   
aggravated by service in the line of duty on active duty in                       
the Armed Forces) and that may render the member                 
medically unfit to perform the duties of the member’s office,                   
grade, rank, or rating; and 

b) in the case of a covered veteran who was a member of the                         
Armed Forces, including a member of the National Guard or                   
Reserves, at any time, during the period of five years                   
preceding the date on which the veteran undergoes the                 
medical treatment, recuperation, or therapy, means a             
qualifying injury or illness that was incurred by the member                   
in the line of duty on active duty in the Armed Forces (or that                           
existed before the beginning of the member’s active duty                 
and was aggravated by service in the line of duty in the                       
Armed Forces) and that manifested itself before or after the                   
member became a veteran and is: 

(1) a continuation of a serious injury or illness that was                   
incurred or aggravated when the covered veteran             
was a member of the Armed Forces and rendered the                   
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service member unable to perform the duties of the                 
service member’s office grade, rank, or rating: or 

(2) a physical or mental condition that substantially             
impairs the covered veteran has received U.S             
Department of Veterans Affairs Service-Related         
Disability (VASRD) rating of 50 percent or greater               
and such VASRD rating is based, in whole or in part,                     
on the condition precipitating the need for military               
caregiver leave: or 

(3) a physical or mental condition that substantially             
impairs the covered veteran’s ability to secure or               
follow a substantially gainful occupation by reason of               
a disability or disabilities related to military service, or                 
would do so absent treatment: or 

(4) an injury, including a psychological injury, on the basis                 
of which the covered veteran has been enrolled in the                   
Department of Veterans Affairs Program of           
Comprehensive Assistance for Family Caregivers. 

6. Eligible spouses employed by the school district are limited to an                     
aggregate of 12 weeks of leave during any 12-month period for                     
the birth and care of a newborn child or adoption of a child, the                           
placement of a child for foster care, or to care for a parent. This                           
limitation for spouses employed by the school district does not                   
apply to leave taken: by one spouse to care for the other spouse                         
who is seriously ill; to care for a child with a serious health                         
condition; because of the employee’s own serious health condition;                 
or pursuant to Paragraph IV.A.1.e. Above. 

7. Depending on the type of leave, intermittent or reduced schedule                   
leave may be granted in the discretion of the school district or                       
when medically necessary. However, part-time employees are only               
eligible for a pro-rata portion of leave to be used on an intermittent                         
or reduced schedule basis, based on their average hours worked                   
per week. Where an intermittent or reduced schedule leave is                   
foreseeable based on planned medical treatment, the school               
district may transfer the employee temporarily to an available                 
alternative position for which the employee is qualified and which                   
better accommodates recurring periods of leave than does the                 
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employee’s regular position, and which has equivalent pay and                 
benefits. 

8. If an employee requests a leave for the serious health condition of                       
the employee or the employee’s spouse, child, or parent, the                   
employee will be required to submit sufficient medical certification.                 
In such a case, the employee must submit the medical certification                     
within 15 days from the date of the request or as soon as                         
practicable under the circumstances. 

9. If the school district has reason to doubt the validity of a health                         
care provider’s certification, it may require a second opinion at the                     
school district’s expense. If the opinions of the first and second                     
health care providers differ, the school district may require                 
certification from a third health care provider at the school district’s                     
expense. An employee may also be required to present a                   
certification from a health care provider indicating that the                 
employee is able to return to work. 

10.Requests for leave shall be made to the school district. When                     
leave relates to an employee’s spouse, son, daughter, parent, or                   
covered servicemember being on covered active duty, or notified of                   
an impending call or order to covered active duty pursuant to                     
Paragraph IV.A.1.e. above, and such leave is foreseeable, the                 
employee shall provide reasonable and practical notice to the                 
school district of the need for leave. For all other leaves, employees                       
must give 30 days’ written notice of a leave of absence where                       
practicable. The failure to provide the required notice may result in                     
a delay of the requested leave. Employees are expected to make a                       
reasonable effort to schedule leaves resulting from planned               
medical treatment so as not to disrupt unduly the operations of the                       
school district, subject to and in coordination with the health care                     
provider. 

11.The school district may require that a request for leave under                     
Paragraph IV.A.1.e. above be supported by a copy of the covered                     
military member’s active duty orders or other documentation               
issued by the military indicating active duty or a call to active duty                         
status and the dates of active duty service. In addition, the school                       
district may require the employee to provide sufficient certification                 
supporting the qualifying exigency for which leave is requested. 
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12.During the period of a leave permitted under this policy, the school                       
district will provide health insurance under its group health plan                   
under the same conditions coverage would have been provided                 
had the employee not taken the leave. The employee will be                     
responsible for payment of the employee contribution to continue                 
group health insurance coverage during the leave. An employee’s                 
failure to make necessary and timely contributions may result in                   
termination of coverage. An employee who does not return to                   
work after the leave may be required, in some situations, to                     
reimburse the school district for the cost of the health plan                     
premiums paid by it. 

13.The school district may request or require the employee to                   
substitute accrued paid leave for any part of the 12-week period.                     
Employees may be allowed to substitute paid leave for unpaid                   
leave by meeting the requirements set out in the administrative                   
directives and guidelines established for the implementation of this                 
policy, if any. Employees eligible for leave must comply with the                     
family and medical leave directives and guidelines prior to starting                   
leave. The superintendent shall be responsible to develop               
directives and guidelines as necessary to implement this policy.                 
Such directives and guidelines shall be submitted to the school                   
board for annual review. 

The school district shall comply with written notice requirements as                   
set forth in federal regulations. 

14.Employees returning from a leave permitted under this policy are                   
eligible for reinstatement in the same or an equivalent position as                     
provided by law. However, the employee has no greater right to                     
reinstatement or to other benefits and conditions of employment                 
than if the employee had been continuously employed during the                   
leave. 

B. Twelve-week Leave under State Law 

  

An employee who does not qualify for parenting leave under Paragraphs                     
IV.A.1.a. or IV.A.1.b. above may qualify for a 12-week unpaid leave which                       
is available to a biological or adoptive parent in conjunction with the birth                         
or adoption of a child, or to a female employee for prenatal caregiver                         
incapacity due to pregnancy, childbirth, or related health conditions. The                   
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length of the leave shall be determined by the employee but must not                         
exceed 12 weeks unless agreed by the employer. The employee may                     
qualify if he or she has worked for the school district for at least 12                             
months and has worked an average number of hours per week equal to                         
one-half of the full time equivalent during the 12-month period                   
immediately preceding the leave. This leave is separate and exclusive of                     
the family and medical leave described in the preceding paragraphs but                     
may be reduced by any period of paid parental, disability, personal, or                       
medical, or sick leave, or accrued vacation provided by the employer, or                       
leave taken for the same purpose under the FMLA. The leave taken under                         
this section shall begin at a time requested by the employee. An employee                         
who plans to take leave under this section must give the employer                       
reasonable notice of the date the leave shall commence and the estimated                       
duration of the leave. For leave taken by a biological or adoptive parent in                           
conjunction with the birth or adoption; except that, in the case where the                         
child must remain in the hospital longer than the mother, the leave must                         
begin within 12 months after the child leaves the hospital. 

C. Twenty-six-week Servicemember Family Military Leave 

1. An eligible employee who is the spouse, son, daughter, parent, or                     
next of kin of a covered servicemember shall be entitled to a total                         
of 26 workweeks of leave during a 12-month period to care for the                         
servicemember. The leave described in this paragraph shall be                 
available only during a single 12-month period. For purposes of                   
this leave, the need to care for a servicemember includes both                     
physical and psychological care. 

2. During a single 12-month period, an employee shall be entitled to a                       
combined total of 26 workweeks of leave under Paragraphs IV.A.                   
and IV.C. above. 

3. The 12-month period referred to in this section begins on the first                       
day the eligible employee takes leave to care for a covered                     
servicemember and ends 12 months after that date. 

4. Eligible spouses employed by the school district are limited to an                     
aggregate of 26 weeks of leave during any 12-month period if                     
leave is taken for birth of the employee’s child or to care for the                           
child after birth; for placement of a child with the employee for                       
adoption or foster care or to care for the child after placement; to                         
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care for the employee’s parent with a serious health condition; or to                       
care for a covered servicemember with a serious injury or illness. 

5. The school district may request or require the employee to                   
substitute accrued paid leave for any part of the 26-week period.                     
Employees may be allowed to substitute paid leave for unpaid                   
leave by meeting the requirements set out in the administrative                   
directives and guidelines established for the implementation of this                 
policy, if any. Employees eligible for leave must comply with the                     
family and medical leave directives and guidelines prior to starting                   
leave. 

6. An employee will be required to submit sufficient medical                 
certification issued by the health care provider of the covered                   
servicemember and other information in support of requested leave                 
and eligibility for such leave under this section within 15 days from                       
the date of the request or as soon as practicable under the                       
circumstances. 

7. The provisions of Paragraphs IV.A.7., IV.A.10., IV.A.12., IV.A.13.,               
and IV.A.14. above shall apply to leaves under this section. 

V. SPECIAL RULES FOR INSTRUCTIONAL EMPLOYEES 

A. An instructional employee is one whose principal function is to teach and                       
instruct students in a class, a small group, or an individual setting. This                         
includes, but is not limited to, teachers, coaches, driver’s education                   
instructors, and special education assistants. 

B. Instructional employees who request foreseeable medically necessary             
intermittent or reduced work schedule leave greater than 20 percent of                     
the work days in the leave period may be required to: 

1. take leave for the entire period or periods of the planned medical                       
treatment; or 

2. move to an available alternative position for which the employee is                     
qualified, and which provides equivalent pay and benefits, but not                   
necessarily equivalent duties. 

C. Instructional employees who request continuous leave near the end of a                     
semester may be required to extend the leave through the end of the                         
semester. The number of weeks remaining before the end of a semester                       
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does not include scheduled school breaks, such as summer, winter, or                     
spring break. 

1. If an instructional employee begins leave for any purpose more                   
than five weeks before the end of a semester and it is likely the                           
leave will last at least three weeks, the school district may require                       
that the leave be continued until the end of the semester.  

2. If the employee begins leave for a purpose other than the                     
employee’s own serious health condition during the last five weeks                   
of a semester, the school district may require that the leave be                       
continued until the end of the semester if the leave will last more                         
than two weeks or if the employee’s return from leave would occur                       
during the last two weeks of the semester. 

3. If the employee begins leave for a purpose other than the                     
employee’s own serious health condition during the last three                 
weeks of the semester and the leave will last more than five                       
working days, school district may require the employee to continue                   
taking leave until the end of the semester. 

D. The entire period of leave taken under the special rules will be counted as                           
leave. The school district will continue to fulfill the school district’s leave                       
responsibilities and obligations, including the obligation to continue the                 
employee’s health insurance and other benefits, if an instructional                 
employee’s leave entitlement ends before the involuntary leave period                 
expires. 

VI. OTHER 

A. The provisions of this policy are intended to comply with applicable law,                       
including the FMLA and applicable regulations. Any terms used from the                     
FMLA will have the same meaning as defined by the FMLA and/or                       
applicable regulations. To the extent that this policy is ambiguous or                     
contradicts applicable law, the language of the applicable law will prevail. 

B. The requirements stated in the collective bargaining agreement between                 
Employees in a certified collective bargaining unit and the school district                     
regarding family and medical leaves (if any) shall be followed.   
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VII. DISSEMINATION OF POLICY 

A. This policy shall be conspicuously posted in each school district building in                       
areas accessible to employees. 

B. This policy will be reviewed at least annually for compliance with state                       
and federal law. 

   

Legal References:  Minn. Stat. §§ 181.940-181.944 (Parenting Leave) 
10 U.S.C. § 101 ​et seq.​ (Armed Forces General Military Law) 
29 U.S.C. § 2601 ​et seq.​ (Family and Medical Leave Act) 
38 U.S.C. § 101 (Definitions) 
29 C.F.R. Part 825 (Family and Medical Leave Act) 

  

Cross References: MSBA Service Manual, Chapter 13, School Law Bulletin “M”                 
(Statutory Provisions Which Grant Leaves to Licensed as well as                   
Non-Licensed School District Employees – Family and Medical               
Leave Act Summary) 

  

Adopted: June 8, 200 
Revised: October 27, 2009 

Revised:  December 21, 2010 
Reviewed:  November 8, 2011  

Revised: May 19, 2015 
Revised: September 6, 2016 

Revised: September 18, 2018 
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PRINCETON PUBLIC SCHOOLS 
POLICY 418- DRUG-FREE WORKPLACE/ DRUG-FREE SCHOOL 

 
 

I. PURPOSE  
The purpose of this policy is to maintain a safe and healthful environment for 
employees and students by prohibiting the use of alcohol, toxic substances 
medical cannabis and controlled substances without a physician’s prescription.  

 
II. GENERAL STATEMENT OF POLICY 

A. Use or possession of controlled substances, toxic substances, medical 
cannabis and alcohol before, during, or after school  hours, at school or in 
any other school location, is prohibited as general policy. Paraphernalia 
associated with controlled substances is prohibited. 

B. A violation of this policy occurs when any student, teacher, administrator, 
other school district personnel, or member of the public uses or possesses 
alcohol, toxic Substances,  controlled  substances, or medical cannabis in 
any school location.  

C. The school district will act to enforce this policy and to discipline or take 
appropriate action against any student, teacher, administrator, school 
personnel, or member of the public who violates this policy.  

III. DEFINITIONS  
A. “Alcohol” includes any alcoholic beverage, malt beverage, fortified wine, 

or other intoxicating liquor.  
B. “Controlled substances” include narcotic drugs, hallucinogenic drugs,  

Amphetamines,  barbiturates, marijuana, anabolic steroids, or any other 
controlled substance as defined in  Schedules I through V of the 
Controlled Substances Act, 21 U.S.C. § 812, including analogues and 
look-alike drugs.  

C. “Medical cannabis” means any species of the genus cannabis plant, or any 
mixture or preparation of them, including whole plant extracts and resins, 
and is delivered in the form of: liquid, including, but not limited to, oil; (2) 
pill; (3) vaporized delivery method with use of liquid or oil but which does 
not require the use of dried leaves or plant form; or (4) any other method, 
excluding smoking, approved by the commissioner.  

D. “Toxic substances” includes glue, cement, aerosol paint, or other 
substances used  or possessed with the intent of inducing intoxication or 
excitement of the central nervous  system.  
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E. “Use” includes to sell, buy, manufacture, distribute, dispense, possess, 
use, or be under the influence of alcohol and/or controlled substances, 
whether or not for the purpose of receiving remuneration or consideration. 
418 418 - 2 E. “Possess” means to have on one’s person, in one’s effects, 
or in an area subject to one’s control.  

F. “School location” includes any school building or on any school premises; 
in any school-owned vehicle or in any other school-approved vehicle used 
to transport students to and from school or school activities; off school 
property at any school sponsored or school-approved activity, event, or 
function, such as a field trip or athletic event, where students are under 
the jurisdiction of the school district; or during any period of time such 
employee is supervising students on behalf of the school district or 
otherwise engaged in school district business. 

IV. EXCEPTIONS 
A. A violation of this policy does not occur when a person to brings onto a 

school location, for such person’s own use, a controlled substance , except 
medical cannabis, which has a currently accepted medical use in 
treatment in the United States and the person has a physician’s 
prescription for the substance. The person shall comply with the relevant 
procedures of this policy.  

B. A violation of this policy does not occur when a person possesses an 
alcoholic beverage in a school location when the possession is within the 
exceptions of Minn. Stat. § 624.701, Subd. 1a (experiments in 
laboratories; pursuant to a temporary license to sell liquor issued under 
Minnesota laws or possession after the purchase from such a temporary 
license holder).  

V. PROCEDURES 
A. Students who have a prescription from a physician for medical treatment 

with a controlled substance, except medical cannabis, must comply with 
the school district’s student medication policy.  

B. Employees who have a prescription from a physician for medical 
treatment with a controlled substance are permitted to possess such 
controlled substance, except medical cannabis,  and associated necessary 
paraphernalia, such as an inhaler or syringe. The employee must inform 
his or her supervisor. The employee may be required to provide a copy of 
the prescription.  

C. Each employee shall be provided with written notice of this Drug-Free 
Workplace/Drug-Free School policy and shall be required to acknowledge 
that he or she has received the policy. 
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D. Employees are subject to the school district’s drug and alcohol testing 
policies and procedures.  

E. Members of the public are not permitted to possess controlled substances 
in a school location except with the express permission of the 
superintendent.  

F. No person is permitted to possess or use medical cannabis on a school 
bus or van; or on the grounds of any preschool or primary or secondary 
school; or on the grounds of any child care facility. 

G. Possession of alcohol on school grounds pursuant to the exceptions of 
Minn. Stat. § 624.701, Subd. 1a, shall be by permission of the school 
board only. The applicant shall apply for permission in writing and shall 
follow the school board procedures for placing an item on the agenda. 

VI. ENFORCEMENT  
A. Students. 

1. A student who violates the terms of this policy shall be subject to 
discipline in accordance with the school district’s discipline policy. 
Such discipline may include suspension or expulsion from school.  

2. The student may be referred to a drug or alcohol assistance or  
Rehabilitation  program and/or to law enforcement officials when  
appropriate.  

B. Employees.  
1. As a condition of employment in any federal grant, each employee 

who is engaged either directly or indirectly in performance of a 
federal grant shall abide by the terms of this policy and shall notify 
his or her supervisor in writing of his or her conviction of any 
criminal drug statute for a violation occurring in any of the places 
listed above on which work on a school district federal grant is 
performed, no later than five (5) calendar days after such 
conviction. Conviction means a finding of guilt (including a plea of 
no contest) or imposition of sentence, or both, by any judicial body 
charged with the responsibility to determine violations of the 
federal or state criminal drug statutes.  

2. An employee who violates the terms of this policy is subject to 
disciplinary action, including nonrenewal, suspension, termination, 
or discharge as deemed appropriate by the school board.  

3. In addition, 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 school 
district. Any employee who fails to satisfactorily participate in and 
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complete such a program is subject to nonrenewal, suspension, or 
termination as deemed appropriate by the school board.  

4. Sanctions against employees, including nonrenewal, suspension, 
termination, or discharge shall be pursuant to and in accordance 
with applicable statutory authority, collective bargaining 
agreements, and school district policies. 

C. The Public 
A member of the public who violates this policy shall be informed of the 
policy and asked to leave. If necessary, law enforcement officials will be 
notified and asked to provide an escort.  
 
 

Legal References: Minn. Stat. § 121A.22 (Administration of Drugs and Medicine) 
Minn. Stat. § 152.22 (Medical Cannabis; Definitions) 
Minn. Stat § 152.23 (Medical Cannabis; Limitations) 
Minn. Stat. § 340A.403 (3.2 Percent Malt Liquor Licenses)  
Minn. Stat. § 340A.404 (Intoxicating Liquor; On-Sale Licenses)  
Minn. Stat. § 609.684 (Sale of Toxic Substances to Children; Abuse 
of Toxic Substances)  
Minn. Stat. § 624.701 (Alcohol in Certain Buildings or Grounds) 41 
U.S.C. §§ 701-707 (Drug-Free Workplace Act)  
20 U.S.C. § 7101-7165 (Safe and Drug-Free Schools and 
Communities Act) 
21 U.S.C. § 812 (Schedules of Controlled Substances)  
41 U.S.C. §§ 8101-8106 (Drug-Free Workplace Act)  
21 C.F.R. §§ 1308.11-1308.15 (Controlled Substances)  
34 C.F.R. Part 85 (Government-wide Requirements for Drug-Free 
Workplace)  

 
Cross References:  MSBA/MASA Model Policy 403 (Discipline, Suspension and  

Dismissal of School District Employees)  
MSBA/MASA Model Policy 416 (Drug and Alcohol Testing) 
MSBA/MASA Model Policy 417 (Chemical Use/Abuse)  
MSBA/MASA Model Policy 506 (Student Discipline)  
MSBA/MASA Model Policy 516 (Student Medication) 
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Adopted: June 8, 2004 
Revised: January 14,2014 

Revised: May 15, 2015 
Revised: September 6, 2016 

Revised: September 18, 2018 
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ACKNOWLEDGEMENT 

DRUG-FREE WORKPLACE / DRUG-FREE SCHOOL POLICY 

 

I have received a copy of the Drug-Free Workplace / Drug-Free School Policy of Independent 

School District No. 477, Princeton, Minnesota. 

 
 
Date: ________________ ____________________________________________________ 

Signature of Employee / Applicant 
 
 

____________________________________________________ 
Typed or Printed Name 
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