
Jordan School District #717
Policy Committee Minutes

Monday, April 13, 2015 at 5:30 PM
Policy Committee
Jordan Public Schools
500 Sunset Drive; Suite 3
Jordan, MN 55352

1. Review of Policy 206 Public Participation
2. Review of Policy 406 Personnel Data
3. Review of Policy 503 Student Attendance
4. Review of Policy 504 Student Dress and Appearance
5. Review of Policy 505 Distribution of Materials by Students and Employees
6. Review of Policy 509 Enrollment of Nonresident Students

_____________________________ _____________ 
School Board Clerk Date

1



 206-1 

JORDAN DISTRICT SCHOOLS 
POLICY 

 

Adopted:  Sept. 12, 2007  

 

Revised:    
 

206 PUBLIC PARTICIPATION IN SCHOOL BOARD MEETINGS/COMPLAINTS 

ABOUT PERSONS AT SCHOOL BOARD MEETINGS AND DATA PRIVACY 

CONSIDERATIONS 
 

 

I. PURPOSE 
 

A. The school board recognizes the value of participation by the public in 

deliberations and decisions on school district matters.  At the same time, the 

school board recognizes the importance of conducting orderly and efficient 

proceedings, with opportunity for expression of all participants’ respective views. 

 

B. The purpose of this policy is to provide procedures to assure open and orderly 

public discussion as well as to protect the due process and privacy rights of 

individuals under the law. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school board is to encourage discussion by citizens of subjects 

related to the management of the school district at school board meetings.  The 

school board may adopt reasonable time, place and manner restrictions on public 

expression in order to facilitate free discussion by all interested parties. 

 

B. The school board shall, as a matter of policy, protect the legal rights to privacy 

and due process of employees and students. 

 

III. DEFINITIONS 
 

A. “Personnel data” means data on individuals collected because the individual is or 

was an employee or applicant for employment.  For purposes of this policy, 

“employee” includes a volunteer or an independent contractor. 

 

B. Personnel data on current and former employees that is “public” includes: 

 

Name; employee identification number, which must not be the social security 

number; actual gross salary; salary range; contract fees; actual gross pension; the 

value and nature of employer paid fringe benefits; the basis for and the amount of 

any added remuneration, including expense reimbursement, in addition to salary; 

bargaining unit; job title; job description; education and training background; 

previous work experience; date of first and last employment; the existence and 

status of any complaints or charges against the employee, regardless of whether 

the complaint or charge resulted in a disciplinary action; the final disposition of 2
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any disciplinary action together with the specific reasons for the action and data 

documenting the basis of the action, excluding data that would identify 

confidential sources who are employees of the public body; the terms of any 

agreement settling any dispute arising out of the employment relationship, 

including a superintendent buyout agreement, except that the agreement must 

include specific reasons for the agreement if it involves the payment of more than 

$10,000 of public money; work location; a work telephone number; badge 

number; honors and awards received; and payroll time sheets or other comparable 

data that are only used to account for employee’s work time for payroll purposes, 

except to the extent that release of time sheet data would reveal the employee’s 

reasons for the use of sick or other medical leave or other not public data. 

 

C. Personnel data on current and former applicants for employment that is “public” 

includes: 

 

Veteran status; relevant test scores; rank on eligible list; job history; education 

and training; and work availability.  Names of applicants shall be private data 

except when certified as eligible for appointment to a vacancy or when applicants 

are considered by the appointing authority to be finalists for a position in public 

employment.  For purposes of this subdivision, “finalist” means an individual 

who is selected to be interviewed by the appointing authority prior to selection. 

 

D. “Educational data” means data maintained by the school district which relates to a 

student. 

 

E. “Student” means an individual currently or formerly enrolled or registered in the 

school district, or applicants for enrollment, or individuals who receive shared 

time services. 

 

F. Data about applicants for appointments to a public body, including a school 

board, are public.  That data includes:  name; city of residence; education and 

training; employment  history; volunteer work; awards and honors; and prior 

government service or experience.   

 

 

IV. RIGHTS TO PRIVACY 
 

A. School district employees have a legal right to privacy related to matters which 

may come before the school board, including, but not limited to, the following: 

 

1. right to a private hearing for teachers, pursuant to Minn. Stat. § 122A.40, 

Subd. 14 (Teachers Discharge Hearing);  

 

2. right to privacy of personnel data as provided by Minn. Stat. § 13.43 

(Personnel Data); 

 

3. right to consideration by the school board of certain data treated as not 

public as provided in Minn. Stat. § 13D.05 (Not Public Data); 
3
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4. right to a private hearing for coaches to discuss reasons for nonrenewal of 

a coaching contract pursuant to Minn. Stat. § 122A.33, Subd. 3. 

 

B. School district students have a legal right to privacy related to matters which may 

come before the school board, including, but not limited to, the following: 

 

1. right to a private hearing, Minn. Stat. § 121A.47, Subd. 5 (Student 

Dismissal Hearing); 

 

2. right to privacy of educational data, Minn. Stat. § 13.32  (Educational 

Data); 20 U.S.C. § 1232g (FERPA); 

 

3. right to privacy of complaints as provided by child abuse reporting and 

discrimination laws, Minn. Stat. § 626.556 (Reporting of Maltreatment of 

Minors) and Minn. Stat. Ch. 363A (Minnesota Human Rights Act). 

 

V. THE PUBLIC’S OPPORTUNITY TO BE HEARD 
 

All citizens of the school district an opportunity to be heard and to have complaints 

considered and evaluated by the school board, within the limits of the law and this policy 

and subject to reasonable time, place, and manner restrictions.  Among the rights 

available to the public is the right to access public data as provided by Minn. Stat. § 

13.43, Subd. 2 (Public Data). 

 

VI. PROCEDURES 
 

A. Agenda Items 

 

1. Citizens who wish to have a subject discussed at a public school board 

meeting are encouraged to notify the superintendent’s office in advance of 

the school board meeting.  The citizen should provide his or her name, 

address, the name of group represented (if any), and the subject to be 

covered or the issue to be addressed. 

 

2. Citizens who wish to address the school board on a particular subject may 

speak during the discussion of that item. 

 

3. The school board chair will recognize one speaker at a time, and will rule 

out of order other speakers who are not recognized.  Only those speakers 

recognized by the chair will be allowed to speak.  Comments by others are 

out of order.  Individuals who interfere with or interrupt speakers, the 

school board, or the proceedings may be directed to leave. 

 

4. The school board retains the discretion to limit discussion of any agenda 

item to a reasonable period of time as determined by the school board.  If a 

group or organization wishes to address the school board on a topic, the 

school board reserves the right to require designation of one or more 
4
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representatives or spokespersons to speak on behalf of the group or 

organization. 

 

5. Matters proposed for placement on the agenda which may involve data 

privacy concerns, which may involve preliminary allegations, or which 

may be potentially libelous or slanderous in nature shall not be considered 

in public, but shall be processed as determined by the school board in 

accordance with governing law. 

 

6. The school board chair shall promptly rule out of order any discussion by 

any person, including school board members, that would violate the 

provisions of state or federal law, this policy or the statutory rights of 

privacy of an individual. 

 

7. Personal attacks by anyone addressing the school board are unacceptable. 

Persistence in such remarks by an individual shall terminate that person’s 

privilege to address the school board. 

 

8. Depending upon the number of persons in attendance seeking to be heard, 

the school board reserves the right to impose such other limitations and 

restrictions as necessary in order to provide an orderly, efficient and fair 

opportunity for those present to be heard. 

 

B. Complaints 

 

1. Routine complaints about a teacher or other employee should first be 

directed to that teacher or employee or to the employee’s immediate 

supervisor. 

 

2. If the complaint is against an employee relating to child abuse, 

discrimination, racial, religious, or sexual harassment, or other activities 

involving an intimidating atmosphere, the complaint should be directed to 

the employee’s supervisor or other official as designated in the school 

district policy governing that kind of complaint.  In the absence of a 

designated person, the matter should be referred to the superintendent. 

 

3. Unresolved complaints from Paragraph 1. of this section or problems 

concerning the school district should be directed to the superintendent’s 

office. 

 

4. Complaints which are unresolved at the superintendent’s level may be 

brought before the school board by notifying the school board in writing. 

 

C. Open Forum 

 

The school board shall normally provide a specified period of time where citizens 

may address the school board on any topic, subject to the limitations of this 

policy.  The school board reserves the right to allocate a specific period of time 
5
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for this purpose and limit time for speakers accordingly. 

 

 

VII. PENALTIES FOR VIOLATION OF DATA PRIVACY 
 

A. The school district is liable for damages, costs and attorneys’ fees, and, in the 

event of a willful violation, punitive damages for violation of state data privacy 

laws.  (Minn. Stat. § 13.08, Subd. 1) 

 

B. A person who willfully violates data privacy is guilty of a misdemeanor.  (Minn. 

Stat. § 13.09) 

 

C. In the case of an employee, willful violation constitutes just cause for suspension 

without pay or dismissal.  (Minn. Stat. § 13.09) 

 

 

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

   Minn. Stat. § 121A.47, Subd. 5 (Student Dismissal Hearing) 

Minn. Stat. § 122A.33, Subd. 3 (Coaches; Opportunity to Respond) 

Minn. Stat. § 122A.40, Subd. 14 (Teacher Discharge Hearing) 

Minn. Stat. § 122A.44 (Contracting with Teachers) 

Minn. Stat. § 123B.02, Subd. 14 (Employees; Contracts for Services) 

Minn. Stat. Ch. 363A (Minnesota Human Rights Act) 

Minn. Stat. § 13D0.5 (Open Meeting Law) 

Minn. Stat. § 626.556 (Reporting of Maltreatment of Minors) 

20 U.S.C. § 1232g (Family Educational Rights and Privacy Act) 

 

Cross References: MSBA/MASA Model Policy 205 (Open Meetings and Closed Meetings) 

MSBA/MASA Model Policy 207 (Public Hearings) 

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

MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil 

Records) 

MSBA Service Manual, Chapter 13, School Law Bulletin “C” 

(Minnesota’s Open Meeting Law) 

MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School 

Records – Privacy – Access to Data) 
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Adopted:                               MSBA/MASA Model Policy 206 
Orig. 1995 

Revised:                                Rev. 2011 2014 
 
 
206 PUBLIC PARTICIPATION IN SCHOOL BOARD MEETINGS/COMPLAINTS 

ABOUT PERSONS AT SCHOOL BOARD MEETINGS AND DATA PRIVACY 
CONSIDERATIONS 

 
 
I. PURPOSE 
 

A. The school board recognizes the value of participation by the public in 
deliberations and decisions on school district matters.  At the same time, the 
school board recognizes the importance of conducting orderly and efficient 
proceedings, with opportunity for expression of all participants’ respective views. 

 
B. The purpose of this policy is to provide procedures to assure open and orderly 

public discussion as well as to protect the due process and privacy rights of 
individuals under the law. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school board is to encourage discussion by citizens of subjects 
related to the management of the school district at school board meetings.  The 
school board may adopt reasonable time, place, and manner restrictions on public 
expression in order to facilitate free discussion by all interested parties. 

 
B. The school board shall, as a matter of policy, protect the legal rights to privacy 

and due process of employees and students. 
 
III. DEFINITIONS 
 

A. “Personnel data” means government data on individuals maintained because the 
individual is or was an employee or applicant for employment.  For purposes of 
this policy, “employee” includes a volunteer or an independent contractor. 

 
B. Personnel data on current and former employees that is “public” includes: 

 
Name; employee identification number, which must not be the employee’s social 
security number; actual gross salary; salary range; terms and conditions of 
employment relationship; contract fees; actual gross pension; the value and nature 
of employer paid fringe benefits; the basis for and the amount of any added 
remuneration, including expense reimbursement, in addition to salary; bargaining 
unit; job title; job description; education and training background; previous work 
experience; date of first and last employment; the existence and status of any 
complaints or charges against the employee, regardless of whether the complaint 
or charge resulted in a disciplinary action; the final disposition of any disciplinary 
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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 public body; 
the terms of any agreement settling any dispute arising out of the employment 
relationship, including a superintendent buyout agreement, except that the 
agreement must include specific reasons for the agreement if it involves the 
payment of more than $10,000 of public money; work location; a work telephone 
number; badge number; work-related continuing education; honors and awards 
received; and payroll time sheets or other comparable data that are only used to 
account for employee’s work time for payroll purposes, except to the extent that 
release of time sheet data would reveal the employee’s reasons for the use of sick 
or other medical leave or other not public data. 

 
C. Personnel data on current and former applicants for employment that is “public” 

includes: 
 

Veteran status; relevant test scores; rank on eligible list; job history; education 
and training; and work availability.  Names of applicants shall be private data 
except when certified as eligible for appointment to a vacancy or when applicants 
are considered by the appointing authority to be finalists for a position in public 
employment.  For purposes of this subdivision, “finalist” means an individual 
who is selected to be interviewed by the appointing authority prior to selection. 

 
D. “Educational data” means data maintained by the school district which relates to a 

student. 
 

E. “Student” means an individual currently or formerly enrolled or registered in the 
school district, or applicants for enrollment, or individuals who receive shared 
time services. 

 
F. Data about applicants for appointments to a public body, including a school 

board, collected by the school district as a result of the applicant’s application for 
appointment to the public body are private data on individuals, except that the 
following are public:  name; city of residence, except where the appointment has a 
residency requirement that requires the entire address to be public; education and 
training; employment history; volunteer work; awards and honors; prior 
government service; and any data required to be provided or that is voluntarily 
provided in an application to a multimember agency pursuant to Minn. Stat. § 
15.0597.  Once an individual has been appointed to a public body, the following 
additional items of data are public:  residential address and either a telephone 
number or electronic mail address where the appointee can be reached, or both at 
the request of the appointee; provided, however, 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. 

 
IV. RIGHTS TO PRIVACY 
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A. School district employees have a legal right to privacy related to matters which 

may come before the school board, including, but not limited to, the following: 
 

1. right to a private hearing for teachers, pursuant to Minn. Stat. § 122A.40, 
Subd. 14 (Teachers Discharge Hearing);  

 
2. right to privacy of personnel data as provided by Minn. Stat. § 13.43 

(Personnel Data); 
 

3. right to consideration by the school board of certain data treated as not 
public as provided in Minn. Stat. § 13D.05 (Not Public Data); 

 
4. right to a private hearing for licensed or nonlicensed head varsity coaches 

to discuss reasons for nonrenewal of a coaching contract pursuant to Minn. 
Stat. § 122A.33, Subd. 3. 

 
B. School district students have a legal right to privacy related to matters which may 

come before the school board, including, but not limited to, the following: 
 

1. right to a private hearing, Minn. Stat. § 121A.47, Subd. 5 (Student 
Dismissal Hearing); 

 
2. right to privacy of educational data, Minn. Stat. § 13.32  (Educational 

Data); 20 U.S.C. § 1232g (FERPA); 
 

3. right to privacy of complaints as provided by child abuse reporting and 
discrimination laws, Minn. Stat. § 626.556 (Reporting of Maltreatment of 
Minors) and Minn. Stat. Ch. 363A (Minnesota Human Rights Act). 

 
V. THE PUBLIC’S OPPORTUNITY TO BE HEARD 
 

The school board will strive to give all citizens of the school district an opportunity to be 
heard and to have complaints considered and evaluated, within the limits of the law and 
this policy and subject to reasonable time, place, and manner restrictions.  Among the 
rights available to the public is the right to access public data as provided by Minn. Stat. 
§ 13.43, Subd. 2 (Public Data). 

 
VI. PROCEDURES 
 

A. Agenda Items 
 

1. Citizens who wish to have a subject discussed at a public school board 
meeting are encouraged to notify the superintendent’s office in advance of 
the school board meeting.  The citizen should provide his or her name, 
address, the name of group represented (if any), and the subject to be 
covered or the issue to be addressed. 

 
9
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2. Citizens who wish to address the school board on a particular subject 
should identify the subject and identify agenda item(s) to which their 
comments pertain. 

 
3. The school board chair will recognize one speaker at a time, and will rule 

out of order other speakers who are not recognized.  Only those speakers 
recognized by the chair will be allowed to speak.  Comments by others are 
out of order.  Individuals who interfere with or interrupt speakers, the 
school board, or the proceedings may be directed to leave. 

 
4. The school board retains the discretion to limit discussion of any agenda 

item to a reasonable period of time as determined by the school board.  If a 
group or organization wishes to address the school board on a topic, the 
school board reserves the right to require designation of one or more 
representatives or spokespersons to speak on behalf of the group or 
organization. 

 
5. Matters proposed for placement on the agenda which may involve data 

privacy concerns, which may involve preliminary allegations, or which 
may be potentially libelous or slanderous in nature shall not be considered 
in public, but shall be processed as determined by the school board in 
accordance with governing law. 

 
6. The school board chair shall promptly rule out of order any discussion by 

any person, including school board members, that would violate the 
provisions of state or federal law, this policy or the statutory rights of 
privacy of an individual. 

 
7. Personal attacks by anyone addressing the school board are unacceptable. 

Persistence in such remarks by an individual shall terminate that person’s 
privilege to address the school board. 

 
8. Depending upon the number of persons in attendance seeking to be heard, 

the school board reserves the right to impose such other limitations and 
restrictions as necessary in order to provide an orderly, efficient, and fair 
opportunity for those present to be heard. 

 
B. Complaints 

 
1. Routine complaints about a teacher or other employee should first be 

directed to that teacher or employee or to the employee’s immediate 
supervisor. 

 
2. If the complaint is against an employee relating to child abuse, 

discrimination, racial, religious, or sexual harassment, or other activities 
involving an intimidating atmosphere, the complaint should be directed to 
the employee’s supervisor or other official as designated in the school 
district policy governing that kind of complaint.  In the absence of a 
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designated person, the matter should be referred to the superintendent. 
 

3. Unresolved complaints from Paragraph 1. of this section or problems 
concerning the school district should be directed to the superintendent’s 
office. 

 
4. Complaints which are unresolved at the superintendent’s level may be 

brought before the school board by notifying the school board in writing. 
 

C. Open Forum 
 

The school board shall normally provide a specified period of time when citizens 
may address the school board on any topic, subject to the limitations of this 
policy.  The school board reserves the right to allocate a specific period of time 
for this purpose and limit time for speakers accordingly. 

 
The school board may decide to hold certain types of public meetings where the 
public will not be invited to address the school board.  Possible examples are 
work sessions and board retreats.  The public will still be entitled to notice of 
these meetings and will be allowed to attend these meetings, but the public will 
not be allotted time during the meeting to address the board. 

 
D. No Board Action at Same Meeting 
 

Except as determined by the school board to be necessary or in an emergency, the 
school board will not take action at the same meeting on an item raised for the 
first time by the public. 

 
VII. PENALTIES FOR VIOLATION OF DATA PRIVACY 
 

A. The school district is liable for damages, costs and attorneys’ fees, and, in the 
event of a willful violation, punitive damages for violation of state data privacy 
laws.  (Minn. Stat. § 13.08, Subd. 1) 

 
B. A person who willfully violates data privacy or whose conduct constitutes the 

knowing unauthorized acquisition of not public data is guilty of a misdemeanor.  
(Minn. Stat. § 13.09) 

 
C. In the case of an employee, willful violation of the Minnesota data practices law, 

Chapter 13, and any rules adopted thereunder, including any action subject to a 
criminal penalty, constitutes just cause for suspension without pay or dismissal.  
(Minn. Stat. § 13.09) 

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

Minn. Stat. § 13.601, Subd. 3 (Applicants for Appointment) 
Minn. Stat. § 13D.05 (Open Meeting Law) 
Minn. Stat. § 121A.47, Subd. 5 (Student Dismissal Hearing) 
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Minn. Stat. § 122A.33, Subd. 3 (Coaches; Opportunity to Respond) 
Minn. Stat. § 122A.40, Subd. 14 (Teacher Discharge Hearing) 
Minn. Stat. § 122A.44 (Contracting with Teachers) 
Minn. Stat. § 123B.02, Subd. 14 (Employees; Contracts for Services) 
Minn. Stat. Ch. 363A (Minnesota Human Rights Act) 
Minn. Stat. § 626.556 (Reporting of Maltreatment of Minors) 
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act) 
Minn. Op. Atty. Gen. 852 (July 14, 2006) 

 
Cross References: MSBA/MASA Model Policy 205 (Open Meetings and Closed Meetings) 

MSBA/MASA Model Policy 207 (Public Hearings) 
MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil 
Records) 
MSBA Service Manual, Chapter 13, School Law Bulletin “C” 
(Minnesota’s Open Meeting Law) 
MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School 
Records – Privacy – Access to Data) 
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JORDAN DISTRICT SCHOOLS 
POLICY 

 

Adopted:  September 12, 2007  

 

Revised:  April 14, 2014  
 

 

406 PUBLIC AND PRIVATE PERSONNEL DATA 
 

[Note:  The provisions of this policy accurately reflect the Minnesota Government Data 

Practices Act and are not discretionary in nature.]  
 

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 government data on individuals maintained 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 the suggestion except the identity of the 

employee making the suggestion. 

13
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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 health care 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 officials” means business managers; human resource directors; athletic directors 

whose duties include at least 50 percent of their time spent in administration, personnel, 

supervision, and evaluation; chief financial officers; directors; and individuals defined as 

superintendents and principals. 

 

IV. PUBLIC PERSONNEL DATA 
 

A. The following information on employees, including volunteers and independent 

contractors, is public: 

 

1. name; 

 

2. employee identification number, which will 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; 

 

13. education and training background; 

 

14. previous work experience; 

 

14
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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 

time sheet 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; 

 

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. 
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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; 

 

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. 
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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.  Data that is classified as private under another law is not 

made public by this provision. 

 

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. 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. 

 

F. 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. 

 

G. 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. 

 

H. Private personnel data or confidential investigative data on employees may be 
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disseminated to a law enforcement agency for the purpose of 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. 

 

I. 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. 

 

J. 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. 

 

K. The school district shall make any report to the board of teaching 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. 

 

L. 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. 

 

M. 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.  

Additionally, personnel data may be released for purposes of informing a parent, legal 

guardian, or custodian of a child that an incident has occurred that may constitute 

maltreatment of the child, when the incident occurred, and the nature of the conduct that 

may constitute maltreatment. 

 

N. 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 enforcement affirmed the allegations in writing prior to release and the 

investigation resulted in the resignation of the subject of the data. 

 

O. 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. 
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P. 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. 

 

Q. 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. 

 

R. 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. 

 

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 Superintendent as the authority responsible for personnel 

data.  If you have any questions, contact the Superintendent at 952-492-6200. 

 

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. § 122A.20, Subd. 2 (Mandatory Reporting) 

Minn. Stat. § 626.556, Subd. 7 (Reporting of Maltreatment of Minors) 

P.L. 104-191 (HIPAA) 

45 C.F.R. Parts 160 and 164 (HIPAA Regulations) 

 

Cross References: MSBA/MASA Model Policy 206 (Public Participation in School Board 

Meetings/Complaints about Persons at School Board Meetings and Data Privacy 
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Considerations) 

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

MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School Records – 

Privacy – Access to Data) 
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Consent to Release – Request from an Individual 
 

An individual asks the government entity to release his/her private data to an 

outside entity or person.  Because the entity does not have statutory authority to 

release the data, it must get the individual’s written informed consent.  

 
 

Explanation of Your Rights  
 

If you have a question about anything on this form, or would like more explanation, please talk 
to the Jordan District Schools Superintendent before you sign it. 

 
   
___________________________________________________________________________  
 
 
I, ___________________________________, give my permission for Jordan Public Schools 
 [name of individual data subject]       
 
to release data about me to _______________________________as described on this form. 
    [name of other entity or person]   
 
1. The specific data I want Jordan Public Schools  to release ________________________.   
                                            [explanation of data] 
 
2.  I understand that I have asked Jordan Public Schools to release the data. 

         
 
3.  I understand that although the data are classified as private at Jordan Public Schools, the 

              
 classification/treatment of the data at _______________________depends on laws or  
       [name of other entity or person]  
 policies that apply to______________________________.  
    [name of other entity or person]    

 
This authorization to release expires _____________________.  
     [date/time of expiration] 
 
Individual data subject’s signature ____________________________________ 
Date______________  
 
 
Parent/guardian’s signature [if needed] ________________________________ 
Date______________  
 
 

406-9F 
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Adopted:                               MSBA/MASA Model Policy 406 
Orig. 1995 

Revised:                                Rev. 2013 2014 
 
 
406 PUBLIC AND PRIVATE PERSONNEL DATA 
 

[Note:  The provisions of this policy accurately reflect the Minnesota Government Data 
Practices Act and are not discretionary in nature.]  

 
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 government data on individuals maintained 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 the suggestion except the identity of the employee making the 
suggestion. 
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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 health care provider.  
“Protected health information” excludes health information in education records 
covered by FERPA the federal Family Educational Rights and Privacy Act and 
employment records held by a school district in its role as employer. 

 
H. “Public officials” means business managers; human resource directors; athletic 

directors whose duties include at least 50 percent of their time spent in 
administration, personnel, supervision, and evaluation; chief financial officers; 
directors; and individuals defined as superintendents and principals. 

 
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; 

 
13. education and training background; 
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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 time sheet 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; 

 
2. relevant test scores; 

 
3. rank on eligible list; 

 
4. job history; 

 
5. education and training; and 
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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; 
 

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. 
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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.  Data that is 
classified as private under another law is not made public by this provision. 

 
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. 

 
E 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. 

 
F 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. 

 
G H. The school district may, if the responsible authority or designee reasonably 
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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. 

 
H I. Private personnel data or confidential investigative data on employees may be 

disseminated to a law enforcement agency for the purpose of 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. 

 
I 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. 
 

J 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. 

 
K L. The school district shall make any report to the board of teaching 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. 

 
L 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. 

 
M 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 
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Commissioner on request for purposes of an assessment or investigation of the 
maltreatment report.  Additionally, personnel data may be released for purposes 
of informing a parent, legal guardian, or custodian of a child that an incident has 
occurred that may constitute maltreatment of the child, when the incident 
occurred, and the nature of the conduct that may constitute maltreatment. 

 
N 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 enforcement affirmed the allegations in writing 
prior to release and the investigation resulted in the resignation of the subject of 
the data; or the employee resigned while a complaint or charge involving the 
allegations was pending, the allegations involved acts of sexual contact with a 
student, and the employer informed the employee in writing, before the employee 
resigned, that if the employee resigns while the complaint or charge is still 
pending, the employer must release private personnel data about the employee’s 
alleged sexual contact with a student to a school district or charter school 
requesting the data after the employee applies for employment with that school 
district or charter school and the data remain classified as provided in Minn. Stat. 
Ch. 13.  Data that are released under this paragraph must not include data on the 
student. 

 
O 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. 

 
P 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. 

 
Q 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. 

 
R 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 
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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 
Board of Teaching and the licensing division at MDE with the necessary and 
relevant information to enable the Board of Teaching 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 Board of Teaching and MDE to 
determine whether the teacher’s license has been suspended or 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 [name and title, telephone] as the authority responsible 
for personnel data.  If you have any questions, contact [him/her]. 

 
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. § 122A.20, Subd. 2 (Mandatory Reporting) 
Minn. Stat. § 122A.40, Subds. 13 and 16 (Employment; Contracts; 
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Termination) 
Minn. Stat. § 626.556, Subd. 7 (Reporting of Maltreatment of Minors) 
P.L. 104-191 (HIPAA) 
45 C.F.R. Parts 160 and 164 (HIPAA Regulations) 

 
Cross References: MSBA/MASA Model Policy 206 (Public Participation in School Board 

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

An individual asks the government entity to release his/her private data to an outside 

entity or person.  Because the entity does not have statutory authority to release the data, 

it must get the individual’s written informed consent.  

 

 

Explanation of Your Rights  

 
 

If you have a question about anything on this form, or would like more explanation, please talk to 

 

___________________________________________before you sign it. 

[entity contact person name and contact information] 

   

___________________________________________________________________________________  

 

 

I, _____________________________________, give my permission for ________________________ 

 [name of individual data subject]     [name of government entity]  

 

to release data about me to __________________________________as described on this form. 

    [name of other entity or person]   

 

1. The specific data I want ________________________  to release ________________________.   
         [name of government entity]   [explanation of data] 

 

2.  I understand that I have asked ________________________ to release the data. 

       [name of government entity]  

 

3.  I understand that although the data are classified as private at _________________________, the 

             [name of government entity]  

 classification/treatment of the data at ___________________________depends on laws or  

       [name of other entity or person]  

 policies that apply to______________________________.  

    [name of other entity or person]    
 

This authorization to release expires _____________________.  

     [date/time of expiration] 

 

Individual data subject’s signature ____________________________________ Date______________  

 

 

Parent/guardian’s signature [if needed] ________________________________ Date______________  

 

 

406-10F 
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JORDAN DISTRICT SCHOOLS 
POLICY 

 

Adopted:  September 12, 2007  

 
Revised:  September 8,  2014                             
 

 

503 STUDENT ATTENDANCE 
 

I. PURPOSE 
 

A. The school board believes that regular school attendance is directly related to 

success in academic work, benefits students socially, provides opportunities for 

important communications between teachers and students, and establishes regular 

habits of dependability important to the future of the student.  The purpose of this 

policy is to encourage regular school attendance.  It is intended to be positive and 

not punitive. 

 

B. This policy also recognizes that class attendance is a joint responsibility to be 

shared by the student, parent or guardian, teacher, and administrators.  This policy 

will assist students in attending class. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. Responsibilities 

 

1. Student’s Responsibility 

 

It is the student’s right to be in school.  It is also the student’s 

responsibility to attend all assigned classes and study halls every day that 

school is in session and to be aware of and follow the correct procedures 

when absent from an assigned class or study hall.  Finally, it is the 

student’s responsibility to request any missed assignments due to an 

absence. 

 

2. Parent or Guardian’s Responsibility 

 

It is the responsibility of the student’s parent or guardian to ensure the 

student is attending school, to inform the school in the event of a student 

absence, and to work cooperatively with the school and the student to 

solve any attendance problems that may arise. 

 

3. Teacher’s Responsibility 

 

It is the teacher’s responsibility to take daily attendance and to maintain 

accurate attendance records in each assigned class and study hall.  It is 
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also the teacher’s responsibility to be familiar with all procedures 

governing attendance and to apply these procedures uniformly.  It is also 

the teacher’s responsibility to provide any student who has been absent 

with any missed assignments upon request.  Finally, it is the teacher’s 

responsibility to work cooperatively with the student’s parent or guardian 

and the student to solve any attendance problems that may arise. 

 

4. Administrator’s Responsibility 

 

a. It is the administrator’s responsibility to require students to attend 

all assigned classes and study halls.  It is also the administrator’s 

responsibility to be familiar with all procedures governing 

attendance and to apply these procedures uniformly to all students, 

to maintain accurate records on student attendance, and to prepare 

a list of the previous day’s absences stating the status of each. 

Finally, it is the administrator’s responsibility to inform the 

student’s parent or guardian of the student’s attendance and to 

work cooperatively with them and the student to solve attendance 

problems. 

 

b. In accordance with the Minnesota Compulsory Instruction Law, 

Minn. Stat. § 120A.22, the students of the school district are 

REQUIRED to attend all assigned classes and/or study halls every 

day school is in session, unless the student has been excused by the 

school board from attendance because the student has already 

completed state and school district standards required to graduate 

from high school, has withdrawn, or has a valid excuse for 

absence. 

 

B. Attendance Procedures 

 

Attendance procedures shall be presented to the school board for review and 

approval.  When approved by the school board, the attendance procedures will be 

included as an addendum to this policy. 

 

1. Excused Absences 

 

a. To be considered an excused absence, the student’s parent or legal 

guardian may be asked to verify, in writing, the reason for the 

student’s absence from school.  A note from a physician or a 

licensed mental health professional stating that the student cannot 

attend school is a valid excuse. 

 

b. The following reasons shall be sufficient to constitute excused 

absences: 
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(1) Illness. 

 

(2) Serious illness in the student’s immediate family. 

 

(3) A death or funeral in the student’s immediate family or of a 

close friend or relative. 

 

(4) Medical, dental, or orthodontic treatment, or a counseling 

appointment. 

 

(5) Court appearances occasioned by family or personal action. 

 

(6) Religious instruction not to exceed three hours in any week. 

 

(7) Physical emergency conditions such as fire, flood, storm, 

etc. 

 

(8) Official school field trip or other school-sponsored outing. 

 

(9) Removal of a student pursuant to a suspension. 

Suspensions are to be handled as excused absences and 

students will be permitted to complete make-up work. 

 

(10) Family emergencies. 

 

(11) Active duty in any military branch of the United States. 

 

(12) A student’s condition that requires ongoing treatment for a 

mental health diagnosis. 

 

c. Consequences for Excused Absences 

 

(1) Students whose absences are excused are required to make 

up all assignments missed or to complete alternative 

assignments as deemed appropriate by the classroom 

teacher. 

 

(2) For the first day of an absence, a student will have two days 

to make up work.  Students will have one day to make up 

work for each subsequent day of absences.  Any work not 

completed within a reasonable amount of time may result 

in a score reduction.  However, the building principal or the 

classroom teacher may extend the time allowed for 

completion of make-up work in the case of an extended 

illness or other extenuating circumstances. 
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2. Unexcused Absences 

 

a. The following are examples of absences which will not be 

excused: 

 

(1) Truancy.  An absence by a student which was not approved 

by the parent and/or the school district. 

 

(2) Any absence in which the student failed to comply with any  

reporting requirements of the school district’s attendance 

procedures. 

 

(3) Work at home. 

 

(4) Work at a business, except under a school-sponsored work 

release program. 

 

(5) Vacations with family, unless approved by the principal or 

designee. 

 

(6) Personal trips to schools or colleges, unless approved by 

the principal or designee. 

 

(7) For students at the elementary school, absences resulting 

from cumulated unexcused tardies (3 tardies equal one 

unexcused absence). 

 

(8) Any other absence not included under the attendance 

procedures set out in this policy. 

 

b. Consequences for Unexcused Absences in grades Kindergarten  

through four: 

 

(1) Absences resulting from official suspension will be handled 

in accordance with the Pupil Fair Dismissal Act, Minn. 

Stat. §§ 121A.40-121A.56. 

 

(2) Days during which a student is suspended from school shall 

not be counted in a student’s total cumulated unexcused 

absences. 

 

(3) In cases of recurring unexcused absences, the 

administration may also request the county attorney to file 

a petition with the juvenile court, pursuant to Minnesota 

statutes. 
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c. Consequences for Unexcused Absences in grades five through 

twelve: 

 

(1) Absences resulting from official suspension will be handled 

in accordance with the Pupil Fair Dismissal Act, Minn. 

Stat. §§ 121A.40-121A.56. 

 

(2) Days during which a student is suspended from school shall 

not be counted in a student’s total cumulated unexcused 

absences. 

 

(3) In cases of recurring unexcused absences, the 

administration may also request the county attorney to file 

a petition with the juvenile court, pursuant to Minnesota 

statutes. 

 

(4) Students in grades 5 through 12 with unexcused absences 

shall be subject to discipline in the following manner: 

  

(a) Parents will be notified when students are absent 

from school without an excuse. 

 

(b) Students will be expected to complete assignments 

but may receive reduced or no credit. 

 

 3. Excessive Absences: 

 

a. Students may have a maximum of ten absences in a semester at the 

middle and high school level and twenty absences in a year at the 

elementary level.  High school students may lose class credit on 

the eleventh total absence.  Students with excessive absences may 

lose privileges like attending field trips.  The following absences 

will not count toward the maximum absence rule: 

 

(1) Official school field trip or other school-sponsored outing. 

 

(2) Removal of a student pursuant to a suspension.     

  

(3) Suspensions are to be handled as excused absences and     

            students will be permitted to complete make-up work. 

 

(4) A death or funeral in the student’s immediate family or of a    

            close friend or relative. 

 

(5) Family vacations. 

 

36



 503-6 

(6) College visits. 

 

b. Parents will be notified when students reach the seventh and 

eleventh total absence in a class at the middle school and high 

school and when students reach the twelfth and fifteenth total 

absence at the elementary school. 

 

c. Students may be required to submit a doctor’s note or receive 

clearance from the school nurse in order for an absence to be 

excused. 

 

d. If the result of a grade reduction or loss of credit has the effect of 

an expulsion, the school district will follow the procedures set 

forth in the Pupil Fair Dismissal Act, Minn. Stat. §§ 121A.40-

121A.56. 

 

C. Tardiness 

 

1. Definition:  Students are expected to be in their assigned area at 

designated times.  Failure to do so constitutes tardiness. 

 

2. Procedures for Reporting Tardiness 

 

a. Students tardy at the start of school must report to the school office 

for an admission slip. 

 

b. Tardiness between periods will be handled by the teacher. 

 

3. Excused Tardiness 

 

Valid excuses for tardiness are: 

 

a. Illness. 

 

b. Serious illness in the student’s immediate family. 

 

c. A death or funeral in the student’s immediate family or of a close 

friend or relative. 

 

d. Medical, dental, orthodontic, or mental health treatment. 

 

e. Court appearances occasioned by family or personal action. 

 

f. Physical emergency conditions such as fire, flood, storm, etc. 

 

g. Any tardiness for which the student has been excused in writing by 
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an administrator or faculty member. 

 

4. Unexcused Tardiness 

 

a. An unexcused tardiness is failing to be in an assigned area at the 

designated time class period commences without a valid excuse. 

 

b. At the Kindergarten through grade 4 level, three tardies equal one 

unexcused absence. 

 

c. Consequences of tardiness in grades 5 through 12 may include 

detention. 

 

D. Participation in and Attendance at Extracurricular Activities and School-

Sponsored On-the-Job Training Programs 

 

1. This policy applies to all students involved in any extracurricular activity 

scheduled either during or outside the school day and any school-

sponsored on-the-job training programs. 

 

2. School-initiated absences will be accepted and participation permitted. 

 

3. A student may not participate in any activity or program if he or she has 

an unexcused absence from any class (including lunch or study hall) 

during the day. 

 

4. If a student is suspended from any class, he or she may not participate in 

any activity or program that day. 

 

5. Students who arrive after second period on the day of an activity or 

practice will not be allowed to participate in that activity unless approval 

has been obtained from the principal or athletic director.  Students who are 

absent unexcused 

 

III. DISSEMINATION OF POLICY 
 

Copies of this policy shall be made available to all students and parents at the 

commencement of each school year.  This policy shall also be available upon request in 

each principal’s office. 

 

IV. REQUIRED REPORTING 
 

A. Continuing Truant 

 

Minn. Stat. § 260A.02 provides that a continuing truant is a student who is subject 

to the compulsory instruction requirements of Minn. Stat. § 120A.22 and is absent 
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from instruction in a school, as defined in Minn. Stat. § 120A.05, without valid 

excuse within a single school year for: 

 

1. Three days if the child is in elementary school; or 

 

2. Three or more class periods on three days if the child is in middle school, 

junior high school, or high school. 

 

B. Reporting Responsibility 

 

When a student is initially classified as a continuing truant, Minn. Stat. § 260A.03 

provides that the school attendance officer or other designated school official 

shall notify the student’s parent or legal guardian, by first class mail or other 

reasonable means, of the following: 

 

1. That the child is truant; 

 

2. That the parent or guardian should notify the school if there is a valid 

excuse for the child’s absences; 

 

3. That the parent or guardian is obligated to compel the attendance of the 

child at school pursuant to Minn. Stat. § 120A.22 and parents or guardians 

who fail to meet this obligation may be subject to prosecution under Minn. 

Stat. § 120A.34; 

 

4. That this notification serves as the notification required by Minn. Stat. § 

120A.34; 

 

5. That alternative educational programs and services may be available in the 

child’s enrolling or resident district; 

 

6. That the parent or guardian has the right to meet with appropriate school 

personnel to discuss solutions to the child’s truancy; 

 

7. That if the child continues to be truant, the parent and child may be subject 

to juvenile court proceedings under Minn. Stat. Ch. 260;  

 

8. That if the child is subject to juvenile court proceedings, the child may be 

subject to suspension, restriction, or delay of the child’s driving privilege 

pursuant to Minn. Stat. § 260C.201; and 

 

9. That it is recommended that the parent or guardian accompany the child to 

school and attend classes with the child for one day. 

 

C. Habitual Truant 
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1. A habitual truant is a child under the age of 17 years who is absent from 

attendance at school without lawful excuse for seven school days per 

school year if the child is in elementary school or for one or more class 

periods on seven school days per school year if the child is in middle 

school, junior high school, or high school, or a child who is 17 years of 

age who is absent from attendance at school without lawful excuse for one 

or more class periods on seven school days per school year and who has 

not lawfully withdrawn from school.  Educational neglect is when students 

under the age of 12 accumulate more than 7 unexcused absences during a 

school year. 

 

2. A school district attendance officer shall refer a habitual truant child and 

the child’s parent or legal guardian to appropriate services and procedures, 

under Minn. Stat. Ch. 260A.   

 

 

 

Legal References: Minn. Stat. § 120A.05 (Definitions) 

Minn. Stat. § 120A.22 (Compulsory Instruction) 

Minn. Stat. § 120A.24 (Reporting) 

Minn. Stat. § 120A.26 (Enforcement and Prosecution) 

Minn. Stat. § 120A.30 (Attendance Officers) 

Minn. Stat. § 120A.34 (Violations; Penalties) 

Minn. Stat. §§ 121A.40-121A.56 (Pupil Fair Dismissal Act) 

Minn. Stat. § 260A.02 (Definitions) 

Minn. Stat. § 260A.03 (Notice to Parent or Guardian When Child is a 

Continuing Truant) 

Minn. Stat. § 260C.007, Subd. 19 (Habitual Truant Defined) 

Minn. Stat. § 260C.201 (Dispositions; Children in Need of Protection or 

Services or Neglected and in Foster Care) 

Goss v. Lopez, 419 U.S. 565, 95 S.Ct. 729 (1975) 

Slocum v. Holton Board of Education, 429 N.W.2d 607 (Mich. App. Ct. 

1988) 

Campbell v. Board of Education of New Milford, 475 A.2d 289 (Conn. 

1984) 

Hamer v. Board of Education of Township High School District No. 113, 

66 Ill. App.3d 7, 383 N.E.2d 231 (1978) 

Gutierrez v. School District R-1, 585 P.2d 935 (Co. Ct. App. 1978) 

Knight v. Board of Education, 38 Ill. App. 3d 603, 348 N.E.2d 299 (1976) 

Dorsey v. Bale, 521 S.W.2d 76 (Ky. 1975) 

 

Cross References: MSBA/MASA Model Policy 506 (Student Discipline) 
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Adopted:                               MSBA/MASA Model Policy 503 
Orig. 1995 

Revised:                                Rev. 2013 
 
 
503 STUDENT ATTENDANCE 
 

[Note: The provisions of this policy substantially reflect statutory requirements.] 
 
I. PURPOSE 
 

A. The school board believes that regular school attendance is directly related to 
success in academic work, benefits students socially, provides opportunities for 
important communications between teachers and students, and establishes regular 
habits of dependability important to the future of the student.  The purpose of this 
policy is to encourage regular school attendance.  It is intended to be positive and 
not punitive. 

 
B. This policy also recognizes that class attendance is a joint responsibility to be 

shared by the student, parent or guardian, teacher, and administrators.  This policy 
will assist students in attending class. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. Responsibilities 
 

1. Student’s Responsibility 
 

It is the student’s right to be in school.  It is also the student’s 
responsibility to attend all assigned classes and study halls every day that 
school is in session and to be aware of and follow the correct procedures 
when absent from an assigned class or study hall.  Finally, it is the 
student’s responsibility to request any missed assignments due to an 
absence. 

 
2. Parent or Guardian’s Responsibility 

 
It is the responsibility of the student’s parent or guardian to ensure the 
student is attending school, to inform the school in the event of a student 
absence, and to work cooperatively with the school and the student to 
solve any attendance problems that may arise. 

 
3. Teacher’s Responsibility 

 
It is the teacher’s responsibility to take daily attendance and to maintain 
accurate attendance records in each assigned class and study hall.  It is 
also the teacher’s responsibility to be familiar with all procedures 
governing attendance and to apply these procedures uniformly.  It is also 
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the teacher’s responsibility to provide any student who has been absent 
with any missed assignments upon request.  Finally, it is the teacher’s 
responsibility to work cooperatively with the student’s parent or guardian 
and the student to solve any attendance problems that may arise. 

 
4. Administrator’s Responsibility 

 
a. It is the administrator’s responsibility to require students to attend 

all assigned classes and study halls.  It is also the administrator’s 
responsibility to be familiar with all procedures governing 
attendance and to apply these procedures uniformly to all students, 
to maintain accurate records on student attendance, and to prepare 
a list of the previous day’s absences stating the status of each. 
Finally, it is the administrator’s responsibility to inform the 
student’s parent or guardian of the student’s attendance and to 
work cooperatively with them and the student to solve attendance 
problems. 

 
b. In accordance with the Minnesota Compulsory Instruction Law, 

Minn. Stat. § 120A.22, the students of the school district are 
REQUIRED to attend all assigned classes and/or study halls every 
day school is in session, unless the student has been excused by the 
school board from attendance because the student has already 
completed state and school district standards required to graduate 
from high school, has withdrawn, or has a valid excuse for 
absence. 

 
B. Attendance Procedures 

 
Attendance procedures shall be presented to the school board for review and 
approval.  When approved by the school board, the attendance procedures will be 
included as an addendum to this policy. 

 
1. Excused Absences 

 
a. To be considered an excused absence, the student’s parent or legal 

guardian may be asked to verify, in writing, the reason for the 
student’s absence from school.  A note from a physician or a 
licensed mental health professional stating that the student cannot 
attend school is a valid excuse. 

 
b. The following reasons shall be sufficient to constitute excused 

absences: 
 

(1) Illness. 
 

(2) Serious illness in the student’s immediate family. 
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(3) A death or funeral in the student’s immediate family or of a 
close friend or relative. 

 
(4) Medical, dental, or orthodontic treatment, or a counseling 

appointment. 
 
(5) Court appearances occasioned by family or personal action. 

 
(6) Religious instruction not to exceed three hours in any week. 

 
(7) Physical emergency conditions such as fire, flood, storm, 

etc. 
 

(8) Official school field trip or other school-sponsored outing. 
 

(9) Removal of a student pursuant to a suspension. 
Suspensions are to be handled as excused absences and 
students will be permitted to complete make-up work. 

 
(10) Family emergencies. 

 
(11) Active duty in any military branch of the United States. 

 
(12) A student’s condition that requires ongoing treatment for a 

mental health diagnosis. 
 

[Note:  State law provides that a school board may include other 
exemptions in the school district’s attendance policy.  See Minn. Stat. § 
120A.22, Subd. 12.  When considering whether to add other exemptions, 
school boards should consider the intent of the compulsory attendance 
law, which recognizes the educational value of regular attendance and 
class participation, and whether the proposed exemption is consistent 
with the intent of the law.] 

 
c. Consequences of Excused Absences 

 
(1) Students whose absences are excused are required to make 

up all assignments missed or to complete alternative 
assignments as deemed appropriate by the classroom 
teacher. 

 
(2) Work missed because of absence must be made up within 

____ days from the date of the student’s return to school.  
Any work not completed within this period shall result in 
“no credit” for the missed assignment.  However, the 
building principal or the classroom teacher may extend the 
time allowed for completion of make-up work in the case 
of an extended illness or other extenuating circumstances. 
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2. Unexcused Absences 

 
a. The following are examples of absences which will not be 

excused: 
 

(1) Truancy.  An absence by a student which was not approved 
by the parent and/or the school district. 

 
(2) Any absence in which the student failed to comply with any  

reporting requirements of the school district’s attendance 
procedures. 

 
(3) Work at home. 

 
(4) Work at a business, except under a school-sponsored work 

release program. 
 

(5) Vacations with family. 
 

(6) Personal trips to schools or colleges. 
 
(7) Absences resulting from cumulated unexcused tardies 

(____ tardies equal one unexcused absence). 
 

(8) Any other absence not included under the attendance 
procedures set out in this policy. 

 
b. Consequences of Unexcused Absences 

 
(1) Absences resulting from official suspension will be handled 

in accordance with the Pupil Fair Dismissal Act, Minn. 
Stat. §§ 121A.40-121A.56. 

 
(2) Days during which a student is suspended from school shall 

not be counted in a student’s total cumulated unexcused 
absences. 

 
(3) In cases of recurring unexcused absences, the 

administration may also request the county attorney to file 
a petition with the juvenile court, pursuant to Minnesota 
statutes. 

 
(4) Students with unexcused absences shall be subject to 

discipline in the following manner: 
 

(a) From the first through the _____ cumulated 
unexcused absence in a [quarter or semester] the 
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student will not be allowed to make up work missed 
due to such absence. 

 
(b) After the _____ cumulated unexcused absence in a 

[quarter or semester], a student’s parent or guardian 
will be notified by certified mail that his or her child 
is nearing a total of _____ unexcused absences and 
that, after the _____ unexcused absence, the 
student’s grade shall be reduced by one increment 
for each unexcused absence thereafter. 

 
(c) After such notification, the student or his or her 

parent or guardian may, within a reasonable time, 
request a conference with school officials regarding 
the student’s absences and the prescribed discipline. 
The notification will state that the school strongly 
urges the student’s parent or guardian to request 
such a conference. 

 
(d) After _____ cumulative unexcused absences in a 

[quarter or semester] the teacher will reduce the 
student’s letter grade by one increment for each 
unexcused absence thereafter (i.e. A to A-).  
However, prior to reducing the student’s grade, an 
administrative conference must be held among the 
principal, student, and parent. 

 
(e) After _____ cumulated unexcused absences in a 

[quarter or semester], the administration may 
impose the loss of academic credit in the class or 
classes from which the student has been absent. 
However, prior to loss of credit, an administrative 
conference must be held among the principal, 
student, and parent. 

 
(f) If the result of a grade reduction or loss of credit has 

the effect of an expulsion, the school district will 
follow the procedures set forth in the Pupil Fair 
Dismissal Act, Minn. Stat. §§ 121A.40-121A.56. 

C. Tardiness 
 

1. Definition:  Students are expected to be in their assigned area at 
designated times.  Failure to do so constitutes tardiness. 

 
2. Procedures for Reporting Tardiness 

 
a. Students tardy at the start of school must report to the school office 

for an admission slip. 
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b. Tardiness between periods will be handled by the teacher. 

 
3. Excused Tardiness 

 
Valid excuses for tardiness are: 

 
a. Illness. 

 
b. Serious illness in the student’s immediate family. 

 
c. A death or funeral in the student’s immediate family or of a close 

friend or relative. 
 

d. Medical, dental, orthodontic, or mental health treatment. 
 

e. Court appearances occasioned by family or personal action. 
 

f. Physical emergency conditions such as fire, flood, storm, etc. 
 

g. Any tardiness for which the student has been excused in writing by 
an administrator or faculty member. 

 
4. Unexcused Tardiness 

 
a. An unexcused tardiness is failing to be in an assigned area at the 

designated time class period commences without a valid excuse. 
 

b. Consequences of tardiness may include detention after ____ 
unexcused tardies.  In addition ____ unexcused tardies are 
equivalent to one unexcused absence. 

 
D. Participation in Extracurricular Activities and School-Sponsored On-the-Job 

Training Programs 
 

1. This policy applies to all students involved in any extracurricular activity 
scheduled either during or outside the school day and any school-
sponsored on-the-job training programs. 

 
2. School-initiated absences will be accepted and participation permitted. 

 
3. A student may not participate in any activity or program if he or she has 

an unexcused absence from any class during the day. 
 

4. If a student is suspended from any class, he or she may not participate in 
any activity or program that day. 

 
5. If a student is absent from school due to medical reasons, he or she must 
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present a physician’s statement or a statement from the student’s parent or 
guardian clearing the student for participation that day.  The note must be 
presented to the coach or advisor before the student participates in the 
activity or program. 

 
III. DISSEMINATION OF POLICY 
 

Copies of this policy shall be made available to all students and parents at the 
commencement of each school year.  This policy shall also be available upon request in 
each principal’s office. 

 
IV. REQUIRED REPORTING 
 

A. Continuing Truant 
 

Minn. Stat. § 260A.02 provides that a continuing truant is a student who is subject 
to the compulsory instruction requirements of Minn. Stat. § 120A.22 and is absent 
from instruction in a school, as defined in Minn. Stat. § 120A.05, without valid 
excuse within a single school year for: 

 
1. Three days if the child is in elementary school; or 

 
2. Three or more class periods on three days if the child is in middle school, 

junior high school, or high school. 
 

B. Reporting Responsibility 
 

When a student is initially classified as a continuing truant, Minn. Stat. § 260A.03 
provides that the school attendance officer or other designated school official 
shall notify the student’s parent or legal guardian, by first class mail or other 
reasonable means, of the following: 

 
1. That the child is truant; 

 
2. That the parent or guardian should notify the school if there is a valid 

excuse for the child’s absences; 
 

3. That the parent or guardian is obligated to compel the attendance of the 
child at school pursuant to Minn. Stat. § 120A.22 and parents or guardians 
who fail to meet this obligation may be subject to prosecution under Minn. 
Stat. § 120A.34; 

 
4. That this notification serves as the notification required by Minn. Stat. § 

120A.34; 
 

5. That alternative educational programs and services may be available in the 
child’s enrolling or resident district; 
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6. That the parent or guardian has the right to meet with appropriate school 
personnel to discuss solutions to the child’s truancy; 

 
7. That if the child continues to be truant, the parent and child may be subject 

to juvenile court proceedings under Minn. Stat. Ch. 260;  
 

8. That if the child is subject to juvenile court proceedings, the child may be 
subject to suspension, restriction, or delay of the child’s driving privilege 
pursuant to Minn. Stat. § 260C.201; and 

 
9. That it is recommended that the parent or guardian accompany the child to 

school and attend classes with the child for one day. 
 

[Note:  Where services and procedures under Minn. Stat. Ch. 260A are available 
within the school district, the following provisions should also be included in the 
policy.] 

 
C. Habitual Truant 

 
1. A habitual truant is a child under the age of 17 years who is absent from 

attendance at school without lawful excuse for seven school days per 
school year if the child is in elementary school or for one or more class 
periods on seven school days per school year if the child is in middle 
school, junior high school, or high school, or a child who is 17 years of 
age who is absent from attendance at school without lawful excuse for one 
or more class periods on seven school days per school year and who has 
not lawfully withdrawn from school. 

 
2. A school district attendance officer shall refer a habitual truant child and 

the child’s parent or legal guardian to appropriate services and procedures, 
under Minn. Stat. Ch. 260A.   

 
 
Legal References: Minn. Stat. § 120A.05 (Definitions) 

Minn. Stat. § 120A.22 (Compulsory Instruction) 
Minn. Stat. § 120A.24 (Reporting) 
Minn. Stat. § 120A.26 (Enforcement and Prosecution) 
Minn. Stat. § 120A.30 (Attendance Officers) 
Minn. Stat. § 120A.34 (Violations; Penalties) 
Minn. Stat. §§ 121A.40-121A.56 (Pupil Fair Dismissal Act) 
Minn. Stat. § 260A.02 (Definitions) 
Minn. Stat. § 260A.03 (Notice to Parent or Guardian When Child is a 
Continuing Truant) 
Minn. Stat. § 260C.007, Subd. 19 (Habitual Truant Defined) 
Minn. Stat. § 260C.201 (Dispositions; Children in Need of Protection or 
Services or Neglected and in Foster Care) 
Goss v. Lopez, 419 U.S. 565, 95 S.Ct. 729 (1975) 
Slocum v. Holton Board of Education, 429 N.W.2d 607 (Mich. App. Ct. 
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1988) 
Campbell v. Board of Education of New Milford, 475 A.2d 289 (Conn. 
1984) 
Hamer v. Board of Education of Township High School District No. 113, 
66 Ill. App.3d 7, 383 N.E.2d 231 (1978) 
Gutierrez v. School District R-1, 585 P.2d 935 (Co. Ct. App. 1978) 
Knight v. Board of Education, 38 Ill. App. 3d 603, 348 N.E.2d 299 (1976) 
Dorsey v. Bale, 521 S.W.2d 76 (Ky. 1975) 

 
Cross References: MSBA/MASA Model Policy 506 (Student Discipline) 
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JORDAN DISTRICT SCHOOLS 
POLICY 

 

Adopted:  September 12, 2007  

 

Revised:    
 

504 STUDENT DRESS AND APPEARANCE 
 

 

I. PURPOSE 
 

The purpose of this policy is to enhance the education of students by establishing 

expectations of dress and grooming that are related to educational goals and community 

standards. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to encourage students to be dressed 

appropriately for school activities and in keeping with community standards.  This 

is a joint responsibility of the student and the student’s parent(s) or guardian(s). 

 

B. Appropriate clothing includes, but is not limited to, the following: 

 

1. Clothing appropriate for the weather. 

 

2. Clothing that does not create a health or safety hazard. 

 

3. Clothing appropriate for the activity (i.e., physical education or the 

classroom). 

 

C. Inappropriate clothing includes, but is not limited to, the following: 

 

1. “Short shorts,” skimpy tank tops, tops that expose the midriff, and other 

clothing that is not in keeping with community standards. 

 

2. Clothing bearing a message that is lewd, vulgar, or obscene. 

 

3. Apparel promoting products or activities that are illegal for use by minors. 

 

4. Objectionable emblems, badges, symbols, signs, words, objects or pictures 

on clothing or jewelry communicating a message that is racist, sexist, or 

otherwise derogatory to a protected minority group, evidences gang 

membership or affiliation, or approves, advances or provokes any form of 

religious, racial or sexual harassment and/or violence against other 

individuals as defined in MSBA/MASA Model Policy 413. 

 

5. Any apparel or footwear that would damage school property. 
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D. Hats are not allowed in the building except with the approval of the building 

principal (i.e., student undergoing chemotherapy; medical situations). 

 

E. It is not the intention of this policy to abridge the rights of students to express 

political, religious, philosophical, or similar opinions by wearing apparel on 

which such messages are stated.  Such messages are acceptable as long as they are 

not lewd, vulgar, obscene, defamatory, profane or do not advocate violence or 

harassment against others. 

 

F. “Gang,” as defined in this policy, means any ongoing organization, association, or 

group of three or more persons, whether formal or informal, having as one of its 

primary activities the commission of one or more criminal acts, which has an 

identifiable name or identifying sign or symbol, and whose members individually 

or collectively engage in or whose members engaged in a pattern of criminal gang 

activity.  “Pattern of gang activity” means the commission, attempt to commit, 

conspiring to commit, or solicitation of two or more criminal acts, provided the 

criminal acts were committed on separate dates or by two or more persons who 

are members of or belong to the same criminal street gang. 

 

III. PROCEDURES 
 

A. When, in the judgment of the administration, a student’s appearance, grooming, 

or mode of dress interferes with or disrupts the educational process or school 

activities, or poses a threat to the health or safety of the student or others, the 

student will be directed to make modifications or will be sent home for the day.  

Parents/guardians will be notified. 

 

B. The administration may recommend a form of dress considered appropriate for a 

specific event and communicate the recommendation to students and 

parents/guardians. 

 

C. Likewise, an organized student group may recommend a form of dress for 

students considered appropriate for a specific event and make such 

recommendation to the administration for approval. 

 

 

Legal References: U. S. Const., amend. I 

Tinker v. Des Moines Indep. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 

L.Ed.2d 731 (1969) 

Stephenson v. Davenport Cmty. Sch. Dist., 110 F.3d 1303 (8
th

 Cir. 1997) 

D.B. ex rel. Brogdon v. Lafen, 217 Fed.Appx. 518 (6
th

 Cir. 2007) 

B.W.A. v. Farmington R-7 Sch. Dist., 554 F.3d 734 (8
th

 Cir. 2009) 

Madrid v. Anthony, 510 F.Supp.2d 425 (S.D. Tex. 2007) 

Lowry v. Watson Chapel Sch. Dist., 540 F.3d 752 (8
th

 Cir. 2008) 

Hicks v. Halifax County Bd. of Educ., 93 F.Supp.2d 649 (E.D. N.C. 1999) 

McIntire v. Bethel School, Indep. Sch. Dist. No. 3, 804 F.Supp. 1415 

(W.D. Okla. 1992) 

Olesen v. Bd. of Educ. of Sch. Dist. No. 228, 676 F.Supp. 820, 44 Educ. 
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L.Rep. 205 (N.D. Ill. 1987) 

 

Cross References: MSBA/MASA Model Policy 413 (Harassment and Violence) 

MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 525 (Violence Prevention) 
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Adopted:                               MSBA/MASA Model Policy 504 
Orig. 1995 

Revised:                                Rev. 2002 
 
 
504 STUDENT DRESS AND APPEARANCE 
 
 
I. PURPOSE 
 

The purpose of this policy is to enhance the education of students by establishing 
expectations of dress and grooming that are related to educational goals and community 
standards. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to encourage students to be dressed 
appropriately for school activities and in keeping with community standards.  This 
is a joint responsibility of the student and the student’s parent(s) or guardian(s). 

 
B. Appropriate clothing includes, but is not limited to, the following: 

 
1. Clothing appropriate for the weather. 

 
2. Clothing that does not create a health or safety hazard. 

 
3. Clothing appropriate for the activity (i.e., physical education or the 

classroom). 
 

C. Inappropriate clothing includes, but is not limited to, the following: 
 

1. “Short shorts,” skimpy tank tops, tops that expose the midriff, and other 
clothing that is not in keeping with community standards. 

 
2. Clothing bearing a message that is lewd, vulgar, or obscene. 

 
3. Apparel promoting products or activities that are illegal for use by minors. 

 
4. Objectionable emblems, badges, symbols, signs, words, objects or pictures 

on clothing or jewelry communicating a message that is racist, sexist, or 
otherwise derogatory to a protected minority group, evidences gang 
membership or affiliation, or approves, advances, or provokes any form of 
religious, racial, or sexual harassment and/or violence against other 
individuals as defined in MSBA/MASA Model Policy 413. 

 
5. Any apparel or footwear that would damage school property. 

 
D. Hats are not allowed in the building except with the approval of the building 
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principal (i.e., student undergoing chemotherapy; medical situations). 
 

E. It is not the The intention of this policy is not to abridge the rights of students to 
express political, religious, philosophical, or similar opinions by wearing apparel 
on which such messages are stated.  Such messages are acceptable as long as they 
are not lewd, vulgar, obscene, defamatory, profane, or do not advocate violence or 
harassment against others. 

 
F. “Gang,” as defined in this policy, means any ongoing organization, association, or 

group of three or more persons, whether formal or informal, having as one of its 
primary activities the commission of one or more criminal acts, which has an 
identifiable name or identifying sign or symbol, and whose members individually 
or collectively engage in or whose members engaged in a pattern of criminal gang 
activity.  “Pattern of gang activity” means the commission, attempt to commit, 
conspiring to commit, or solicitation of two or more criminal acts, provided the 
criminal acts were committed on separate dates or by two or more persons who 
are members of or belong to the same criminal street gang. 

 
III. PROCEDURES 
 

A. When, in the judgment of the administration, a student’s appearance, grooming, 
or mode of dress interferes with or disrupts the educational process or school 
activities, or poses a threat to the health or safety of the student or others, the 
student will be directed to make modifications or will be sent home for the day.  
Parents/guardians will be notified. 

 
B. The administration may recommend a form of dress considered appropriate for a 

specific event and communicate the recommendation to students and 
parents/guardians. 

 
C. Likewise, an organized student group may recommend a form of dress for 

students considered appropriate for a specific event and make such 
recommendation to the administration for approval. 

 
 
Legal References: U. S. Const., amend. I 

Tinker v. Des Moines Indep. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 
L.Ed.2d 731 (1969) 
B.W.A. v. Farmington R-7 Sch. Dist., 554 F.3d 734 (8th Cir. 2009) 
Lowry v. Watson Chapel Sch. Dist., 540 F.3d 752 (8th Cir. 2008) 
Stephenson v. Davenport Cmty. Sch. Dist., 110 F.3d 1303 (8th Cir. 1997) 
B.H. ex rel. Hawk v. Easton Area School Dist., 725 F.3d 293 (3rd Cir. 
2013) 
D.B. ex rel. Brogdon v. Lafon, 217 Fed.Appx. 518 (6th Cir. 2007) 
Hardwick v. Heyward, No. 4:06-cv-1042-TLW, 2012 WL761249 (D.S.C. 
Mar. 8, 2012) 711 F.3d 426 (4th Cir. 2013) 
Madrid v. Anthony, 510 F.Supp.2d 425 (S.D. Tex. 2007) 
McIntire v. Bethel School, Indep. Sch. Dist. No. 3, 804 F.Supp. 1415 
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(W.D. Okla. 1992) 
Hicks v. Halifax County Bd. of Educ., 93 F.Supp.2d 649 (E.D. N.C. 1999) 
Olesen v. Bd. of Educ. of Sch. Dist. No. 228, 676 F.Supp. 820 (N.D. Ill. 
1987) 

 
Cross References: MSBA/MASA Model Policy 413 (Harassment and Violence) 

MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 525 (Violence Prevention) 
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JORDAN DISTRICT SCHOOLS 
POLICY 

 

Adopted:  September 12, 2007  

 

Revised:    
 

505 DISTRIBUTION OF NONSCHOOL-SPONSORED MATERIALS ON SCHOOL 

PREMISES BY STUDENTS AND EMPLOYEES 
 

 

I. PURPOSE 
 

The purpose of this policy is to protect the exercise of students’ and employees’ free 

speech rights, taking into consideration the educational objectives and responsibilities of 

the school district. 

 

II. GENERAL STATEMENT OF POLICY 
 

A. The school district recognizes that students and employees have the right to 

express themselves on school property.  This protection includes the right to 

distribute, at a reasonable time and place and in a reasonable manner, nonschool-

sponsored material.  

 

B. To protect First Amendment rights, while at the same time preserving the 

integrity of the educational objectives and responsibilities of the school district, 

the school board adopts the following regulations and procedures regarding 

distribution of nonschool-sponsored material on school property and at school 

activities. 

 

III. DEFINITIONS 
 

A. “Distribute” or “Distribution” means circulation or dissemination of material by 

means of handing out free copies, selling or offering copies for sale, accepting 

donations for copies, posting or displaying material, or placing material in internal 

staff or student mailboxes. 

 

B. “Nonschool-sponsored material” or “unofficial material” includes all materials or 

objects intended for distribution, except school newspapers, employee 

newsletters, literary magazines, yearbooks, and other publications funded and/or 

sponsored or authorized by the school.  Examples of nonschool-sponsored 

materials include, but are not limited to, leaflets, brochures, buttons, badges, 

flyers, petitions, posters, and underground newspapers whether written by 

students or employees or others, and tangible objects. 

 

C. “Obscene to minors” means: 

 

1. The average person, applying contemporary community standards, would 

find that the material, taken as a whole, appeals to the prurient interest of 56
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minors of the age to whom distribution is requested; 

 

2. The material depicts or describes, in a manner that is patently offensive to 

prevailing standards in the adult community concerning how such conduct 

should be presented to minors of the age to whom distribution is 

requested, sexual conduct such as intimate sexual acts (normal or 

perverted), masturbation, excretory functions, or lewd exhibition of the 

genitals; and 

 

3. The material, taken as a whole, lacks serious literary, artistic, political, or 

scientific value for minors. 

 

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

 

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

 

1. Where the normal school activity is an educational program of the district 

for which student attendance is compulsory, “material and substantial 

disruption” is defined as any disruption which interferes with or impedes 

the implementation of that program. 

 

2. Where the normal school activity is voluntary in nature (including, 

without limitation, school athletic events, school plays and concerts, and 

lunch periods) “material and substantial disruption” is defined as student 

rioting, unlawful seizures of property, conduct inappropriate to the event, 

participation in a school boycott, demonstration, sit-in, stand-in, walk-out, 

or other related forms of activity. 

 

In order for expression to be considered disruptive, there must exist specific facts 

upon which the likelihood of disruption can be forecast, including past experience 

in the school, current events influencing student activities and behavior, and 

instances of actual or threatened disruption relating to the written material in 

question. 

 

F. “School activities” means any activity sponsored by the school including, but not 

limited to, classroom work, library activities, physical education classes, official 

assemblies and other similar gatherings, school athletic contests, band concerts, 

school plays and other theatrical productions, and in-school lunch periods. 

 

G. “Libelous” is a false and unprivileged statement about a specific individual that 

tends to harm the individual’s reputation or to lower that individual in the esteem 

of the community. 

 

IV. GUIDELINES 
 

A. Students and employees of the school district have the right to distribute, at 

reasonable times and places as set forth in this policy, and in a reasonable manner, 

nonschool-sponsored material. 
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B. Requests for distribution of nonschool-sponsored material will be reviewed by the 

administration on a case-by-case basis.  However, distribution of the materials 

listed below is always prohibited.  Material is prohibited that: 

 

1. is obscene to minors; 

 

2. is libelous or slanderous; 

 

3. is pervasively indecent or vulgar or contains any indecent or vulgar 

language or representations, with a determination made as to the 

appropriateness of the material for the age level of students to which it is 

intended; 

 

4. advertises or promotes any product or service not permitted to minors by 

law; 

 

5. advocates violence or other illegal conduct; 

 

6. constitutes insulting or fighting words, the very expression of which 

injures or harasses other people (e.g., threats of violence, defamation of 

character or of a person’s race, religious, or ethnic origin); 

 

7. presents a clear and present likelihood that, either because of its content or 

the manner of distribution, it will cause a material and substantial 

disruption of the proper and orderly operation and discipline of the school 

or school activities, will cause the commission of unlawful acts or the 

violation of lawful school regulations. 

 

C. Distribution by students and employees of nonschool-sponsored materials on 

school district property are subject to reasonable time, place, and manner 

restrictions set forth below.  In making decisions regarding the time, place, and 

manner of distribution, the administration will consider factors including, but not 

limited to, the following: 

 

1. whether the material is educationally related; 

 

2. the extent to which distribution is likely to cause disruption of or 

interference with the school district’s educational objectives, discipline, or 

school activities; 

 

3. whether the materials can be distributed from the office or other isolated 

location so as to minimize disruption of traffic flow in hallways; 

 

4. the quantity or size of materials to be distributed; 

 

5. whether distribution would require assignment of school district staff, use 

of school district equipment, or other resources; 
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6. whether distribution would require that nonschool persons be present on 

the school grounds; 

 

7. whether the materials are a solicitation for goods or services not requested 

by the recipients. 

 

V. TIME, PLACE, AND MANNER OF DISTRIBUTION 
 

A. No nonschool-sponsored material shall be distributed during and at the place of a 

normal school activity if it is reasonably likely to cause a material and substantial 

disruption of that activity. 

 

B. Distribution of nonschool-sponsored material is prohibited when it blocks the safe 

flow of traffic within corridors and entrance ways of the school, and school 

parking lots.  Distribution shall not impede entrance to or exit from school 

premises in any way. 

 

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

 

D. The time, place, and manner of distribution will be solely within the discretion of 

the administration, consistent with the provisions of this policy. 

 

VI. PROCEDURES 
 

A. Any student or employee wishing to distribute (as defined in this policy) 

nonschool-sponsored material must first submit for approval a copy of the 

material to the principal at least 24 hours in advance of desired distribution time, 

together with the following information: 

 

1. Name and phone number of the person submitting the request and, if a 

student, the room number of his or her first-period class. 

 

2. Date(s) and time(s) of day intended for distribution. 

 

3. Location where material will be distributed. 

 

4. If intended for students, the grade(s) of students to whom the distribution 

is intended. 

 

B. Within one school day, the principal will review the request and render a decision.  

In the event that permission to distribute the material is denied or limited, the 

person submitting the request should be informed in writing of the reasons for the 

denial or limitation. 

 

C. If the person submitting the request does not receive a response within one school 

day, the person shall contact the office to verify that the lack of response was not 

due to an inability to locate the person. 
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D. If the person is dissatisfied with the decision of the principal, the person may 

submit a written request for appeal to the superintendent.  If the person does not 

receive a response within three (3) school days (not counting Saturdays, Sundays, 

and holidays) of submitting the appeal, the person shall contact the office of the 

Superintendent to verify that the lack of response is not due to an inability to 

locate the person.  

 

E. Permission or denial of permission to distribute material does not imply approval 

or disapproval of its contents by either the school, the administration of the 

school, the school board, or the individual reviewing the material submitted. 

 

VII. DISCIPLINARY ACTION 
 

A. Distribution by any student of nonschool-sponsored material prohibited herein or 

in violation of the provisions of time, place, and manner of distribution as 

described above will be halted and disciplinary action will be taken in accordance 

with the school district’s Student Discipline Policy. 

 

B. Distribution by any employee of nonschool-sponsored material prohibited herein 

or in violation of the provisions of time, place, and manner of distribution as 

described above will be halted and appropriate disciplinary action will be taken, 

in accordance with any individual contract, collective bargaining agreement, 

school district policies and procedures, and/or governing statute. 

 

C. Any other party violating this policy will be requested to leave the school 

property immediately and, if necessary, the police will be called. 

 

VIII. NOTICE OF POLICY TO STUDENTS AND EMPLOYEES 
 

Notice of the availability of this policy in the district office shall be posted in each 

building in a conspicuous location available to all students and staff. 

 

IX. IMPLEMENTATION 
 

The school district administration may develop any additional guidelines and procedures 

necessary to implement this policy for submission to the school board for approval.  

Upon approval by the school board, such guidelines and procedures shall be an 

addendum to this policy. 

 

 

Legal References: U. S. Const., amend. I 

Hazelwood School District v. Kuhlmeier, 484 U.S. 260, 108 S.Ct. 562, 98 

L.Ed.2d 592 (1988) 

Bethel Sch. Dist. No. 403 v. Fraser, 478 U.S. 675, 106 S.Ct. 3159, 92 

L.Ed.2d 549 (1986) 

Tinker v. Des Moines Indep. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 

L.Ed.2d 731 (1969) 
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Bystrom v. Fridley High School, 822 F.2d 747 (8
th

 Cir. 1987) 

Roark v. South Iron R-1 School Dist., 573 F.3d 556 (8
th

 Cir. 2009) 

 

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

of School District Employees) 

MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 512 (School-Sponsored Student 

Publications) 

MSBA/MASA Model Policy 904 (Distribution of Materials on School 

District Property by Nonschool Persons) 
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Adopted:                               MSBA/MASA Model Policy 505 
Orig. 1995 

Revised:                                Rev. 2002 
 
 
505 DISTRIBUTION OF NONSCHOOL-SPONSORED MATERIALS ON SCHOOL 

PREMISES BY STUDENTS AND EMPLOYEES 
 
 
I. PURPOSE 
 

The purpose of this policy is to protect the exercise of students’ and employees’ free 
speech rights, taking into consideration the educational objectives and responsibilities of 
the school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The school district recognizes that students and employees have the right to 
express themselves on school property.  This protection includes the right to 
distribute, at a reasonable time and place and in a reasonable manner, nonschool-
sponsored material.  

 
B. To protect First Amendment rights, while at the same time preserving the 

integrity of the educational objectives and responsibilities of the school district, 
the school board adopts the following regulations and procedures regarding 
distribution of nonschool-sponsored material on school property and at school 
activities. 

 
III. DEFINITIONS 
 

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

 
B. “Nonschool-sponsored material” or “unofficial material” includes all materials or 

objects intended for distribution, except school newspapers, employee 
newsletters, literary magazines, yearbooks, and other publications funded and/or 
sponsored or authorized by the school.  Examples of nonschool-sponsored 
materials include, but are not limited to, leaflets, brochures, buttons, badges, 
flyers, petitions, posters, and underground newspapers whether written by 
students or employees or others, and tangible objects. 

 
C. “Obscene to minors” means: 

 
1. The average person, applying contemporary community standards, would 

find that the material, taken as a whole, appeals to the prurient interest of 
minors of the age to whom distribution is requested; 
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2. The material depicts or describes, in a manner that is patently offensive to 

prevailing standards in the adult community concerning how such conduct 
should be presented to minors of the age to whom distribution is 
requested, sexual conduct such as intimate sexual acts (normal or 
perverted), masturbation, excretory functions, or lewd exhibition of the 
genitals; and 

 
3. The material, taken as a whole, lacks serious literary, artistic, political, or 

scientific value for minors. 
 

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

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

1. Where the normal school activity is an educational program of the district 
for which student attendance is compulsory, “material and substantial 
disruption” is defined as any disruption which interferes with or impedes 
the implementation of that program. 

 
2. Where the normal school activity is voluntary in nature (including school 

athletic events, school plays and concerts, and lunch periods) “material 
and substantial disruption” is defined as student rioting, unlawful seizures 
of property, conduct inappropriate to the event, participation in a school 
boycott, demonstration, sit-in, stand-in, walk-out, or other related forms of 
activity. 

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

 
F. “School activities” means any activity sponsored by the school including, but not 

limited to, classroom work, library activities, physical education classes, official 
assemblies and other similar gatherings, school athletic contests, band concerts, 
school plays and other theatrical productions, and in-school lunch periods. 

 
G. “Libelous” is a false and unprivileged statement about a specific individual that 

tends to harm the individual’s reputation or to lower that individual in the esteem 
of the community. 

 
IV. GUIDELINES 
 

A. Students and employees of the school district have the right to distribute, at 
reasonable times and places as set forth in this policy, and in a reasonable manner, 
nonschool-sponsored material. 

 
B. Requests for distribution of nonschool-sponsored material will be reviewed by the 
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administration on a case-by-case basis.  However, distribution of the materials 
listed below is always prohibited.  Material is prohibited that: 

 
1. is obscene to minors; 

 
2. is libelous or slanderous; 

 
3. is pervasively indecent or vulgar or contains any indecent or vulgar 

language or representations, with a determination made as to the 
appropriateness of the material for the age level of students to which it is 
intended; 

 
4. advertises or promotes any product or service not permitted to minors by 

law; 
 

5. advocates violence or other illegal conduct; 
 

6. constitutes insulting or fighting words, the very expression of which 
injures or harasses other people (e.g., threats of violence, defamation of 
character or of a person’s race, religious, or ethnic origin); 

 
7. presents a clear and present likelihood that, either because of its content or 

the manner of distribution, it will cause a material and substantial 
disruption of the proper and orderly operation and discipline of the school 
or school activities, will cause the commission of unlawful acts or the 
violation of lawful school regulations. 

 
C. Distribution by students and employees of nonschool-sponsored materials on 

school district property are subject to reasonable time, place, and manner 
restrictions set forth below.  In making decisions regarding the time, place, and 
manner of distribution, the administration will consider factors including, but not 
limited to, the following: 

 
1. whether the material is educationally related; 

 
2. the extent to which distribution is likely to cause disruption of or 

interference with the school district’s educational objectives, discipline, or 
school activities; 

 
3. whether the materials can be distributed from the office or other isolated 

location so as to minimize disruption of traffic flow in hallways; 
 

4. the quantity or size of materials to be distributed; 
 

5. whether distribution would require assignment of school district staff, use 
of school district equipment, or other resources; 

 
6. whether distribution would require that nonschool persons be present on 
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the school grounds; 
 

7. whether the materials are a solicitation for goods or services not requested 
by the recipients. 

 
V. TIME, PLACE, AND MANNER OF DISTRIBUTION 
 

A. No nonschool-sponsored material shall be distributed during and at the place of a 
normal school activity if it is reasonably likely to cause a material and substantial 
disruption of that activity. 

 
B. Distribution of nonschool-sponsored material is prohibited when it blocks the safe 

flow of traffic within corridors and entrance ways of the school, and school 
parking lots.  Distribution shall not impede entrance to or exit from school 
premises in any way. 

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

 
D. The time, place, and manner of distribution will be solely within the discretion of 

the administration, consistent with the provisions of this policy. 
 
VI. PROCEDURES 
 

A. Any student or employee wishing to distribute (as defined in this policy) 
nonschool-sponsored material must first submit for approval a copy of the 
material to the principal at least 24 hours in advance of desired distribution time, 
together with the following information: 

 
1. Name and phone number of the person submitting the request and, if a 

student, the room number of his or her first-period class. 
 

2. Date(s) and time(s) of day intended for distribution. 
 

3. Location where material will be distributed. 
 

4. If material is intended for students, the grade(s) of students to whom the 
distribution is intended. 

 
B. Within one school day, the principal will review the request and render a decision.  

In the event that permission to distribute the material is denied or limited, the 
person submitting the request should be informed in writing of the reasons for the 
denial or limitation. 

 
C. If the person submitting the request does not receive a response within one school 

day, the person shall contact the office to verify that the lack of response was not 
due to an inability to locate the person. 

 
D. If the person is dissatisfied with the decision of the principal, the person may 
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submit a written request for appeal to the superintendent.  If the person does not 
receive a response within three (3) school days (not counting Saturdays, Sundays, 
and holidays) of submitting the appeal, the person shall contact the office of the 
superintendent to verify that the lack of response is not due to an inability to 
locate the person.  

 
E. Permission or denial of permission to distribute material does not imply approval 

or disapproval of its contents by either the school, the administration of the 
school, the school board, or the individual reviewing the material submitted. 

 
VII. DISCIPLINARY ACTION 
 

A. Distribution by any student of nonschool-sponsored material prohibited herein or 
in violation of the provisions of time, place, and manner of distribution as 
described above will be halted and disciplinary action will be taken in accordance 
with the school district’s Student Discipline Policy. 

 
B. Distribution by any employee of nonschool-sponsored material prohibited herein 

or in violation of the provisions of time, place, and manner of distribution as 
described above will be halted and appropriate disciplinary action will be taken, 
in accordance with any individual contract, collective bargaining agreement, 
school district policies and procedures, and/or governing statute. 

 
C. Any other party violating this policy will be requested to leave the school 

property immediately and, if necessary, the police will be called. 
 
VIII. NOTICE OF POLICY TO STUDENTS AND EMPLOYEES 
 

A copy of this policy will be published in student handbooks and posted in school 
buildings. 

 
IX. IMPLEMENTATION 
 

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

 
[Note: School districts are encouraged to consider additional guidelines which reflect 
varied local practices relating to this subject matter including addressing the subject of 
consistency and uniformity for approving or disapproving practices under this policy.] 

 
 
Legal References: U. S. Const., amend. I 

Hazelwood School District v. Kuhlmeier, 484 U.S. 260, 108 S.Ct. 562, 98 
L.Ed.2d 592 (1988) 
Bethel Sch. Dist. No. 403 v. Fraser, 478 U.S. 675, 106 S.Ct. 3159, 92 
L.Ed.2d 549 (1986) 
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Tinker v. Des Moines Indep. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 21 
L.Ed.2d 731 (1969) 
Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir. 1987) 
Roark v. South Iron R-1 School Dist., 573 F.3d 556 (8th Cir. 2009) 
Victory Through Jesus Sports Ministry Foundation v. Lee’s Summit R-7 
School Dist., 640 F.3d 329 (8th Cir. 2011), cert. denied ___U.S. ___, 132 
S.Ct. 592 (2011) 

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

of School District Employees) 
MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 512 (School-Sponsored Student 
Publications) 
MSBA/MASA Model Policy 904 (Distribution of Materials on School 
District Property by Nonschool Persons) 
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JORDAN DISTRICT SCHOOLS 
POLICY 

 

Adopted:  September 12, 2007  

 

Revised:  October 14, 2014   
 

 

509 ENROLLMENT OF NONRESIDENT STUDENTS 

 

 

I. PURPOSE 
 

The school district desires to participate in the Enrollment Options Program established 

by Minn. Stat. § 124D.03.  It is the purpose of this policy to set forth the application and 

exclusion procedures used by the school district in making said determination.  

 

II. GENERAL STATEMENT OF POLICY 
 

A. Eligibility.  Applications for enrollment under the Enrollment Options (Open 

Enrollment) Law will be approved provided that acceptance of the application 

will not exceed the capacity of a program, class, grade level, or school building as 

established by school board resolution and provided that: 

 

1. space is available for the applicant under enrollment cap standards 

established by school board policy or other directive; and 

 

2. in considering the capacity of a grade level, the school district may only 

limit the enrollment of nonresident students to a number not less than the 

lesser of: (a) one percent of the total enrollment at each grade level in the 

school district; or (b) the number of school district resident students at that 

grade level enrolled in a nonresident school district in accordance with 

Minn. Stat. § 124D.03. 

 

3. the applicant is not otherwise excluded by action of the school district 

because of previous conduct in another school district. 

 

B. Standards that may be used for rejection of application.  In addition to the 

provisions of Paragraph II.A., the school district may refuse to allow a pupil who 

is expelled under Section 121A.45 to enroll during the term of the expulsion if the 

student was expelled for: 

 

1. possessing a dangerous weapon, including a weapon, device, instruments, 

material, or substance, animate or inanimate, that is used for, or is readily 

capable of, causing death or serious bodily injury, with the exception of a 

pocket knife with a blade less that two and one-half inches in length, at 

school or a school function; 

 

2. possessing or using an illegal drug at school or a school function; 68



 509-2 

3. selling or soliciting the sale of a controlled substance while at school or a 

school function; or 

 

4. committing a third-degree assault involving assaulting another and 

inflicting substantial bodily harm. 

 

C. Standards that may not be used for rejection of application.  The school district 

may not use the following standards in determining whether to accept or reject an 

application for open enrollment: 

 

1. previous academic achievement of a student; 

 

2. athletic or extracurricular ability of a student; 

 

3. disabling conditions of a student; 

 

4. a student’s proficiency in the English language;  

 

5. the student’s district of residence; or  

 

6. previous disciplinary proceedings involving the student.  This shall not 

preclude the school district from proceeding with exclusion as set out in 

Section E. of this policy. 

 

D. Application.  The student and parent or guardian must complete and submit an 

Application for Enrollment School District Enrollment Options Program 

developed by the Minnesota Department of Education (that enrollment form 

follows this policy). 

 

E. Exclusion 

 

1. Administrator’s initial determination.  If a school district administrator 

knows or has reason to believe that an applicant has engaged in conduct 

that has subjected or could subject the applicant to expulsion or exclusion 

under law or school district policy, the administrator will transmit the 

application to the superintendent with a recommendation of whether 

exclusion proceedings should be initiated. 

 

2. Superintendent’s review.  The superintendent may make further inquiries.  

If the superintendent determines that the applicant should be admitted, he 

or she will notify the applicant and the school board chair.  If the 

superintendent determines that the applicant should be excluded, the 

superintendent will notify the applicant and determine whether the 

applicant wishes to continue the application process.  Although an 

application may not be rejected based on previous disciplinary 

proceedings, the school district reserves the right to initiate exclusion 

procedures pursuant to the Minnesota Pupil Fair Dismissal Act as 

warranted on a case-by-case basis. 
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F. Termination of Enrollment 

 

1. The school district may terminate the enrollment of a nonresident student 

enrolled under an enrollment options program pursuant to Minn. Stat. § 

124D.03 or 124D.08 at the end of a school year if the student meets the 

definition of a habitual truant, the student has been provided appropriate 

services for truancy under Minn. Ch. 260A, and the student’s case has 

been referred to juvenile court.  A “habitual truant” is a child under 16 

years of age who is absent from attendance at school without lawful 

excuse for seven school days if the child is in elementary school or for one 

or more class periods on seven school days if the child is in middle school, 

junior high school or high school, or a child who is 16 or 17 years of age 

who is absent from attendance at school without lawful excuse for one or 

more class periods on seven school days and who has not lawfully 

withdrawn from school under Minn. Stat. § 120A.22, Subd. 8. 

 

2. The school district may also terminate the enrollment of a nonresident 

student over 16 years of age if the student is absent without lawful excuse 

for one or more periods on 15 school days and has not lawfully withdrawn 

from school under Minn. Stat. § 120A.22, Subd. 8. 

 

3. A student who has not applied for and been accepted for open enrollment 

pursuant to this policy and does not otherwise meet the residency 

requirements for enrollment may be terminated from enrollment and 

removed from school.  Prior to removal from school, the school district 

will send to the student’s parents a written notice of the school district’s 

belief that the student is not a resident of the school district.  The notice 

shall include the facts upon which the belief is based and notice to the 

parents of their opportunity to provide documentary evidence, in person or 

in writing, of residency to the superintendent or the superintendent’s 

designee.  The superintendent or the superintendent’s designee will make 

the final determination as to the residency status of the student. 

 

 

Legal References: Minn. Stat. § 120A.22, Subd. 3(e) (Residency Determined) 

   Minn. Stat. § 120A.22, Subd. 8 (Withdrawal from School) 

Minn. Stat. § 121A.40-121A.56 (The Pupil Fair Dismissal Act) 

Minn. Stat. § 124D.03 (Enrollment Options Program) 

Minn. Stat. § 124D.08 (School Board Approval to Enroll in Nonresident 

District) 

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

Minn. Ch. 260A (Truancy) 

Minn. Stat. § 260C.007, Subd. 19 (Habitual Truant Defined) 

Op. Minn. Atty. Gen. No. 169-f (August 13, 1986) 

Indep. Sch. Dist. No. 623 v. Minn. Dept. of Educ., Co. No. A05-361, 2005 

WL 3111963 (Minn. App. 2005) (unpublished) 
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Cross References: MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 517 (Student Recruiting) 

MSBA Service Manual, Chapter 5, Various Educational Programs 
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Adopted:                               MSBA/MASA Model Policy 509 
Orig. 1995 

Revised:                                Rev. 2013 2014 
 
 
509 ENROLLMENT OF NONRESIDENT STUDENTS 
 

[Note: The provisions of this policy substantially reflect statutory requirements.] 
 
I. PURPOSE 
 

The school district desires to participate in the Enrollment Options Program established 
by Minn. Stat. § 124D.03.  The purpose of this policy is to set forth the application and 
exclusion procedures used by the school district in making said determination. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. Eligibility.  Applications for enrollment under the Enrollment Options (Open 
Enrollment) Law will be approved provided that acceptance of the application 
will not exceed the capacity of a program, excluding special education services; 
class,; grade level,; or school building as established by school board resolution 
and provided that: 

 
1. space is available for the applicant under enrollment cap standards 

established by school board policy or other directive; and 
 

2. in considering the capacity of a grade level, the school district may only 
limit the enrollment of nonresident students to a number not less than the 
lesser of: (a) one percent of the total enrollment at each grade level in the 
school district; or (b) the number of school district resident students at that 
grade level enrolled in a nonresident school district in accordance with 
Minn. Stat. § 124D.03. 

 
3. the applicant is not otherwise excluded by action of the school district 

because of previous conduct in another school district. 
 

B. Standards that may be used for rejection of application.  In addition to the 
provisions of Paragraph II.A., the school district may refuse to allow a pupil who 
is expelled under Minn. Stat. § 121A.45 to enroll during the term of the expulsion 
if the student was expelled for: 

 
1. possessing a dangerous weapon, including a weapon, device, instruments, 

material, or substance, animate or inanimate, that is used for, or is readily 
capable of, causing death or serious bodily injury, with the exception of a 
pocket knife with a blade less than two and one-half inches in length, at 
school or a school function; 

 
2. possessing or using an illegal drug at school or a school function; 

72



 509-2 

 
3. selling or soliciting the sale of a controlled substance while at school or a 

school function; or 
 

4. committing a third-degree assault involving assaulting another and 
inflicting substantial bodily harm. 

 
C. Standards that may not be used for rejection of application.  The school district 

may not use the following standards in determining whether to accept or reject an 
application for open enrollment: 

 
1. previous academic achievement of a student; 

 
2. athletic or extracurricular ability of a student; 

 
3. disabling conditions of a student; 

 
4. a student’s proficiency in the English language;  

 
5. the student’s district of residence except where the district of residence is 

directly included in an enrollment options strategy included in an 
approved achievement and integration program; or  

 
6. previous disciplinary proceedings involving the student.  This shall not 

preclude the school district from proceeding with exclusion as set out in 
Section E F. of this policy. 

 
D. Application.  The student and parent or guardian must complete and submit a 

School District Enrollment Options Program application developed by the 
Minnesota Department of Education (that enrollment form follows this policy). 

 
 E. Lotteries.  If a school district has more applications than available seats at a 

specific grade level, it must hold an impartial lottery following the January 15 
deadline to determine which students will receive seats.  Siblings of currently 
enrolled students and applications related to an approved integration and 
achievement plan must receive priority in the lottery.  The process for the school 
district lottery must be established by school board policy and posted on the 
school district’s website. 

 
E F. Exclusion 

 
1. Administrator’s initial determination.  If a school district administrator 

knows or has reason to believe that an applicant has engaged in conduct 
that has subjected or could subject the applicant to expulsion or exclusion 
under law or school district policy, the administrator will transmit the 
application to the superintendent with a recommendation of whether 
exclusion proceedings should be initiated. 
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2. Superintendent’s review.  The superintendent may make further inquiries.  
If the superintendent determines that the applicant should be admitted, he 
or she will notify the applicant and the school board chair.  If the 
superintendent determines that the applicant should be excluded, the 
superintendent will notify the applicant and determine whether the 
applicant wishes to continue the application process.  Although an 
application may not be rejected based on previous disciplinary 
proceedings, the school district reserves the right to initiate exclusion 
procedures pursuant to the Minnesota Pupil Fair Dismissal Act as 
warranted on a case-by-case basis. 

 
F G. Termination of Enrollment 

 
1. The school district may terminate the enrollment of a nonresident student 

enrolled under an enrollment options program pursuant to Minn. Stat. § 
124D.03 or 124D.08 at the end of a school year if the student meets the 
definition of a habitual truant, the student has been provided appropriate 
services for truancy under Minn. Ch. 260A, and the student’s case has 
been referred to juvenile court.  A “habitual truant” is a child under 16 
years of age who is absent from attendance at school without lawful 
excuse for seven school days if the child is in elementary school or for one 
or more class periods on seven school days if the child is in middle school, 
junior high school, or high school, or a child who is 16 or 17 years of age 
who is absent from attendance at school without lawful excuse for one or 
more class periods on seven school days and who has not lawfully 
withdrawn from school under Minn. Stat. § 120A.22, Subd. 8. 

 
2. The school district may also terminate the enrollment of a nonresident 

student over 16 years of age if the student is absent without lawful excuse 
for one or more periods on 15 school days and has not lawfully withdrawn 
from school under Minn. Stat. § 120A.22, Subd. 8. 

 
[Note: Effective with the 2014-15 school year, the school district may 
terminate the enrollment of a nonresident student over 17 years of age 
pursuant to this section.] 

 
3. A student who has not applied for and been accepted for open enrollment 

pursuant to this policy and does not otherwise meet the residency 
requirements for enrollment may be terminated from enrollment and 
removed from school.  Prior to removal from school, the school district 
will send to the student’s parents a written notice of the school district’s 
belief that the student is not a resident of the school district.  The notice 
shall include the facts upon which the belief is based and notice to the 
parents of their opportunity to provide documentary evidence, in person or 
in writing, of residency to the superintendent or the superintendent’s 
designee.  The superintendent or the superintendent’s designee will make 
the final determination as to the residency status of the student. 
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G H. Notwithstanding the requirement that an application must be approved by the 
board of the nonresident district, a student who has been enrolled in a district, 
who is identified as homeless, and whose parent or legal guardian moves to 
another district, or who is placed in foster care in another school district, may 
continue to enroll in the nonresident district without the approval of the board of 
the nonresident district.  The approval of the board of the student’s resident 
district is not required. 

 
 
Legal References: Minn. Stat. § 120A.22, Subd. 3(e) (Residency Determined) 
   Minn. Stat. § 120A.22, Subd. 8 (Withdrawal from School) 

Minn. Stat. § 121A.40-121A.56 (The Pupil Fair Dismissal Act) 
Minn. Stat. § 124D.03 (Enrollment Options Program) 
Minn. Stat. § 124D.08 (School Board Approval to Enroll in Nonresident 
District) 
Minn. Stat. § 124D.68 (High School Graduation Incentives Program) 
Minn. Ch. 260A (Truancy) 
Minn. Stat. § 260C.007, Subd. 19 (Habitual Truant Defined) 
Minn. Op. Atty. Gen. 169-f (Aug. 13, 1986) 
Indep. Sch. Dist. No. 623 v. Minn. Dept. of Educ., Co. No. A05-361, 2005 
WL 3111963 (Minn. Ct. App. 2005) (unpublished) 

 
Cross References: MSBA/MASA Model Policy 506 (Student Discipline) 

MSBA/MASA Model Policy 517 (Student Recruiting) 
MSBA Service Manual, Chapter 5, Various Educational Programs 
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Revised July 2014 
 
 
 
 
 
 

 

Statewide Enrollment Options Form 

Required form for all Minnesota school districts 
 

Section 1:  To be completed by the student’s parent/guardian 

 

PARENTS:  email, mail or fax this form to the superintendent’s office of the non-resident district where you would 

like your student to attend school.  Do not mail to the Minnesota Department of Education (MDE).  See separate 
instructions for important January 15 deadline information that may apply. 
 

Parent/Legal Guardian Information 

Last Name:________________________________ First Name:__________________________ MI:__________ 

Phone: Home:(_____)_________________ Work:(_____)_________________ Cell:(_____)_________________ 

Street Address:______________________________ City:____________________ State:______ ZIP:_________ 

Resident District:____________________________ City:_____________________ 

Are you applying through a special Achievement and Integration School Choice Program between the districts? 

         ☐  Yes         ☐  No         ☐  Don’t know 

District of Choice (Non-Resident School District):__________________________________________ 

District of Choice Fax Number:(____)________________________ 

 

Student Information 

Student Name: Last:________________________________ First:______________________ Middle:_________ 

Current Grade Level:________   Grade Level Desired:________   Desired Date of Enrollment:______________ 

Is this student currently expelled under Minnesota Statutes, section 121A.45 for a reason listed in Minnesota 

Statutes, section 124D.03, Subdivision 1?     ☐  Yes         ☐  No 

 
Will the student be at least age 5 and under age 21 by September 1 of enrollment year? 

         ☐  Yes         ☐  No 

When a spot is offered, districts will then request birth date, records and other required registration information. If 
you answered NO to the statement regarding age 5, the student is not eligible for open enrollment unless the 
student fully meets the requirements for an exception to the age requirements listed in the Enrollment Options 
Instructions document. 

         ☐  Yes, this student qualifies under the terms of the exceptions described on page 3 of this form. 

Does the student have a sibling open enrolled in this district?     ☐  Yes         ☐  No 

 
Please rank the schools in the non-resident district in order of preference: 
1. _____________________________________________ 

2. _____________________________________________ 

3. _____________________________________________ 

I hereby verify that the above information is true and correct to the best of my knowledge and belief. 

Signature of Parent/Legal Guardian:______________________________________   Date:_________________ 76
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Statewide Enrollment Options Form                                                           Revised July 2014 
 
 

Section 2:  To be completed by the non-resident district 
 

Non-resident district: Notify parents/guardians by February 15 (or no more than 90 days after receiving 
applications that come later through an Achievement and Integration School Choice Program) of approval or 

disapproval of application.  Families must accept or decline the offer by March 1 or 45 days later.  After receiving 

the commitment to attend, the non-resident district must notify the resident district by March 15 (or 30 days after 
initial receipt if form filed after January 15) of the student’s intent to enroll.  Report all rejected applications to the 
Minnesota Department of Education by July 15. 
 
Date Application Received:_________________________________ 
 
District Name:_____________________________________________   District Number:________________ 
 
District Contact Name:_______________________________________   Title:_________________________ 
 
Telephone Number:___________________________________ 
 

☐ Sibling Preference Applies 

☐ District of residence preference due to MDE approved Achievement and Integration School Choice Program. 

☐ APPROVED 

On the basis of information provided in the above application, and with respect to district policies and 
procedures, the above student will be assigned to: 

 
  School Building Name:____________________________________ 
 
  Starting Date:__________________________ 
 
  Grade Level:___________________________ 
 

☐ NOT APPROVED 

The non-resident district has denied the request for open enrollment because of the following reason(s) 

allowed in Minnesota Statutes, section 124D.03.  Check all that apply. 

        ☐ The January 15 deadline applies and was not met; situations that would have waived the 

deadline are not present.  See Statewide Enrollment Options Instructions or Minnesota 
Statutes, section 124D.03, Subdivision 3. 

        ☐ Statutory enrollment cap has been reached. (Minn. Stat. § 124D.03, Subd. 2) 

        ☐ Grade is closed district-wide by board action. (Minn. Stat. § 124D.03, Subd. 2 and Subd. 6) 

        ☐ District has denied the application because of specific expulsion reasons allowed in law.  

(Minn. Stat. § 124D.03, Subd. 1) 
 

NON-RESIDENT DISTRICT SIGNATURE 
 
Superintendent/Responsible Authority:__________________________________   Date:___________________ 
 
 

SCHOOL DISTRICTS MAY NOT MODIFY THIS FORM, ADD DATA FIELDS OR CREATE ALTERNATIVE 
FORMATS. 

 
PARENTS/LEGAL GUARDIANS MUST PHYSICALLY SIGN THE FORM. 
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Statewide Enrollment Options Instructions 

 

GENERAL INFORMATION AND INSTRUCTIONS:  Kindergarten through twelfth grade students and 
pre-kindergarten children with disabilities may apply to attend a public school outside of their resident district (Minn. 
Stat. § 124D.03).  Use one application per student per requested district.  Complete and sign Section 1 of the 

Statewide Enrollment Options Form and send to the non-resident district’s superintendent’s office.  Please do not 

send the form to MDE. 
 

Age requirements: 
 

Open enrollment is only available to students who will be age 5 by September 1 and under age 21, without a 

high school diploma, unless: 
      • The student is under age 5 and has been identified through a formal assessment process in the resident 

district as needing an individual education plan for early childhood special education.  In these situations, 
the family should list “EC” as their requested grade level. 

      • OR, the student has met all requirements of the non-resident district for consideration for early entrance to 
kindergarten such as a September or October birth date, assessment testing and a trial period of enrollment 
and the non-resident district has agreed to consider an open enrollment for the child for early entrance to 
kindergarten.  Do not submit this form in this situation without first working with the non-resident district to 
determine eligibility. 

 

Deadlines and exceptions to deadlines: 
 

Applications must be sent to the non-resident district by January 15 in order to enroll beginning the 

following school year unless: 
      • One or both districts has a Minnesota Department of Education Achievement and Integration Plan, in which 

case there is no deadline and enrollment may begin at any time after notification of acceptance.  (Minn. 
Stat. § 124D.03, Subd. 4) 

      • OR, the student moved into the resident district on or later than December 1.  (Minn. Stat. § 124D.03, 
Subd. 7). 

      • OR, other unusual situations apply under Minnesota Statutes, section 124D.03, Subdivision 7. 
 
Acceptance or denial of open enrollment cannot be based on previous academic achievement, athletic or other 
extracurricular ability, disabling conditions, proficiency in the English language, previous disciplinary proceedings or 
the student’s district of residence unless the resident district and non-resident district are working together in an 
MDE approved Achievement and Integration School Choice Program.  (Minn. Stat. § 124D.03, Subd. 6.) 
 
Families may indicate preference for school sites or programs within the district; if unavailable, districts will offer 
families options in the family’s stated order of preference at other sites unless the grade level or open enrollment 
has been closed by board action.  Families may apply in more than one district.  Use one form per child per 
district. 
 
Do not disclose special needs of students on the Statewide Enrollment Options Form; this information is provided 
after an enrollment spot is offered. 
 

Currently expelled students:  Non-resident districts may, but are not required to, reject applications from students 
currently expelled as defined in Minnesota Statutes, section 121A.45 and Minnesota Statutes, section 124D.03, 
Subdivision 1. 
 

Notice as to acceptance of application: You can expect to receive an approval/disapproval from the non-resident 

district by February 15 or, when applying through the waived deadlines for Achievement and Integration 

districts, 90 days after applying for the current or upcoming school year.  (Do not apply for statewide enrollment 
options further in advance than for the upcoming school year.)  School districts who have more applications than 
they can accommodate hold lotteries to determine which students will receive spots.  Siblings of currently 
open-enrolled students receive preference.  Districts may also give lottery preference in some Achievement and 
Integration Program situations.  Statewide Enrollment Options Lottery procedures must be approved by local school 
board and posted on the school district website. 
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If the non-resident district notifies you that your application has been accepted: 
 

Notify the non-resident district as to whether you are accepting the offer of enrollment by March 1 or, if you applied 
under a no deadline situation, 45 days after notification.  The non-resident district must notify the resident district 
that your student is changing enrollment by March 15 (or 30 days after notice from you that you are accepting the 
enrollment if January 15 application deadline was not applicable).  Visit the district offices at least 10 days prior to 
the above starting date for completion of all enrollment forms. 
 
Parents or guardians of students with special needs are encouraged to contact the district as soon as possible after 
accepting an offer of enrollment in a non-resident district so an IEP team can be convened. 
 
The school district will provide you with information regarding transportation if you request it from a bus stop in that 
district.  (Minn. Stat. § 123B.88, Subd. 6; Minn. Stat. § 124D.03, Subd. 8.) 
 
By accepting this enrollment, your student is obligated to attend the non-resident district during the upcoming school 
year.  You do not need to reapply in subsequent years for your student to remain enrolled unless you move out of 
your current district.  If you move into another Minnesota non-resident school district, you will not lose your seat but 

do need to submit an updated Enrollment Options Form.  Note: you do need to apply again for siblings, but the 
siblings must be given a preference if open enrollments requests exceed available seats. 
 
To return to your resident district for the following school year, notify your resident district that you are returning by 
January 15 for the following fall. 
 

If your application was denied, districts: 
 
      • Must indicate the provision in state law that applied. 
 
      • Must report to the Minnesota Department of Education by July 15 all denied applications. 
 
      • May inform you that the only reason the application was rejected was a missed January 15 deadline.  In 

this case, you could ask your resident district whether it would be willing to form a non-resident agreement 
with the non-resident district for the upcoming year – both districts must agree.  However, you will need to 
apply again next year through the regular open enrollment process, meeting the January 15 deadline, so 
your student’s enrollment is not subject to year-to-year mutual agreements between districts.   (Minn. Stat. 
§ 124D.03, Subd. 6) 
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