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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: February 9, 2015

Revised: February 12", 2018

540 STUDENT CLUBS

PURPOSE

The purpose of this policy is to ensure that students are aware of and comply with the school
district’s expectations for the establishment of student clubs.

GENERAL STATEMENT OF POLICY

Students are encouraged to establish clubs which comply with state and federal law and are
consistent with the school district philosophy and goals.

DEFINITIONS

A. Cocurricular Activities

Cocurricular activities are activities performed by students that fall outside the realm of
the normal curriculum of school education. Although these activities may be student-led,
they are typically initiated by school faculty or parents.

B. Clubs

A club is an association of people united by a common interest or goal which exists for
voluntary or charitable activities. Clubs are typically student-initiated and student-led.

STUDENT CLUBS IN GENERAL
Student clubs are differentiated into two groups.

A. Not District-Recognized

Groups utilizing district facilities, but not affiliated with the school district shall have access

(under equal access policy) to district facilities for meeting. These clubs must schedule time
and space through the District Community Education Office. Such groups will not have
access to announcements and/or advertisement within individual buildings.

B. District-Recognized

The school board will review proposals for clubs wishing to be district-recognized. These
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VI.

clubs will be expected to adhere to Minnesota State High School League guidelines for good
sportsmanship and ethical behavior, along with district policies regarding eligibility.
Membership in district-recognized clubs will be open to all students who meet the criteria set
forth within each club’s constitution. Rights granted to these clubs are:

1. access to building announcements and other means of advertisement within facilities;

2. access to facilities for meetings and activities;

3. ability to sponsor public activities with approval from the building principal and/or
Activities Director; and

4. supervision by district-approved advisor.

Responsibilities of these organizations are:

1. maintain an updated, accurate and School Board approved constitution; and
2. every two years, documentation of membership, finances and sponsored activities will
be submitted to the Building Principal and/or Activities Director.

ORGANIZATIONAL STRUCTURE

Jordan School District students have the opportunity to establish clubs which meet the goals
and objectives of the school district. Groups receiving district-recognized status will meet
established criteria as follows:

A. Minimum membership of ten students;
B. Supervision by district-approved advisor; and

C. Organizational constitution that includes membership requirements submitted to and
approved by the School Board.

PROCEDURE FOR OBTAINING DISTRICT-RECOGNITION STATUS

The Jordan School Board reserves the right to grant conditional and/or final approval for district-
recognition of clubs. The school board may choose to limit the number of recognized groups
according to resource limitations.

A. Students interested in seeking district-recognition for a club will present a preliminary
proposal, including Statement of Purpose, to the Building Principal and/or Activities Director
for consideration. This recognition request will then be forwarded to the School board for
preliminary consideration.

B. Once preliminary consideration is granted, the students must write and submit to the school
board an organizational constitution which includes the following:

a statement of purpose;

a description of club goals;

a description of the leadership structure;

a description of the decision-making process;

a description of anticipated activities to be sponsored by the club; and
a description of any anticipated need for funds or fundraising.
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C. Conditional and/or final approval will be granted by the school board based on the clarity of
the club’s constitution, and the alignment of the club’s purpose and goals with those of the
Jordan Public Schools.
V. REMOVAL OF DISTRICT-RECOGNITION STATUS
Clubs no longer meeting the organizational structure requirements (as indicated in I11. above) will
be designated as having Not District-Recognized status.

Cross References: MSBA/MASA Model Policy 801 (Equal Access to School Facilities)

549-3



JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September 12, 2007

Revised: August 14", 2017

525

VIOLENCE PREVENTION [APPLICABLE TO STUDENTS AND STAFF]

PURPOSE

The purpose of this policy is to recognize that violence has increased and to identify
measures that the school district will take in an attempt to maintain a learning and
working environment that is free from violent and disruptive behavior.

The school board is committed to promoting healthy human relationships and learning
environments that are physically and psychologically safe for all members of the school
community. It further believes that students are the first priority and they should be
protected from physical or emotional harm during school activities and on school
grounds, buses, or field trips while under school district supervision.

GENERAL STATEMENT OF POLICY

A. The policy of the school district is to strictly enforce its weapons policy (Policy
501).
B. The policy of the school district is to act promptly in investigating all acts, or

formal or informal complaints, of violence and take appropriate disciplinary
action against any student or staff member who is found to have violated this
policy or any related policy.

C. The administration will periodically review discipline policies and procedures,
prepare revisions if necessary, and submit them to the school board for review and
adoption.

D. The school district will implement approved violence prevention strategies to

promote safe and secure learning environments, to diminish violence in our
schools, and to aid in the protection of children whose health or welfare may be
jeopardized through acts of violence.

IMPLEMENTATION OF POLICY

A. The school board will review and approve policies to prevent and address
violence in our schools. The superintendent or designee will develop procedures
to effectively implement the school weapons and violence prevention policies. It
shall be incumbent on all students and staff to observe all policies and report
violations to the school administrgtion.
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The school board and administration will inform staff and students annually of
policies and procedures related to violence prevention and weapons.

The school district will act promptly to investigate all acts and formal and
informal complaints of violence and take appropriate disciplinary action against
any student or staff member who is found to have violated this policy or any
related policy.

The consequences set forth in the school weapons policy (Policy 501) will be
imposed upon any student or nonstudent who possesses, uses or distributes a
weapon when in a school location.

The consequences set forth in the school hazing policy (Policy 526) will be
imposed upon any student or staff member who commits an act against a student
or staff member; or coerces a student or staff member into committing an act, that
creates a substantial risk of harm to a person in order for the student or staff
member to be initiated into or affiliated with an organization, or for any other
purpose.

Students who engage in assault or violent behavior will be removed from the
classroom immediately and for a period of time deemed appropriate by the
principal, in consultation with the teacher, pursuant to the student discipline
policy (Policy 506).

Students with disabilities may be expelled for behavior unrelated to their
disabilities, subject to the procedural safeguards required by the Individuals with
Disabilities Education Act (IDEA), Section 504 of the Rehabilitation Act of 1973,
and the Pupil Fair Dismissal Act.

Procedures will be developed for the referral of any person in violation of this
policy or the weapons policy to the local law enforcement agency in accordance
with Minn. Stat. § 121A.05.

Students who wear objectionable emblems, signs, words, objects, or pictures on
clothing communicating a message that is racist, sexist, or otherwise derogatory
to a protected minority group or which connotes gang membership or that
approves, advances, or provokes any form of religious, racial, or sexual
harassment or violence against other individuals as defined in the harassment and
violence policy (Policy 413) will be subject to the procedures set forth in the
student dress and appearance policy (Policy 504). “Gang” as used 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. A
“pattern of gang activity” means the commission, attempt to commit, conspiring
to commit, or solicitation of two %)r more criminal acts, provided the criminal acts
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were committed on separate dates or by two or more persons who are members of
or belong to the same criminal street gang.

This policy is not intended 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, denote gang affiliation, advocate
harassment or violence against others, are likely to disrupt the education process,
or cause others to react in a violent or illegal manner (Policy 504).

PREVENTION STRATEGIES

The school district has adopted and will implement the following prevention strategies to
promote safe and secure learning environments, to diminish violence in our schools, and
to aid in the protection of children whose health or welfare may be jeopardized through
acts of violence.

A

Adopt a district crisis management policy to address potential violent crisis
situations in the district.

Provide training in recognition, prevention, and safe responses to violence and
development of a positive school climate.

Coordinate a local school security review committee or task force comprised of
school officials, law enforcement, parents, students, and other youth service
providers to advise on policy implementation.

In-service training for personnel in aspects of reporting, visibility, and supervision
as deterrents to violence.

Promote student safety responsibility by encouraging the reporting of suspicious
individuals and unusual activities on school grounds.

Establish a curriculum committee that explores ways of teaching students
violence prevention strategies, law-related education, and character/values
education (universal values, e.g., honesty, personal responsibility, self-discipline,
cooperation, and respect for others).

Establish clear school rules that prevent and deter violence.

Develop cross-cultural awareness programs to unify students of all cultures and
backgrounds, to develop mutual respect and understanding of shared experiences
and values among students, and to promote the message of inclusion.

Establish conflict resolution training, conflict management, or peer mediation

programs for staff and students to teach conservative approaches to settling
disputes.
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VI.

Develop curriculum that teaches social skills such as maintaining self-control,
building communications skills, forming friendships, resisting peer pressure,
being appropriately assertive, forming positive relationships with adults, and
resolving conflict in nonviolent ways.

Develop curriculum that teaches critical viewing and listening skills in analyzing
mass media to recognize stereotypes, distinguish fact from fantasy, and identify
differences in behavior and values that conflict with their own.

Develop student safety forums that both inform and elicit students’ ideas about
particular safety problems in the building.

Develop a student photo or name identification system for quick identification of
the student in case of emergency.

Develop a staff photo or name identification system using identification badges
for quick identification of unauthorized people on campus.

Require all visitors to check-in the main office upon their arrival and state their
business at the school. A visitor badge may be issued for easy identification that
the visitor is authorized to be present in the school building.

Develop curriculum on character education including, but not limited to, character
qualities such as attentiveness, truthfulness, respect for authority, diligence,
gratefulness, self-discipline, patience, forgiveness, respect for others,
peacemaking, and resourcefulness.

STUDENT SUPPORT

A

Students will have access to school-based student service professionals, when
available, including counselors, nurses, social workers, and psychologists who are
knowledgeable in methods to assist students with violence prevention and
intervention.

Students will be apprised of school board policies designed to protect their
personal safety.

Students will be provided with information as to school district and building rules
regarding weapons and violence.

Students will be informed of resources for violence prevention and proper
reporting.

PERSONNEL

A

School district personnel shall comply with the school weapons policy (Policy
501) and the school hazing policy (Policy 526).

9
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B. School district personnel shall be knowledgeable of violence prevention policies
and report any violation to school administration immediately. School district
personnel will be informed annually as to school district and building rules
regarding weapons and violence prevention.

C. School district personnel or agents of the school district shall not engage in
emotionally abusive acts including malicious shouting, ridicule, and/or threats or
other forms of corporal punishment (Policy 507).

Legal References:

Cross References:

Minn. Stat. § 13.43, Subd. 16 (School District or Charter School
Disclosure of Violence or Inappropriate Sexual Contact)

Minn. Stat. § 120B.22 (Violence Prevention Education)

Minn. Stat. § 120B.232 (Character Development Education)

Minn. Stat. § 121A.035 (Crisis Management Policy)

Minn. Stat. § 121A.05 (Policy to Refer Firearms Possessor)

Minn. Stat. 8§ 121A.40-121A.56 (Pupil Fair Dismissal Act)

Minn. Stat. § 121A.44 (Expulsion for Possession of Firearm)

Minn. Stat. § 121A.61 (Discipline and Removal of Students from Class)
Minn. Stat. § 121A.64 (Notification)

Minn. Stat. § 121A.69 (Hazing Policy)

Minn. Stat. § 181.967, Subd. 5 (School District Disclosure of Violence or
Inappropriate Sexual Contact)

18 U.S.C. § 921 (Definition of Firearm)

20 U.S.C. § 1400 et seq. (Individuals with Disabilities Education
Improvement Act of 2004)

29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504)

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" Cir. 1997)
Mclntire v. Bethel School, 804 F.Supp. 1415, 78 Educ. L.Rep. 828 (W.D.
Okla. 1992)

Olesen v. Board of Educ. of Sch. Dist. No. 228, 676 F.Supp. 820, 44 Educ.
L.Rep. 205 (N.D. Il1. 1987)

MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 501 (School Weapons Policy)
MSBA/MASA Model Policy 504 (Student Dress and Appearance)
MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 507 (Corporal Punishment)

MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)
MSBA/MASA Model Policy 526 (Hazing Prohibition)

MSBA/MASA Model Policy 529 (Staff Notification of Violent Behavior
by Students)

10
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Adopted: MSBA/MASA Model Policy 525

Orig. 1996

Revised: Rev. 2046 2017

525

VIOLENCE PREVENTION [APPLICABLE TO STUDENTS AND STAFF]

PURPOSE

The purpose of this policy is to recognize that violence has increased and to identify
measures that the school district will take in an attempt to maintain a learning and
working environment that is free from violent and disruptive behavior.

The school board is committed to promoting healthy human relationships and learning
environments that are physically and psychologically safe for all members of the school
community. It further believes that students are the first priority and they should be
protected from physical or emotional harm during school activities and on school
grounds, buses, or field trips while under school district supervision.

GENERAL STATEMENT OF POLICY

A. The policy of the school district is to strictly enforce its weapons policy (Policy
501).
B. The policy of the school district is to act promptly in investigating all acts, or

formal or informal complaints, of violence and take appropriate disciplinary
action against any student or staff member who is found to have violated this
policy or any related policy.

C. The administration will periodically review discipline policies and procedures,
prepare revisions if necessary, and submit them to the school board for review and
adoption.

D. The school district will implement approved violence prevention strategies to

promote safe and secure learning environments, to diminish violence in our
schools, and to aid in the protection of children whose health or welfare may be
jeopardized through acts of violence.

IMPLEMENTATION OF POLICY

A. The school board will review and approve policies to prevent and address
violence in our schools. The superintendent or designee will develop procedures
to effectively implement the school weapons and violence prevention policies. It
shall be incumbent on all students and staff to observe all policies and report
violations to the school administration.

B. The school board and administr%tlion will inform staff and students annually of
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policies and procedures related to violence prevention and weapons.

The school district will act promptly to investigate all acts and formal and
informal complaints of violence and take appropriate disciplinary action against
any student or staff member who is found to have violated this policy or any
related policy.

The consequences set forth in the school weapons policy (Policy 501) will be
imposed upon any student or nonstudent who possesses, uses or distributes a
weapon when in a school location.

The consequences set forth in the school hazing policy (Policy 526) will be
imposed upon any student or staff member who commits an act against a student
or staff member; or coerces a student or staff member into committing an act, that
creates a substantial risk of harm to a person in order for the student or staff
member to be initiated into or affiliated with an organization, or for any other
purpose.

Students who engage in assault or violent behavior will be removed from the
classroom immediately and for a period of time deemed appropriate by the
principal, in consultation with the teacher, pursuant to the student discipline
policy (Policy 506).

Students with disabilities may be expelled for behavior unrelated to their
disabilities, subject to the procedural safeguards required by the Individuals with
Disabilities Education Act (IDEA), Section 504 of the Rehabilitation Act of 1973,
and the Pupil Fair Dismissal Act.

Procedures will be developed for the referral of any person in violation of this
policy or the weapons policy to the local law enforcement agency in accordance
with Minn. Stat. § 121A.05.

Students who wear objectionable emblems, signs, words, objects, or pictures on
clothing communicating a message that is racist, sexist, or otherwise derogatory
to a protected minority group or which connotes gang membership or that
approves, advances, or provokes any form of religious, racial, or sexual
harassment or violence against other individuals as defined in the harassment and
violence policy (Policy 413) will be subject to the procedures set forth in the
student dress and appearance policy (Policy 504). “Gang” as used 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. A
“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 strfgt gang.
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This policy is not intended 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, denote gang affiliation, advocate
harassment or violence against others, are likely to disrupt the education process,
or cause others to react in a violent or illegal manner (Policy 504).

PREVENTION STRATEGIES

The school district has adopted and will implement the following prevention strategies to
promote safe and secure learning environments, to diminish violence in our schools, and
to aid in the protection of children whose health or welfare may be jeopardized through
acts of violence.

[Note: The school board can adopt any of the prevention strategies that it intends to
implement in its schools, including some or all of the following sample strategies.]

A

m

Adopt a district crisis management policy to address potential violent crisis
situations in the district.

Provide training in recognition, prevention, and safe responses to violence and
development of a positive school climate.

Coordinate a local school security review committee or task force comprised of
school officials, law enforcement, parents, students, and other youth service
providers to advise on policy implementation.

In-service training for personnel in aspects of reporting, visibility, and supervision
as deterrents to violence.

In-service training for personnel and school board members by experts familiar
with sexual abuse, domestic violence, and personal safety issues on the following:
helping students identify violence in the family and the community so that
students may learn to resolve conflicts in effective, nonviolent ways; responding
to a disclosure of child sexual abuse in a supportive, appropriate manner; and/or
complying with mandatory reporting requirements under the Maltreatment of
Minors Reporting Act.

Promote student safety responsibility by encouraging the reporting of suspicious
individuals and unusual activities on school grounds.

Establish a curriculum committee that explores ways of teaching students
violence prevention strategies, law-related education, and character/values
education (universal values, e.g., honesty, personal responsibility, self-discipline,
cooperation, and respect for others).

Establish clear school rules that plrgvent and deter violence.
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Develop cross-cultural awareness programs to unify students of all cultures and
backgrounds, to develop mutual respect and understanding of shared experiences
and values among students, and to promote the message of inclusion.

Establish conflict resolution training, conflict management, or peer mediation
programs for staff and students to teach conservative approaches to settling
disputes.

Develop curriculum that teaches social skills such as maintaining self-control,
building communications skills, forming friendships, resisting peer pressure,
being appropriately assertive, forming positive relationships with adults, and
resolving conflict in nonviolent ways.

Develop curriculum that teaches critical viewing and listening skills in analyzing
mass media to recognize stereotypes, distinguish fact from fantasy, and identify
differences in behavior and values that conflict with their own.

Develop student safety forums that both inform and elicit students’ ideas about
particular safety problems in the building.

Develop a student photo or name identification system for quick identification of
the student in case of emergency.

Develop a staff photo or name identification system using identification badges
for quick identification of unauthorized people on campus.

Require all visitors to check-in the main office upon their arrival and state their
business at the school. A visitor badge may be issued for easy identification that
the visitor is authorized to be present in the school building.

Develop curriculum on character education including, but not limited to, character
qualities such as attentiveness, truthfulness, respect for authority, diligence,
gratefulness, self-discipline, patience, forgiveness, respect for others,
peacemaking, and resourcefulness.

Develop curriculum on child sexual abuse prevention for students, including age-
appropriate _instruction _on_recognizing sexual abuse and assault, boundary
violations, and ways offenders groom or desensitize victims, as well as strategies
to _promote disclosure, reduce self-blame, and mobilize bystanders. The
curriculum may be created in consultation with federal, state, and local agencies
and community-based organizations, including the Child Information Gateway
website maintained by the United States Department of Health and Human
Services, to identify research-based tools, curricula, and programs to prevent child
sexual abuse.

Provide training to all school personnel on recognizing and preventing sexual
abuse and sexual violence whic?4mav include training on mandatory reporting
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requirements provided on the Department of Education’s website and reviewing
the Code of Ethics for Minnesota Teachers.

V. STUDENT SUPPORT

A

Students will have access to school-based student service professionals, when
available, including counselors, nurses, social workers, and psychologists who are
knowledgeable in methods to assist students with violence prevention and
intervention.

Students will be apprised of school board policies designed to protect their
personal safety.

Students will be provided with information as to school district and building rules
regarding weapons and violence.

Students will be informed of resources for violence prevention and proper
reporting.

VI. PERSONNEL

A

School district personnel shall comply with the school weapons policy (Policy
501) and the school hazing policy (Policy 526).

School district personnel shall be knowledgeable of violence prevention policies
and report any violation to school administration immediately. School district
personnel will be informed annually as to school district and building rules
regarding weapons and violence prevention.

School district personnel or agents of the school district shall not engage in
emotionally abusive acts including malicious shouting, ridicule, and/or threats or
other forms of corporal punishment (Policy 507).

Legal References: ~ Minn. Stat. 8§ 13.43, Subd. 16 (School District or Charter School

Disclosure of Violence or Inappropriate Sexual Contact)

Minn. Stat. § 120B.22 (Violence Prevention Education)

Minn. Stat. § 120B.232 (Character Development Education)

Minn. Stat. 8 120B.234 (Child Sexual Abuse Prevention Education)
Minn. Stat. § 121A.035 (Crisis Management Policy)

Minn. Stat. § 121A.05 (Policy to Refer Firearms Possessor)

Minn. Stat. 8§ 121A.40-121A.56 (Pupil Fair Dismissal Act)

Minn. Stat. § 121A.44 (Expulsion for Possession of Firearm)

Minn. Stat. § 121A.61 (Discipline and Removal of Students from Class)
Minn. Stat. § 121A.64 (Notification)

Minn. Stat. § 121A.69 (Hazing Policy)

Minn. Stat. § 181.967, Subd. 5 (School District Disclosure of Violence or
Inappropriate Sexual Cont1a5ct)
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Cross References:

18 U.S.C. § 921 (Definition of Firearm)

20 U.S.C. § 1400 et seqg. (Individuals with Disabilities Education
Improvement Act of 2004)

29 U.S.C. 8 794 et seq. (Rehabilitation Act of 1973, § 504)

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" Cir. 1997)
Mcintire v. Bethel School, 804 F.Supp. 1415, 78 Educ. L.Rep. 828 (W.D.
Okla. 1992)

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

MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 501 (School Weapons Policy)
MSBA/MASA Model Policy 504 (Student Dress and Appearance)
MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 507 (Corporal Punishment)

MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)
MSBA/MASA Model Policy 526 (Hazing Prohibition)

MSBA/MASA Model Policy 529 (Staff Notification of Violent Behavior
by Students)
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Adopted: MSBA/MASA Model Policy 722

Orig. 2017

Revised:

722

PUBLIC DATA REQUESTS

[Note: School districts are required by statute to establish procedures consistent
with the Minnesota Government Data Practices Act for public data requests.]

PURPOSE

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

GENERAL STATEMENT OF POLICY

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

DEFINITIONS

A. Government Data

“Government data” means all recorded information that the school district has,
including paper, email, flash drives, CDs, DVDs, photographs, etc.

B. Inspection

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

C. Public Data

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

17
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D. Responsible Authority

“Responsible authority” means the individual designated by the school board
as the individual responsible for the collection, use, and dissemination of any
set of data on individuals, government data, or summary data, unless otherwise
provided by state law. Until an individual is designated by the school board,
the responsible authority is the superintendent.

E. Summary Data

“Summary data” means statistical records and reports derived from data on
individuals but in which individuals are not identified and from which neither
their identities nor any other characteristic that could uniquely identify an
individual is ascertainable.

IV. REQUESTS FOR PUBLIC DATA

A All requests for public data must be made in writing directed to the responsible

authority.
1. A request for public data must include the following information:
a. Date the request is made;
b. A clear description of the data requested;
C. Identification of the form in which the data is to be provided
(e.g., inspection, copying, both inspection and copying, etc.);
and
d. Method to contact the requestor (such as phone number,
address, or email address).
2. A requestor is not required to explain the reason for the data request.

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

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

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

1. The responsible authority will notify the requestor in writing as
follows:

18
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a. The requested data does not exist; or

b. The requested data does exist but either all or a portion of the
data is not accessible to the requestor; or

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

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

C. The requested data does exist and provide arrangements for
inspection of the data, identify when the data will be available
for pick-up, or indicate that the data will be sent by mail. If the
requestor does not appear at the time and place established for
inspection of the data or the data is not picked up within ten (10)
business days after the requestor is notified, the school district
will conclude that the data is no longer wanted and will consider
the request closed.

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

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

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

The school district is not required to respond to questions that are not
about a particular data request or requests for data in general.
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V. REQUEST FOR SUMMARY DATA

A A request for the preparation of summary data shall be made in writing
directed to the responsible authority.

1.

A request for the preparation of summary data must include the
following information:

a. Date the request is made;

b. A clear description of the data requested;

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

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

B. The responsible authority will respond within ten (10) business days of the
receipt of a request to prepare summary data and inform the requestor of the

following:

1. The estimated costs of preparing the summary data, if any; and

2. The summary data requested; or

3. A written statement describing a time schedule for preparing the
requested summary data, including reasons for any time delays; or

4. A written statement describing the reasons why the responsible

authority has determined that the requestor’s access would compromise
the private or confidential data.

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

VI. COSTS

A. Public Data

1.

The school district will charge for copies provided as follows:

a. 100 or fewer pages of black and white, letter or legal sized paper
copies will be charged at 25 cents for a one-sided copy or 50
cents for a two-sided copy.
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2.

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

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

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

All charges must be paid for in cash in advance of receiving the copies.

B. Summary Data

1.

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

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

a.

Data Practices Contacts

Responsible Authority:
[Name]

[Location]
[Phone number; email address]

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

The school district may consider the reasonable value of the
summary data prepared and, where appropriate, reduce the costs
assessed to the requestor.
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Data Practices Compliance Official:
[Name]

[Location]

[Phone number; email address]

Data Practices Designee(s):
[Name]

[Location]

[Phone number; email address]

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

Cross References: MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil
Records)
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: February 2016

Revised:
730 DATA REQUEST POLICY FOR PUBLIC DATA

l. PURPOSE

The purpose of this policy is to set forth the procedure regarding a public request to
inspect or obtain public data and to comply with the Minnesota Government Data
Practices Act (MGDPA), Minnesota Statutes Chapter 13.

II.  DEFINITIONSAND CONSTRUCTION

This policy must be construed as consistent with the MGDPA and Minnesota Rules
Chapter 1205. All terms used herein that are defined by the MGDPA must be given the
same definition as listed in the MGDPA and Rules Chapter 1205. Nothing in this policy
shall be interpreted to contradict any other school district policy.

I11. RIGHT TO ACCESS PUBLIC DATA

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

IV. MAKING A DATA REQUEST

To inspect data or request copies of public data in the school district's possession, a
person should make a written request using the form found in Attachment B and submit
this request to the appropriate data practices official or designee described in Attachment
C. The school district reserves the right to accept verbal requests for data or reduce verbal
requests to writing, at its sole discretion.

V. PROCESSING A REQUEST

Upon receipt of a written request, the school district will process it within a reasonable
time, depending upon the nature and volume of the request. If the response to a request
will take longer than fifteen (15) business days and the requester has provided contact
information, the school district may notify the person of the approximate amount of time it
will take to process the request.

< Ifitis unclear what data the individual is requesting, the school district will seek
clarification. 730-1 23



= If the school district does not have the data, it will notify the person in writing as
soon as reasonably possible.

= If the school district has the data, and the data may lawfully be disclosed to the
person, the school district will respond to the request by doing one of the
following:

0 Arrange a date, time, and place for the person to inspect the data without
cost to the person, or

0 Provide the person with copies of the data. The person may choose to pick up
the copies, or the school district will mail or fax copies of the data to the person.
The school district will provide electronic copies (such as e-mail), only if
the school district keeps the data in electronic format. Prepayment of
copies is required unless other arrangements are approved by the responsible
authority.  Further information about copy charges is included on Attachment
B.

0 Upon request, the school district will inform the requester as to the meaning of
any data disclosed pursuant to this policy.

= If the school district determines that the requested data is classified so as to deny the
requesting person access, the school district shall inform the requesting person of
the determination either orally at the time of the request, or in writing as soon after
that time as possible.

0 Upon the request of any person denied access to data, the responsible
authority or designee shall certify in writing that the request has been
denied and cite the specific statutory section, temporary classification, or
specific provision of law upon which the denial was based.

Nothing in this policy or the MGDPA requires the school district to create data; collect
new data; or to provide data in a specific form or arrangement if the school district does
not keep the data inthat form or arrangement, in response to a data request.

Nothing in this policy or the MGDPA requires the school district to respond to questions
that are not requests for data.
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Attachment A
Copy Costs -Public Requests

The school district charges members of the public for copies of government data as
authorized under Minnesota Statutes, section 13.03, subdivision 3(c). A member of the
public must pay for the copies before the school district will provide the copies.

For 100 or Fewer Paper Black and White Copies $.25 per Page

The charge for 100 or fewer pages of black and white, letter or legal size paper copies, is
$.25 for a one-sided copy and $.50 for a two-sided copy.

More than 100 Paper Black and White Copies or Other Types of Copies- Actual
Cost

The charge for more than 100 pages of black and white paper copies, or any other types
of copies, is the actual cost of searching for and retrieving the data, and making the
copies or electronically transmitting the data.

The school district charges the actual cost of preparing summary data. Summary data are
statistical records or reports that are prepared by removing all identifiers from private or
confidential data on individuals.

In determining the actual cost, the school district includes the cost of the employee time,
the cost of the materials (paper, DVD, etc.), and mailing costs (if any). If the request is

for copies of data that the school district cannot reproduce itself, such as photographs, it
will charge the actual cost it must pay an outside vendor for the copies.

The cost of employee time to search for data, retrieve data and make copies is based upon
the lowest hourly rate of the appropriate staff member. There is no charge for time spent
separating public from not public data.

If the request involves copies of public data that has commercial value and is a substantial
and discrete portion of or an entire formula, pattern, compilation, program, device,
method, technique, process, database, or system developed with a significant expenditure
of public funds by the school district, the responsible authority may charge a reasonable
fee for the information in addition to the costs of making and certifying the copies. Any
fee charged must relate to the actual development costs of the information. The
responsible authority, upon the request, shall provide sufficient documentation to explain
and justify the fee being charged.
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Attachment B
Data Request Form -Requests for Public DATA

Date of request:

Method of Access to Data:
(Note: inspection is free but there is a charge for copies)

Inspection D Copies D Both (inspection and copies) D

Description of Requested Information:
Note: Describe the data you are requesting as specifically as possible. If you need more
space, please use the back of this form or additional pages.

Contact Information:

Name:

Address:

Phone Number:

Email Address:

You do not have to provide any of the above contact information. However, if you want the
school district to mail or e-mail you copies of data, the school district will need some contact
information. In addition, failure to provide contact information could delay the processing of
your request. If the school district does not understand your request and needs to get
clarification from you, without contact information, the school district may not be able to
process all, or a portion of, your request until you contact the school district again.
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Attachment C

Responsible
Authorities
e e eI Name Position Address Fax Number
Requested
General Public Data Matthew Superintendent 500 Sunset Dr. 952-492-4445
Helgerson Jordan, MN 55352
Public Financial Data | Beth Kulas-Volk | Finance Director | 500 Sunset Dr. 952-492-4445
Jordan, MN 55352
Public Personnel Data | Katie Pekarna- Payroll and 500 Sunset Dr. 952-492-4445

Damlo

Benefits Specialist

Jordan, MN 55352

Public Data

Building Principal

ES: 815 Sunset Dr.
MS: 500 Sunset Dr.
HS: 600 Sunset Dr.

952-492-4446
952-492-4450
952-492-4425
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: February 2016

Revised:
731 DATA REQUEST POLICY FOR SUBJECTS OF DATA

l. PURPOSE

The purpose of this policy is to set forth the procedure for an employee or other individual
to inspect or obtain data about that individual or that individual's minor child maintained
by the school district and to comply with the Minnesota Government Data Practices Act
(MGDPA), Minnesota Statutes Chapter 13.

1. DEFINITIONSAND CONSTRUCTION

This policy must be construed as consistent with the MGDPA and Minnesota Rules
Chapter 1205. All terms used herein that are defined by the MGDPA must be given the
same definition as listed in the MGDPA and Minnesota Rules Chapter 1205. This policy
does not confer upon an individual the right to access data not otherwise provided in any
applicable law or other school district policy. Nothing in this policy shall be interpreted
to contradict any other school district policy.

I11. RIGHT TO ACCESS DATA

Upon request to a responsible authority or designee, an individual shall be informed whether
that individual, the individual’s minor child or person for whom the individual has been
appointed guardian is the subject of stored data and whether it is classified as public, private
or confidential. Upon further request, an individual who is the subject of stored private or
public data shall be shown that public or private data about themselves without any charge
and, if desired, shall be informed of the content and meaning of that data. Except as
required by law, after an individual has been shown this and informed of its meaning, the
school district need not disclose the data to that individual for six months unless additional
data on the individual has been collected or created.

IV. MAKING A DATA REQUEST

To inspect data or request copies of data on the individual that are in the school district's
possession, the individual should make a written request using the form found in
Attachment B and submit this request to the appropriate data practices official described
in Attachment C. The school district reserves the right to accept verbal requests for data,

or reduce verbal requests to writing, at its sole discretion.
28

731-1



V. PROCESSING A REQUEST

The school district will respond to a written request submitted pursuant to this policy
immediately, if possible, and within ten days of the date of the request, excluding
Saturdays, Sundays and legal holidays, if immediate compliance is not possible.

< Ifitisunclear what data the individual is requesting, the school district will seek
clarification.

< If the school district does not have the requested data, it will notify the individual
in writing as soon as reasonably possible.

< Ifthe school district has the requested data, and the data may lawfully be disclosed
to the individual, the school district will respond to the request by doing one of the
following:

0 Arrange a date, time, and place for the individual to inspect the data
without cost to the individual, or

0 Provide the individual with copies of the data. The individual may choose to
pick up the copies, or the school district will mail or fax copies of the data to
the individual. The school district will provide electronic copies (such as e-
mail), only if the school district keeps the data in electronic format.
Prepayment of copies is required unless other arrangements are approved by
the responsible authority. Further information about copying charges is
included on Attachment B.

< If the school district determines that the requested data is classified so as to deny
the requesting person access, the school district shall inform the requesting person
of the determination either orally at the time of the request, or in writing as soon
after that time as possible.

0 Upon the request of any person denied access to data, the responsible
authority or designee shall certify in writing that the request has been
denied and cite the specific statutory section, temporary classification, or
specific provision of law upon which the denial was based.

Nothing in this policy or the MGDPA requires the school district to create data; collect

new data; or to provide data in a specific form or arrangement if the school district does
not keep the data in that form or arrangement, in response to a data request.
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Nothing in this policy or the MGDPA requires the school district to respond to questions
that are not requests for data.

VI. IDENTIFICATION

The school district reserves the right to require that an individual requesting private data
on the individual or the individual’s minor child provide valid photo identification at the
time that the data is requested or provided.

The school district will not disclose private data on anyone other than the individual
requesting data or that individual’s minor child without receiving a valid release signed
by the subject of the data.

VIl. RIGHTS OF DATASUBJECTS

A. Challenging Inaccurate or Incomplete Data

Consistent with the MGDPA, any person who believes that information contained in the
school district’s records regarding that individual, the individual’s minor child, or person
over whom the individual has been appointed legal guardian is inaccurate or incomplete
may request that the school district amend those records. To exercise this right, the
individual must notify the responsible authority described in Attachment C in writing of
the nature of the disagreement. Upon receiving such notification, the school district will
take action as required by the MGDPA. Please note that the submission of a challenge to
data does not guarantee that the school district will amend its records.

B. Information Provided When Data is Requested by the School District
Consistent with the MGDPA and other applicable law, certain circumstances may require
the school district to notify an individual who is asked to provide the school district with

private or confidential data concerning that individual of the ways in which the school
district can use the data collected.

C. Other Rights of Data Subjects
Nothing in this policy shall be construed as limiting the rights provided by the MGDPA.

Individuals who are the subject of data in the school district’s possession have all of the
rights afforded by Minnesota Statutes, Section 13.04.
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Attachment A
Copy Costs-Data on Individuals

The school district charges individuals for copies as authorized under Minnesota Statutes,
section 13.03, subdivision 3(c). The individual must pay for the copies before the school
district will provide the copies.

For 100 or Fewer Paper Black and White Copies-$.25 per Page

The charge for 100 or fewer pages of black and white, letter or legal size paper copies, is
$.25 for a one-sided copy and $.50 for a two-sided copy.

More than 100 Paper Black and White Copies or Other Types of Copies- Actual
Cost

The charge for more than 100 pages of black and white paper copies, or any other types

of copies, is the actual cost of searching for and retrieving the data, and making the

copies or electronically transmitting the data. In determining the actual cost, the school
district includes the cost of the employee time, the cost of the materials (paper, DVD,

etc.), and mailing costs (if any). If the request is for copies of data that the school district
cannot reproduce itself, such as photographs, it will charge the actual cost it must pay an
outside vendor for the copies.

The cost of employee time to search for data, retrieve data and make copies is based upon

the lowest hourly rate of the appropriate staff member. There is no charge for time spent
separating public from not public data.
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Attachment B
Data Request Form -Requests for Data on Individuals

Date of request:

Method of Access to Data:
(note: inspection is free but there is a charge for copies)

Inspection [ ] Copies [ ] Both (inspection and copies) [ ]

Description of Requested Information:
Note: Describe the data you are requesting as specifically as possible. If you need more
space, please use the back of this form or additional pages.

Contact Information:

Name:

Address:

Phone Number:

Email Address:

Verification of Identity: Driver’s License
Other Photo Identification
Personal Knowledge
Photo Identification and
Proof of Relationship (required for requests for data on
minors)

Responsible Authority or Designee Signature:
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Attachment C

Responsible
Authorities
T fD ..
ype of Data Name Position Address Fax Number
Requested
Human Resources Katie Pekarna- Payroll and 500 Sunset Dr. 952-492-4445

and Personnel Data

Damlo

Benefits Specialist

Jordan, MN 55352

Student Cumulative
File

Building Principal

ES: 815 Sunset Dr.
MS: 500 Sunset Dr.
HS: 600 Sunset Dr.

952-492-4446
952-492-4450
952-492-4425

Student Disciplinary
Records

Building Principal

ES: 815 Sunset Dr.
MS: 500 Sunset Dr.
HS: 600 Sunset Dr.

952-492-4446
952-492-4450
952-492-4425

Student Special
Education Records

Chad Williams

Special Services
Director

500 Sunset Dr.
Jordan, MN 55352

952-492-4445
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: November 13" 2017

903

VISITORS TO SCHOOL DISTRICT BUILDINGS AND SITES

PURPOSE

The purpose of this policy is to inform the school community and the general public of the
position of the school board on visitors to school buildings and other school property.

GENERAL STATEMENT OF POLICY

A

The school board encourages interest on the part of parents and community
members in school programs and student activities. The school board welcomes
visits to school buildings and school property by parents and community members
provided the visits are consistent with the health, education and safety of students
and employees and are conducted within the procedures and requirements
established by the school district.

The school board reaffirms its position on the importance of maintaining a school
environment that is safe for students and employees and free of activity that may be
disruptive to the student learning process or employee working environment.

POST-SECONDARY ENROLLMENT OPTIONS STUDENTS

A

A student enrolled in a post-secondary enrollment options course may remain at the
school site during regular school hours in accordance with established procedures.

A student enrolled in a post-secondary enrollment options course may be provided
with reasonable access, during regular school hours, to a computer and other
technology resources that the student needs to complete coursework for a
post-secondary enrollment course in accordance with established procedures.

RESPONSIBILITY

A.

The school district administration shall present recommended visitor and
post-secondary enrollment options student procedures and requirements to the
school board for review and approval. The procedures should reflect input from
employees, students and advisory groups, and shall be communicated to the school
community and the general public. Upon approval by the school board, such
procedures and requirements shall be an addendum to this policy.

The superintendent shall be responsible for providing coordination that may be
needed throughout the process anghproviding for periodic school board review and
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V.

approval of the procedures.

VISITOR LIMITATIONS

A.

An individual, post-secondary enrollment options student, or group may be denied
permission to visit a school or school property or such permission may be revoked
if the visitor(s) does not comply with the school district procedures and regulations
or if the visit is not in the best interest of students, employees or the school district.

Visitors, including post-secondary enrollment options students, are authorized to
park vehicles on school property at times and in locations specified in the approved
visitor procedures and requirements which are an addendum to this policy or as
otherwise specifically authorized by school officials. When unauthorized vehicles
of visitors are parked on school property, school officials may:

1. move the vehicle or require the driver or other person in charge of the
vehicle to move it off school district property; or

2. if unattended, provide for the removal of the vehicle, at the expense of the
owner or operator, to the nearest convenient garage or other place of safety
off of school property.

An individual, post-secondary enrollment options student, or group who enters
school property without complying with the procedures and requirements may be
guilty of criminal trespass and thus subject to criminal penalty. Such persons may
be detained by the school principal or a person designated by the school principal in
a reasonable manner for a reasonable period of time pending the arrival of a police
officer.

Legal References: ~ Minn. Stat. § 123B.02 (General Powers of Independent School Districts)

Minn. Stat. § 124D.09 (Post-Secondary Enrollment Options Program)
Minn. Stat. § 128C.08 (Assaulting a Sports Official Prohibited)
Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property)

Cross References:
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Adopted:

MSBA/MASA Model Policy 903

Revised:
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Rev. 2002 2017

903  VISITORS TO SCHOOL DISTRICT BUILDINGS AND SITES

. PURPOSE

The purpose of this policy is to inform the school community and the general public of the
position of the school board on visitors to school buildings and other school property.

1. GENERAL STATEMENT OF POLICY

A

The school board encourages interest on the part of parents and community
members in school programs and student activities. The school board welcomes
visits to school buildings and school property by parents and community members
provided the visits are consistent with the health, education and safety of students
and employees and are conducted within the procedures and requirements
established by the school district.

The school board reaffirms its position on the importance of maintaining a school
environment that is safe for students and employees and free of activity that may be
disruptive to the student learning process or employee working environment.

POST-SECONDARY ENROLLMENT OPTIONS STUDENTS

e

A student enrolled in a post-secondary enrollment options course may remain at the
school site during reqular school hours in accordance with established procedures.

A student enrolled in a post-secondary enrollment options course may be provided
with reasonable access, during regular school hours, to a computer and other
technology resources that the student needs to complete coursework for a
post-secondary enrollment course in accordance with established procedures.

H4 IV. RESPONSIBILITY

A

The school district administration shall present recommended visitor and
post-secondary enrollment options student procedures and requirements to the
school board for review and approval. The procedures should reflect input from
employees, students and advisory groups, and shall be communicated to the school
community and the general public. Upon approval by the school board, such
procedures and requirements shall be an addendum to this policy.

H-shat-be-the-respoensibility-of-the The superintendent shall be responsible for
providing te-previde coordination that may be needed throughout the process and

providing previde for periodic scré%ol board review and approval of the procedures.
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V. VISITOR LIMITATIONS

A

An individual, post-secondary enrollment options student, or group may be denied
permission to visit a school or school property or such permission may be revoked
if the visitor(s) does not comply with the school district procedures and regulations
or if the visit is not in the best interest of students, employees or the school district.

Visitors, including post-secondary enrollment options students, are authorized to
park vehicles on school property at times and in locations specified in the approved
visitor procedures and requirements which are an addendum to this policy or as
otherwise specifically authorized by school officials. When unauthorized vehicles
of visitors are parked on school property, school officials may:

1. move the vehicle or require the driver or other person in charge of the
vehicle to move it off school district property; or

2. if unattended, provide for the removal of the vehicle, at the expense of the
owner or operator, to the nearest convenient garage or other place of safety
off of school property.

An individual, post-secondary enrollment options student, or group who enters
school property without complying with the procedures and requirements may be
guilty of criminal trespass and thus subject to criminal penalty. Such persons may
be detained by the school principal or a person designated by the school principal in
a reasonable manner for a reasonable period of time pending the arrival of a police
officer.

Legal References: ~ Minn. Stat. § 123B.02 (General Powers of Independent School Districts)

Minn. Stat. 8 124D.09 (Post-Secondary Enrollment Options Program)
Minn. Stat. § 128C.08 (Assaulting a Sports Official Prohibited)
Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property)

Cross References:
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised:

907

REWARDS
PURPOSE

The purpose of this policy is to authorize the school board to offer rewards to persons
who provide accurate and reliable information leading to the conviction of a person who
has committed or conspired to commit a crime against students or school employees,
volunteers, or school board members as a result of their affiliation with the school
district, or against school district property.

GENERAL STATEMENT OF POLICY

The school board believes that, in certain circumstances, the offering of a reward may
lead to the receipt of information that would solve or prevent a crime against students,
school employees, volunteers, school board members, or school district property. The
school board also believes that the fact that the school board may offer a reward may
have a deterrent effect on the commission of such crimes.

APPROVAL OF OFFERING OF REWARDS

The school board shall approve the offering of any rewards by the school district. The
approval shall specify the amount of the reward and the crime to which it is applicable.
The approval may relate to a specific incident or to a continuing category of crime, i.e.,
assault of a teacher, damage to school property, etc.

ESTABLISHMENT OF PROCEDURES

The superintendent shall develop directives and procedures to address the timing and
method of payment of any reward earned by an information provider. The information
provided must have led to the conviction of the person who committed or conspired to
commit the crime for which the reward was offered.

Legal References: ~ Minn. Stat. 8 123B.02, Subd. 22 (Reward)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: Sept. 12, 2007

Revised: February 13", 2017

211

CRIMINAL OR CIVIL ACTION AGAINST SCHOOL DISTRICT, SCHOOL
BOARD MEMBER, EMPLOYEE, OR STUDENT

PURPOSE

The purpose of this policy is to provide guidance as to the school district’s position,
rights, and responsibilities when a civil or criminal action is pending against the school
district, or a school board member, school district employee, or student.

GENERAL STATEMENT OF POLICY

A

The school district recognizes that, when civil or criminal actions are pending
against a school board member, school district employee, or student, the school
district may be requested or required to take action.

In responding to such requests and/or requirements, the school district will take
such measures as are appropriate to its primary mission of providing for the
education of students in an environment that is safe for staff and students and is
conducive to learning.

The school district acknowledges its statutory obligations with respect to
providing assistance to school board members and teachers who are sued in
connection with performance of school district duties. Collective bargaining
agreement and school district policies may also apply.

CIVIL ACTIONS

A.

Pursuant to Minn. Stat. § 466.07, Subd. 1, the school district shall defend and
indemnify any school board member or school district employee for damages in
school-related litigation, including punitive damages, claimed or levied against
the school board member or employee, provided that he or she was acting in the
performance of the duties of the position and was not guilty of malfeasance,
willful neglect of duty, or bad faith.

Pursuant to Minn. Stat. 8123B.25(b), with respect to teachers employed by the
school district, upon written request of the teacher involved, the school district
shall provide legal counsel for any school teacher against whom a claim is made
or action is brought for recovery of damages in any tort action involving physical
injury to any person or property or for wrongful death arising out of or in
connection with the employment of the teacher with the school district. The
school district will choose legal cgginsel after consultation with the teacher.
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C. Data Practices

Educational data and personnel data maintained by the school district may be
sought as evidence in a civil proceeding. The school district will release the data
only pursuant to the Minnesota Government Data Practices Act, Minn. Stat. Ch.
13, and to the Family Educational Rights and Privacy Act, 20 U.S.C. § 12329 and
related regulations. When an employee is subpoenaed and is expected to testify
regarding educational data or personnel data, he or she is to inform the building
administrator or designated supervisor, who shall immediately inform the
superintendent or designee. No school board member or employee may release
data without consultation in advance with the school district official who is
designated as the authority responsible for the collection, use, and dissemination
of data.

D. Service of Subpoenas

It is the policy of the school district that its officers and employees will normally
not be involved in providing service of process for third parties in the school
setting.

E. Leave to Testify

Leave for employees appearing in court, either when sued or under subpoena to
testify, will be considered in accordance with school district personnel policies
and applicable collective bargaining agreements.

IV. CRIMINAL CHARGES OR CONDUCT

A. Employees

1. The school district expects that its employees serve as positive role models
for students. As role models for students, employees have a duty to
conduct themselves in an exemplary manner.

2. If the school district receives information relating to activities of a
criminal nature by an employee, the school district will investigate and
take appropriate disciplinary action, which may include discharge, subject
to school district policies, statutes, and provisions of applicable collective
bargaining agreements.

3. Pursuant to Minn. Stat. § 123B.02, Subd. 20, if reimbursement for a
criminal defense is requested by a school district employee, the school
board may, after consulting with its legal counsel, reimburse the employee
for any costs and reasonable attorney fees incurred by the employee to
defend criminal charges brought against the employee arising out of the
performance of duties for the school district. The decision as to whether
to reimburse shall be madz:-oin the discretion of the school board. A school
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board member who is a witness or an alleged victim in the case may not
vote on the reimbursement. If a quorum of the school board is disqualified
from voting on the reimbursement, the reimbursement must be approved
by a judge of the district court.

B. Students

The school district has an interest in maintaining a safe and healthful environment
and in preventing disruption of the educational process. In order to further that
interest, the school district will take appropriate action regarding students
convicted of crimes that relate to the school environment.

C. Criminal Investigations

1.

It is the policy of the school district to cooperate with law enforcement
officials. The school district will make all efforts, however, to encourage
law enforcement officials to question students and employees outside of
school hours and off school premises unless there are extenuating
circumstances or the matter being investigated is school-related, or as
otherwise provided by law.

If such questioning at school is unavoidable, the school district will
attempt to maintain confidentiality, to avoid embarrassment to students
and employees and to avoid disruption of the educational program. The
school district will attempt to notify parents of a student under age 18 that
police will be questioning their child. Normally, the superintendent,
principal, or other appropriate school official will be present during the
interview, except as otherwise required by law (Minn. Stat. § 626.556,
Subd. 10), or as otherwise determined in consultation with the parent or
guardian.

D. Data Practices

The school district will release to juvenile justice and law enforcement authorities
educational and personnel data only in accordance with Minn. Stat. Ch. 13
(Minnesota Government Data Practices Act) and 20 U.S.C. 8 1232g (FERPA).

STATEMENTS WHEN LITIGATION IS PENDING

The school district recognizes that when a civil or criminal action is commenced or
pending, parties to the lawsuit have particular duties in reference to persons involved or
named in the lawsuit, as well as insurance carrier(s). Therefore, school board members
or school district employees shall make or release statements in that situation only in
consultation with legal counsel.

Legal References:

Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. 88 121A.40-1£%A.56 (Pupil Fair Dismissal Act)
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Cross References:

Minn. Stat. § 123B.02, Subd. 20 (Legal Counsel, Reimbursement)

Minn. Stat. § 123B.25(b) (Actions Against Teachers)

Minn. Stat. § 466.07, Subd. 1 (Indemnification)

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

42 U.S.C. § 1983 (Civil Action for Deprivating Rights)

Minn. Op. Atty. Gen. 169 (Mar. 7, 1963)

Minn. Op. Atty. Gen. 169 (Nov. 3, 1943)

Dypress v. School Committee of Boston, 446 N.E.2d 1099 (Mass. App. Ct.
1983)

Wood v. Strickland, 420 U.S. 308, 95 S.Ct. 992, 43 L.Ed.2d 214 (1975)

MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal
of School District Employees)

MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 408 (Subpoena of a School District
Employee)

MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect
or Physical or Sexual Abuse)

MSBA/MASA Model Policy 506 (Student Discipline)

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

MSBA/MASA Model Policy 211

Revised:

211

Orig. 1995
Rev. 2006

CRIMINAL OR CIVIL ACTION AGAINST SCHOOL DISTRICT, SCHOOL
BOARD MEMBER, EMPLOYEE, OR STUDENT

PURPOSE

The purpose of this policy is to provide guidance as to the school district’s position,
rights, and responsibilities when a civil or criminal action is pending against the school
district, or a school board member, school district employee, or student.

GENERAL STATEMENT OF POLICY

A

The school district recognizes that, when civil or criminal actions are pending
against a school board member, school district employee, or student, the school
district may be requested or required to take action.

In responding to such requests and/or requirements, the school district will take
such measures as are appropriate to its primary mission of providing for the
education of students in an environment that is safe for staff and students and is
conducive to learning.

The school district acknowledges its statutory obligations with respect to
providing assistance to school board members and teachers who are sued in
connection with performance of school district duties. Collective bargaining
agreements and school district policies may also apply.

CIVIL ACTIONS

A

Pursuant to Minn. Stat. § 466.07, Subd. 1, the school district shall defend and
indemnify any school board member or school district employee for damages in
school-related litigation, including punitive damages, claimed or levied against
the school board member or employee, provided that he or she was acting in the
performance of the duties of the position and was not guilty of malfeasance,
willful neglect of duty, or bad faith.

Pursuant to Minn. Stat. 8123B.25(b), with respect to teachers employed by the
school district, upon written request of the teacher involved, the school district
shall provide legal counsel for any school teacher against whom a claim is made
or action is brought for recovery of damages in any tort action involving physical
injury to any person or property or for wrongful death arising out of or in
connection with the employment of the teacher with the school district. The
school district will choose legal counsel after consultation with the teacher.
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C. Data Practices

Educational data and personnel data maintained by the school district may be
sought as evidence in a civil proceeding. The school district will release the data
only pursuant to the Minnesota Government Data Practices Act, Minn. Stat. Ch.
13, and to the Family Educational Rights and Privacy Act, 20 U.S.C. § 1232g and
related regulations. When an employee is subpoenaed and is expected to testify
regarding educational data or personnel data, he or she is to inform the building
administrator or designated supervisor, who shall immediately inform the
superintendent or designee. No school board member or employee may release
data without consultation in advance with the school district official who is
designated as the authority responsible for the collection, use, and dissemination
of data.

D. Service of Subpoenas

H-is-the The policy of the school district is that its officers and employees will
normally not be involved in providing service of process for third parties in the
school setting.

E. Leave to Testify

Leave for employees appearing in court, either when sued or under subpoena to
testify, will be considered in accordance with school district personnel policies
and applicable collective bargaining agreements.

IV. CRIMINAL CHARGES OR CONDUCT

A. Employees

1. The school district expects that its employees serve as positive role models
for students. As role models for students, employees have a duty to
conduct themselves in an exemplary manner.

2. If the school district receives information relating to activities of a
criminal nature by an employee, the school district will investigate and
take appropriate disciplinary action, which may include discharge, subject
to school district policies, statutes, and provisions of applicable collective
bargaining agreements.

3. Pursuant to Minn. Stat. § 123B.02, Subd. 20, if reimbursement for a
criminal defense is requested by a school district employee, the school
board may, after consulting with its legal counsel, reimburse the employee
for any costs and reasonable attorney fees incurred by the employee to
defend criminal charges brought against the employee arising out of the
performance of duties for the school district. The decision as to whether
to reimburse shall be made in the discretion of the school board. A school
board member who is a vletness or an alleged victim in the case may not
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vote on the reimbursement. If a quorum of the school board is disqualified
from voting on the reimbursement, the reimbursement must be approved
by a judge of the district court.

B. Students

The school district has an interest in maintaining a safe and healthful environment
and in preventing disruption of the educational process. In order to further that
interest, the school district will take appropriate action regarding students
convicted of crimes that relate to the school environment.

C. Criminal Investigations

1.

H—is—the The policy of the school district is to cooperate with law
enforcement officials. The school district will make all efforts, however,
to encourage law enforcement officials to question students and
employees outside of school hours and off school premises unless there
are extenuating circumstances or the matter being investigated is school-
related, or as otherwise provided by law.

If such questioning at school is unavoidable, the school district will
attempt to maintain confidentiality, to avoid embarrassment to students
and employees and to avoid disruption of the educational program. The
school district will attempt to notify parents of a student under age 18 that
police will be questioning their child. Normally, the superintendent,
principal, or other appropriate school official will be present during the
interview, except as otherwise required by law (Minn. Stat. § 626.556,
Subd. 10), or as otherwise determined in consultation with the parent or
guardian.

D. Data Practices

The school district will release to juvenile justice and law enforcement authorities
educational and personnel data only in accordance with Minn. Stat. Ch. 13
(Minnesota Government Data Practices Act) and 20 U.S.C. § 1232g (FERPA).

STATEMENTS WHEN LITIGATION IS PENDING

The school district recognizes that when a civil or criminal action is commenced or
pending, parties to the lawsuit have particular duties in reference to persons involved or
named in the lawsuit, as well as insurance carrier(s). Therefore, school board members
or school district employees shall make or release statements in that situation only in
consultation with legal counsel.

Legal References:

Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. 8§ 121A.40-121A.56 (Pupil Fair Dismissal Act)
Minn. Stat. § 123B.02, SUESd. 20 (Legal Counsel, Reimbursement)
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Cross References:

Minn. Stat. § 123B.25(b) (Actions Against Teachers)

Minn. Stat. § 466.07, Subd. 1 (Indemnification)

20 U.S.C. 8 12329 (Family Educational Rights and Privacy Act)

42 U.S.C. 8 1983 (Civil Action for Deprivating Rights)

Minn. Op. Atty. Gen. 169 (Mar. 7, 1963)

Minn. Op. Atty. Gen. 169 (Nov. 3, 1943)

Dypress v. School Committee of Boston, 446 N.E.2d 1099 (Mass. App. Ct.
1983)

Wood v. Strickland, 420 U.S. 308, 95 S.Ct. 992, 43 L.Ed.2d 214 (1975)

MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal
of School District Employees)

MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 408 (Subpoena of a School District
Employee)

MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect
or Physical or Sexual Abuse)

MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil
Records)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: May 8™, 2017

404

EMPLOYMENT BACKGROUND CHECKS
PURPOSE

The purpose of this policy is to maintain a safe and healthful environment in the school
district in order to promote the physical, social, and psychological well-being of its
students. To that end, the school district will seek a criminal history background check
for applicants who receive an offer of employment with the school district and on all
individuals, except enrolled student volunteers, who are offered the opportunity to
provide athletic coaching services or other extracurricular academic coaching services to
the school district, regardless of whether any compensation is paid, or such other
background checks as provided by this policy. The school district may also elect to do
background checks of other volunteers, independent contractors, and student employees
in the school district.

GENERAL STATEMENT OF POLICY

A. The school district shall require that applicants for school district positions who
receive an offer of employment and all individuals, except enrolled student
volunteers, who are offered the opportunity to provide athletic coaching services
or other extracurricular academic coaching services to the school district,
regardless of whether any compensation is paid, submit to a criminal history
background check. The offer of employment or the opportunity to provide
services shall be conditioned upon a determination by the school district that an
individual’s criminal history does not preclude the individual from employment
with, or provision of services to, the school district.

B. The school district specifically reserves any and all rights it may have to conduct
background checks regarding current employees, applicants, or service providers
without the consent of such individuals.

C. Adherence to this policy by the school district shall in no way limit the school
district’s right to require additional information, or to use procedures currently in
place or other procedures to gain additional background information concerning
employees, applicants, volunteers, service providers, independent contractors, and
student employees.

PROCEDURES

A Normally an individual will not commence employment or provide services until
the school district receives the results of the criminal history background check.
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The school district may conditionally hire an applicant or allow an individual to
provide services pending completion of the background check, but shall notify the
individual that the individual’s employment or opportunity to provide services
may be terminated based on the result of the background check. Background
checks will be performed by the Minnesota Bureau of Criminal Apprehension
(BCA). The BCA shall conduct the background check by retrieving criminal
history data as defined in Minn. Stat. § 13.87. The school district reserves the
right to also have criminal history background checks conducted by other
organizations or agencies.

In order for an individual to be eligible for employment or to provide athletic
coaching services or other extracurricular academic coaching services to the
school district, except for an enrolled student volunteer, the individual must sign a
criminal history consent form, which provides permission for the school district to
conduct a criminal history background check, and provide a money order or check
payable to either the BCA or to the school district, at the election of the school
district, in an amount equal to the actual cost to the BCA and the school district of
conducting the criminal history background check. The cost of the criminal
history background check is the responsibility of the individual, unless the school
district decides to pay the costs for a volunteer, an independent contractor, or a
student employee. If the individual fails to provide the school district with a
signed Informed Consent Form and fee at the time the individual receives a job
offer, or permission to provide services, the individual will be considered to have
voluntarily withdrawn the application for employment or request to provide
services.

The school district, in its discretion, may elect not to request a criminal history
background check on an individual who holds an initial entrance license issued by
the state board of teaching or the commissioner of education within the 12 months
preceding an offer of employment or permission to provide services.

The school district may use the results of a criminal background check conducted
at the request of another school hiring authority if:

1. the results of the criminal background check are on file with the other
school hiring authority or otherwise accessible;

2. the other school hiring authority conducted a criminal background check
within the previous 12 months;

3. the individual executes a written consent form giving the school district
access to the results of the check; and

4. there is no reason to believe that the individual has committed an act
subsequent to the check that would disqualify the individual for
employment or provision of services.
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E. For all nonstate residents who are offered employment with or the opportunity to
provide athletic coaching services or other extracurricular academic coaching
services to the school district, the school district shall request a criminal history
background check on such individuals from the superintendent of the BCA and
from the government agency performing the same function in the resident state or,
if no government entity performs the same function in the resident state, from the
Federal Bureau of Investigation. The offer of employment or the opportunity to
provide services shall be conditioned upon a determination by the school district
that an individual’s criminal history does not preclude the individual from
employment with, or provision of services to, the school district. Such individuals
must provide an executed criminal history consent form.

F. When required, individuals must provide fingerprints to assist in a criminal
history background check. If the fingerprints provided by the individual are
unusable, the individual will be required to submit another set of prints.

G. Copies of this policy shall be available in the school district’s employment office
and will be distributed to applicants for employment and individuals who are
offered the opportunity to provide athletic coaching services or other
extracurricular academic coaching services upon request. The need to submit to a
criminal history background check may be included with the basic criteria for
employment or provision of services in the position posting and position
advertisements.

H. The individual will be informed of the results of the criminal background check(s)
to the extent required by law.

l. If the criminal history background check precludes employment with, or
provision of services to, the school district, the individual will be so advised.

J. The school district may apply these procedures to other volunteers, independent
contractors, or student employees.

K. At the beginning of each school year or when a student enrolls, the school district
will notify parents and guardians about this policy and identify those positions
subject to a background check and the extent of the school district’s discretion in
requiring a background check. The school district may include this notice in its
student handbook, a school policy guide, or other similar communication. A form
notice for this purpose is included with this policy.

CRIMINAL HISTORY CONSENT FORM

A form to obtain consent for a criminal history background check is included with this
policy.
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V. BACKGROUND CHECKS RELATING TO VOLUNTEERS
Annual background checks for all District volunteers will follow these guidelines:

1. In District / Academic Day Volunteer
a. District paid
b. Examples include, but are not limited to:
i. Small group leader, classroom preparation, Media Center aide

2. Off-site / Overnight VVolunteer
a. Volunteer paid (unless the District has previously funded one in the same
school year)
b. Examples include, but are not limited to:
i. Trips to the zoo, Spanish/Music/Senior trips, Lock ins, Wolf Ridge

Legal References: ~ Minn. Stat. 8 13.04, Subd. 4 (Inaccurate or Incomplete Data)
Minn. Stat. § 13.87, Subd. 1 (Criminal History Data)
Minn. Stat. § 123B.03 (Background Check)
Minn. Stat. 8§ 299C.60-299C.64 (Minnesota Child Protection Background
Check Act)
Minn. Stat. § 364.09(b) (Exception for School Districts)

Cross References:
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Adopted: MSBA/MASA Model Policy 404

Orig. 1995

Revised: Rev. 2009

404

EMPLOYMENT BACKGROUND CHECKS
[Note: The provisions of this policy substantially reflect statutory requirements.]
PURPOSE

The purpose of this policy is to maintain a safe and healthful environment in the school
district in order to promote the physical, social, and psychological well-being of its
students. To that end, the school district will seek a criminal history background check
for applicants who receive an offer of employment with the school district and on all
individuals, except enrolled student volunteers, who are offered the opportunity to
provide athletic coaching services or other extracurricular academic coaching services to
the school district, regardless of whether any compensation is paid, or such other
background checks as provided by this policy. The school district may also elect to do
background checks of other volunteers, independent contractors, and student employees
in the school district.

GENERAL STATEMENT OF POLICY

A. The school district shall require that applicants for school district positions who
receive an offer of employment and all individuals, except enrolled student
volunteers, who are offered the opportunity to provide athletic coaching services
or other extracurricular academic coaching services to the school district,
regardless of whether any compensation is paid, submit to a criminal history
background check. The offer of employment or the opportunity to provide
services shall be conditioned upon a determination by the school district that an
individual’s criminal history does not preclude the individual from employment
with, or provision of services to, the school district.

B. The school district specifically reserves any and all rights it may have to conduct
background checks regarding current employees, applicants, or service providers
without the consent of such individuals.

C. Adherence to this policy by the school district shall in no way limit the school
district’s right to require additional information, or to use procedures currently in
place or other procedures to gain additional background information concerning
employees, applicants, volunteers, service providers, independent contractors, and
student employees.

PROCEDURES

A. Normally an individual will not commence employment or provide services until
the school district receives the r%slults of the criminal history background check.
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The school district may conditionally hire an applicant or allow an individual to
provide services pending completion of the background check but shall notify the
individual that the individual’s employment or opportunity to provide services
may be terminated based on the result of the background check. Background
checks will be performed by the Minnesota Bureau of Criminal Apprehension
(BCA). The BCA shall conduct the background check by retrieving criminal
history data as defined in Minn. Stat. § 13.87. The school district reserves the
right to also have criminal history background checks conducted by other
organizations or agencies.

In order for an individual to be eligible for employment or to provide athletic
coaching services or other extracurricular academic coaching services to the
school district, except for an enrolled student volunteer, the individual must sign a
criminal history consent form, which provides permission for the school district to
conduct a criminal history background check, and provide a money order or check
payable to either the BCA or to the school district, at the election of the school
district, in an amount equal to the actual cost to the BCA and the school district of
conducting the criminal history background check. The cost of the criminal
history background check is the responsibility of the individual, unless the school
district decides to pay the costs for a volunteer, an independent contractor, or a
student employee. If the individual fails to provide the school district with a
signed Informed Consent Form and fee at the time the individual receives a job
offer, or permission to provide services, the individual will be considered to have
voluntarily withdrawn the application for employment or request to provide
services.

[Note: If the school district elects to receive payment, it may, at its discretion,
accept payment in the form of a negotiable instrument other than a money
order or check and then pay the superintendent of the BCA directly to conduct
the background check.]

The school district, in its discretion, may elect not to request a criminal history
background check on an individual who holds an initial entrance license issued by
the state—board—ofteaching Minnesota Professional Educator Licensing and
Standards Board or the commissioner of education within the 12 months
preceding an offer of employment or permission to provide services.

The school district may use the results of a criminal background check conducted
at the request of another school hiring authority if:

1. the results of the criminal background check are on file with the other
school hiring authority or otherwise accessible;

2. the other school hiring authority conducted a criminal background check
within the previous 12 months;

3. the individual executes a written consent form giving the school district
access to the results of the5(2:heck; and
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4. there is no reason to believe that the individual has committed an act
subsequent to the check that would disqualify the individual for
employment or provision of services.

For all nonstate residents who are offered employment with or the opportunity to
provide athletic coaching services or other extracurricular academic coaching
services to the school district, the school district shall request a criminal history
background check on such individuals from the superintendent of the BCA and
from the government agency performing the same function in the resident state or,
if no government entity performs the same function in the resident state, from the
Federal Bureau of Investigation. The offer of employment or the opportunity to
provide services shall be conditioned upon a determination by the school district
that an individual’s criminal history does not preclude the individual from
employment with, or provision of services to, the school district. Such individuals
must provide an executed criminal history consent form.

When required, individuals must provide fingerprints to assist in a criminal
history background check. If the fingerprints provided by the individual are
unusable, the individual will be required to submit another set of prints.

Copies of this policy shall be available in the school district’s employment office
and will be distributed to applicants for employment and individuals who are
offered the opportunity to provide athletic coaching services or other
extracurricular academic coaching services upon request. The need to submit to a
criminal history background check may be included with the basic criteria for
employment or provision of services in the position posting and position
advertisements.

The individual will be informed of the results of the criminal background check(s)
to the extent required by law.

If the criminal history background check precludes employment with, or
provision of services to, the school district, the individual will be so advised.

The school district may apply these procedures to other volunteers, independent
contractors, or student employees.

At the beginning of each school year or when a student enrolls, the school district
will notify parents and guardians about this policy and identify those positions
subject to a background check and the extent of the school district’s discretion in
requiring a background check. The school district may include this notice in its
student handbook, a school policy guide, or other similar communication. A form
notice for this purpose is included with this policy.

CRIMINAL HISTORY CONSENT FORM

A form to obtain consent for a criminaISQistory background check is included with this
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policy.

Legal References:  Minn. Stat. § 13.04, Subd. 4 (Inaccurate or Incomplete Data)
Minn. Stat. § 13.87, Subd. 1 (Criminal History Data)
Minn. Stat. § 123B.03 (Background Check)
Minn. Stat. 88 299C.60-299C.64 (Minnesota Child Protection Background
Check Act)
Minn. Stat. § 364.09(b) (Exception for School Districts)

Cross References:
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: Sept. 12, 2007

Revised: December 12", 2016

406

PUBLIC AND PRIVATE PERSONNEL DATA

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.

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.

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 suggestiogSexcept the identity of the employee making the
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suggestion.

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

“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 the federal Family Educational Rights and Privacy Act and
employment records held by a school district in its role as employer.

“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 ba%léground;
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

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 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;

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;

work location;

work telephone number;

badge number;

work-related continuing education;

honors and awards received; and

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.

The following information on applicants for employment is public:

1.

2.

veteran status;
relevant test scores;
rank on eligible list;
job history;

education and training; anéi7
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6. work availability.

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.

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.

b.

residential address;

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

first and last dates of service on the public body;

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

upon completion of an investigation of a complaint or charge
against an appointgg, the final investigative report is public, unless
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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.

Regardless of whether there has been a final disposition as defined in Minn. Stat.
8§ 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.

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.

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.

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

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

Parking space leasing data are private.

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

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.

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.
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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. 8 253B.07, Subd. 1; or

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

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.

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.

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.

The school district shall make any report to the board of teaching or the state
board of education as required by Minn. Stat. 8 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. 8
122A.20, Subd. 2.

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.

When a report of alleged maltreatment of a student in a school is made to the
Commissioner of Education, datgothat are relevant and collected by the school
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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.

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.

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.

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.

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.

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.

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 maltreatm6e1nt involving a teacher, the school principal or
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VI.

VII.

VIII.

other person having administrative control of the school must include in the
teacher’s employment record the information contained in the record of the
disciplinary action or the final maltreatment determination, consistent with the
definition of public data under Minn. Stat. § 13.41, Subd. 5, and must provide the
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.

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.

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.

RESPONSIBLE AUTHORITY

The school district has designated Superintendent Matthew Helgerson at 952-492-6200 as
the authority responsible for personnel data. If you have any questions, contact him.

EMPLOYEE AUTHORIZATION/RELEASE FORM

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

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

Minn. Stat. § 13.02 (Definitions)

Minn. Stat. § 13.37 (General Nonpublic Data)

Minn. Stat. § 13.39 (Civil Investigation Data)

Minn. Stat. § 13.43 (Personnel Data)

Minn. Stat. § 13.601, Subg.ZS (Elected and Appointed Officials)
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Cross References:

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

Minn. Stat. 8§ 122A.40, Subds. 13 and 16 (Employment; Contracts;
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)

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 Data — 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 | want to release
[name of government entity] [explanation of data]

2. I understand that | 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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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.]

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.

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.

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.
g9 65
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“Finalist” means an individual who is selected to be interviewed by the school
board for a position.

“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 the federal Family Educational Rights and Privacy Act and
employment records held by a school district in its role as employer.

“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.

15.

16.

17.

18.

19.

20.

21.

22,

23.

24,

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 action, as defined in Minn. Stat. 8
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;

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;

work location;

work telephone number;

badge number;

work-related continuing education;

honors and awards received; and

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.

The following information on applicants for employment is public:

1.

2.

veteran status;
relevant test scores;
rank on eligible list;
job history;

education and training; and
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6. work availability.

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.

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.

b.

residential address;

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

first and last dates of service on the public body;

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

upon completion of an investigation of a complaint or charge
against an appointee, the final investigative report is public, unless
access to the data \éVé)u|d 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.

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.

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.

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.

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

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

Parking space leasing data are private.

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

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.

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.

The school district may, if the69responsible 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.

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.

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.

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.

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

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.

When a report of alleged maltreatment of a student in a school is made to the
Commissioner of Education, dat%alothat are relevant and collected by the school
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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.

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.

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.

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.

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.

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.

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 maltreatm7e1nt involving a teacher, the school principal or
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other person having administrative control of the school must include in the
teacher’s employment record the information contained in the record of the
disciplinary action or the final maltreatment determination, consistent with the
definition of public data under Minn. Stat. § 13.41, Subd. 5, and must provide the
Beard—of Teaching Minnesota Professional Educator Licensing and Standards
Board and the licensing division at MDE with the necessary and relevant
information to enable the Beard—ofTFeaching Minnesota Professional Educator
Licensing and Standards Board and MDE’s licensing division to fulfill their
statutory and administrative duties related to issuing, renewing, suspending, or
revoking a teacher’s license. In addition to the background check required under
Minn. Stat. § 123B.03, a school board or other school hiring authority must
contact the Beard-efFeaching Minnesota Professional Educator Licensing and
Standards Board 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.

VIl. 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.

VIIl. 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 (CiviI7I2nvestigati0n Data)
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Cross References:

Minn. Stat. § 13.43 (Personnel Data)

Minn. Stat. § 13.601, Subd. 3 (Elected and Appointed Officials)

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

Minn. Stat. § 122A.40, Subds. 13 and 16 (Employment; Contracts;
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)

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 Data — 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 | want to release
[name of government entity] [explanation of data]

2. | understand that | 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
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September 12, 2007

Revised: December 12, 2016

418

DRUG-FREE WORKPLACE/DRUG-FREE SCHOOL

PURPOSE

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

GENERAL STATEMENT OF POLICY

A

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

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

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

DEFINITIONS

A

“Alcohol” includes any alcoholic beverage, malt beverage, fortified wine, or other
intoxicating liquor.

“Controlled substances” include narcotic drugs, hallucinogenic drugs,
amphetamines, barbiturates, marijuana, anabolic steroids, or any other controlled
substance as defined in Schedules I through V of the Controlled Substances Act,
21 U.S.C. 8 812, including analogues and look-alike drugs.

“Medical cannabis” means any species of the genus cannabis plant, or any
mixture or preparation of them, including whole plant extracts and resins, and is
delivered in the form of: (1) liquid, including, but not limited to, oil; (2) pill; (3)
vaporized delivery method with use of liquid or oil but which does not require the
use of dried leaves or plant form; or (4) any other method, excluding smoking,
approved by the commissioner.

“Toxic substances” includes glue78ement, aerosol paint, or other substances used
418-1



or possessed with the intent of inducing intoxication or excitement of the central
nervous system.

E. “Use” includes to sell, buy, manufacture, distribute, dispense, possess, use, or be under

the influence of alcohol and/or controlled substances, whether or not for the
purpose of receiving remuneration or consideration.

F. “Possess” means to have on one’s person, in one’s effects, or in an area subject to

one’s control.

G. “School location” includes any school building or on any school premises; in any

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

EXCEPTIONS

A.

A violation of this policy does not occur when a person brings onto a school
location, for such person’s own use, a controlled substance, except medical
cannabis, which has a currently accepted medical use in treatment in the United
States and the person has a physician’s prescription for the substance. The person
shall comply with the relevant procedures of this policy.

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

PROCEDURES

A

Students who have a prescription from a physician for medical treatment with a
controlled substance, except medical cannabis, must comply with the school
district’s student medication policy.
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VI.

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

C. Each employee shall be provided with written notice of this Drug-Free
Workplace/Drug-Free School policy and shall be required to acknowledge that he
or she has received the policy.

D. Employees are subject to the school district’s drug and alcohol testing policies
and procedures.

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

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

G. Possession of alcohol on school grounds pursuant to the exceptions of Minn. Stat.
8 624.701, Subd. 1a, shall be by permission of the school board only. The
applicant shall apply for permission in writing and shall follow the school board
procedures for placing an item on the agenda.

ENFORCEMENT
A Students
1. A student who violates the terms of this policy shall be subject to

discipline in accordance with the school district’s discipline policy. Such
discipline may include suspension or expulsion from school.

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

B. Employees

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

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

In addition, any employee who violates the terms of this policy may be
required to satisfactorily participate in a drug and/or alcohol abuse
assistance or rehabilitation program approved by the school district. Any
employee who fails to satisfactorily participate in and complete such a
program is subject to nonrenewal, suspension, or termination as deemed
appropriate by the school board.

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

C. The Public

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

Legal References:

Cross References:

Minn. Stat. § 121A.22 (Administration of Drugs and Medicine)

Minn. Stat. § 152.22 (Medical Cannabis; Definitions)

Minn. Stat. § 152.23 (Medical Cannabis; Limitations)

Minn. Stat. § 340A.403 (3.2 Percent Malt Liquor Licenses)

Minn. Stat. 8§ 340A.404 (Intoxicating Liquor; On-Sale Licenses)

Minn. Stat. § 609.684 (Sale of Toxic Substances to Children; Abuse of
Toxic Substances)

Minn. Stat. § 624.701 (Liquor in Certain Buildings or Grounds)

20 U.S.C. § 7101-7165 (Safe and Drug-Free Schools and Communities
Act)

21 U.S.C. 8 812 (Schedules of Controlled Substances)

41 U.S.C. 88 8101-8106 (Drug-Free Workplace Act)

21 C.F.R. 88§ 1308.11-1308.15 (Controlled Substances)

34 C.F.R. Part 84 (Government-wide Requirements for Drug-Free
Workplace)

MSBA/MASA Model Pol7igy 403 (Discipline, Suspension, and Dismissal
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of School District Employees)

MSBA/MASA Model Policy 416 (Drug and Alcohol Testing)
MSBA/MASA Model Policy 417 (Chemical Use and Abuse)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 516 (Student Medication)
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JOI ‘D/ \N Matthew Helgerson, Superintendent of Schools

school district 7’]7 mhelgerson@isd717.org

District Office Our Mission: “Inspire a caring community to ignite learning, innovation, and success for all.”
500 Sunset Drive

Jordan, MN 55352

952-492-6200

952-492-4445 fax

— ACKNOWLEDGMENT —

DRUG-FREE WORKPLACE / DRUG-FREE SCHOOL
POLICY

I have received a copy of the Drug-Free Workplace/Drug-Free School Policy of
Independent School District No.717, Jordan, Minnesota.

Dated:

Signature of Employee/Applicant

Typed or Printed Name
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MSBA/MASA Model Policy 418

Revised:
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Orig. 1995
Rev. 2015

DRUG-FREE WORKPLACE/DRUG-FREE SCHOOL

[Note: School districts are required by statute to have a policy addressing these issues.]

PURPOSE

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

GENERAL STATEMENT OF POLICY

A

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

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

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

DEFINITIONS

A.

“Alcohol” includes any alcoholic beverage, malt beverage, fortified wine, or other
intoxicating liquor.

“Controlled substances” include narcotic drugs, hallucinogenic drugs,
amphetamines, barbiturates, marijuana, anabolic steroids, or any other controlled
substance as defined in Schedules I through V of the Controlled Substances Act,
21 U.S.C. 8 812, including analogues and look-alike drugs.

“Medical cannabis” means any species of the genus cannabis plant, or any
mixture or preparation of them, including whole plant extracts and resins, and is
delivered in the form of: (1) liquid, including, but not limited to, oil; (2) pill; (3)
vaporized delivery method with use of liquid or oil but which does not require the
use of dried leaves or plant form; or (4) any other method, excluding smoking,
approved by the commissioner.

“Toxic substances” includes glueélcement, aerosol paint, or other substances used

418-1



or possessed with the intent of inducing intoxication or excitement of the central
nervous system.

“Use” includes to sell, buy, manufacture, distribute, dispense, possess, use, or be
under the influence of alcohol and/or controlled substances, whether or not for the
purpose of receiving remuneration or consideration.

“Possess” means to have on one’s person, in one’s effects, or in an area subject to
one’s control.

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

IV. EXCEPTIONS

A.

A violation of this policy does not occur when a person brings onto a school
location, for such person’s own use, a controlled substance, except medical
cannabis, which has a currently accepted medical use in treatment in the United
States and the person has a physician’s prescription for the substance. The person
shall comply with the relevant procedures of this policy.

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

V. PROCEDURES

A.

Students who have a prescription from a physician for medical treatment with a
controlled substance, except medical cannabis, must comply with the school
district’s student medication policy.

[Note: School districts are required by Minn. Stat. § 121A.22 to develop
procedures for the administration of drugs and medicine. If the school district
does not have a student medication policy such as MSBA/MASA Model Policy
516, this Paragraph A. can be modified to provide: *“Students who have a
prescription from a physician for medical treatment with a controlled substance
must provide a copy of the prescription and the medication to the school nurse,
principal, or other designated staff member. The school district’s licensed
school nurse, trained health clerk, principal, or teacher will administer the
prescribed medication in accordance with school district procedures.”]
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VI.

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

C. Each employee shall be provided with written notice of this Drug-Free
Workplace/Drug-Free School policy and shall be required to acknowledge that he
or she has received the policy.

[Note: The Drug-Free Workplace Act requires that school district employees be
notified by a published statement of the prohibition of the use of controlled
substances and actions that will be taken against employees for violations of
such prohibition. 41 U.S.C. § 8103; 34 C.F.R. Part 84. An acknowledgment
will document satisfaction by the school district of this federal requirement.]

D. Employees are subject to the school district’s drug and alcohol testing policies
and procedures.

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

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

G. Possession of alcohol on school grounds pursuant to the exceptions of Minn. Stat.
8 624.701, Subd. la, shall be by permission of the school board only. The
applicant shall apply for permission in writing and shall follow the school board
procedures for placing an item on the agenda.

ENFORCEMENT
A. Students
1. A student who violates the terms of this policy shall be subject to

discipline in accordance with the school district’s discipline policy. Such
discipline may include suspension or expulsion from school.

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

B. Employees

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

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

In addition, any employee who violates the terms of this policy may be
required to satisfactorily participate in a drug and/or alcohol abuse
assistance or rehabilitation program approved by the school district. Any
employee who fails to satisfactorily participate in and complete such a
program is subject to nonrenewal, suspension, or termination as deemed
appropriate by the school board.

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

C. The Public

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

Legal References:

Cross References:

Minn. Stat. § 121A.22 (Administration of Drugs and Medicine)

Minn. Stat. § 152.22 (Medical Cannabis; Definitions)

Minn. Stat. § 152.23 (Medical Cannabis; Limitations)

Minn. Stat. § 340A.403 (3.2 Percent Malt Liquor Licenses)

Minn. Stat. § 340A.404 (Intoxicating Liquor; On-Sale Licenses)

Minn. Stat. § 609.684 (Sale of Toxic Substances to Children; Abuse of
Toxic Substances)

Minn. Stat. § 624.701 (Liguer Alcohol in Certain Buildings or Grounds)
20 U.S.C. § 7101-7165 (Safe and Drug-Free Schools and Communities
Act)

21 U.S.C. 8 812 (Schedules of Controlled Substances)

41 U.S.C. 8§ 8101-8106 (Drug-Free Workplace Act)

21 C.F.R. 88 1308.11-1308.15 (Controlled Substances)

34 C.F.R. Part 84 (Government-wide Requirements for Drug-Free
Workplace)

MSBA/MASA Model Po{lgi‘{:y 403 (Discipline, Suspension, and Dismissal
418-4



of School District Employees)

MSBA/MASA Model Policy 416 (Drug and Alcohol Testing)
MSBA/MASA Model Policy 417 (Chemical Use and Abuse)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 516 (Student Medication)
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[TO BE PLACED ON SCHOOL DISTRICT LETTERHEAD]

— ACKNOWLEDGMENT —

DRUG-FREE WORKPLACE/DRUG-FREE SCHOOL POLICY

I have received a copy of the Drug-Free Workplace/Drug-Free School Policy of
Independent School District No. : , Minnesota.

Dated:

Signature of Employee/Applicant

Typed or Printed Name
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: May 12, 2015

423

EMPLOYEE-STUDENT RELATIONSHIPS

PURPOSE

The school district is committed to an educational environment in which all students are
treated with respect and dignity. Every school district employee is to provide students
with appropriate guidance, understanding, and direction while maintaining a standard of
professionalism and acting within accepted standards of conduct.

GENERAL STATEMENT OF POLICY

A

This policy applies to all school district employees at all times, whether on or off
duty and on or off of school district locations.

At all times, students will be treated by teachers and other school district
employees with respect, courtesy, and consideration and in a professional manner.
Each school district employee is expected to exercise good judgment and
professionalism in all interpersonal relationships with students. Such
relationships must be and remain on a teacher-student basis or an employee-
student basis.

Teachers must be mindful of their inherent positions of authority and influence
over students. Similarly, other school district employees also may hold positions
of authority over students of the school district and must be mindful of their
authority and influence over students.

Sexual relationships between school district employees and students, without

regard to the age of the student, are strictly forbidden and may subject the

employee to criminal liability.

Other actions that violate this policy include, but are not limited to, the following:

1. Dating students.

2. Having any interaction/activity of a sexual nature with a student.

3. Committing or attempting to induce students or others to commit an illegal
act or act of immoral conduct which may be harmful to others or bring

discredit to the school district.

4. Supplying alcohol or any ghlegal substance to a student, allowing a student
423-1



access to such substances, or failing to take reasonable steps to prevent
such access from occurring.

F. School district employees shall, whenever possible, employ safeguards against
improper relationships with students and/or claims of such improper relationships.

G. Excessive informal and social involvement with individual students is
unprofessional, is not compatible with employee-student relationships, and is
inappropriate.

H. School district employees will adhere to applicable standards of ethics and
professional conduct in Minnesota law.

REPORTING AND INVESTIGATION

A. Complaints and/or concerns regarding alleged violations of this policy shall be
handled in accordance with MSBA/MASA Model Policy 103 (Complaints —
Students, Employees, Parents, Other Persons) unless other specific complaint
procedures are provided within any other policy of the school district.

B. All employees shall cooperate with any investigation of alleged acts, conduct, or
communications in violation of this policy.

SCHOOL DISTRICT ACTION

Upon receipt of a report, the school district will take appropriate action. Such action may
include, but is not limited to, warning, suspension, exclusion, expulsion, transfer,
remediation, termination, or discharge. It also may include reporting to appropriate state
or federal authorities, including the Board of Teaching or the appropriate licensing
authority and appropriate agencies responsible for investigating reports of maltreatment
of minors and/or vulnerable adults. School district action taken for violation of this
policy will be consistent with requirements of applicable collective bargaining
agreements, Minnesota and federal law, and school district policies.

SCOPE OF LIABILITY

Employees are placed on notice that if an employee acts outside the performance of the
duties of the position for which the employee is employed or is guilty of malfeasance,
willful neglect of duty, or bad faith, the school district is not required to defend and
indemnify the employee for damages in school-related litigation.

Legal References: ~ Minn. Stat. § 13.43, Subd. 16 (School District or Charter School

Disclosure of Violence or Inappropriate Sexual Contact)

Minn. Stat. 8§ 122A.20, Subd 2 (Mandatory Reporting to Minnesota Board
of Teaching)

Minn. Stat. 8 122A.40, Subds. 5(b) and 13(b) (Mandatory immediate
discharge of teachers Witgglicense revocations due to child or sex abuse
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Cross References:

convictions)

Minn. Stat. 8§ 609.341-609.352 (Defining “intimate parts” and “position
of authority” as well as detailing various sex offenses)

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

Minn. Stat. § 626.557 (Reporting of Maltreatment of Vulnerable Adults)
Minn. Rules Part 3512.5200 (Code of Ethics for School Administrators)
Minn. Rules Part 8700.7500 (Code of Ethics for Minnesota Teachers)

MSBA/MASA Model Policy 103 (Complaints — Students, Employees,
Parents, Other Persons)

MSBA/MASA Model Policy 211 (Criminal or Civil Action Against
School District, School Board Member, Employee, or Student)
MSBA/MASA Model Policy 306 (Administrator Code of Ethics)
MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal
of School District Employees)

MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect
or Physical or Sexual Abuse)

MSBA/MASA Model Policy 415 (Mandated Reporting of Maltreatment
of Vulnerable Adults)

MSBA/MASA Model Policy 421 (Gifts to Employees and School Board
Members)

MSBA/MASA Model Policy 507 (Corporal Punishment)
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Adopted:

MSBA/MASA Model Policy 423

Revised:

423

Orig. 1999
Rev. 2009

EMPLOYEE-STUDENT RELATIONSHIPS

PURPOSE

The school district is committed to an educational environment in which all students are
treated with respect and dignity. Every school district employee is to provide students
with appropriate guidance, understanding, and direction while maintaining a standard of
professionalism and acting within accepted standards of conduct.

GENERAL STATEMENT OF POLICY

A

This policy applies to all school district employees at all times, whether on or off
duty and on or off of school district locations.

At all times, students will be treated by teachers and other school district
employees with respect, courtesy, and consideration and in a professional manner.
Each school district employee is expected to exercise good judgment and
professionalism in all interpersonal relationships with students. Such
relationships must be and remain on a teacher-student basis or an employee-
student basis.

Teachers must be mindful of their inherent positions of authority and influence
over students. Similarly, other school district employees also may hold positions
of authority over students of the school district and must be mindful of their
authority and influence over students.

Sexual relationships between school district employees and students, without

regard to the age of the student, are strictly forbidden and may subject the

employee to criminal liability.

Other actions that violate this policy include, but are not limited to, the following:

1. Dating students.

2. Having any interaction/activity of a sexual nature with a student.

3. Committing or attempting to induce students or others to commit an illegal
act or act of immoral conduct which may be harmful to others or bring

discredit to the school district.

4. Supplying alcohol or any illegal substance to a student, allowing a student
access to such substance%,0 or failing to take reasonable steps to prevent
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such access from occurring.

F. School district employees shall, whenever possible, employ safeguards against
improper relationships with students and/or claims of such improper relationships.

[Note: Such safeguards may include the following: avoiding altogether or
minimizing physical contact, keeping doors open when talking or meeting with
students one-on-one, and/or making sure that such meetings with a student take
place in rooms with windows and/or others nearby.]

G. Excessive informal and social involvement with individual students is
unprofessional, is not compatible with employee-student relationships, and is
inappropriate.

H. School district employees will adhere to applicable standards of ethics and
professional conduct in Minnesota law.

I11. REPORTING AND INVESTIGATION

A. Complaints and/or concerns regarding alleged violations of this policy shall be
handled in accordance with MSBA/MASA Model Policy 103 (Complaints —
Students, Employees, Parents, Other Persons) unless other specific complaint
procedures are provided within any other policy of the school district.

B. All employees shall cooperate with any investigation of alleged acts, conduct, or
communications in violation of this policy.

IV. SCHOOL DISTRICT ACTION

Upon receipt of a report, the school district will take appropriate action. Such action may
include, but is not limited to, warning, suspension, exclusion, expulsion, transfer,
remediation, termination, or discharge. It also may include reporting to appropriate state
or federal authorities, including the Beard-of Feaching Minnesota Professional Educator
Licensing and Standards Board or the appropriate licensing authority and appropriate
agencies responsible for investigating reports of maltreatment of minors and/or
vulnerable adults. School district action taken for violation of this policy will be
consistent with requirements of applicable collective bargaining agreements, Minnesota
and federal law, and school district policies.

V. SCOPE OF LIABILITY

Employees are placed on notice that if an employee acts outside the performance of the
duties of the position for which the employee is employed or is guilty of malfeasance,
willful neglect of duty, or bad faith, the school district is not required to defend and
indemnify the employee for damages in school-related litigation.

Legal References:  Minn. Stat. § 13.43, Sgulbd. 16 (School District or Charter School
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Cross References:

Disclosure of Violence or Inappropriate Sexual Contact)

Minn. Stat. § 122A.20, Subd. 2 (Mandatory Reporting to Minneseta-Beard
ofTeaching Professional Educator Licensing and Standards Board or
Board of School Administrators)

Minn. Stat. 8 122A.40, Subds. 5(b) and 13(b) (Mandatory immediate
discharge of teachers with license revocations due to child or sex abuse
convictions)

Minn. Stat. 88 609.341-609.352 (Defining “intimate parts” and “position
of authority” as well as detailing various sex offenses)

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

Minn. Stat. § 626.557 (Reporting of Maltreatment of Vulnerable Adults)
Minn. Rules Part 3512.5200 (Code of Ethics for School Administrators)
Minn. Rules Part 8700.7500 (Code of Ethics for Minnesota Teachers)

MSBA/MASA Model Policy 103 (Complaints — Students, Employees,
Parents, Other Persons)

MSBA/MASA Model Policy 211 (Criminal or Civil Action Against
School District, School Board Member, Employee, or Student)
MSBA/MASA Model Policy 306 (Administrator Code of Ethics)
MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal
of School District Employees)

MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect
or Physical or Sexual Abuse)

MSBA/MASA Model Policy 415 (Mandated Reporting of Maltreatment
of Vulnerable Adults)

MSBA/MASA Model Policy 421 (Gifts to Employees and School Board
Members)

MSBA/MASA Model Policy 507 (Corporal Punishment)
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: 2015

Revised: December 12t 2016

427

WORKLOAD LIMITS FOR CERTAIN SPECIAL EDUCATION TEACHERS

PURPOSE

The purpose of this policy is to establish general parameters for determining the workload
limits of special education staff who provide services to children with disabilities receiving
direct special education services 60 percent or less of the instructional day.

DEFINITIONS

A

Special Education Staff; Special Education Teacher

“Special education staff” and “special education teacher” both mean a teacher
employed by the school district who is licensed under the rules of the Minnesota
Board of Teaching to instruct children with specific disabling conditions.

Direct Services

“Direct services” means special education services provided by a special education
teacher when the services are related to instruction, including cooperative teaching.

Indirect Services

“Indirect services” means special education services provided by a special
education teacher which include ongoing progress reviews; cooperative planning;
consultation; demonstration teaching; modification and adaptation of the
environment, curriculum, materials, or equipment; and direct contact with children
with disabilities to monitor and observe.

Workload

“Workload” means a special education teacher’s total number of minutes required
for all due process responsibilities, including direct and indirect services,
evaluation and reevaluation time, management of individualized education
programs (IEPs), travel time, parental contact, and other services required in the
IEPs.
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I1l.  GENERAL STATEMENT OF POLICY

A. Workload limits for special education teachers shall be determined by the
appropriate special education administrator, in consultation with the building
principal and the superintendent.

B. In determining workload limits for special education staff, the school district shall
take into consideration the following factors: student contact minutes, evaluation
and reevaluation time, indirect services, management of IEPs, travel time, and
other services required in the IEPs of eligible students.

IV. COLLECTIVE BARGAINING AGREEMENT UNAFFECTED

This policy shall not be construed as a reopening of negotiations between the school
district and the special education teachers’ exclusive representative, nor shall it be
construed to alter or limit in any way the managerial rights or other authority of the school
district set forth in the Public Employment Labor Relations Act or in the collective
bargaining agreement between the school district and the special education teachers’
exclusive representative.

Legal References: ~ Minn. Stat. § 179A.07, Subd. 1 (Inherent Managerial Policy)
Minn. Rule 3525.0210, Subps. 14, 27, 44, and 49 (Definitions of “Direct
Services,” “Indirect Services,” “Teacher,” and “Workload”)
Minn. Rule 3525.2340, Subp. 4.B. (Case Loads for School-Age
Educational Service Alternatives)

Cross References:  MSBA/MASA Model Policy 508 (Extended School Year for Certain
Students with Individualized Education Programs)
MSBA/MASA Model Policy 608 (Instructional Services — Special
Education)
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Adopted: MSBA/MASA Model Policy 427

Orig. 2015

Revised:

427

WORKLOAD LIMITS FOR CERTAIN SPECIAL EDUCATION TEACHERS

[Note: School districts are required by Minn. Rule 3525.2340, Subp. 4.B., to have a
policy for determining the workload limits of special education staff who provide
services to students who receive direct special education services 60 percent or less of the
instructional day.]

[Note: Minn. Stat. § 179A.07, Subd. 1, of the Public Employment Labor Relations Act
(PELRA) provides that a public employer is not required to meet and negotiate on
matters of inherent managerial policy. Matters of inherent managerial policy include,
but are not limited to, the organizational structure, selection of personnel, and direction
and number of personnel. MSBA'’s position is that this policy is hot a mandatory subject
of bargaining. School districts, therefore, are cautioned to not relinquish their inherent
managerial right to determine workload limits for special education teachers.]

PURPOSE

The purpose of this policy is to establish general parameters for determining the workload
limits of special education staff who provide services to children with disabilities receiving
direct special education services 60 percent or less of the instructional day.

DEFINITIONS

A. Special Education Staff; Special Education Teacher

“Special education staff” and “special education teacher” both mean a teacher
employed by the school district who is licensed under the rules of the Minnesota
Beard—efTeaching Professional Educator Licensing and Standards Board to
instruct children with specific disabling conditions.

B. Direct Services

“Direct services” means special education services provided by a special education
teacher when the services are related to instruction, including cooperative teaching.

C. Indirect Services

“Indirect services” means special education services provided by a special
education teacher which include ongoing progress reviews; cooperative planning;
consultation; demonstration teaching; modification and adaptation of the
environment, curriculum, materials, or equipment; and direct contact with children
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with disabilities to monitor and observe.
D. Workload

“Workload” means a special education teacher’s total number of minutes required
for all due process responsibilities, including direct and indirect services,
evaluation and reevaluation time, management of individualized education
programs (IEPs), travel time, parental contact, and other services required in the
IEPs.

I11. GENERAL STATEMENT OF POLICY

A. Workload limits for special education teachers shall be determined by the
appropriate special education administrator, in consultation with the building
principal and the superintendent.

B. In determining workload limits for special education staff, the school district shall
take into consideration the following factors: student contact minutes, evaluation
and reevaluation time, indirect services, management of IEPs, travel time, and
other services required in the IEPs of eligible students.

IV. COLLECTIVE BARGAINING AGREEMENT UNAFFECTED

This policy shall not be construed as a reopening of negotiations between the school
district and the special education teachers’ exclusive representative, nor shall it be
construed to alter or limit in any way the managerial rights or other authority of the school
district set forth in the Public Employment Labor Relations Act or in the collective
bargaining agreement between the school district and the special education teachers’
exclusive representative.

Legal References:  Minn. Stat. § 179A.07, Subd. 1 (Inherent Managerial Policy)
Minn. Rule 3525.0210, Subps. 14, 27, 44, and 49 (Definitions of “Direct
Services,” “Indirect Services,” “Teacher,” and “Workload”)
Minn. Rule 3525.2340, Subp. 4.B. (Case Loads for School-Age
Educational Service Alternatives)

Cross References:  MSBA/MASA Model Policy 508 (Extended School Year for Certain
Students with Individualized Education Programs)
MSBA/MASA Model Policy 608 (Instructional Services — Special
Education)
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JORDAN D STR CT SCHOOLS
POLI CY
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505

DISTRIBUTION OF NONSCHOOL-SPONSORED MATERIALS ON SCHOOL
PREMISES BY STUDENTS AND EMPLOYEES

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.

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.

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.

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.

“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.

“Obscene to minors” means:

1. The average person, applging contemporary community standards, would
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find that the material, taken as a whole, appeals to the prurient interest of
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 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.
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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.

2.

is obscene to minors;
is libelous or slanderous;

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;

advertises or promotes any product or service not permitted to minors by
law;

advocates violence or other illegal conduct;

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);

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.

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.

2.

whether the material is educationally related,

the extent to which distribution is likely to cause disruption of or
interference with the school district’s educational objectives, discipline, or
school activities;

whether the materials can be distributed from the office or other isolated
location so as to minimize disruption of traffic flow in hallways;

the quantity or size of materials to be distributed,

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

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.

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

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.

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.

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 pelrggn.
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VII.

VIII.

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.

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.

NOTICE OF POLICY TO STUDENTS AND EMPLOYEES

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

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.

The following disclaimer shall be included on all posted documents:
‘Not a school sponsored event. This has been reviewed by a school administrator and is
in accordance with Policy 505. " (signature of school administrator)
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Legal References:

Cross References:

U. S. Const., amend. |

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)

Bystrom v. Fridley High School, 822 F.2d 747 (8™ Cir. 1987)

Roark v. South Iron R-1 School Dist., 573 F.3d 556 (8™ Cir. 2009)

Victory Through Jesus Sports Ministry Foundation v. Lee’s Summit R-1
School Dist., 640 F.3d 329 (8" Cir. 2011), cert. denied __ U.S. 132
S.Ct. 592 (2011)

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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DISTRIBUTION OF NONSCHOOL-SPONSORED MATERIALS ON SCHOOL
PREMISES BY STUDENTS AND EMPLOYEES

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.

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.

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.

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.

“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.

“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 whorrio%istribution 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.

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

“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.

“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.

Requests for distribution of nonsc:lrcl)aol-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.

2.

is obscene to minors;
is libelous or slanderous;

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,;

advertises or promotes any product or service not permitted to minors by
law;

advocates violence or other illegal conduct;

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);

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.

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.

2.

whether the material is educationally related,

the extent to which distribution is likely to cause disruption of or
interference with the school district’s educational objectives, discipline, or
school activities;

whether the materials can be distributed from the office or other isolated
location so as to minimize disruption of traffic flow in hallways;

the quantity or size of materials to be distributed;

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

whether distribution woull% 5require 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.

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.

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

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.

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.

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.

If the person is dissatisfied witqotge decision of the principal, the person may
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VII.

VIII.

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.

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.

NOTICE OF POLICY TO STUDENTS AND EMPLOYEES

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

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. |

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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Cross References:

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 (8" Cir. 1987)

Roark v. South Iron R-1 School Dist., 573 F.3d 556 (8™ Cir. 2009)

Victory Through Jesus Sports Ministry Foundation v. Lee’s Summit R-7
School Dist., 640 F.3d 329 (8" Cir. 2011), cert. denied 565 U.S. 1036, 132
S.Ct. 592 (2011)

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: December 12, 2016

520

STUDENT SURVEYS

PURPOSE

Occasionally, the school district utilizes surveys to obtain student opinions and
information about students. The purpose of this policy is to establish the parameters of
information that may be sought in student surveys.

GENERAL STATEMENT OF POLICY

Student surveys may be conducted as determined necessary by the school district.
Surveys, analyses, and evaluations conducted as part of any program funded through the
U.S. Department of Education must comply with 20 U.S.C. § 1232h.

STUDENT SURVEYS IN GENERAL

A.

Student surveys will be conducted anonymously and in an indiscernible fashion.
No mechanism will be used for identifying the participating student in any way.
No attempt will be made in any way to identify a student survey participant. No
requirement that the student return the survey shall exist, and no record of the
student’s returning a survey will be maintained.

The superintendent may choose not to approve any survey that seeks probing
personal and/or sensitive information that could result in identifying the survey
participant, or is discriminatory in nature based on age, race, color, sex, disability,
religion, or national origin.

Surveys containing questions pertaining to the student’s or the student’s parent(s)
or guardian(s) personal beliefs or practices in sex, family life, morality, and
religion will not be administered to any student unless the parent or guardian of
the student is notified in writing that such survey is to be administered and the
parent or guardian of the student gives written permission for the student to
participate or has the opportunity to opt out of the survey depending upon how the
survey is funded. Any and all documents containing the written permission of a
parent for a student to participate in a survey will be maintained by the school
district in a file separate from the survey responses.

Although the survey is conducted anonymously, potential exists for personally
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identifiable information to be provided in response thereto. To the extent that
personally identifiable information of a student is contained in his or her
responses to a survey, the school district will take appropriate steps to ensure the
data is protected in accordance with Minn. Stat. Ch. 13 (Minnesota Government
Data Practices Act), 20 U.S.C. § 1232g (Family Educational Rights and Privacy
Act) and 34 C.F.R. Part 99.

The school district must not impose an academic or other penalty on a student
who opts out of participating in a student survey.

IV. STUDENT SURVEYS CONDUCTED AS PART OF DEPARTMENT OF
EDUCATION PROGRAM

A

All instructional materials, including teacher’s manuals, films, tapes, or other
supplementary material which will be used in connection with any survey,
analysis, or evaluation as part of any program funded in whole or in part by the
U.S. Department of Education, shall be available for inspection by the parents or
guardians of the students.

No student shall be required, as part of any program funded in whole or in part by
the U.S. Department of Education, without the prior consent of the student (if the
student is an adult or emancipated minor), or, in the case of an unemancipated
minor, without the prior written consent of the parent, to submit to a survey that
reveals information concerning:

1. political affiliations or beliefs of the student or the student’s parent;

2. mental and psychological problems of the student or the student’s family;
3. sex behavior or attitudes;

4. illegal, antisocial, self-incriminating, or demeaning behavior;

5. critical appraisals of other individuals with whom respondents have close

family relationships;

6. legally recognized privileged or analogous relationships, such as those of
lawyers, physicians, and ministers;

7. religious practices, affiliations, or beliefs of the student or the student’s
parent; or

8. income (other than that required by law to determine eligibility for
participation in a program or for receiving financial assistance under such
program).
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A school district that receives funds under any program funded by the U.S.
Department of Education shall develop local policies consistent with Sections
IV.A. and IV.B., above, concerning student privacy, parental access to
information, and administration of certain physical examinations to minors.

1. The following policies are to be adopted in consultation with parents:

a.

The right of a parent to inspect, on request, a survey, including an
evaluation, created by a third party before the survey is
administered or distributed by a school to a student, including
procedures for granting a parent’s request for reasonable access t0
such survey within a reasonable period of time after the request is
received.

“Parent” means a legal guardian or other person acting in loco
parentis (in place of a parent), such as a grandparent or stepparent
with whom the child lives, or a person who is legally responsible
for the welfare of the child.

Arrangements to protect student privacy in the event of the
administration or distribution of a survey, including an evaluation,
to a student which contains one or more of the items listed in
Section 1V.B., above, including the right of a parent of a student to
inspect, on request, any such survey.

The right of a parent of a student to inspect, on request, any
instructional material used as part of the educational curriculum for
the student and procedures for granting a request by a parent for
such access within a reasonable period of time after the request is
received.

“Instructional material” means instructional content that is
provided to a student, regardless of format, including printed or
representational materials, audio-visual materials, and materials in
electronic or digital formats (i.e., materials accessible through the
Internet). The term does not include academic tests or academic
assessments.

The administration of physical examinations or screenings that the
school district may administer to a student. This provision does
not apply to a survey administered to a student in accordance with
the Individuals with Disabilities Education Act (20 U.S.C. § 1400,
et seq.).

The collection, disclosure, or use of personal information collected
from students for the purpose of marketing or for selling that
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information (or otherwise providing the information to others for
that purpose), including arrangements to protect student privacy
that are provided by the school district in the event of such
collection, disclosure, or use.

1)

)

©)

“Personal information” means individually identifiable
information including a student or parent’s first and last
name; a home or other physical address (including street
name and the name of the city or town); a telephone
number; or a Social Security identification number.

This provision does not apply to the collection, disclosure,
or use of personal information collected from students for
the exclusive purpose of developing, evaluating, or
providing educational products or services for, or to,
students or educational institutions, such as:

@ college or other post-secondary education
recruitment or military;

(b) book clubs, magazines, and programs providing
access to low cost literary products;

(c) curriculum and instructional materials used by
elementary and secondary schools;

(d) tests and assessments used by elementary schools
and secondary schools to provide cognitive,
evaluative, diagnostic, clinical, aptitude, or
achievement information about students, or to
generate other statistically useful data for the
purpose of securing such tests and assessments and
the subsequent analysis and public release of the
aggregate data from such tests and assessments;

(e) the sale by students of products or services to raise
funds for school-related or education-related
activities; and

Q) student recognition programs.

The right of a parent to inspect, on request, any instrument
used in the collection of information, as described in
Section 1V.C.1., Subparagraph e., above, before the
instrument is administered or distributed to a student and
procedures for granting a request by a parent for reasonable
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access to such an instrument within a reasonable period of
time after the request is received.

The policies adopted under Section IV.C., Subparagraph 1., above, shall
provide for reasonable notice of the adoption or continued use of such
policies directly to parents of students enrolled in or served by the school
district.

a. The notice will be provided at least annually, at the beginning of
the school year, and within a reasonable period of time after any
substantive change in a policy.

b. The notice will provide parents with an opportunity to opt out of
participation in the following activities:

1) Activities involving the collection, disclosure, or use of
personal information collected from students for the
purpose of marketing or for selling that information, or
otherwise providing that information to others for that
purpose.

(2) The administration of any third-party survey (non-
Department of Education funded) containing one or more
of the items contained in Section IV.B., above.

3) Any nonemergency, invasive physical examination or
screening that is required as a condition of attendance,
administered by the school and scheduled by the school in
advance, and not necessary to protect the immediate health
and safety of the student or other students.

“Invasive physical examination” means any medical
examination that involves the exposure of private body
parts, or act during such examination that includes incision,
insertion, or injection into the body, but does not include a
hearing, vision, or scoliosis screening.

C. The notice will advise students of the specific or approximate dates
during the school year when the activities in Section IV.C.2.,
Subparagraph b., above, are scheduled, or expected to be
scheduled.

d. The notice provisions shall not be construed to preempt applicable
provisions of state law that require parental notification and do not
apply to any physical examination or screening that is permitted or
required by applicable state law, including physical examinations

5205



V. NOTICE

or screenings that are permitted without parental notification.

A. The school district must give parents and students notice of this policy at the
beginning of each school year and after making substantive changes to this policy.

B. The school district must inform parents at the beginning of the school year if the
district or school has identified specific or approximate dates for administering
surveys and give parents reasonable notice of planned surveys scheduled after the
start of the school year. The school district must give parents direct, timely notice
when their students are scheduled to participate in a student survey by United
States mail, e-mail, or another direct form of communication.

C. The school district must give parents the opportunity to review the survey and to
opt their students out of participating in the survey.

Legal References:

Cross References:

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

Minn. Stat. 8 121A.065 (District Surveys to Collect Student Information;
Parent Notice and Opportunity for Opting Out)

20 U.S.C. 8 12329 (Family Educational Rights and Privacy Act)

20 U.S.C. 8 1232h (Protection of Pupil Rights)

34 C.F.R. 8 99 (Family Educational Rights and Privacy Act Regulations)
Gonzaga University v. Doe, 536 U.S. 273, 122 S.Ct. 2268, 153 L.Ed. 2d
309 (2002)

C.N. v. Ridgewood Bd. of Educ., 430 F.3d. 159 (3" Cir. 2005)

Fields v. Palmdale School Dist., 427 F.3d. 1197 (9" Cir. 2005)

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

MSBA/MASA Model Policy 521 (Student Disability Nondiscrimination)
MSBA/MASA Model Policy 522 (Student Sex Nondiscrimination)
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PUBLIC NOTICE

Independent School District No. 717 gives notice to parents of students currently in
attendance in the school district, eligible students currently in attendance in the school district,
and students currently in attendance in the school district of their rights regarding the conduct of
surveys, collection and use of information for marketing purposes, and certain physical

gxaminations.

1. Parents, eligible students, and students are hereby informed that they have the
following rights:

a. All instructional materials, including teacher’s manuals, films, tapes, or
other supplementary material which will be used in connection with any
survey, analysis, or evaluation as part of any program funded in whole or
in part by the U.S. Department of Education, shall be available for
inspection by parents or guardians of students.

b. No student shall be required, as part of any program funded in whole or in
part by the U.S. Department of Education, without the prior consent of the
student (if the student is an adult or emancipated minor), or in the case of
an unemancipated minor, without the prior written consent of the parent,
to submit to a survey that reveals information concerning:

1)
(2)

©)
(4)
()

(6)

(7)

(8)

political affiliations or beliefs of the student or the student’s parent;

mental and psychological problems of the student or the student’s
family;

sex behavior or attitudes;
illegal, antisocial, self-incriminating, or demeaning behavior;

critical appraisals of other individuals with whom respondents
have close family relationships;

legally recognized privileged or analogous relationships, such as
those of lawyers, physicians, and ministers;

religious practices, affiliations, or beliefs of the student or the
student’s parent; or

income (other than that required by law to determine eligibility for
participation in a program or for receiving financial assistance
under such program).
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A parent, on behalf of a student or an eligible student, has the right to
receive notice and an opportunity to opt the student out of participating in:

Q) Activities involving the collection, disclosure, or use of personal
information collected from students for the purpose of marketing
or for selling that information, or otherwise providing that
information to others for that purpose.

(2 The administration of any third-party survey (non-Department of
Education funded) containing one or more of the items contained
in Paragraph 1.b., above.

3) Any nonemergency, invasive physical examination or screening
that is required as a condition of attendance, administered by the
school or its agent, and not necessary to protect the immediate
health and safety of a student, except for hearing, vision, or
scoliosis screenings, or any physical examination or screening
permitted or required under state law.

This notice does not preempt applicable state law that may require
parental notification.

The school district has developed and adopted a policy, in consultation
with parents, regarding these rights, as well as arrangements to protect
student privacy in the administration of protected surveys and the
collection, disclosure, or use of personal information for marketing, sales,
or other distribution purposes.

The school district will directly notify parents and eligible students of
these policies at least annually at the start of each school year and after
any substantive changes.

The school district will directly notify parents and eligible students, at
least annually at the start of each school year, of the specific or
approximate dates of the following activities and provide an opportunity to
opt a student out of participating in:

1) Collection, disclosure, or wuse of personal information for
marketing, sales, or other distribution.

(2 Administration of any protected information survey not funded in
whole or in part by the U.S. Department of Education.

(3)  Any nonemergency, invasive physical examination or screening as
described above.

[See consent/opt-out for specific activities attached hereto.]
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Dated:

Parents/eligible students who believe their rights have been violated may
file a complaint with:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue SW
Washington, DC 20202-5920

INDEPENDENT SCHOOL DISTRICT NO. 717
JORDAN, MINNESOTA

Chair
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PPRA NOTICE AND CONSENT/OPT-OUT FOR SPECIFIC ACTIVITIES

The Protection of Pupil Rights Amendment (PPRA), 20 U.S.C. § 1232h, requires [name of
school district or school] to notify you and obtain consent or allow you to opt your child out of
participating in certain school activities. These activities include a student survey, analysis, or
evaluation that concerns one or more of the following eight areas (“protected information
surveys”):

Political affiliations or beliefs of the student or the student’s parent;

Mental and psychological problems of the student or the student’s family;

Sex behavior or attitudes;

Illegal, antisocial, self-incriminating, or demeaning behavior;

Critical appraisals of other individuals with whom respondents have close family
relationships;

Legally recognized privileged or analogous relationships, such as those of
lawyers, physicians, and ministers;

1. Religious practices, affiliations, or beliefs of the student or the student’s parent; or
8. Income, other than as required by law to determine program eligibility.

agrowpnE

Sk

This requirement also applies to the collection, disclosure, or use of student information for
marketing purposes (“marketing surveys’) and certain physical examinations and screenings.

Following is a schedule of activities requiring parental notification and consent or opt-out for the
upcoming school year. (Please note that this notice and consent/opt-out transfers from parents to
any student who is 18 or older or an emancipated minor under state law.

Date:

Grades: [see sample activity notices attached]
Activity:

Summary:

Consent or Opt-out: [or both depending on situation]

If you wish to review any survey instrument or instructional material used in connection with
any protected information or marketing survey, please submit a request to [school official,
address]. [School official] will notify you of the time and place where you may review these
materials. You have the right to review a survey and/or instructional materials before the survey
is administered to a student.

| _ [parent’s name]  give my consent for __ [child’s name] totake _ [survey] on
[date] .

Parent’s signature

Please return this form no later than __ [insert date] to [name of school official and mailing
address].
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Date:
Grades:
Activity:
Summary:

EXAMPLES OF ACTIVITIES

On or about October 15, 2010

Five and Six

ABC Survey of At-Risk Behaviors

This is an anonymous survey that asks students questions about behaviors such as
drug and alcohol use, sexual conduct, violence, and other at-risk behaviors. The
survey also asks questions of a demographic nature concerning family make-up,
the relationship between parent and children, and use of alcohol and drugs at
home.

Consent [for U.S. Department of Education funded, protected information surveys only]: A
parent must sign and return the attached consent form no later than [insert return date] so that
your child may participate in this survey.

Opt-out [for any non-U.S. Department of Education funded protected information survey]:
Contact [school official] at [telephone number, email, address, etc.] no later than [date] if you
do not want your child to participate in this activity.

Date:
Grades:
Activity:
Summary:

Opt-out:

November 22-24, 2010

One through Six

Flu Shots

The County Department of Public Health Services will administer flu shots for
influenza types A and B.

Contact [school official] at [telephone number, email, address, etc.] no later
than [date] if you do not want your child to participate in this activity.

Below is an example dealing with the collection, use, and distribution of personal
information for student-based commercial services.

Limited to personal information designated as “directory information”
Y g Yy

Date:
Grades:
Activity:
Summary:

Opt-out:

2010-2011 School Year

Nine through Twelve

Student-Based Commercial Services

[School] collects, or allows businesses to collect, use, and disclose personal
information on students, including names, addresses, and telephone listings.
These businesses provide student-based products and services, such as computer
equipment, sports clothing, school jewelry, and entertainment products.

Contact [school official] at [telephone number, email, address, etc.] no later
than [date] if you do not want your child to participate in this activity.

[Note: This information — names, addresses, and telephone listings — may be designated
and disclosed as “directory information” under the school district’s student records policy.
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Instead of using this Model Notice format, schools may meet PPRA notice requirements for
specific marketing activities that involve only designated “directory information” by
allowing parents to opt out of “directory information” at the start of each school year,

which would include all marketing activities.]
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Adopted: MSBA/MASA Model Policy 520

Orig. 1995

Revised: Rev. 2003 2016

520

STUDENT SURVEYS

[Note: School districts are required by statute to have a policy addressing student

surveys.|

PURPOSE

Occasionally, the school district utilizes surveys to obtain student opinions and
information about students. The purpose of this policy is to establish the parameters of
information that may be sought in student surveys.

GENERAL STATEMENT OF POLICY

Student surveys may be conducted as determined necessary by the school district.
Surveys, analyses, and evaluations conducted as part of any program funded through the
U.S. Department of Education must comply with 20 U.S.C. § 1232h.

STUDENT SURVEYS IN GENERAL

A Student surveys will be conducted anonymously and in an indiscernible fashion.
No mechanism will be used for identifying the participating student in any way.
No attempt will be made in any way to identify a student survey participant. No
requirement that the student return the survey shall exist, and no record of the
student’s returning a survey will be maintained.

B. The superintendent may choose not to approve any survey that seeks probing
personal and/or sensitive information that could result in identifying the survey
participant, or is discriminatory in nature based on age, race, color, sex, disability,
religion, or national origin.

C. Surveys containing questions pertaining to the student’s or the student’s parent(s)
or guardian(s) personal beliefs or practices in sex, family life, morality, and
religion will not be administered to any student unless the parent or guardian of
the student is notified in writing that such survey is to be administered and the
parent or guardian of the student gives written permission for the student to
participate or has the opportunity to opt out of the survey depending upon how the
survey is funded. Any and all documents containing the written permission of a
parent for a student to participate in a survey will be maintained by the school
district in a file separate from the survey responses.

D. Although the survey is conducted anonymously, potential exists for personally
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E.

identifiable information to be provided in response thereto. To the extent that
personally identifiable information of a student is contained in his or her
responses to a survey, the school district will take appropriate steps to ensure the
data is protected in accordance with Minn. Stat. Ch. 13 (Minnesota Government
Data Practices Act), 20 U.S.C. § 1232g (Family Educational Rights and Privacy
Act) and 34 C.F.R. Part 99.

The school district must not impose an academic or other penalty on a student
who opts out of participating in a student survey.

IV. STUDENT SURVEYS CONDUCTED AS PART OF DEPARTMENT OF
EDUCATION PROGRAM

A.

All instructional materials, including teacher’s manuals, films, tapes, or other
supplementary material which will be used in connection with any survey,
analysis, or evaluation as part of any program funded in whole or in part by the
U.S. Department of Education, shall be available for inspection by the parents or
guardians of the students.

No student shall be required, as part of any program funded in whole or in part by
the U.S. Department of Education, without the prior consent of the student (if the
student is an adult or emancipated minor), or, in the case of an unemancipated
minor, without the prior written consent of the parent, to submit to a survey that
reveals information concerning:

1. political affiliations or beliefs of the student or the student’s parent;

2. mental and psychological problems of the student or the student’s family;
3. sex behavior or attitudes;

4. illegal, antisocial, self-incriminating, or demeaning behavior;

5. critical appraisals of other individuals with whom respondents have close

family relationships;

6. legally recognized privileged or analogous relationships, such as those of
lawyers, physicians, and ministers;

7. religious practices, affiliations, or beliefs of the student or the student’s
parent; or

8. income (other than that required by law to determine eligibility for
participation in a program or for receiving financial assistance under such
program).
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A school district that receives funds under any program funded by the U.S.
Department of Education shall develop local policies consistent with Sections

IV.A. and

IV.B., above, concerning student privacy, parental access to

information, and administration of certain physical examinations to minors.

1. The following policies are to be adopted in consultation with parents:

a.

The right of a parent to inspect, on request, a survey, including an
evaluation, created by a third party before the survey is
administered or distributed by a school to a student, including
procedures for granting a parent’s request for reasonable access to
such survey within a reasonable period of time after the request is
received.

“Parent” means a legal guardian or other person acting in loco
parentis (in place of a parent), such as a grandparent or stepparent
with whom the child lives, or a person who is legally responsible
for the welfare of the child.

Arrangements to protect student privacy in the event of the
administration or distribution of a survey, including an evaluation,
to a student which contains one or more of the items listed in
Section 1V.B., above, including the right of a parent of a student to
inspect, on request, any such survey.

The right of a parent of a student to inspect, on request, any
instructional material used as part of the educational curriculum for
the student and procedures for granting a request by a parent for
such access within a reasonable period of time after the request is
received.

“Instructional material” means instructional content that is
provided to a student, regardless of format, including printed or
representational materials, audio-visual materials, and materials in
electronic or digital formats (i.e., materials accessible through the
Internet). The term does not include academic tests or academic
assessments.

The administration of physical examinations or screenings that the
school district may administer to a student. This provision does
not apply to a survey administered to a student in accordance with
the Individuals with Disabilities Education Act (20 U.S.C. § 1400,
et seq.).

The collection, disclosure, or use of personal information collected
from students for the purpose of marketing or for selling that
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information (or otherwise providing the information to others for
that purpose), including arrangements to protect student privacy
that are provided by the school district in the event of such
collection, disclosure, or use.

(1)

()

(3)

“Personal information” means individually identifiable
information including a student or parent’s first and last
name; a home or other physical address (including street
name and the name of the city or town); a telephone
number; or a Social Security identification number.

This provision does not apply to the collection, disclosure,
or use of personal information collected from students for
the exclusive purpose of developing, evaluating, or
providing educational products or services for, or to,
students or educational institutions, such as:

@ college or other post-secondary education
recruitment or military;

(b) book clubs, magazines, and programs providing
access to low cost literary products;

(© curriculum and instructional materials used by
elementary and secondary schools;

(d) tests and assessments used by elementary schools
and secondary schools to provide cognitive,
evaluative, diagnostic, clinical, aptitude, or
achievement information about students, or to
generate other statistically useful data for the
purpose of securing such tests and assessments and
the subsequent analysis and public release of the
aggregate data from such tests and assessments;

(e) the sale by students of products or services to raise
funds for school-related or education-related
activities; and

()] student recognition programs.

The right of a parent to inspect, on request, any instrument
used in the collection of information, as described in
Section 1V.C.1., Subparagraph e., above, before the
instrument is administered or distributed to a student and
procedures for granting a request by a parent for reasonable
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access to such an instrument within a reasonable period of
time after the request is received.

The policies adopted under Section IV.C., Subparagraph 1., above, shall
provide for reasonable notice of the adoption or continued use of such
policies directly to parents of students enrolled in or served by the school
district.

a. The notice will be provided at least annually, at the beginning of
the school year, and within a reasonable period of time after any
substantive change in a policy.

b. The notice will provide parents with an opportunity to opt out of
participation in the following activities:

1) Activities involving the collection, disclosure, or use of
personal information collected from students for the
purpose of marketing or for selling that information, or
otherwise providing that information to others for that
purpose.

(@) The administration of any third-party survey (non-
Department of Education funded) containing one or more
of the items contained in Section 1V.B., above.

(3) Any nonemergency, invasive physical examination or
screening that is required as a condition of attendance,
administered by the school and scheduled by the school in
advance, and not necessary to protect the immediate health
and safety of the student or other students.

“Invasive physical examination” means any medical
examination that involves the exposure of private body
parts, or act during such examination that includes incision,
insertion, or injection into the body, but does not include a
hearing, vision, or scoliosis screening.

C. The notice will advise students of the specific or approximate dates
during the school year when the activities in Section IV.C.2,,
Subparagraph b., above, are scheduled, or expected to be
scheduled.

d. The notice provisions shall not be construed to preempt applicable
provisions of state law that require parental notification and do not
apply to any physical examination or screening that is permitted or
required by applicable state law, including physical examinations
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or screenings that are permitted without parental notification.

V. NOTICE

B A.

|

ig

The school district shall must give parents and students notice of thei—rights
wrder this seetion policy at the beginning of each school year and after making
substantive changes to this policy.

The school district must inform parents at the beginning of the school year if the
district or school has identified specific or approximate dates for administering
surveys and give parents reasonable notice of planned surveys scheduled after the
start of the school year. The school district must give parents direct, timely notice
when their students are scheduled to participate in a student survey by United
States mail, e-mail, or another direct form of communication.

The school district must give parents the opportunity to review the survey and to
opt their students out of participating in the survey.

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

Minn. Stat. 8 121A.065 (District Surveys to Collect Student Information;
Parent Notice and Opportunity for Opting Out)

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

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

34 C.F.R. § 99 (Family Educational Rights and Privacy Act Regulations)
Gonzaga University v. Doe, 536 U.S. 273, 122 S.Ct. 2268, 153 L.Ed. 2d
309 (2002)

C.N. v. Ridgewood Bd. of Educ., 430 F.3d. 159 (3™ Cir. 2005)

Fields v. Palmdale School Dist., 427 F.3d. 1197 (9" Cir. 2005)

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

Records)
MSBA/MASA Model Policy 521 (Student Disability Nondiscrimination)
MSBA/MASA Model Policy 522 (Student Sex Nondiscrimination)
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[Note: This notice may be given separately or included with the Public Notice in Policy 515.]

PUBLIC NOTICE

Independent School District No. __ gives notice to parents of students currently in
attendance in the school district, eligible students currently in attendance in the school district,
and students currently in attendance in the school district of their rights regarding the conduct of
surveys, collection and use of information for marketing purposes, and certain physical

examinations.

1. Parents, eligible students, and students are hereby informed that they have the
following rights:

a. All instructional materials, including teacher’s manuals, films, tapes, or
other supplementary material which will be used in connection with any
survey, analysis, or evaluation as part of any program funded in whole or
in part by the U.S. Department of Education, shall be available for
inspection by parents or guardians of students.

b. No student shall be required, as part of any program funded in whole or in
part by the U.S. Department of Education, without the prior consent of the
student (if the student is an adult or emancipated minor), or in the case of
an unemancipated minor, without the prior written consent of the parent,
to submit to a survey that reveals information concerning:

1)
)

(3)
(4)
(5)

(6)

(7)

(8)

political affiliations or beliefs of the student or the student’s parent;

mental and psychological problems of the student or the student’s
family;

sex behavior or attitudes;
illegal, antisocial, self-incriminating, or demeaning behavior;

critical appraisals of other individuals with whom respondents
have close family relationships;

legally recognized privileged or analogous relationships, such as
those of lawyers, physicians, and ministers;

religious practices, affiliations, or beliefs of the student or the
student’s parent; or

income (other than that required by law to determine eligibility for
participation in a program or for receiving financial assistance
under such prograrl%
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A parent, on behalf of a student or an eligible student, has the right to
receive notice and an opportunity to opt the student out of participating in:

1) Activities involving the collection, disclosure, or use of personal
information collected from students for the purpose of marketing
or for selling that information, or otherwise providing that
information to others for that purpose.

@) The administration of any third-party survey (non-Department of
Education funded) containing one or more of the items contained
in Paragraph 1.b., above.

3 Any nonemergency, invasive physical examination or screening
that is required as a condition of attendance, administered by the
school or its agent, and not necessary to protect the immediate
health and safety of a student, except for hearing, vision, or
scoliosis screenings, or any physical examination or screening
permitted or required under state law.

This notice does not preempt applicable state law that may require
parental notification.

The school district has developed and adopted a policy, in consultation
with parents, regarding these rights, as well as arrangements to protect
student privacy in the administration of protected surveys and the
collection, disclosure, or use of personal information for marketing, sales,
or other distribution purposes.

The school district will directly notify parents and eligible students of
these policies at least annually at the start of each school year and after
any substantive changes.

The school district will directly notify parents and eligible students, at
least annually at the start of each school year; or, if scheduled thereafter,
parents will be provided with reasonable notice of the specific or
approximate dates of the following activities and provide an opportunity to
opt a student out of participating in:

1) Collection, disclosure, or use of personal information for
marketing, sales, or other distribution.

(@) Administration of any protected information survey not funded in
whole or in part by the U.S. Department of Education.

3) Any nonemergency, invasive physical examination or screening as
described above.
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Dated:

[See consent/opt-out for specific activities attached hereto.]

Parents/eligible students who believe their rights have been violated may
file a complaint with:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue SW
Washington, DC 20202-5920

INDEPENDENT SCHOOL DISTRICT NO. ___
, MINNESOTA

Chair
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PPRA NOTICE AND CONSENT/OPT-OUT FOR SPECIFIC ACTIVITIES

The Protection of Pupil Rights Amendment (PPRA), 20 U.S.C. § 1232h, requires [name of
school district or school] to notify you and obtain consent or allow you to opt your child out of
participating in certain school activities. These activities include a student survey, analysis, or
evaluation that concerns one or more of the following eight areas (“protected information
surveys”):

1. Political affiliations or beliefs of the student or the student’s parent;

2. Mental and psychological problems of the student or the student’s family;

3. Sex behavior or attitudes;

4, Illegal, antisocial, self-incriminating, or demeaning behavior;

5. Critical appraisals of other individuals with whom respondents have close family
relationships;

6. Legally recognized privileged or analogous relationships, such as those of
lawyers, physicians, and ministers;

7. Religious practices, affiliations, or beliefs of the student or the student’s parent; or

8. Income, other than as required by law to determine program eligibility.

This requirement also applies to the collection, disclosure, or use of student information for
marketing purposes (“marketing surveys”) and certain physical examinations and screenings.

Following is a schedule of activities requiring parental notification and consent or opt-out for the
upcoming school year. (Please note that this notice and consent/opt-out transfers from parents to
any student who is 18 or older or an emancipated minor under state law.

Date:

Grades: [see sample activity notices attached]
Activity:

Summary:

Consent or Opt-out: [or both depending on situation]

If you wish to review any survey instrument or instructional material used in connection with
any protected information or marketing survey, please submit a request to [school official,
address]. [School official] will notify you of the time and place where you may review these
materials. You have the right to review a survey and/or instructional materials before the survey
is administered to a student.

| _ [parent’sname]  give my consent for __ [child’s name]  totake _ [survey] on
[date] .

Parent’s signature

Please return this form no later than __ [insert date]  to [name of school official and mailing
address].
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EXAMPLES OF ACTIVITIES

Date: On or about October 15, 2010
Grades: Five and Six
Activity: ABC Survey of At-Risk Behaviors

Summary: This is an anonymous survey that asks students questions about behaviors such as
drug and alcohol use, sexual conduct, violence, and other at-risk behaviors. The
survey also asks questions of a demographic nature concerning family make-up,
the relationship between parent and children, and use of alcohol and drugs at
home.

Consent [for U.S. Department of Education funded, protected information surveys only]: A
parent must sign and return the attached consent form no later than [insert return date] so that
your child may participate in this survey.

Opt-out [for any non-U.S. Department of Education funded protected information survey]:
Contact [school official] at [telephone number, email, address, etc.] no later than [date] if you
do not want your child to participate in this activity.

Date: November 22-24, 2010

Grades: One through Six

Activity: Flu Shots

Summary: The County Department of Public Health Services will administer flu shots for

influenza types A and B.

Opt-out: Contact [school official] at [telephone number, email, address, etc.] no later
than [date] if you do not want your child to participate in this activity.

Below is an example dealing with the collection, use, and distribution of personal
information for student-based commercial services.

[Limited to personal information designated as “directory information]

Date: 2010-2011 School Year

Grades: Nine through Twelve

Activity: Student-Based Commercial Services

Summary: [School] collects, or allows businesses to collect, use, and disclose personal

information on students, including names, addresses, and telephone listings.
These businesses provide student-based products and services, such as computer
equipment, sports clothing, school jewelry, and entertainment products.

Opt-out: Contact [school official] at [telephone number, email, address, etc.] no later
than [date] if you do not want your child to participate in this activity.

[Note: This information — names, addresses, and telephone listings — may be designated

and disclosed as “directory information” under the school district’s student records policy.
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Instead of using this Model Notice format, schools may meet PPRA notice requirements for
specific marketing activities that involve only designated “directory information” by
allowing parents to opt out of “directory information” at the start of each school year,

which would include all marketing activities.]
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I1.

I11.

STUDENT ACTIVITY ACCOUNTING

PURPOSE

The school board recognizes the need to provide alternative paths to learning, skill
development for its students, and activities for student enjoyment. It also understands its
commitment to and obligation for assuring maximum accountability for public funds and
student activity funds. For these reasons, the school board will assume control over
and/or oversee funds for student activities as set forth in this policy.

GENERAL STATEMENT OF POLICY

A. Curricular and Cocurricular Activities
The school board shall take charge of, control over, and account for all student
activity funds that relate to curricular and cocurricular activities.

B. Extracurricular Activities
The school board shall review and account for all student activity accounting that
relates to extracurricular activities.
The school board shall have final control over all student activity accounting that
relates to extracurricular activities.

C. Non-Student Activities
In overseeing student activity accounts under this policy, the school board shall
not maintain or account for funds generated by non-students including, but not
limited to, convenience funds of staff members, booster club funds, parent-teacher
organization or association funds, or funds donated to the school district for
specified purposes other than student activities. While the district may not
account for these funds, the district reserves the right to bar completely or regulate
these funds.

DEFINITIONS

A. Cocurricular Activity
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Iv.

A “cocurricular activity” means those portions of the school-sponsored and
directed activities designed to provide opportunities for students to participate in
such experiences on an individual basis or in groups, at school and at public
events, for improvement of skills (i.e., interscholastic sports, band, etc.).
Cocurricular activities are not offered for school credit, cannot be counted toward
graduation, and have one or more of the following characteristics:

1. They are conducted at regular and uniform times during school hours, or
at times established by school authorities;

2. They are directed or supervised by instructional staff in a learning
environment similar to that found in courses offered for credit; and

3. They are partially, primarily, or totally funded by public moneys for
general instructional purposes under direction and control of the school
board.

Curricular Activity

A “curricular activity” means those portions of the school program for which
credit is granted, whether the activity is part of a required or elective program.

Extracurricular (Noncurricular/Supplementary) Activity

An “extracurricular (noncurricular/supplementary) activity” means all direct and
personal services for students for their enjoyment that are managed and operated
under the guidance of an adult or staftf member. Extracurricular activities have a/l
of the following characteristics:

1. They are not offered for school credit nor required for graduation;

2. They generally are conducted outside school hours or, if partly during
school hours, at times agreed by the participants and approved by school
authorities;

3. The content of the activities is determined primarily by the student

participants under the guidance of a staff member or other adult.

Public Purpose Expenditure

A “public purpose expenditure” is one which benefits the community as a whole,
is directly related to the functions of the school district, and does not have as its
primary objective the benefit of private interest.

MANAGEMENT AND CONTROL OF ACTIVITY FUNDS

A.

Curricular and Cocurricular Activities
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1. All money received on account of cocurricular activities shall be turned
over to the treasurer, who shall deposit such funds in the general fund, to
be disbursed for expenses and salaries connected with the activities, or
otherwise, by the school board upon properly allowed itemized claims.

2. The treasurer shall account for all revenues and expenditures related to
curricular and cocurricular activities in accordance with the Uniform
Financial Accounting and Reporting Standards (UFARS), the Manual for
Activity Fund Accounting (MAFA) to the extent applicable, and school
district policies and procedures.

B. Extracurricular Activities
1. Extracurricular Activities Under Board Control
a. Any and all costs of extracurricular activities under board control

may be provided from school revenues.

b. All money received or expended for extracurricular activities under
board control shall be turned over to the District Office Finance
Department, who shall deposit such funds in the general fund, to
be disbursed for expenses and salaries connected with the
activities, or otherwise, by the school board upon properly allowed
itemized claims.

C. The treasurer shall account for all revenues and expenditures
related to extracurricular activities under board control in
accordance with UFARS and MAFA and school district policies
and procedures.

2. Extracurricular Activities Not Under Board Control

a. All extracurricular activities not under board control shall be self-
sustaining with all expenses, except direct salary costs and indirect
costs of the use of school facilities, met by dues, admissions, or
other student fundraising events. The general fund shall reflect
only those salaries directly related to and readily identified with the
activity and paid by public funds.

b. Revenues and expenditures for extracurricular activities not under
board control shall be recorded and be managed according to
MAFA and shall be reviewed for compliance with and accepted by
the school board in accordance with school district policies and
procedures.

c. All student activity funds will be collected and expended:

(1) in compliarllgg with school district policies and procedures;
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under the general direction of the principal and with the
participation of students and faculty members who are
responsible for generating the revenue;

3) in a manner which does not produce a deficit or an
unreasonably large accumulation of money to a particular
student activity fund;

4) for activities which directly benefit the majority of those
students making the contributions in the year the
contributions were made whenever possible; and

(5) in a manner which meets a public purpose.

d. Activity accounts of a graduated class will be terminated prior to

the start of the school year following graduation. Any residual
money from a graduating class activity fund will be removed from
the terminated student activity account and deposited into the
general fund. Prior to depositing such accounts, all donations or
gifts accepted for the specific purpose of the student activity
account shall be administered in accordance with the terms of the
gift or donation and school district policy.

V. DEMONSTRATION OF ACCOUNTABILITY

A. Semi-Annual Activity Fund Reports

District Administration will provide the Board of Directors with a summary
accounting of student activity accounts at least semi-annually, including a report
on transactions within each account of the student activity funds.

B. Annual External Audit

The school board shall direct its independent certified public accountants to audit,
examine, and report upon student activity accounts as part of its annual school
district audit in accordance with state law.

C.  Fundraiser Report

District Administration will prepare a fundraising report annually, each
July/August, which will be reviewed by the school board. The report will list the
activity, type of fundraisers, timing, purpose, and results of fundraiser from the
prior fiscal school year. Administration and/or Board Members reserve the right
to contact non-school organizations to request fundraising information.
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Legal References:

Cross References:

Minn. Stat. 8 123B.02, Subd. 6 (General Powers of Independent School
Districts)

Minn. Stat. § 123B.09 (Boards of Independent School Districts)

Minn. Stat. 8 123B.15, Subd. 7 (Officers of Independent School Districts)
Minn. Stat. 8 123B.35 (General Policy)

Minn. Stat. § 123B.36 (Authorized Fees)

Minn. Stat. 8 123B.37 (Prohibited Fees)

Minn. Stat. 8 123B.38 (Hearing)

Minn. Stat. 8 123B.49 (Extracurricular Activities; Insurance)

Minn. Stat. 8 123B.52 (Contracts)

Minn. Stat. 8 123B.76 (Expenditures; Reporting)

Minn. Stat. § 123B.77 (Accounting, Budgeting, and Reporting
Requirement)

Minn. Rules Part 3500.1050 (Definitions for Pupil Fees)

Visina v. Freeman, 252 Minn. 177, 89 N.W.2d 635 (1958)

Minn. Op. Atty. Gen. 159a-16 (May 10, 1966)

Uniform Financial Accounting and Reporting Standards (UFARS)

Manual for Activity Fund Accounting (MAFA)

MSBA/MASA Model Policy 511 (Student Fundraising)

MSBA/MASA Model Policy 701 (Establishment and Adoption of School
District Budget)

MSBA/MASA Model Policy 701.1 (Modification of School District
Budget)

MSBA/MASA Model Policy 702 (Accounting)

MSBA/MASA Model Policy 703 (Annual Audit)

MSBA/MASA Model Policy 704 (Development and Maintenance of an
Inventory of Fixed Assets and a Fixed Asset Accounting System)
MSBA/MASA Model Policy 706 (Acceptance of Gifts)
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STUDENT ACTIVITY ACCOUNTING

PURPOSE

The school board recognizes the need to provide alternative paths to learning, skill
development for its students, and activities for student enjoyment. It also understands its
commitment to and obligation for assuring maximum accountability for public funds and
student activity funds. For these reasons, the school board will assume control over
and/or oversee funds for student activities as set forth in this policy.

GENERAL STATEMENT OF POLICY

A.

Curricular and Cocurricular Activities

The school board shall take charge of, control over, and account for all student
activity funds that relate to curricular and cocurricular activities.

[Note: The school board is required by Minn. Stat. § 123B.49, Subd. 2, to take
charge of and control over all cocurricular activities, including all money
received for such activities.]

Extracurricular Activities

[Options 1 and 2]

The school board shall [take charge of, control over, and account for] or [review
and account for] all student activity accounting that relates to extracurricular
activities.

or
[Option 3]

1. The school board shall take charge of, control over, and account for the
following student extracurricular activities:

a. Any student extracurricular activity related to a contract which
must be ratified by the school board or its designee [Note: The
school board must take charge of, control over, and approve all
contracts entered into for the purchase of items related to an
extracurricular activity (i.e., contracts for the purchase of items
for a fundraising E\égnt.];
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b. Student activities or transactions that have a fee which the school
district is statutorily authorized to charge [Note: The school board
may, but is not required to, take charge of and control over these
activities or transactions.];

C. Student activities or transactions that have a taxable sale related to
them [Note: The school board may, but is not required to, take
charge of and control over these activities or transactions.];

d. All student class activity accounts of graduated classes where a
residual balance remains in the account at the start of the school
year following graduation;

e. [The school board may take control over a student activity it
otherwise is not required to control. All other extracurricular
activities over which the school board chooses to take control,
such as class activity funds, should be listed in this section.]

The school board shall review and account for the following student
extracurricular activities:

[List extracurricular activities over which the school board will review
and account; i.e., class activity funds.]

[A school board may, but is not required to, take charge of and control
over extracurricular activities in accordance with Minn. Stat. § 123B.49,
Subd. 4. Board control includes powers and responsibilities, such as:
board approval of a budget; receipt, review, and approval of revenue;
and preparation of expenditure reports. If the school board takes charge
of and control over extracurricular activities, any or all costs of these
activities may be provided from school revenues and all revenues and
expenditures must be recorded in the same manner as other revenues
and expenditures of the school district in accordance with the Uniform
Financial Accounting and Reporting Standards (UFARS).

To the extent a school board does not take control over such activities,
these activities must be self-sustaining with all expenses (except direct
salary costs and indirect costs of the use of school facilities) met by dues,
admissions, or other student fundraising events. Extracurricular
activities which are not under school board control still may be directed
by the school board, but the fiscal transactions for such activities may
only be presented to the school board for review and receipt, not
approval. Accordingly, the school board may take charge of all
extracurricular activities (Option 1), no extracurricular activities
(Option 2), or may choose to take charge of and control over some
extracurricular activities (which are not required to be under its control,
such as activities which ‘15158 not related to a graduation requirement or
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credit or a board-ratified contract) and only review and account for
other extracurricular activities (Option 3).]

Non-Student Activities

In overseeing student activity accounts under this policy, the school board shall
not maintain or account for funds generated by non-students including, but not
limited to, convenience funds of staff members, booster club funds, parent-teacher
organization or association funds, or funds donated to the school district for
specified purposes other than student activities.

I11.  DEFINITIONS

A

Cocurricular Activity

A *“cocurricular activity” means those portions of the school-sponsored and
directed activities designed to provide opportunities for students to participate in
such experiences on an individual basis or in groups, at school and at public
events, for improvement of skills (i.e., interscholastic sports, band, etc.).
Cocurricular activities are not offered for school credit, cannot be counted toward
graduation, and have one or more of the following characteristics:

1. They are conducted at regular and uniform times during school hours, or
at times established by school authorities;

2. They are directed or supervised by instructional staff in a learning
environment similar to that found in courses offered for credit; and

3. They are partially, primarily, or totally funded by public moneys for
general instructional purposes under direction and control of the school
board.

Curricular Activity

A “curricular activity” means those portions of the school program for which
credit is granted, whether the activity is part of a required or elective program.

Extracurricular (Noncurricular/Supplementary) Activity

An “extracurricular (noncurricular/supplementary) activity” means all direct and
personal services for students for their enjoyment that are managed and operated
under the guidance of an adult or staff member. Extracurricular activities have all
of the following characteristics:

1. They are not offered for school credit nor required for graduation;
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They generally are conducted outside school hours or, if partly during
school hours, at times agreed by the participants and approved by school
authorities;

The content of the activities is determined primarily by the student
participants under the guidance of a staff member or other adult.

D. Public Purpose Expenditure

A “public purpose expenditure” is one which benefits the community as a whole,
is directly related to the functions of the school district, and does not have as its
primary objective the benefit of private interest.

V. MANAGEMENT AND CONTROL OF ACTIVITY FUNDS

A. Curricular and Cocurricular Activities

1.

All money received on account of cocurricular activities shall be turned
over to the treasurer, who shall deposit such funds in the general fund, to
be disbursed for expenses and salaries connected with the activities, or
otherwise, by the school board upon properly allowed itemized claims.

The treasurer shall account for all revenues and expenditures related to
curricular and cocurricular activities in accordance with the Uniform
Financial Accounting and Reporting Standards (UFARS), the Manual for
Activity Fund Accounting (MAFA) to the extent applicable, and school
district policies and procedures.

B. Extracurricular Activities

1.

Extracurricular Activities Under Board Control

a. Any and all costs of extracurricular activities under board control
may be provided from school revenues.

b. All money received or expended for extracurricular activities under
board control shall be turned over to the treasurer, who shall
deposit such funds in the general fund, to be disbursed for
expenses and salaries connected with the activities, or otherwise,
by the school board upon properly allowed itemized claims.

C. The treasurer shall account for all revenues and expenditures
related to extracurricular activities under board control in
accordance with UFARS and MAFA and school district policies
and procedures. [Note: UFARS is required to be used when
transactions of an activity are under school board control in
accordance with Minn. Stat. 88 123B.49 and 123B.77.]
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2.

Extracurricular Activities Not Under Board Control

All extracurricular activities not under board control shall be self-
sustaining with all expenses, except direct salary costs and indirect
costs of the use of school facilities, met by dues, admissions, or
other student fundraising events. The general fund shall reflect
only those salaries directly related to and readily identified with the
activity and paid by public funds.

Revenues and expenditures for extracurricular activities not under
board control shall be recorded and be managed according to
MAFA and shall be reviewed for compliance with and accepted by
the school board in accordance with school district policies and
procedures. [Note: MAFA is required to be used when
transactions of an extracurricular activity are not under school
board control in accordance with Minn. Stat. § 123B.49, Subd.

4(c) ]
All student activity funds will be collected and expended:
1) in compliance with school district policies and procedures;

(@) under the general direction of the principal and with the
participation of students and faculty members who are
responsible for generating the revenue;

(3) in a manner which does not produce a deficit or an
unreasonably large accumulation of money to a particular
student activity fund;

4) for activities which directly benefit the majority of those
students making the contributions in the year the
contributions were made whenever possible; and

(5) in a manner which meets a public purpose.

Activity accounts of a graduated class will be terminated prior to
the start of the school year following graduation. Any residual
money from a graduating class activity fund will be removed from
the terminated student activity account and deposited into the
general fund. Prior to depositing such accounts, all donations or
gifts accepted for the specific purpose of the student activity
account shall be administered in accordance with the terms of the
gift or donation and school district policy.

[Note: The school board may take control over residual funds
from a graduating class activity account only if it has taken
board control ove1r4szuch activities and transactions. The school
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board then has authority to transfer these terminated accounts to
its general fund. The school district may then transfer this
money from its general fund to those extracurricular activities
over which the board has taken control in accordance with
Section 1V.B.1.a., above. Unless the school board has taken class
activity accounts under its control, it would not be authorized to
transfer funds from a graduating class activity account to an
existing class activity fund for another class. If the school board
has not taken control over these accounts, however, the principal
and student representatives of the class may choose to transfer
residual accounts to another existing class activity account prior
to graduation.]

V. DEMONSTRATION OF ACCOUNTABILITY

A

Semi-Annual Activity Fund Reports

The school board shall appoint a Student Finance Advisory Committee at the
commencement of each school year. The Committee will review all new student
activity funds and continuing student activity funds for conformity with state law,
MAFA requirements, and school district policies and procedures. The Committee
will provide the school board with a summary accounting of student activity
accounts at least semi-annually, including a report on transactions within each
account of the student activity funds. The Committee will make recommendations
to the school board on any recommended internal controls regarding student
activity funds.

[Note: MAFA recommends that the school board conduct periodic reviews of
student activity funds for conformity with state law, MAFA requirements, and
school district policies and procedures. The manner in which such reviews are
conducted is in the discretion of the school board. The foregoing procedure is
the practice suggested by MAFA. It could also be done by a different standing
or special committee appointed by the school board.]

Annual External Audit

The school board shall direct its independent certified public accountants to audit,
examine, and report upon student activity accounts as part of its annual school
district audit in accordance with state law.

Fundraiser Report

The Committee will prepare a fundraising report semi-annually which will be
reviewed by the school board in May and November. The report will list the
activity, type of fundraisers, timing, purpose, and results.

[Note: MAFA recommends that the school board conduct periodic reviews of
student fundraising. The mann%rélgn which such reviews are conducted is in the
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discretion of the school board. The foregoing procedure is the practice
suggested by MAFA.]

Legal References:

Cross References:

Minn. Stat. § 123B.02, Subd. 6 (General Powers of Independent School
Districts)

Minn. Stat. 8§ 123B.09 (Boards of Independent School Districts)

Minn. Stat. 8§ 123B.15, Subd. 7 (Officers of Independent School Districts)
Minn. Stat. § 123B.35 (General Policy)

Minn. Stat. 8§ 123B.36 (Authorized Fees)

Minn. Stat. 8 123B.37 (Prohibited Fees)

Minn. Stat. 8 123B.38 (Hearing)

Minn. Stat. 8 123B.49 (Extracurricular Activities; Insurance)

Minn. Stat. 8§ 123B.52 (Contracts)

Minn. Stat. 8 123B.76 (Expenditures; Reporting)

Minn. Stat. § 123B.77 (Accounting, Budgeting, and Reporting
Requirement)

Minn. Rules Part 3500.1050 (Definitions for Pupil Fees)

Visina v. Freeman, 252 Minn. 177, 89 N.W.2d 635 (1958)

Minn. Op. Atty. Gen. 159a-16 (May 10, 1966)

Uniform Financial Accounting and Reporting Standards (UFARS)

Manual for Activity Fund Accounting (MAFA)

MSBA/MASA Model Policy 510 (School Activities)

MSBA/MASA Model Policy 511 (Student Fundraising)

MSBA/MASA Model Policy 701 (Establishment and Adoption of School
District Budget)

MSBA/MASA Model Policy 701.1 (Modification of School District
Budget)

MSBA/MASA Model Policy 702 (Accounting)

MSBA/MASA Model Policy 703 (Annual Audit)

MSBA/MASA Model Policy 704 (Development and Maintenance of an
Inventory of Fixed Assets and a Fixed Asset Accounting System)
MSBA/MASA Model Policy 706 (Acceptance of Gifts)
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SCHOOL DISTRICT CURRICULUM AND INSTRUCTION GOALS

PURPOSE

The purpose of this policy is to establish broad curriculum parameters for the school
district that encompass the Minnesota Graduation Standards and federal law and are
aligned with creating the world’s best workforce.

GENERAL STATEMENT OF POLICY

The policy of the school district is to establish the “world’s best workforce” in which all
learning in the school district should be directed and for which all school district learners
should be held accountable.

DEFINITIONS

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

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

C. “Curriculum” means district or school adopted programs and written plans for
providing students with learning experiences that lead to expected knowledge,
skills, and career and college readiness.

D. “Instruction” means methods of providing learning experiences that enable
students to meet state and district academic standards and graduation
requirements.

E. “Performance measures” are measures to determine school district and school site

progress in striving to create the world’s best workforce and must include at least
the following:

1. the size of the academic achievement gap and rigorous course taking,
including college-level advanced placement, international baccalaureate,
postsecondary enrollment options, including concurrent enrollment, other
rigorous courses of study or industry certification courses or programs,
and enrichment experiences by student subgroup;

2. student performance on thg,Minnesota Comprehensive Assessments;
601-1



3. high school graduation rates; and
4. career and college readiness under Minn. Stat. § 120B.30, Subd. 1.

“World’s best workforce” means striving to: meet school readiness goals; have
all third-grade students achieve grade-level literacy; close the academic
achievement gap among all racial and ethnic groups of students and between
students living in poverty and students not living in poverty; have all students
attain career and college readiness before graduating from high school; and have
all students graduate from high school.

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

IV. LONG-TERM STRATEGIC PLAN

A.

The school board, at a public meeting, shall adopt a comprehensive, long-term
strategic plan to support and improve teaching and learning that is aligned with
creating the world’s best workforce and includes the following:

1. clearly defined school district and school site goals and benchmarks for
instruction and student achievement for all nine student categories
identified under the federal 2001 No Child Left Behind Act and two
student gender categories of male and female;

2. a process to assess and evaluate each student’s progress toward meeting
state and local academic standards, assess and identify students for
participation in gifted and talented programs and accelerate their
instruction, adopt procedures for early admission to kindergarten or first
grade of gifted and talented learners which are sensitive to under-
represented groups, and identify the strengths and weaknesses of
instruction in pursuit of student and school success and curriculum
affecting students’ progress and growth toward career and college
readiness and leading to the world’s best workforce;

3. a system to periodically review and evaluate the effectiveness of all
instruction and curriculum, taking into account strategies and best
practices, student outcomes, principal evaluations under Minn. Stat. §
123B.147, Subd. 3, students’ access to effective teachers who are
members of populations under-represented among the licensed teachers in
the district or school and who reflect the diversity of enrolled students
under Minn. Stat. 8 120B.35, Subd. 3(b)(2), and teacher evaluations under
Minn. Stat. § 122A.40, Subd. 8, or 122A.41, Subd. 5;
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7.

strategies for improving instruction, curriculum, and student achievement,
including the English and, where practicable, the native language
development and the academic achievement of English learners;

a process to examine the equitable distribution of teachers and strategies to
ensure low-income and minority children are not taught at higher rates
than other children by inexperienced, ineffective, or out-of-field teachers;

education effectiveness practices that integrate high-quality instruction,
rigorous curriculum, technology, and a collaborative professional culture
that develops and supports teacher quality, performance, and
effectiveness; and

an annual budget for continuing to implement the school district plan.

B. School district site and school site goals shall include the following:

1.

All students will be required to demonstrate essential skills to effectively
participate in lifelong learning.* These skills include the following:

[*Note: The criteria for acceptable performance in basic skills areas
may need to be modified for students with unique learning needs. These
modifications will be reflected in the Individualized Education Program
(IEP) or Rehabilitation Act Section 504 Accommodation plan.]

a. reading, writing, speaking, listening, and viewing in the English
language;

b. mathematical and scientific concepts;

C. locating, organizing, communicating, and evaluating information
and developing methods of inquiry (i.e., problem solving);

d. creative and critical thinking, decision making, and study skills;
e. work readiness skills;
f. global and cultural understanding.

Each student will have the opportunity and will be expected to develop
and apply essential knowledge that enables that student to:

a. live as a responsible, productive citizen and consumer within local,
state, national, and global political, social, and economic systems;

b. bring many perspectives, including historical, to contemporary
issues;
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develop an appreciation and respect for democratic institutions;

communicate and relate effectively in languages and with cultures
other than the student’s own;

practice stewardship of the land, natural resources, and
environment;

use a variety of tools and technology to gather and use information,
enhance learning, solve problems, and increase human
productivity.

Students will have the opportunity to develop creativity and self-
expression through visual and verbal images, music, literature, world
languages, movement, and the performing arts.

School practices and instruction will be directed toward developing within
each student a positive self-image and a sense of personal responsibility

for:

a. establishing and achieving personal and career goals;

b. adapting to change;

C. leading a healthy and fulfilling life, both physically and mentally;
d. living a life that will contribute to the well-being of society;

e. becoming a self-directed learner;

f. exercising ethical behavior.

Students will be given the opportunity to acquire human relations skills
necessary to:

a. appreciate, understand, and accept human diversity and

interdependence;

address human problems through team effort;
resolve conflicts with and among others;
function constructively within a family unit;

promote a multicultural, gender-fair, disability-sensitive society.
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Every child is reading at or above grade level no later than the end of grade 3,
including English learners, and teachers provide comprehensive, scientifically
based reading instruction, including a program or collection of instructional
practices that is based on valid, replicable evidence showing that, when the
programs or practices are used, students can be expected to achieve, at a
minimum, satisfactory reading progress. The program or collection of practices
must include, at a minimum, effective, balanced instruction in all five areas of
reading (phonemic awareness, phonics, fluency, vocabulary development, and
reading comprehension), as well as instructional strategies for continuously
assessing, evaluating, and communicating the student’s reading progress and
needs.

1. The school district shall identify, before the end of kindergarten, grade 1,
and grade 2, students who are not reading at grade level before the end of
the current school year. Reading assessments in English and in the
predominant languages of district students, where practicable, must
identify and evaluate students’ areas of academic need related to literacy.
The school district also must monitor the progress and provide reading
instruction appropriate to the specific needs of English learners. The
school district must use locally adopted, developmentally appropriate, and
culturally responsive assessment.

2. At least annually, the school district must give the parent of each student
who is not reading at or above grade level timely information about:

a. student’s reading proficiency as measured by a locally adopted
assessment;

b. reading-related services currently being provided to the student;
and

C. strategies for parents to use at home in helping their students

succeed in becoming grade-level proficient in reading English and
their native languages.

3. For each student who is not reading at or above grade level, the school
district shall provide reading intervention to accelerate student growth and
reach the goal of reading at or above grade level by the end of the current
grade and school year. Intervention methods shall encourage family
engagement and, where possible, collaboration with appropriate school
and community programs. Intervention methods may include, but are not
limited to, requiring attendance in summer school, intensified reading
instruction that may require that the student be removed from the regular
classroom for part of the school day, extended day programs, or programs
that strengthen students’ cultural connections.
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Legal References:

Cross References:

Minn. Stat. § 120B.018 (Definitions)

Minn. Stat. § 120B.02 (Educational Expectations for Minnesota Students)
Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of
Grade 3)

Minn. Stat. § 120B.30, Subd. 1 (Statewide Testing and Reporting System)
Minn. Stat. 8 120B.35, Subd. 3 (Student Academic Achievement and
Growth)

Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination)
Minn. Stat. § 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First
Class; Definitions)

Minn. Stat. § 123B.147, Subd. 3 (Principals)

20 U.S.C. 8 5801, et seq. (National Education Goals 2000)

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

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
MSBA/MASA Model Policy 618 (Assessment of Student Achievement)
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Adopted: MSBA/MASA Model Policy 601

Orig. 1995

Revised: Rev. 2046 2017

601

SCHOOL DISTRICT CURRICULUM AND INSTRUCTION GOALS

[Note: Minn. Stat. § 120B.11 requires school districts to adopt a comprehensive long-
term strategic plan that addresses the review of curriculum, instruction, student
achievement, and assessment. MSBA/MASA Model Policies 601, 603, and 616 address
these statutory requirements. In addition, MSBA/MASA Model Policies 613-615 and
617-620 provide procedures to further implement the requirements of Minn. Stat. §
120B.11.]

PURPOSE

The purpose of this policy is to establish broad curriculum parameters for the school
district that encompass the Minnesota Graduation Standards and federal law and are
aligned with creating the world’s best workforce.

GENERAL STATEMENT OF POLICY

The policy of the school district is to establish the “world’s best workforce” in which all
learning in the school district should be directed and for which all school district learners
should be held accountable.

DEFINITIONS

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

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

C. “Curriculum” means district or school adopted programs and written plans for

providing students with learning experiences that lead to expected knowledge,
skills, and career and college readiness.

D. “Instruction” means methods of providing learning experiences that enable
students to meet state and district academic standards and graduation
requirements.

E. “Performance measures” are measures to determine school district and school site
progress in striving to create the world’s best workforce and must include at least
the following:
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1. the size of the academic achievement gap and rigorous course taking,
including college-level advanced placement, international baccalaureate,
postsecondary enrollment options, including concurrent enrollment, other
rigorous courses of study or industry certification courses or programs,
and enrichment experiences by student subgroup;

2. student performance on the Minnesota Comprehensive Assessments;
3. high school graduation rates; and
4. career and college readiness under Minn. Stat. § 120B.30, Subd. 1.

F. “World’s best workforce” means striving to: meet school readiness goals; have
all third-grade students achieve grade-level literacy; close the academic
achievement gap among all racial and ethnic groups of students and between
students living in poverty and students not living in poverty; have all students
attain career and college readiness before graduating from high school; and have
all students graduate from high school.

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

V. LONG-TERM STRATEGIC PLAN
A. The school board, at a public meeting, shall adopt a comprehensive, long-term

strategic plan to support and improve teaching and learning that is aligned with
creating the world’s best workforce and includes the following:

1. clearly defined school district and school site goals and benchmarks for

lnstructlon and student achlevement for aII mne—student—e&tege-nes

studentgeﬂde%e&teg%e&ef—rml&andiemale student cateqorles |dent|f|ed

in state and federal law;

[Note: MSBA/MASA Model Policy 601, Section I1V.B. and
MSBA/MASA Model Policy 616 address this requirement.]

2. a process to assess and evaluate each student’s progress toward meeting
state and local academic standards, assess and identify students for
participation in gifted and talented programs and accelerate their
instruction, adopt procedures for early admission to kindergarten or first
grade of gifted and talented learners which are sensitive to under-
represented groups, and identify the strengths and weaknesses of
instruction in pursuit of student and school success and curriculum
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7.

affecting students’ progress and growth toward career and college
readiness and leading to the world’s best workforce;

[Note: MSBA/MASA Model Policy 618 addresses this requirement.]

a system to periodically review and evaluate the effectiveness of all
instruction and curriculum, taking into account strategies and best
practices, student outcomes, principal evaluations under Minn. Stat. §
123B.147, Subd. 3, students’ access to effective teachers who are
members of populations under-represented among the licensed teachers in
the district or school and who reflect the diversity of enrolled students
under Minn. Stat. § 120B.35, Subd. 3(b)(2), and teacher evaluations under
Minn. Stat. § 122A.40, Subd. 8, or 122A.41, Subd. 5;

[Note: MSBA/MASA Model Policy 616 addresses this requirement.]

strategies for improving instruction, curriculum, and student achievement,
including the English and, where practicable, the native language
development and the academic achievement of English learners;

[Note: MSBA/MASA Model Policy 616 addresses this requirement.]

a process to examine the equitable distribution of teachers and strategies to
ensure low-income and minority children are not taught at higher rates
than other children by inexperienced, ineffective, or out-of-field teachers;

education effectiveness practices that integrate high-quality instruction,
rigorous curriculum, technology, and a collaborative professional culture
that develops and supports teacher quality, performance, and
effectiveness; and

an annual budget for continuing to implement the school district plan.

School district site and school site goals shall include the following:

1.

All students will be required to demonstrate essential skills to effectively
participate in lifelong learning.* These skills include the following:

[*Note: The criteria for acceptable performance in basic skills areas
may need to be modified for students with unique learning needs. These
modifications will be reflected in the Individualized Education Program
(1EP) or Rehabilitation Act Section 504 Accommodation plan.]

a. reading, writing, speaking, listening, and viewing in the English
language;
b. mathematical and scientific concepts;
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C. locating, organizing, communicating, and evaluating information
and developing methods of inquiry (i.e., problem solving);

d. creative and critical thinking, decision making, and study skills;
e. work readiness skills;
f. global and cultural understanding.

Each student will have the opportunity and will be expected to develop
and apply essential knowledge that enables that student to:

a. live as a responsible, productive citizen and consumer within local,
state, national, and global political, social, and economic systems;

b. bring many perspectives, including historical, to contemporary
iSsues;

C. develop an appreciation and respect for democratic institutions;

d. communicate and relate effectively in languages and with cultures

other than the student’s own;

e. practice stewardship of the land, natural resources, and
environment;

f. use a variety of tools and technology to gather and use information,
enhance learning, solve problems, and increase human
productivity.

Students will have the opportunity to develop creativity and self-
expression through visual and verbal images, music, literature, world
languages, movement, and the performing arts.

School practices and instruction will be directed toward developing within
each student a positive self-image and a sense of personal responsibility
for:

a. establishing and achieving personal and career goals;

b. adapting to change;

C. leading a healthy and fulfilling life, both physically and mentally;
d. living a life that will contribute to the well-being of society;
e. becoming a self-directed learner;
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f. exercising ethical behavior.

5. Students will be given the opportunity to acquire human relations skills
necessary to:
a. appreciate, understand, and accept human diversity and
interdependence;
b. address human problems through team effort;
C. resolve conflicts with and among others;
d. function constructively within a family unit;
e. promote a multicultural, gender-fair, disability-sensitive society.

[Note: School district and site goals example courtesy of the Winona School
District.]

Every child is reading at or above grade level no later than the end of grade 3,
including English learners, and teachers provide comprehensive, scientifically
based reading instruction, including a program or collection of instructional
practices that is based on valid, replicable evidence showing that, when the
programs or practices are used, students can be expected to achieve, at a
minimum, satisfactory reading progress. The program or collection of practices
must include, at a minimum, effective, balanced instruction in all five areas of
reading (phonemic awareness, phonics, fluency, vocabulary development, and
reading comprehension), as well as instructional strategies for continuously
assessing, evaluating, and communicating the student’s reading progress and
needs.

1. The school district shall identify, before the end of kindergarten, grade 1,
and grade 2, students who are not reading at grade level before the end of
the current school year and shall identify students in grade 3 or higher who
demonstrate a reading difficulty to a classroom teacher. Reading
assessments in English and in the predominant languages of district
students, where practicable, must identify and evaluate students’ areas of
academic need related to literacy. The school district also must monitor
the progress and provide reading instruction appropriate to the specific
needs of English learners. The school district must use locally adopted,
developmentally appropriate, and culturally responsive assessment.

2. At least annually, the school district must give the parent of each student
who is not reading at or above grade level timely information about:

a. the student’s reading proficiency as measured by a locally adopted
assessment;
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[Note:

b. reading-related services currently being provided to the student and
the student’s progress; and

C. strategies for parents to use at home in helping their students
succeed in becoming grade-level proficient in reading English and
their native languages.

This provision may not be used to deny a student’s right to a special
education evaluation.

For each student who is not reading at or above grade level, the school
district shall provide reading intervention to accelerate student growth and
reach the goal of reading at or above grade level by the end of the current
grade and school year. If a student does not read at or above grade level by
the end of grade 3, the school district must continue to provide reading
intervention until the student reads at grade level. Intervention methods
shall encourage family engagement and, where possible, collaboration
with appropriate school and community programs. Intervention methods
may include, but are not limited to, requiring attendance in summer
school, intensified reading instruction that may require that the student be
removed from the regular classroom for part of the school day, extended
day programs, or programs that strengthen students’ cultural connections.

School districts are strongly encouraged, but not required, to provide

personal learning plans, as provided in Paragraph 4.]

4.

Legal References:

The school district will provide a personal learning plan for a student who
is_unable to demonstrate grade-level proficiency, as measured by the
statewide reading assessment in grade 3. The school district will
determine the format of the personal learning plan in collaboration with
the student’s educators and other appropriate professionals. The school
district will develop the personal learning plan in _consultation with the
student’s parent or guardian. The personal learning plan will address
knowledge gaps and skill deficiencies through strategies such as specific
exercises and practices during and outside of the school day, periodic
assessments, and reasonable timelines. The personal learning plan may
include grade retention if it is in the student’s best interest. The student’s
school will maintain _and regularly update and modify the personal
learning plan until the student reads at grade level. This paragraph does
not apply to a student under an Individualized Education Program.

Minn. Stat. § 120B.018 (Definitions)

Minn. Stat. § 120B.02 (Educational Expectations for Minnesota Students)

Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of
Grade 3)

Minn. Stat. § 120B.30, Suledé 1 (Statewide Testing and Reporting System)
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Cross References:

Minn. Stat. 8 120B.35, Subd. 3 (Student Academic Achievement and
Growth)

Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination)
Minn. Stat. 8 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First
Class; Definitions)

Minn. Stat. § 123B.147, Subd. 3 (Principals)

20 U.S.C. 8 5801, et seq. (National Education Goals 2000)

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

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
MSBA/MASA Model Policy 618 (Assessment of Student Achievement)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: October 10, 2017

603

CURRICULUM DEVELOPMENT

PURPOSE

The purpose of this policy is to provide direction for continuous review and improvement
of the school curriculum.

GENERAL STATEMENT OF POLICY

Curriculum development shall be directed toward the fulfillment of the goals and
objectives of the education program of the school district.

RESPONSIBILITY

A.

The superintendent shall be responsible for curriculum development and for
determining the most effective way of conducting research on the school district’s
curriculum needs and establishing a long range curriculum development program.
Timelines shall be determined by the superintendent that will provide for periodic
reviews of each curriculum area.

A district advisory committee shall provide assistance at the request of the
superintendent. The advisory committee membership shall be a reflection of the
community and, to the extent possible, shall reflect the diversity of the district and
its school sites, and shall include parent, teacher, support staff, student,
community residents, and administration representation, and shall provide
translation to the extent appropriate and practicable. Whenever possible, parents
and other community residents shall comprise at least two-thirds of advisory
committee members.

Within the ongoing process of curriculum development, the following needs shall
be addressed:

1. Provide for articulation of courses of study from kindergarten through
grade twelve.
2. Identify minimum objectives for each course and at each elementary grade
level.
3. Provide for continuing evaluation of programs for the purpose of attaining
school district objectives.
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4. Provide a program for ongoing monitoring of student progress.

5. Provide for specific, particular, and special needs of all members of the
student community.

6. Develop a local literacy plan to have every child reading at or above grade
level no later than the end of grade 3, including English learners, and
teachers providing comprehensive, scientifically based reading instruction
consistent with law.

7. Integrate required and elective course standards in the scope and sequence
of the district curriculum.

8. Meet all applicable requirements of the Minnesota Department of
Education and federal law.

D. The superintendent shall be responsible for keeping the school board informed of

all state-mandated curriculum changes, as well as recommended discretionary
changes, and for periodically presenting recommended modifications for school
board review and approval.

E. The superintendent shall have discretionary authority to develop guidelines and
directives to implement school board policy relating to curriculum development.

Legal References:

Cross References:

Minn. Stat. § 120B.10 (Findings; Improving Instruction and Curriculum)
Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of
Grade 3)

Minn. Rules Part 3500.0550 (Inclusive Educational Program)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English
Language Development)

Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

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

MSBA/MASA Model Policy 604 (Instructional Curriculum)
MSBA/MASA Model Policy 605 (Alternative Programs)
MSBA/MASA Model POI{% 613 (Graduation Requirements)
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MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA  Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
MSBA/MASA Model Policy 617 (School District Ensurance of
Preparatory and High School Standards)

MSBA/MASA Model Policy 618 (Assessment of Student Achievement)
MSBA/MASA Model Policy 619 (Staff Development for Standards)
MSBA/MASA Model Policy 620 (Credit for Learning)

MSBA/MASA Model Policy 623 (Mandatory Summer School Instruction)
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Adopted: MSBA/MASA Model Policy 603

Orig. 1995

Revised: Rev. 2016

603

CURRICULUM DEVELOPMENT

[Note: Minn. Stat. § 120B.11 requires school districts to adopt a comprehensive long-
term strategic plan that addresses the review of curriculum, instruction, student
achievement, and assessment. MSBA/MASA Model Policies 601, 603, and 616 address
these statutory requirements. In addition, MSBA/MASA Model Policies 613-615 and
617-620 provide procedures to further implement the requirements of Minn. Stat. §
120B.11.]

PURPOSE

The purpose of this policy is to provide direction for continuous review and improvement
of the school curriculum.

GENERAL STATEMENT OF POLICY

Curriculum development shall be directed toward the fulfillment of the goals and
objectives of the education program of the school district.

RESPONSIBILITY

A. The superintendent shall be responsible for curriculum development and for
determining the most effective way of conducting research on the school district’s
curriculum needs and establishing a long range curriculum development program.
Timelines shall be determined by the superintendent that will provide for periodic
reviews of each curriculum area.

B. A district advisory committee shall provide assistance at the request of the
superintendent. The advisory committee membership shall be a reflection of the
community and, to the extent possible, shall reflect the diversity of the district and
its school sites, and shall include parent, teacher, support staff, student,
community residents, and administration representation, and shall provide
translation to the extent appropriate and practicable. Whenever possible, parents
and other community residents shall comprise at least two-thirds of advisory
committee members.

C. Within the ongoing process of curriculum development, the following needs shall
be addressed:

1. Provide for articulation of courses of study from kindergarten through
grade twelve.

2. Identify minimum objecti\llgi for each course and at each elementary grade
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level.

3. Provide for continuing evaluation of programs for the purpose of attaining
school district objectives.

4, Provide a program for ongoing monitoring of student progress.

5. Provide for specific, particular, and special needs of all members of the
student community.

6. Develop a local literacy plan to have every child reading at or above grade
level no later than the end of grade 3, including English learners, and
teachers providing comprehensive, scientifically based reading instruction
consistent with law.

7. Integrate required and elective course standards in the scope and sequence
of the district curriculum.

8. Meet all applicable requirements of the Minnesota Department of
Education and federal law.

D. The superintendent shall be responsible for keeping the school board informed of

all state-mandated curriculum changes, as well as recommended discretionary
changes, and for periodically presenting recommended modifications for school
board review and approval.

E. The superintendent shall have discretionary authority to develop guidelines and
directives to implement school board policy relating to curriculum development.

Legal References:

Minn. Stat. § 120B.10 (Findings; Improving Instruction and Curriculum)
Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. § 120B.12 (Reading Proficiently no Later than the End of
Grade 3)

Minn. Rules Part 3500.0550 (Inclusive Educational Program)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English
Language Development)

Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
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Cross References:

Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for

Physical Education)

20 U.S.C. 8 6301, et seq. (Every Student Succeeds Act)

MSBA/MASA Model Policy 604 (Instructional Curriculum)
MSBA/MASA Model Policy 605 (Alternative Programs)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
MSBA/MASA Model Policy 617 (School District Ensurance of
Preparatory and High School Standards)

MSBA/MASA Model Policy 618 (Assessment of Student Achievement)
MSBA/MASA Model Policy 619 (Staff Development for Standards)
MSBA/MASA Model Policy 620 (Credit for Learning)

MSBA/MASA Model Policy 623 (Mandatory Summer School Instruction)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: October 10, 2017

604

INSTRUCTIONAL CURRICULUM

PURPOSE

The purpose of this policy is to provide for the development of course offerings for
students.

GENERAL STATEMENT OF POLICY

A

Instruction must be provided in at least the following subject areas:

1. Language arts and basic communication skills including reading and
writing, literature, and fine arts;

2. Mathematics and science;

3. Social studies, including history, geography, economics, government, and
citizenship that includes civics (see 11.1.);

4. Health and physical education;

5. The arts;

6. Career and technical education; and
7. World languages.

The basic instructional program shall include all courses required for each grade
level by the Minnesota Department of Education (MDE) and all courses required
in all elective subject areas. The instructional approach will be nonsexist and
multicultural.

Elementary and middle schools shall offer at least three, and require at least two,
of the following four art areas: dance, music, theater, and visual arts. High
schools shall offer at least three, and require at least one, of the following five art
areas: media arts, dance, music, theater, and visual arts.

The school board, at its discretion, may offer additional courses in the
instructional program at any grade level.
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Each instructional program shall be planned for optimal benefit taking into
consideration the financial condition of the school district and other relevant
factors. Each program plan should contain goals and objectives, materials,
minimum student competency levels, and methods for student evaluation.

The superintendent shall have discretionary authority to develop guidelines and
directives to implement school board policy relating to instructional curriculum.

The school district will provide onetime cardiopulmonary resuscitation (CPR) and
automatic external defibrillator (AED) instruction as part of its grade 7 to 12
curriculum for all students in that grade beginning in the 2014-2015 school year
and later.

1. In the school district’s discretion, training and instruction may result in
CPR certification.

2. CPR and AED instruction must include CPR and AED training that have
been developed:

a. by the American Heart Association or the American Red Cross and
incorporate psychomotor skills to support the instruction; or

b. using nationally recognized, evidence-based guidelines for CPR
and incorporate psychomotor skills to support the instruction.
“Psychomotor skills” means hands-on practice to support cognitive
learning; it does not mean cognitive-only instruction and training.

3. The school district may use community members such as emergency
medical technicians, paramedics, police officers, firefighters, and
representatives of the Minnesota Resuscitation Consortium, the American
Heart Association, or the American Red Cross, among others, to provide
instruction and training.

4. A school administrator may waive this curriculum requirement for a high
school transfer student regardless of whether or not the student previously
received instruction under this section, an enrolled student absent on the
day the instruction occurred under this section, or an eligible student who
has a disability.

The school district shall assist all students by no later than grade 9 to explore their
educational college and career interests, aptitudes, and aspirations and develop a
plan for a smooth and successful transition to postsecondary education or
employment. All students’ plans must:

1. provide a comprehensive plan to prepare for and complete career and
college-ready curriculum by meeting state and local academic standards
and developing career and employment-related skills such as team work,
collaboration, creativity, (i%rgmunication, critical thinking, and good work
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habits;
2. emphasize academic rigor and high expectations;

3. help students identify interests, aptitudes, aspirations, and personal
learning styles that may affect their career and college-ready goals and
postsecondary education and employment choices;

4. set appropriate career and college-ready goals with timelines that identify
effective means for achieving those goals;

5. help students access education and career options;

6. integrate strong academic content into career-focused courses and applied
and experiential learning opportunities and integrate relevant career-
focused courses and applied and experiential learning opportunities into
strong academic content;

7. help identify and access appropriate counseling and other supports and
assistance that enable students to complete required coursework, prepare
for postsecondary education and careers, and obtain information about
postsecondary education costs and eligibility for financial aid and
scholarship;

8. help identify collaborative partnerships among pre-kindergarten through
grade 12 schools, postsecondary institutions, economic development
agencies, and local and regional employers that support students’
transitions to postsecondary education and employment and provide
students with applied and experiential learning opportunities; and

9. be reviewed and revised at least annually by the student, the student’s
parent or guardian, and the school district to ensure that the student’s
course-taking schedule keeps the student making adequate progress to
meet state and local academic standards and high school graduation
requirements and with a reasonable chance to succeed with employment or
postsecondary education without the need to first complete remedial
course work.

The school district may develop grade-level curricula or provide instruction that
introduces students to various careers, but must not require any curriculum,
instruction, or employment-related activity that obligates an elementary or
secondary student to involuntarily select or pursue a career, career interest,
employment goals, or related job training.

Educators must possess the knowledge and skills to effectively teach all English
learners in their classrooms.  School districts must provide appropriate
curriculum, targeted materials, professional development opportunities for
educators, and sufficient resourcleéSGto enable English learners to become career
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and college-ready.

When assisting students in developing a plan for a smooth and successful
transition to postsecondary education and employment, school districts must
recognize the unique possibilities of each student and ensure that the contents of
each student’s plan reflect the student’s unique talents, skills, and abilities as the
student grows, develops, and learns.

l. A student enrolled in a public school must correctly answer at least 30 of 50
civics test questions. A school or district may record on a student’s transcript that
the student answered at least 30 of 50 civics test questions correctly.

1.

Legal References:

“Civics test questions” means 50 of the 100 questions that, as of January
1, 2015, United States citizenship and immigration services officers use to
select the questions they pose to applicants for naturalization so the
applicants can demonstrate their knowledge and understanding of the
fundamentals of United States history and government, as required by
federal law. The Learning Law and Democracy Foundation, in
consultation with Minnesota civics teachers, must select by July 1 each
year 50 of the 100 questions under this paragraph to serve as the state’s
civics test questions for the proximate school year and immediately
transmit the 50 selected civics test questions to MDE and to the
Legislative Coordinating Commission, which must post the 50 questions it
receives on the Minnesota’s Legacy website by August 1 of that year.

A school or district may exempt a student with disabilities from this
requirement if the student’s individualized education program team
determines the requirement is inappropriate and establishes an alternative
requirement.

A school or district may administer the civics test questions in a language
other than English to students who qualify for English learner services.

Schools and districts may administer civics test questions as part of the
social studies curriculum.

A district must not prevent a student from graduating or deny a student a
high school diploma for failing to correctly answer at least 30 of 50 civics
test questions.

The school district cannot charge a fee related to this requirement.

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

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

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

Minn. Stat. § 120B.125 (1I;1§1nning for Students’ Successful Transition to

604-4



Postsecondary Education and Employment; Involuntary Career Tracking
Prohibited)

Minn. Stat. 8§ 120B.236 (Cardiopulmonary Resuscitation and Automatic
External Defibrillator Instruction)

Cross References:  MSBA/MASA Model Policy 603 (Curriculum Development)
MSBA/MASA Model Policy 605 (Alternative Programs)
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Adopted: MSBA/MASA Model Policy 604
Orig. 1995
Revised: Rev. 2016 2017

604 INSTRUCTIONAL CURRICULUM

l. PURPOSE

The purpose of this policy is to provide for the development of course offerings for
students.

11. GENERAL STATEMENT OF POLICY
A. Instruction must be provided in at least the following subject areas:

1. Language arts and basic communication skills including reading and
writing, literature, and fine arts;

2. Mathematics and science;

3. Social studies, including history, geography, economics, government, and
citizenship that includes civics (see 11.1.);

4, Health and physical education;
[Note: Health curriculum may include child sexual abuse prevention in

consultation with other federal, state, or local agencies and community-based
organizations to identify research-based tools, curricula, and programs.]

5. The arts;
6. Career and technical education; and
7. World languages.

[Note: World languages programs should be developed and implemented to
acknowledge and reinforce the language proficiency and cultural awareness
that non-English language speakers already possess and encourage students’
proficiency in multiple world languages. Programs also must encompass
indigenous American Indian languages and cultures, among other world
languages and cultures. School districts may award Minnesota World
Language Proficiency Certificates or Minnesota World Language High
Achievement Certificates consistent with Minn. Stat. § 120B.022, Subd. 1.]

B. The basic instructional program shall include all courses required for each grade
level by the Minnesota Departmelrgstgof Education (MDE) and all courses required
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in all elective subject areas. The instructional approach will be nonsexist and
multicultural.

Elementary and middle schools shall offer at least three, and require at least two,
of the following four art areas: dance, music, theater, and visual arts. High
schools shall offer at least three, and require at least one, of the following five art
areas: media arts, dance, music, theater, and visual arts.

The school board, at its discretion, may offer additional courses in the
instructional program at any grade level.

Each instructional program shall be planned for optimal benefit taking into
consideration the financial condition of the school district and other relevant
factors. Each program plan should contain goals and objectives, materials,
minimum student competency levels, and methods for student evaluation.

The superintendent shall have discretionary authority to develop guidelines and
directives to implement school board policy relating to instructional curriculum.

The school district will provide onetime cardiopulmonary resuscitation (CPR) and
automatic external defibrillator (AED) instruction as part of its grade 7 to 12
curriculum for all students in that grade beginning in the 2014-2015 school year
and later.

1. In the school district’s discretion, training and instruction may result in
CPR certification.

2. CPR and AED instruction must include CPR and AED training that have
been developed:

a. by the American Heart Association or the American Red Cross and
incorporate psychomotor skills to support the instruction; or

b. using nationally recognized, evidence-based guidelines for CPR
and incorporate psychomotor skills to support the instruction.
“Psychomotor skills” means hands-on practice to support cognitive
learning; it does not mean cognitive-only instruction and training.

3. The school district may use community members such as emergency
medical technicians, paramedics, police officers, firefighters, and
representatives of the Minnesota Resuscitation Consortium, the American
Heart Association, or the American Red Cross, among others, to provide
instruction and training.

4. A school administrator may waive this curriculum requirement for a high
school transfer student regardless of whether or not the student previously
received instruction under this section, an enrolled student absent on the
day the instruction occurrlegounder this section, or an eligible student who
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has a disability.

[Note: If a school district requests resources, the Minnesota Resuscitation Consortium
must provide them to the school district for instruction and training provided to
students under this section.]

H. The school district shall assist all students by no later than grade 9 to explore their
educational college and career interests, aptitudes, and aspirations and develop a
plan for a smooth and successful transition to postsecondary education or
employment. All students’ plans must:

1.

provide a comprehensive plan to prepare for and complete career and
college-ready curriculum by meeting state and local academic standards
and developing career and employment-related skills such as team work,
collaboration, creativity, communication, critical thinking, and good work
habits;

emphasize academic rigor and high expectations and inform the student
and the student’s parent or guardian, if the student is a minor, of the
student’s achievement level score on the Minnesota Comprehensive
Assessments that are administered during high school;

help students identify interests, aptitudes, aspirations, and personal
learning styles that may affect their career and college-ready goals and
postsecondary education and employment choices;

set appropriate career and college-ready goals with timelines that identify
effective means for achieving those goals;

help students access education and career options;

integrate strong academic content into career-focused courses and applied
and experiential learning opportunities and integrate relevant career-
focused courses and applied and experiential learning opportunities into
strong academic content;

help identify and access appropriate counseling and other supports and
assistance that enable students to complete required coursework, prepare
for postsecondary education and careers, and obtain information about
postsecondary education costs and eligibility for financial aid and
scholarship;

help identify collaborative partnerships among pre-kindergarten through
grade 12 schools, postsecondary institutions, economic development
agencies, and local and regional employers that support students’
transitions to postsecondary education and employment and provide
students with applied and experiential learning opportunities; and
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9. be reviewed and revised at least annually by the student, the student’s
parent or guardian, and the school district to ensure that the student’s
course-taking schedule keeps the student making adequate progress to
meet state and local academic standards and high school graduation
requirements and with a reasonable chance to succeed with employment or
postsecondary education without the need to first complete remedial
course work.

The school district may develop grade-level curricula or provide instruction that
introduces students to various careers, but must not require any curriculum,
instruction, or employment-related activity that obligates an elementary or
secondary student to involuntarily select or pursue a career, career interest,
employment goals, or related job training.

Educators must possess the knowledge and skills to effectively teach all English
learners in their classrooms.  School districts must provide appropriate
curriculum, targeted materials, professional development opportunities for
educators, and sufficient resources to enable English learners to become career
and college-ready.

When assisting students in developing a plan for a smooth and successful
transition to postsecondary education and employment, school districts must
recognize the unique possibilities of each student and ensure that the contents of
each student’s plan reflect the student’s unique talents, skills, and abilities as the
student grows, develops, and learns.

If a student with a disability has an Individualized Education Program (IEP) or
standardized written plan that meets the plan components herein, the IEP satisfies
the requirement, and no additional transition plan is needed.

Students who do not meet or exceed the Minnesota Academic Standards, as
measured by the Minnesota Comprehensive Assessments that are administered
during high school, shall be informed that admission to a public school is free and
available to any resident under 21 years of age or who meets the requirements of
the compulsory attendance law. A student’s plan under this provision shall
continue while a student is enrolled.

[Note: Minn. Stat. § 120B.125 requires school districts to provide the services set forth
in Section I1.H. beginning in the 2013-2014 school year.]

A student enrolled in a public school must correctly answer at least 30 of 50
civics test questions. A school or district may record on a student’s transcript that
the student answered at least 30 of 50 civics test questions correctly.

1. “Civics test questions” means 50 of the 100 questions that, as of January
1, 2015, United States citizenship and immigration services officers use to
select the questions they pose to applicants for naturalization so the
applicants can demonstra%t7e2 their knowledge and understanding of the
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6.

fundamentals of United States history and government, as required by
federal law. The Learning Law and Democracy Foundation, in
consultation with Minnesota civics teachers, must select by July 1 each
year 50 of the 100 questions under this paragraph to serve as the state’s
civics test questions for the proximate school year and immediately
transmit the 50 selected civics test questions to MDE and to the
Legislative Coordinating Commission, which must post the 50 questions it
receives on the Minnesota’s Legacy website by August 1 of that year.

A school or district may exempt a student with disabilities from this

requirement if the student’s individuatized-education—program IEP team

determines the requirement is inappropriate and establishes an alternative
requirement.

A school or district may administer the civics test questions in a language
other than English to students who qualify for English learner services.

Schools and districts may administer civics test questions as part of the
social studies curriculum.

A district must not prevent a student from graduating or deny a student a
high school diploma for failing to correctly answer at least 30 of 50 civics
test questions.

The school district cannot charge a fee related to this requirement.

[Note: This requirement is effective for students enrolling in grade 9 in the 2017-2018
school year and later.]

Legal References:

Cross References:

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

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

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

Minn. Stat. 8 120B.125 (Planning for Students’ Successful Transition to
Postsecondary Education and Employment; Involuntary Career Tracking
Prohibited)

Minn. Stat. 8 120B.234 (Child Sexual Abuse Prevention Education)

Minn. Stat. 8 120B.236 (Cardiopulmonary Resuscitation and Automatic
External Defibrillator Instruction)

MSBA/MASA Model Policy 603 (Curriculum Development)
MSBA/MASA Model Policy 605 (Alternative Programs)
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613

GRADUATION REQUIREMENTS
PURPOSE

The purpose of this policy is to set forth requirements for graduation from the school
district.

GENERAL STATEMENT OF POLICY

The policy of the school district is that all students entering grade 8 in the 2011-2012
school year and earlier must satisfactorily complete, as determined by the school district,
all credit requirements, all state academic standards, or local standards where state
standards do not apply, and successfully pass graduation examinations, as required, in
order to graduate. For students entering grade 8 in the 2012-2013 school year and later,
the school district’s policy is that students must demonstrate, as determined by the school
district, their satisfactory completion of the credit requirements and their understanding
of academic standards. The school district must adopt graduation requirements that meet
or exceed state graduation requirements established in law or rule.

DEFINITIONS

A. “Academic standard” means: (1) a statewide adopted expectation for student
learning in the content areas of language arts, mathematics, science, social
studies, physical education, or the arts, or (2) a locally adopted expectation for
student learning in health, the arts, career and technical education, or world

languages.

B. “Credit” means a student’s successful completion of an academic year of study or
a student’s mastery of the applicable subject matter, as determined by the school
district.

C. “Section 504 Accommodation” means the defined appropriate accommodations or

modifications that must be made in the school environment to address the needs
of an individual student with disabilities.

D. “Individualized Education Program” or “IEP” means a written statement
developed for a student eligible by law for special education and services.

E. “English language learners” or “ELL” student means an individual whose first
language is not English and whose test performance may be negatively impacted
by lack of English language proficancy.
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F. “GRAD” means the graduation-required assessment for diploma that measures
the reading, writing, and mathematics proficiency of high school students.

DISTRICT ASSESSMENT COORDINATOR

The Director of Teaching and Learning shall be named the District Assessment
Coordinator. Said person shall be in charge of all test procedures and shall bring
recommendations to the school board annually for approval.

GRADUATION ASSESSMENT REQUIREMENTS

A. Students enrolled in grade 8 through the 2009-2010 school year are eligible to be

assessed under:

1. the graduation-required assessment for diploma (GRAD) in reading,
mathematics, or writing under Minn. Stat. § 120B.30, Subd. 1(c)(1) and
(2) and Subd. 1(d) (2012) as follows:

a. for reading and mathematics:

obtaining an achievement level equivalent to or greater than
proficient as determined through a standard setting process
on the Minnesota Comprehensive Assessments in grade 10
for reading and grade 11 for mathematics or achieving a
passing score as determined through a standard setting
process on the GRAD in grade 10 for reading and grade 11
for mathematics or subsequent retests;

achieving a passing score as determined through a standard
setting process on the state-identified language proficiency
test in reading and the mathematics test for English
language learners or the GRAD equivalent of those
assessments for students designated as English language
learners;

achieving an individual passing score on the GRAD as
determined by appropriate state guidelines for students with
an individualized education program (IEP) or Section 504
(504) plan;

obtaining an achievement level equivalent to or greater than
proficient as determined through a standard setting process
on the state-identified alternate assessment or assessments
in grade 10 for reading and grade 11 for mathematics for
students with an IEP; or

achieving al%individual passing score on the state-identified
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alternate assessment or assessments as determined by
appropriate state guidelines for students with an IEP; and

b. for writing:
I achieving a passing score on the GRAD;

ii. achieving a passing score as determined through a standard
setting process on the state-identified language proficiency
test in writing for students designated as English language
learners;

iii. achieving an individual passing score on the GRAD as
determined by appropriate state guidelines for students with
an IEP or 504 plan; or

V. achieving an individual passing score on the state-identified
alternate assessment or assessments as determined by
appropriate state guidelines for students with an I1EP.

C. Students enrolled in grade 8 in any school year from the 2005-
2006 school year to the 2009-2010 school year who do not pass the
mathematics GRAD under V.A.1., above, are eligible to receive a
high school diploma if they:

I. complete with a passing score or grade all state and local
coursework and credits required for graduation by the
school board granting the students their diploma;

ii. participate in district-prescribed academic remediation in
mathematics; and

iii. fully participate in at least two retests of the mathematics
GRAD test or until they pass the mathematics GRAD test,
whichever comes first.

2. the WorkKeys job skills assessment;

3. the Compass college placement test;

4. the ACT assessment for college admission;

5. the armed services vocational aptitude test; or

6. the school district may substitute a score from an alternative, equivalent

assessment to satisfy the requirements of this paragraph.

Students enrolled in grade 8 inl%rée 2010-2011 or 2011-2012 school year are
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eligible to be assessed under:

1.

the GRAD in reading, mathematics, or writing under Minn. Stat. §
120B.30, Subd. 1(c)(1) and (2) (2012) as follows:

a.

for reading and mathematics:

obtaining an achievement level equivalent to or greater than
proficient as determined through a standard setting process
on the Minnesota Comprehensive Assessments in grade 10
for reading and grade 11 for mathematics or achieving a
passing score as determined through a standard setting
process on the GRAD in grade 10 for reading and grade 11
for mathematics or subsequent retests;

achieving a passing score as determined through a standard
setting process on the state-identified language proficiency
test in reading and the mathematics test for English
language learners or the GRAD equivalent of those
assessments for students designated as English language
learners;

achieving an individual passing score on the GRAD as
determined by appropriate state guidelines for students with
an IEP or 504 plan;

obtaining an achievement level equivalent to or greater than
proficient as determined through a standard setting process
on the state-identified alternate assessment or assessments
in grade 10 for reading and grade 11 for mathematics for
students with an IEP; or

achieving an individual passing score on the state-identified
alternate assessment or assessments as determined by
appropriate state guidelines for students with an IEP; and

for writing:

achieving a passing score on the GRAD;

achieving a passing score as determined through a standard
setting process on the state-identified language proficiency
test in writing for students designated as English language
learners;

achieving an individual passing score on the GRAD as
determined by appropriate state guidelines for students with
an IEP or 51074%plan; or

613-4



iv. achieving an individual passing score on the state-identified
alternate assessment or assessments as determined by
appropriate state guidelines for students with an I1EP.

the WorkKeys job skills assessment;
the Compass college placement test;
the ACT assessment for college admission;

the armed services vocational aptitude test; or

the school district may substitute a score from an alternative, equivalent
assessment to satisfy the requirements of this paragraph.

For students enrolled in grade 8 in the 2012-2013 school year and later, students’
state graduation requirements, based on a longitudinal, systematic approach to
student education and career planning, assessment, instructional support, and
evaluation, include the following:

1.

an opportunity to participate on a nationally normed college entrance
exam in grade 11 or grade 12;

achievement and career and college readiness tests in mathematics,
reading, and writing. The tests must have a continuum of empirically
derived, clearly defined benchmarks focused on students’ attainment of
knowledge and skills so that students, their parents, and teachers know
how well students must perform to have a reasonable chance to succeed in
a career or college without the need for postsecondary remediation. In
addition, the tests must ensure that the foundational knowledge and skills
for students’ successful performance in postsecondary employment or
education and articulated series of possible targeted interventions are
clearly identified and satisfy Minnesota’s postsecondary admission
requirements. To the extent available, the tests should:

a. monitor students’ continuous development of and growth in
requisite knowledge and skills; analyze students’ progress and
performance levels, identifying students’ academic strengths and
diagnosing areas where students require curriculum or instructional
adjustments, targeted interventions, or remediation; and

b. based on analysis of students’ progress and performance data,
determine students’ learning and instructional needs and the
instructional tools and best practices that support academic rigor
for the student; and

consistent with this paragrla%h and Minn. Stat. 8 120B.125 (see Policy 604,
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Section 11.H.), age-appropriate exploration and planning activities and
career assessments to encourage students to identify personally relevant
career interests and aptitudes and help students and their families develop
a regularly reexamined transition plan for postsecondary education or
employment without need for postsecondary remediation.

Based on appropriate state guidelines, students with an IEP may satisfy
state graduation requirements by achieving an individual score on the
state-identified alternative assessments.

Students meeting the state graduation requirements under this section must
receive targeted, relevant, academically rigorous, and resourced
instruction which may include a targeted instruction and intervention plan
focused on improving the student’s knowledge and skills in core subjects
so that the student has a reasonable chance to succeed in a career or
college without need for postsecondary remediation.

Students meeting the state graduation requirements under this section and
who are students in grade 11 or 12 and who are identified as academically
ready for a career or college must be actively encouraged by the school
district to participate in courses and programs awarding college credit to
high school students. Students are not required to achieve a specified
score or level of proficiency on an assessment under this subdivision to
graduate from high school.

A student’s progress toward career and college readiness must be recorded
on the student’s high school transcript.

VI. GRADUATION CREDIT REQUIREMENTS

A. Students beginning 8" grade in the 2012-2013 school year and later must
successfully complete, as determined by the school district, the following high
school level credits for graduation:

1.

Four credits of language arts sufficient to satisfy all academic standards in
English language arts;

Three credits of mathematics, including an algebra 1l credit or its
equivalent, geometry, statistics and probability, or its equivalent, sufficient
to satisfy all of the academic standards in mathematics.

Students in the graduation class of 2015 and beyond must complete an
algebra | credit by the end of 8™ grade sufficient to satisfy all of the 8"
grade standards in mathematics;

Three credits of science, including at least: (a) one credit of biology; (b)
one credit of chemistry or physics; and (c) one elective credit of science.
The combination of credli;s{9 must be sufficient to satisfy (i) all of the
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academic standards in either chemistry or physics and (ii) all other
academic standards in science;

5. Three and one-half credits of social studies, encompassing at least United
States history, geography, government and citizenship, world history, and
economics sufficient to satisfy all of the academic standards in social
studies;

6. One credit in the arts sufficient to satisfy all of the state or local academic
standards in the arts; and

7. A minimum of seven elective credits.
8. Credit equivalencies
a. A one-half credit of economics taught in a school’s agriculture

education or business department may fulfill a one-half credit in
social studies under VI.A.5., above, if the credit is sufficient to
satisfy all of the academic standards in economics.

b. An agriculture science or career and technical education credit may
fulfill the elective science credit required under VI.A.4., above, if
the credit meets the state physical science, life science, earth and
space science, chemistry, or physics academic standards or a
combination of these academic standards as approved by the
school district. An agriculture or career and technical education
credit may fulfill the credit in chemistry or physics required under
VI.A.4., above, if the credit meets the state chemistry or physics
academic standards as approved by the school district. A student
must satisfy either all of the chemistry or physics academic
standards prior to graduation. An agriculture science or career and
technical education credit may not fulfill the required biology
credit under VI.A.4., above.

C. A career and technical education credit may fulfill a mathematics
or arts credit requirement under VI.A.2. or VI.A.6., above.

d. A computer science credit may fulfill a mathematics credit
requirement under VI.A.2., above, if the credit meets state
academic standards in mathematics.

e. A Project Lead the Way credit may fulfill a science or mathematics
credit requirement under VI.A.2. or VI.A.4., above, if the credit
meets the state academic standards in science or mathematics.

VIl. GRADUATION STANDARDS REQUIREMENTS

A. All students must demonstrate iré%ir understanding of the following academic
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standards:
1. School District Standards, Health (K-12);
2. School District Standards, Career and Technical Education (K-12); and
3. School District Standards, World Languages (K-12).

B. Academic standards in health, world languages, and career and technical
education will be reviewed on an annual basis.* A school district must use the
current world languages standards developed by the American Council on the

Teaching of Foreign Languages.

* Reviews are required to be conducted on a periodic basis. Therefore, this time
period may be changed to accommodate individual school district needs.

C. All students must satisfactorily complete the following required Graduation
Standards in accordance with the standards developed by the Minnesota
Department of Education (MDE):

1. Minnesota Academic Standards, English Language Arts K-12;
2. Minnesota Academic Standards, Mathematics K-12;

3. Minnesota Academic Standards, Science K-12;

4. Minnesota Academic Standards, Social Studies K-12; and

5. Minnesota Academic Standards, Physical Education K-12.

D. State standards in the Arts K-12 are available, or school districts may choose to
develop their own standards.

E. The academic standards for language arts, mathematics, and science apply to all
students except the very few students with extreme cognitive or physical
impairments for whom an IEP team has determined that the required academic
standards are inappropriate. An IEP team that makes this determination must
establish alternative standards.

VIll. EARLY GRADUATION

Students may be considered for early graduation, as provided for within Minn. Stat. §
120B.07, upon meeting the following conditions:

A. All course or standards and credit requirements must be met;

B. The principal or designee shall conduct an interview with the student and parent
or guardian, familiarize the partielsé\l/vith opportunities available in post-secondary

613-8



education, and arrive at a timely decision; and

C. The principal’s decision shall be in writing and may be subject to review by the
superintendent and school board.

Legal References:

Cross References:

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

Minn. Stat. § 120B.018 (Definitions)

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

Minn. Stat. § 120B.023 (Benchmarks)

Minn. Stat. § 120B.024 (Graduation Requirements; Course Credits)

Minn. Stat. § 120B.07 (Early Graduation)

Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. 8§ 120B.125 (Planning for Students’ Successful Transition to
Postsecondary Education and Employment; Involuntary Career Tracking
Prohibited)

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

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

20 U.S.C. 8 6301, et seq. (Every Student Succeeds Act)

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
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613

GRADUATION REQUIREMENTS

[Note: The requirements set forth in this policy govern the graduation standards that
Minnesota public schools must require for a high school diploma for all students.]

PURPOSE

The purpose of this policy is to set forth requirements for graduation from the school
district.

GENERAL STATEMENT OF POLICY

The pollcy of the school dlstrlct IS that all students entering grade 8 m—the—Z@i—L—%G}z

e;deHeug%adm{e—Fm—s&@em&emenaggmd&g in the 2012 2013 school year and Iater—
the-scheol-district’s-potiey-is-that-students must demonstrate, as determined by the school

district, their satisfactory completion of the credit requirements and their understanding
of academic standards. The school district must adopt graduation requirements that meet
or exceed state graduation requirements established in law or rule.

DEFINITIONS

A. “Academic standard” means: (1) a statewide adopted expectation for student
learning in the content areas of language arts, mathematics, science, social
studies, physical education, or the arts, or (2) a locally adopted expectation for
student learning in health, the arts, career and technical education, or world

languages.

B. “Credit” means a student’s successful completion of an academic year of study or
a student’s mastery of the applicable subject matter, as determined by the school
district.

C. “Section 504 Accommodation” means the defined appropriate accommodations or

modifications that must be made in the school environment to address the needs
of an individual student with disabilities.

D. “Individualized Education Program” or “lIEP” means a written statement
developed for a student eligible by law for special education and services.

E. “English language learners” or “ELL” student means an individual whose first
language is not English and whoig 3test performance may be negatively impacted
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by lack of English language proficiency.

F. “GRAD” means the graduation-required assessment for diploma that measures
the reading, writing, and mathematics proficiency of high school students.

DISTRICT ASSESSMENT COORDINATOR
( Position Title ) shall be named the District Assessment Coordinator. Said

person shall be in charge of all test procedures and shall bring recommendations to the
school board annually for approval.

GRADUATION ASSESSMENT REQUIREMENTS




I I







P ¢ PP

For students enrolled in grade 8 in the 2012-2013 school year and later, students’
state graduation requirements, based on a longitudinal, systematic approach to
student education and career planning, assessment, instructional support, and
evaluation, include the following:

1A.  an—oppertunity encouragement to participate on a nationally normed
college entrance exam in grade 11 or grade 12;

2B.  achievement and career and college readiness tests in mathematics,
reading, and writing. The tests must have a continuum of empirically
derived, clearly defined benchmarks focused on students’ attainment of
knowledge and skills so that students, their parents, and teachers know
how well students must perform to have a reasonable chance to succeed in
a career or college without the need for postsecondary remediation. In
addition, the tests must ensure that the foundational knowledge and skills
for students’ successful performance in postsecondary employment or
education and articulated series of possible targeted interventions are
clearly identified and satisfy Minnesota’s postsecondary admission
requirements. To the extent available, the tests should:

al. monitor students’ continuous development of and growth in
requisite knowledge and skills; analyze students’ progress and
performance levels, identifying students’ academic strengths and
diagnosing areas where students require curriculum or instructional
adjustments, targeted interventions, or remediation; and

b2. based on analysis of students’ progress and performance data,
determine students’ learning and instructional needs and the
instructional tools and best practices that support academic rigor
for the student; and
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£G.

consistent with this paragraph and Minn. Stat. § 120B.125 (see Policy 604,
Section 11.H.), age-appropriate exploration and planning activities and
career assessments to encourage students to identify personally relevant
career interests and aptitudes and help students and their families develop
a regularly reexamined transition plan for postsecondary education or
employment without need for postsecondary remediation.

Based on appropriate state guidelines, students with an IEP may satisfy
state graduation requirements by achieving an individual score on the
state-identified alternative assessments.

Students meeting the state graduation requirements under this section must
receive targeted, relevant, academically rigorous, and resourced
instruction which may include a targeted instruction and intervention plan
focused on improving the student’s knowledge and skills in core subjects
so that the student has a reasonable chance to succeed in a career or
college without need for postsecondary remediation.

Students meeting the state graduation requirements under this section and
who are students in grade 11 or 12 and who are identified as academically
ready for a career or college must be actively encouraged by the school
district to participate in courses and programs awarding college credit to
high school students. Students are not required to achieve a specified
score or level of proficiency on an assessment under this subdivision to
graduate from high school.

A student’s progress toward career and college readiness must be recorded
on the student’s high school transcript.

VI. GRADUATION CREDIT REQUIREMENTS

A

Students beginning 8" grade in the 2012-2013 school year and later must
successfully complete, as determined by the school district, the following high
school level credits for graduation:

1A.

Four credits of language arts sufficient to satisfy all academic standards in
English language arts;

Three credits of mathematics, including an algebra 11 credit or its
equivalent, geometry, statistics and probability, or its equivalent, sufficient
to satisfy all of the academic standards in mathematics.

Students in the graduation class of 2015 and beyond must complete an
algebra | credit by the end of 8" grade sufficient to satisfy all of the 8™
grade standards in mathematics;

Three credits of science, including at least: (a) one credit of biology; (b)
one credit of chemistry oig%hysics; and (c) one elective credit of science.
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The combination of credits must be sufficient to satisfy (i) all of the
academic standards in either chemistry or physics and (ii) all other
academic standards in science;

Three and one-half credits of social studies, encompassing at least United
States history, geography, government and citizenship, world history, and
economics sufficient to satisfy all of the academic standards in social
studies;

One credit in the arts sufficient to satisfy all of the state or local academic
standards in the arts; and

A minimum of seven elective credits.
Credit equivalencies

al. A one-half credit of economics taught in a school’s agriculture
education or business department may fulfill a one-half credit in
social studies under VA5 Paragraph E., above, if the credit is
sufficient to satisfy all of the academic standards in economics.

b2.  Anagriculture science or career and technical education credit may
fulfill the elective science credit required under \A4-A<4- Paragraph
D., above, if the credit meets the state physical science, life
science, earth and space science, chemistry, or physics academic
standards or a combination of these academic standards as
approved by the school district. An agriculture or career and
technical education credit may fulfill the credit in chemistry or
physics required under VA4 Paragraph D., above, if the credit
meets the state chemistry or physics academic standards as
approved by the school district. A student must satisfy either all of
the chemistry or physics academic standards prior to graduation.
An agriculture science or career and technical education credit may
not fulfill the required biology credit under \-A-4. Paragraph D.,
above.

€3. A career and technical education credit may fulfill a mathematics
or arts credit requirement under VEA2: Paragraph B. or VEAS-

Paragraph F., above.

d4. A computer science credit may fulfill a mathematics credit
requirement under VA2 Paragraph B., above, if the credit meets
state academic standards in mathematics.

€b. A Project Lead the Way credit may fulfill a seierce-er mathematics
or_science credit requirement under VA2 Paragraph B. or
VA4 Paragraph D., above, if the credit meets the state academic
standards in seienelegg mathematics or science.
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VII.

VIII.

GRADUATION STANDARDS REQUIREMENTS

A

All students must demonstrate their understanding of the following academic
standards:

1. School District Standards, Health (K-12);

2. School District Standards, Career and Technical Education (K-12); and

3. School District Standards, World Languages (K-12).

Academic standards in health, world languages, and career and technical
education will be reviewed on an annual basis.* A school district must use the
current world languages standards developed by the American Council on the

Teaching of Foreign Languages.

* Reviews are required to be conducted on a periodic basis. Therefore, this time
period may be changed to accommodate individual school district needs.

All students must satisfactorily complete the following required Graduation
Standards in accordance with the standards developed by the Minnesota
Department of Education (MDE):

1. Minnesota Academic Standards, English Language Arts K-12;

2. Minnesota Academic Standards, Mathematics K-12;

3. Minnesota Academic Standards, Science K-12;

4. Minnesota Academic Standards, Social Studies K-12; and

5. Minnesota Academic Standards, Physical Education K-12.

State standards in the Arts K-12 are available, or school districts may choose to
develop their own standards.

The academic standards for language arts, mathematics, and science apply to all
students except the very few students with extreme cognitive or physical
impairments for whom an IEP team has determined that the required academic
standards are inappropriate. An IEP team that makes this determination must
establish alternative standards.

EARLY GRADUATION

Students may be considered for early graduation, as provided for within Minn. Stat. §
120B.07, upon meeting the following conditions:
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A. All course or standards and credit requirements must be met;

B. The principal or designee shall conduct an interview with the student and parent
or guardian, familiarize the parties with opportunities available in post-secondary
education, and arrive at a timely decision; and

C. The principal’s decision shall be in writing and may be subject to review by the
superintendent and school board.

Legal References:

Cross References:

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

Minn. Stat. § 120B.018 (Definitions)

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

Minn. Stat. § 120B.023 (Benchmarks)

Minn. Stat. § 120B.024 (Graduation Requirements; Course Credits)

Minn. Stat. § 120B.07 (Early Graduation)

Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. 8 120B.125 (Planning for Students’ Successful Transition to
Postsecondary Education and Employment; Involuntary Career Tracking
Prohibited)

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

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for
Physical Education)

20 U.S.C. 8 6301, et seq. (Every Student Succeeds Act)

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
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614

JORDAN D STR CT SCHOOLS
POLI CY

SCHOOL DISTRICT TESTING PLAN AND PROCEDURE

PURPOSE

The purpose of this policy is to set forth the school district’s testing plan and procedure.

GENERAL STATEMENT OF POLICY

The policy of the school district is to implement procedures for testing, test security,
documentation, and record keeping.

DUTIES OF SCHOOL DISTRICT PERSONNEL REGARDING TEST
ADMINISTRATION

A. Superintendent

1. Responsibilities before testing.

a.

Designate a district assessment coordinator and district technology
coordinator.

The superintendent, or a designee who has been authorized to be
the identified official with authority by the school board, pre-
authorizes staff access for applicable Minnesota Department of
Education (MDE) secure systems.

Annually review and recertify staff who have access to MDE
secure systems.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Establish a culture of academic integrity.

Fully cooperate with MDE representatives conducting site visits or
Minnesota Test of Academic Skills (MTAS) audits during testing.

Ensure student information is current and accurate.
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Ensure that a current district test security procedure is in place and
that all relevant staff have been provided district training on test
administration and test security.

Confirm the district assessment coordinator has current
information and training specific to test security and the
administration of statewide assessments.

Confirm the district assessment coordinator completes Pre-test
Editing in the Test Web Edit System (WES).

2. Responsibilities after testing.

a. Confirm the district assessment coordinator and Minnesota
Automated Reporting Student System (MARSS) coordinator
complete Post-test Editing in Test WES.

b. Verify with the district assessment coordinator that all test security
issues have been reported to MDE and are being addressed.

C. Confirm the MARSS coordinator has updated all student records
for Post-test Editing.

d. Confirm the district assessment coordinator has finalized the
district’s assessment information prior to the close of Post-test
Editing in Test WES.

e. Confirm the district assessment coordinator, or designee, has
access to the Graduation Requirements Records (GRR) system and
enters necessary information.

f. Discuss assessment results with the district assessment coordinator
and school administrators.

B. District Assessment Coordinator
1. Responsibilities before testing.

a.

Serve as primary contact with MDE regarding policy and
procedure questions related to test administration.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Confirm all staff who handle test materials, administer tests, or
have access to secure test content have completed the Assurance of
Test Security and Non-Disclosure.
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1) Maintain the completed Assurance of Test Security and
Non-Disclosure for two years after the end of the academic
school year in which testing took place.

Review with all staff the Assurance of Test Security and Non-
Disclosure and their responsibilities thereunder.

Identify appropriate tests for students and ensure student data sent
to service providers for testing are correct.

Establish district testing schedule within the testing windows
specified by the MDE and service providers.

Prepare testing conditions, including user access to service
provider websites, preparing readiness for online testing, preparing
a plan for tracking which students test on which computers or
devices, ensure accommodations are indicated as necessary,
providing students with opportunity to become familiar with test
format, item types, and tools prior to test administration;
establishing process for inventorying and distributing secure test
materials where necessary; preparing procedures for expected and
unexpected situations occurring during testing; planning for
addressing technical issues while testing; identify staff who will
enter student responses from paper accommodated test materials
and scores from MTAS administration online.

Train school assessment coordinators, test monitors, MTAS test
administrators, and ACCESS (test for English language learners)
and Alternate ACCESS test administrators.

1) Provide training on proper test administration and test
security.

2) Verify staff complete any and all test-specific training.

Maintain security of test content, test materials, and record of all
staff involved.

1) Receive secure paper test materials from the service
provider and immediately lock them in a previously
identified secure area, inventory same, and contact service
provider with any discrepancies.

(2) Organize secure test materials for online administrations
and keep them secure.

3) Define chain of custody for providing test materials to test
monitors alné:l4 administrators. The chain of custody must
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C.

J-

address the process for providing test materials on the day
of testing, distributing test materials to and collecting test
materials from students at the time of testing, keeping test
materials secure between testing sessions, and returning test
materials after testing is completed.

Confirm that all students have appropriate test materials.

Responsibilities on testing day(s).

a.

d.

Conduct random, unannounced visits to testing rooms to observe
staff adherence to test security and policies and procedures.

Fully cooperate with MDE representatives conducting site visits or
MTAS audits.

Contact the MDE assessment contact within 24 hours of a security
breach and submit the Test Security Notification in Test WES
within 48 hours.

Address invalidations and test or accountability codes.

Responsibilities after testing.

a.

g.

Ensure that student responses from paper accommodated test
materials and MTAS scores are entered.

Arrange for secure disposal of all test materials that are not
required to be returned within 48 hours after the close of the testing
window.

Return secure test materials as outlined in applicable manuals and
resources.

Collect security documents and maintain them for two years from
the end of the academic school year in which testing took place.

Review student assessment data and resolve any issues.

Distribute Individual Student Reports no later than fall
parent/teacher conferences.

Enter Graduation Requirements Records in the GRR system.

School Principal

1.

Responsibilities before testing.
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D.

Designate a school assessment coordinator and technology
coordinator for the building.

Be knowledgeable about proper test administration and test
security as outlined in manuals and directions.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Communicate the importance of test security and expectation that
staff will keep test content secure and act with honesty and
integrity during test administration.

Provide adequate secure storage space for secure test materials
before, during, and after testing until they are returned to the
service provider or securely disposed of.

Ensure adequate computers and/or devices are available and rooms
appropriately set up for online testing.

Verify that all test monitors and test administrators receive proper
training for test administration.

Ensure students taking specified tests have opportunity to become
familiar with test format, item types, and tools prior to test
administration.

Responsibilities on testing day(s).

a.

Ensure that test administration policies and procedures and test
security requirements in all manuals and directions are followed.

Fully cooperate with MDE representatives conducting site visits or
MTAS audits.

Responsibilities after testing.

a.

Ensure all secure test materials are collected, returned, and/or
disposed of securely as required in any manual.

Ensure requirements for embargoed final assessment results are
followed.

School Assessment Coordinator

1.

Responsibilities before testing.
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Implement test administration and test security policies and
procedures.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Ensure all staff who handle test materials, administer tests, or have
access to secure test content read and complete the Assurance of
Test Security and Non-Disclosure.

Identify appropriate tests for students and ensure student data sent
to service providers for testing are correct.

Prepare testing conditions, including the following: schedule
rooms and computer labs; arrange for test monitors and
administrators; arrange for additional staff to assist with
unexpected situations; arrange for technology staff to assist with
technical issues; develop a plan for tracking which students test on
which computers or devices; plan seating arrangements for
students; ensure preparations are completed for Optional Local
Purpose  Assessment (OLPA), Minnesota Comprehensive
Assessment (MCA), and ACCESS online testing; ensure
accommodations are properly reported; confirm how secure paper
test materials will arrive and quantities to expect; address
accommodations and specific test administration procedures;
determine staff who will enter the student responses from paper
accommodated test materials and scores from MTAS
administrations online.

Train staff, including all state-provided training materials, policies
and procedures, and test-specific training.

Maintain security of test content and test materials.

1) Receive secure paper test materials from the service
provider and immediately lock them in a previously
identified secure area, inventory same, and contact service
provider with any discrepancies.

(2 Organize secure test materials for online administrations
and keep them secure.

3) Follow chain of custody for providing test materials to test
monitors and administrators. The chain of custody must
address the process for providing test materials on the day
of testing, distributing test materials to and collecting test
materials from students at the time of testing, keeping test
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materials secure between testing sessions, and returning test
materials after testing is completed.

4 Identify need for additional test materials to district
assessment coordinator.

(5) Provide MTAS student data collection forms if necessary.

(6) Distribute applicable ACCESS and Alternate ACCESS Test
Administrator Scripts and Test Administration Manuals to
test administrators so they can become familiar with the
script and prepare for test administration.

@) Confirm that all students taking ACCESS and Alternate
ACCESS have appropriate test materials and preprinted
student information on the label is accurate.

Responsibilities on testing day(s).

a.

Distribute materials to test monitors and ACCESS test
administrators and ensure security of test materials between testing
sessions and that district procedures are followed.

Ensure Test Monitor and Student Directions and Test
Administrator Scripts are followed and answer questions regarding
same.

Fully cooperate with MDE representatives conducting site visits or
MTAS audits, as applicable.

Conduct random, unannounced visits to testing rooms to observe
staff adherence to test security and test administration policies and
procedures.

Report testing irregularities to district assessment coordinator
using the Test Administration Report.

Report security breaches to the district assessment coordinator as
soon as possible.

Responsibilities after testing.

a.

Ensure that all paper test materials are kept locked and secure and
security checklists completed.

Ensure that student responses from paper accommodated test
materials and MTAS scores are entered.
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C. Arrange for secure disposal of all test materials that are not
required to be returned within 48 hours after the close of the testing

window.

d. Return secure test materials as outlined in applicable manuals and
resources.

e. Prepare materials for pickup by designated carrier on designated

date(s). Maintain security of all materials.

f. Ensure requirements for embargoed final assessment results are
followed.

Technology Coordinator

1.

Ensure that district is prepared for online test administration and provide
technical support to district staff.

Acquire all necessary user identifications and passwords.
Read and complete the Assurance of Test Security and Non-Disclosure.

Fully cooperate with MDE representatives conducting site visits or MTAS
audits.

Attend district training and any service provider technology training.

Review, use, and be familiar with all service provider technical
documentation.

Prepare computers and devices for online testing.
Confirm site readiness.
Provide all necessary  accessories for  testing, technical

support/troubleshooting during test administration and contact service
provider help desks as needed.

Test Monitor

1.

Responsibilities before testing.

a. Read and complete the Assurance of Test Security and Non-
Disclosure.

b. Attend trainings related to test administration and security.

C. Complete requiredlggining course(s) for tests administering.
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d. Be knowledgeable about how to contact the school assessment
coordinator during testing, where to pick up materials on day of
test, and plan for securing test materials between test sessions.

e. Be knowledgeable regarding student accommodations.

f. Remove or cover any instructional posters or visual materials in
the testing room.

2. Responsibilities on testing day(s).

a. Before test.

(1) Receive and maintain security of test materials.

(2)  Verify that all test materials are received.

3) Ensure proper number of computers/devices or paper
accommodated test materials are present.

4) Verify student testing tickets and appropriate allowable
materials.

(5) Assign numbered test books to individual students.

(6) Complete information as directed.

@) Record extra test materials.

b. During test.

Q) Verify that students are logged in and taking the correct test
or using the correct grade-level and tier test booklet for
students with paper accommodated test materials.

(2 Follow all directions and scripts exactly.

3) Follow procedures for restricting student access to cell
phones and other electronic devices.

4 Stay in testing room and remain attentive during entire test
session. Practice active monitoring by circulating
throughout the room during testing.

(5) Be knowledgeable about responding to emergency or

unusual circumstances and technology issues.
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(6) Do not review, discuss, capture, email, post, or share test
content in any format.

@) Ensure all students have been provided the opportunity to
independently demonstrate their knowledge.

(8) Fully cooperate with MDE representatives conducting site
visits or MTAS audits.

9) Document students who require a scribe or translated
directions or any unusual circumstances and report to
school assessment coordinator.

(10) Report any possible security breaches as soon as possible.

C. After test.

1) Follow directions and scripts exactly.

2) Collect all materials and keep secure after each session.
Upon completion return to the school assessment
coordinator.

3 Immediately report any missing test materials to the school

assessment coordinator.

G. MTAS Test Administrator

1.

Before testing.

a. Read and complete the Assurance of Test Security and Non-
Disclosure.

b. Attend trainings related to test administration and security.

C. Complete required training course(s) for tests administering.

d. Be knowledgeable as to when and where to pick up MTAS
materials and the school’s plan for keeping test materials secure.

e. Prepare test materials for administration, including objects and
manipulatives, special instructions, and specific adaptations for
each student.

Responsibility on testing day(s).

a. Before the test.
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1) Maintain security of materials.

(2) Confirm appropriate MTAS materials are available and
prepared for student.

During the test.

1) Administer each task to each student and record the score.

(2) Be knowledgeable about how to contact the district or
school assessment coordinator, if necessary, and

responding to emergency and unusual circumstances.

3 Fully cooperate with MDE representatives conducting site
visits or MTAS audits.

4) Document and report and unusual circumstances to district
or school assessment coordinator.

After the test.

Q) Keep materials secure.

2 Return all materials.

3) Return objects and manipulatives to classroom.

4) Enter MTAS scores online or return data collection forms
to the district or school assessment coordinator.

H. MARSS Coordinator

1. Responsibilities before testing.

a.

Confirm all eligible students have unique state student
identification (SSID) or MARSS numbers.

b. Ensure English language and special education designations are
current and correct for students testing based on those
designations.

C. Submit MARSS data on an ongoing basis to ensure accurate
student demographic and enrollment information.

2. Responsibilities after testing.
a. Ensure accurate enrollment of students in schools during the

accountability windows.
202
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b. Ensure MARSS identifying characteristics are correct, especially
for any student not taking an accountability test.

C. Work with district assessment coordinator to edit discrepancies
during the Post-test Edit window in Test WES.

IV. TEST SECURITY

A Test Security Procedures will be adopted by school district administration.

B. Students will be informed of the following:

1. The importance of test security;

2. Expectation that students will keep test content secure;

3. Expectation that students will act with honesty and integrity during test
administration;

4. Availability of the online Test Security Tip Line on the MDE website for
reporting suspected incidents of cheating or other improper or unethical
behavior.

C. Staff will be informed of the following:

1. Availability of the online Test Security Tip Line on the MDE website for
reporting suspected incidents of cheating or other improper or unethical
behavior.

2. Other contact information and options for reporting security concerns.

V. REQUIRED DOCUMENTATION FOR PROGRAM AUDIT

A. The school district shall maintain records necessary for program audits conducted
by MDE. The records must include documentation consisting of the following:

1.

Signed Assurance of Test Security and Non-Disclosure forms must be
maintained for two years after the end of the academic year in which the
testing took place.

School district security checklists provided in the test materials shipment
must be maintained for two years after the end of the academic school
year in which testing took place.

School security checklists provided in the test materials shipment must be
maintained for two years after the end of the academic school year in
which testing took place. 903
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Legal References:

Cross References:

Test Monitor Test Materials Security Checklist provided for each group of
students assigned to a test monitor must be maintained for two years after
the end of the academic school year in which testing took place.

ACCESS and Alternate ACCESS Packing List and Security Checklist
provided in the test materials shipment must be maintained for two years
after the end of the academic school year in which testing took place.

Documentation of school district staff training on test administration and
test security must be maintained for two years after the end of the
academic school year in which testing took place.

Test Security Notification must be maintained for two years after the end
of the academic school year in which testing took place.

Test Administration Report must be maintained for one year after the end
of the academic school year in which testing took place.

Record of staff trainings and test-specific trainings must be maintained for
one year after the end of the academic year in which testing took place.

Minn. Stat. § 13.34 (Examination Data)

Minn. Stat. § 120B.11 (School District Process)

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

Minn. Stat. § 120B.36, Subd. 2 (Adequate Yearly Progress)

Minn. Rules Parts 3501.0010-3501.0180 (Graduation Standards -
Mathematics and Reading) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.0200-3501.0290 (Graduation Standards — Written
Composition) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

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

MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA  Model 20Llfolicy 615 (Testing Accommodations,
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Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)
MSBA/MASA Model Policy 616 (School District System Accountability)
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Department of

Education

ASSURANCE OF TEST SECURITY AND NON-DISCLOSURE
Effective for school year:

The Minnesota Department of Education (MDE) is required by state statute to implement statewide testing programs.
Test security must be maintained to provide an equal opportunity to all students to demonstrate their academic
achievement and to ensure the validity of test scores and the integrity of state assessments. Failure to maintain test
security jeopardizes district and state accountability requirements and the accuracy of student, school, district, and
state data. Test scores are included in important decisions about students’ future success, and it is essential that
they reflect the truth about what students know and can do. This form must be signed prior to access to any secure
test content or restricted material(s).

All test content and restricted material(s), whether in draft or final form, are considered secure, and only authorized
persons are permitted to have access to them. Authorized persons:
+ Are administrators, educators, staff, or other persons designated by the district who have a role in storing,
distributing, coordinating, or administering tests.
* Have received appropriate training to fulfill their assigned roles.
* Have signed this agreement.

Responsibilities of authorized persons who may potentially interact with secure test content and data are outlined in
the Procedures Manual of the Minnesota Assessments (hereafter Procedures Manual). By signing this form, you
agree to the following assurances:

+ As required for my role in the administration of the statewide testing program, | am responsible for
understanding relevant information contained in the current year's Procedures Manual and directions for test
administration. | will abide by policies and procedures detailed in the manuals for statewide test administration.

+ As required for my role, | am or will be trained in the administration policies and procedures for statewide tests
before participating in any part of statewide test administration.

+ As required for my role, | will instruct staff on state and district procedures for maintaining test security and will
not allow unauthorized persons to distribute, coordinate, or administer tests, or have access to secure test
content and materials.

* As required for my role, | will follow the procedures in the Procedures Manual to investigate and notify the
appropriate school and district staff or the MDE immediately upon learning of potential misconduct or
irregularities, whether intentional or unintentional.

+ | understand that MDE has the responsibility to oversee the administration of the statewide tests, and | will
cooperate fully with MDE representatives conducting site visits.

* lunderstand that test data and documents that contain student-level information are considered confidential
and secure. | will follow all applicable federal and state data privacy laws related to student educational data,
including data within reports and data accessible in electronic systems provided by MDE or its service
provider(s).

* lunderstand my responsibility to enforce proper testing procedures and to ensure the security and confidential
integrity of the test(s). | will apply and follow procedures designed to keep test content secure and to ensure
the validity of test results, including, but not limited to:

o Recognizing the rights of students and families to accurate test results that reflect students’ individual,
unassisted achievement.

o Protecting the confidentiality of statewide assessments and ensuring the validity of students’ results by
safeguarding secure test content, keeping test materials in a secure area, and adhering to chain of
custody requirements.

o Never retaining secure test materials in my custody beyond the allowed times to process, distribute,
coordinate, administer, and return them, as appzrggriate for my role.
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Ensuring that no part of the paper or online tests are outlined, summarized, paraphrased, discussed,
released, distributed to unauthorized personnel, printed, reproduced, copied, photographed, recorded, or
retained in original or duplicated format, without the explicit permission of MDE or as authorized in the
Procedures Manual.

Never permitting or engaging in the unauthorized use of a student’'s MARSS or Secure Student
Identification Number (SSID) to log in to the online testing system or access an online test.

Never engaging in, or allowing others to engage in, unauthorized viewing, discussion, or analysis of test
items before, during, or after testing.

Actively monitoring students during test administration for prohibited behavior.

Never leaving students unattended during test administration or under the supervision of unauthorized
staff or volunteers.

Never providing students with answers to secure test items, suggesting how to respond to secure test
items, or influencing student responses to secure test items. Prohibited actions include, but are not limited
to, providing clues or hints; providing reminders of content or testing strategies, prompting students to
correct or check/recheck specific responses; permitting access to curricular materials (e.g., textbooks,
notes, review materials, bulletin boards, posters, charts, maps, timelines, etc.); or using voice inflection,
facial gestures, pointing, gesturing, tapping, or other actions to indicate a response or accuracy of a
student’s response.

Never formally or informally scoring secure tests or individual test items except as required by the
test-specific manuals and directions. Prohibited actions include, but are not limited to, creating an answer
key; reviewing or scoring a student’s item response or responses unless items are designed to be scored
by the test administrator using a rubric or script; retaining, reviewing, or scoring student scratch paper or
accommodated test materials; or tracking student performance on test items.

Never altering or engaging in other prohibited involvement with student responses.

Never inducing or encouraging others to violate the procedures outlined above or to engage in any
conduct that jeopardizes test security or the validity of test scores.

By accepting the terms of this agreement, you name yourself as an employee of the School District (District) or as an
authorized person selected by the District, and affirm that you are authorized by the District during the current
academic school year to have access to secure test materials or student data related to statewide test
administrations and hereby agree to be bound by the terms of this agreement.

Failure to follow procedures can lead to the invalidation of students’ tests. Consequences for violating the terms of
this agreement may result in a complaint filed with the local School Board, the Board of Teaching, or the Board of
School Administrators for evaluation and investigation.  The findings of the appropriate Board may result in
disciplinary action up to and including termination and/or loss of license.

Signature Date
Name (printed) Work Telephone
School Name Email Address

District Name

207
614-16F



Department of

Education

TEST ADMINISTRATION REPORT (TAR)

District Name/Number:

School Name/Number:

Date: Printed Name:
Signature:
Test:

Subject (if applicable): (0 Mathematics [0 Reading [ Science

The Test Administration Report is used for recording situations where something unusual or unexpected happened
during testing (see examples below). If an adult was involved (e.g., translator), include the adult’s name, signature,
and relationship to the student.  Attach additional sheets to this form as needed.

For all Minnesota Assessments, districts are not required to return a Test Administration Report. However,
districts must maintain records for one year after the end of the academic school year in which testing took place for
program audits or monitoring conducted by MDE or to answer questions when reports are received.  If completed
by the School Assessment Coordinator, a copy of the report should be forwarded to the District Assessment
Coordinator.

Name of Student Gr. | MARSS# (13 digits) Explanation and/or Name and Signature

Examples of events to be documented in this report:
«  Astudent engages in inappropriate behavior or action, including cheating, that results in the invalidation of
tests.
*  Astudent is administered the incorrect assessment or accommodation.
+  Astudent uses a calculator when a calculator is not allowed.
«  Astudent refuses to take an assessment, requiring the assessment to be invalidated.
+  The district uses a translator to translate test directions to an English learner.
+  District staff enters a student's MCA responses or a student’'s MTAS scores online.

Districts may also choose to document any students who experienced technical issues during online testing that
affected their testing experience.

November 2015 2015-2016
Procedures Manual — Appendix A
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DISTRICT TEST SECURITY PROCEDURES

Independent School District No. : , Minnesota

20 -20__

l. PREPARATION FOR TEST SECURITY DURING TEST ADMINISTRATION

A. Roles and Responsibilities

1.

will be responsible for ensuring completion of Assurance
of Test Security and Non-Disclosure each year by all staff involved with
test administration.

will be responsible for reviewing the specific requirements

staff agreed to in the Assurance of Test Security and Non-Disclosure prior
to spring testing (especially if the assurance was completed in the fall).

will be responsible for training the Test Monitors and

Test Administrators prior to the test administration. Annual training for
Test Monitors and Test Administrators must include training on test
administration policies and procedures and test security and be
documented and kept on file at the district.

a) Review of Test Security Training. Test Monitor responsibilities,
Test Monitor and Student Directions, and any special instructions
for a particular test given.

b) Review of required test-specific trainings, such as the Online Test
Monitor Certification Course and MTAS Training for Test
Administrators.

c) Discuss what active monitoring of the test session involves and the
school district’s expectations for Test Monitors.

d) Review of district policies and procedures for situations that may
arise during test administration in order to maintain test security,
including:

(1)  Who will answer questions from staff involved in test
administration and how staff will ask questions without
leaving students unmonitored.

2 What the process is for contacting others for assistance if a
problem arises during the testing so active monitoring can
continue.

3) Who Test Monitors should contact in case of emergency.

4) Ensuring students get to the correct rooms for test
administration.

(5) Ensuring students do not use cell phones or other electronic
devices.

(6) Breaks for use of the restroom or other interruptions during
testing:

@) What to do if a student reports an error or technical
issue with a test item.
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(b) What to do if an individual student or the Test
Monitor becomes ill or needs to leave during
testing.

(c) What to do if an entire group of students needs to
leave during testing (e.g., emergency situation, fire
drill).

(d) What individual students will do when finished
testing.

(7) Remind staff that all test materials are secure and cannot be
reproduced or shared in any form.

will ensure that students are reminded of the importance

of test security (including the expectation that students will keep test
content secure and act with honesty and integrity during test
administration).

will ensure that all guidelines referenced in applicable

procedures manuals are followed in terms of what materials are allowed
during test administration, calculator use guidelines, what help a Test
Monitor can give, covering instructional materials in the classroom, and
setup of computer labs and testing rooms.

is responsible for tracking devices/computers used by

students.

is responsible for conducting on-site monitoring
of test administrations within the district.

is responsible for determining the process for
how all secure test materials for online and paper administrations will be
kept secure before, during, and after testing, including when and how all
secure test materials are returned between testing sessions and once testing
is completed.

a) is responsible for reminding staff of the district
process for communicating potential security breaches within the
school and to the District Assessment Coordinator, as well as
providing information on the MDE tip line as an additional option
for reporting security concerns.

BREACHES IN TEST SECURITY

Any concern that test security may have been breached must be reported to the District
Assessment Coordinator who will notify MDE within 24 hours of the time notice of the
alleged breach was received and submit the Test Security Notification in Test WES
within 48 hours of notice of the alleged breach.

CHAIN OF CUSTODY FOR SECURE TEST MATERIALS

Receipt and Organization of Secure Test Materials
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Persons with access to the secured area, inventory materials, and complete
security checklists are . Persons with access to
secure online testing systems, student testing tickets, and student scratch
paper are

Paper test materials are shipped to district or school as determined by
If delivered to the school district, the process for
distributing secure test materials to the school(s) will be completed by

will be immediately informed that secure test
materials have arrived and will secure all materials in a pre-determined
secure locked location.

will inventory materials immediately using the
securing checklists.  Any discrepancies will be reported immediately to
Security checklists are maintained by
the school district for two years following the end of the school year that
the tests are administered.

organizes test materials for each Test Monitor and Test
Administrator, including Test Monitor/Test Materials Security Checklists,
student testing tickets, and scratch paper.

Test materials for online and paper administrations will be kept in
, a secure locked location, until the time of distribution.

If students are taking the tests on multiple days, the building plan for
keeping test materials (including student login information and any
materials used as scratch paper) secure between test sessions includes

Distribution of Materials to Test Monitors or Test Administrators and Test

Administration

1.

The procedure for the distribution of all test materials for online
administrations to the Test Monitors and Test Administrators will be
Discrepancies in materials will be reported

immediately to

The procedure for the distribution of any paper test materials to the Test
Monitors and Test Administrators will be :
Discrepancies in materials will be reported immediately to

Upon the receipt of materials, the Test Monitor will ensure that all test
materials listed on the Test Monitor Test Materials Security Checklist and
any other materials provided (e.g., student testing tickets, scratch paper)
are accounted for prior to handing out the test materials to the students.
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4.

Any discrepancies will be reported immediately to

The Test Monitor is responsible for the test materials during the test
administration until their return to

Return of Materials

1.

The Test Monitor and Test Administrator will return all test materials
(including student testing tickets and any material used as scratch paper)
to immediately after testing.  If Test Monitors
and Test Administrators will keep test materials in between testing
sessions, they must keep them in , a locked secure
location.

If not kept by Test Monitors and Test Administrators,
will keep all test materials secure until distributed for the next test session.

Student testing tickets and any materials used as scratch paper will be
securely destroyed at the end of test administration by no
more than 48 hours after the close of the testing window.

Test Monitor Test Materials Security Checklists for paper test materials
will be signed by the Test Monitor indicating that all materials have been
returned once testing is completed. The Test Monitor Test Materials
Security Checklists will be returned to

When the test materials are returned to , they will again
be inventoried and kept in , a secure locked
location, until returned to the district office (if applicable) or shipped back
to the service provider.

will prepare the materials for their return to the

district office (if applicable) or for shipment to the service provider
according to return instructions in the applicable assessment manual.

will follow instructions provided in the

applicable assessment manual for the return shipping of test materials.
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TEST MONITOR TEST MATERIALS SECURITY CHECKLIST

Test(s):

(FOR TEST MONITOR and ASSESSMENT COORDINATOR USE ONLY - Do Not Return to service provider.)

Test Monitor:

School Name: Grade:

Use this form to assign secure test materials to students.  All secure test materials distributed must be collected
before students leave the testing room.  Return ALL used and unused secure test materials to your District or
School Assessment Coordinator as soon as possible after the completion of testing.

SUBJECT: SUBJECT:
COMMENTS-INFO
TEST DATES: TEST DATES:
(Why student not tested, why
STUDENT NAME Security Security incomplete test, administration
Barcode Returned Barcode Returned | Problems, etc)

Report any missing secure testing materials and the circumstances surrounding missing items to the District or
School Assessment Coordinator immediately.

| certify that | have accounted for all secure materials and have thoroughly documented any missing materials. |
understand that if there is any discrepancy, this form may be used as a reference for investigation.

Test Monitor (Signature) Date Assessment Coordinator (Signature)  Date

November 2015 2015-2016
Procedures Manual — Appendix A
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Adopted:

Revised:

614

MSBA/MASA Model Policy 614
Orig. 1997
Rev. 2045 2017

SCHOOL DISTRICT TESTING PLAN AND PROCEDURE

PURPOSE

The purpose of this policy is to set forth the school district’s testing plan and procedure.

GENERAL STATEMENT OF POLICY

The policy of the school district is to implement procedures for testing, test security,
documentation, and record keeping.

DUTIES OF SCHOOL DISTRICT PERSONNEL REGARDING TEST
ADMINISTRATION

[Note: This listing of school personnel may not be consistent with the personnel in the
school district and, consequently, should be amended to reflect the personnel with
responsibility for testing in the particular school district.]

A. Superintendent

1. Responsibilities before testing.

a.

Designate a district assessment coordinator and district technology
coordinator.

The superintendent, or a designee who has been authorized to be
the identified official with authority by the school board, pre-
authorizes staff access for applicable Minnesota Department of
Education (MDE) secure systems.

Annually review and recertify staff who have access to MDE
secure systems.

Read and complete the Assurance of Test Security and Non-
Disclosure.

[Note: This form is included in the 614 Form file of the Policy
Reference Manual.]

Establish a culture of academic integrity.
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Fully cooperate with MDE representatives conducting site visits or
Minnesota Test of Academic Skills (MTAS) audits during testing.

Ensure student information is current and accurate.

Ensure that a current district test security procedure is in place and
that all relevant staff have been provided district training on test
administration and test security.

Ensure that a current process is _included for tracking which
students tested with which test monitors and any other adult(s) who
were present in the testing room (e.q., staff providing assistance,
paraprofessionals, etc.).

Confirm the district assessment coordinator has current
information and training specific to test security and the
administration of statewide assessments.

Confirm the district assessment coordinator completes Pre-test
Editing in the Test Web Edit System (WES).

Post on the school district website the complete Parent/Guardian
Guide and Refusal for Student Participation in Statewide Testing
form.

Responsibilities after testing.

a.

Confirm the district assessment coordinator and Minnesota
Automated Reporting Student System (MARSS) coordinator
complete Post-test Editing in Test WES.

Verify with the district assessment coordinator that all test security
issues have been reported to MDE and are being addressed.

Confirm the MARSS coordinator has updated all student records
for Post-test Editing.

Confirm the district assessment coordinator has finalized the
district’s assessment information prior to the close of Post-test
Editing in Test WES.

Confirm the district assessment coordinator, or designee, has
access to the Graduation Requirements Records (GRR) system and
enters necessary information.

Discuss assessment results with the district assessment coordinator
and school administrators.
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B.

District Assessment Coordinator

1.

Responsibilities before testing.

a.

Serve as primary contact with MDE regarding policy and
procedure questions related to test administration.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Confirm all staff who handle test materials, administer tests, or
have access to secure test content have completed the Assurance of
Test Security and Non-Disclosure.

1) Maintain the completed Assurance of Test Security and
Non-Disclosure for two years after the end of the academic
school year in which testing took place.

Review with all staff the Assurance of Test Security and Non-
Disclosure and their responsibilities thereunder.

Identify appropriate tests for students and ensure student data sent
to service providers for testing are correct.

Establish district testing schedule within the testing windows
specified by the MDE and service providers.

Prepare testing conditions, including user access to service
provider websites, preparing readiness for online testing, preparing
a plan for tracking which students test on which computers or
devices, ensure accommodations are indicated as necessary,
providing students with opportunity to become familiar with test
format, item types, and tools prior to test administration;
establishing process for inventorying and distributing secure test
materials where necessary; preparing procedures for expected and
unexpected situations occurring during testing; planning for
addressing technical issues while testing; identify staff who will
enter student responses from paper accommodated test materials
and scores from MTAS administration online.

Train school assessment coordinators, test monitors, MTAS test
administrators, and ACCESS (test for English language learners)
and Alternate ACCESS test administrators.

1) Provide training on proper test administration and test
security (Pearson’s Training Management System).

@) Verify stafg fgmplete any and all test-specific training.
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Maintain security of test content, test materials, and record of all
staff involved.

1) Receive secure paper test materials from the service
provider and immediately lock them in a previously
identified secure area, inventory same, and contact service
provider with any discrepancies.

@) Organize secure test materials for online administrations
and keep them secure.

(3) Define chain of custody for providing test materials to test
monitors and administrators. The chain of custody must
address the process for providing test materials on the day
of testing, distributing test materials to and collecting test
materials from students at the time of testing, keeping test
materials secure between testing sessions, and returning test
materials after testing is completed.

Confirm that all students have appropriate test materials.

2. Responsibilities on testing day(s).

a. Conduct random, unannounced visits to testing rooms to observe
staff adherence to test security and policies and procedures.

b. Fully cooperate with MDE representatives conducting site visits or
MTAS audits.

C. Contact the MDE assessment contact within 24 hours of a security
breach and submit the Test Security Notification in Test WES
within 48 hours.

d. Address invalidations and test or accountability codes.

3. Responsibilities after testing.

a. Ensure that student responses from paper accommodated test
materials and MTAS scores are entered.

b. Arrange for secure disposal of all test materials that are not
required to be returned within 48 hours after the close of the testing
window.

C. Return secure test materials as outlined in applicable manuals and

resources.
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C.

g.

Collect security documents and maintain them for two years from
the end of the academic school year in which testing took place.

Review student assessment data and resolve any issues.

Distribute Individual Student Reports no later than fall
parent/teacher conferences.

Enter Graduation Requirements Records in the GRR system.

School Principal

1.

Responsibilities before testing.

a.

Designate a school assessment coordinator and technology
coordinator for the building.

Be knowledgeable about proper test administration and test
security as outlined in manuals and directions.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Communicate the importance of test security and expectation that
staff will keep test content secure and act with honesty and
integrity during test administration.

Provide adequate secure storage space for secure test materials
before, during, and after testing until they are returned to the
service provider or securely disposed of.

Ensure adequate computers and/or devices are available and rooms
appropriately set up for online testing.

Verify that all test monitors and test administrators receive proper
training for test administration.

Ensure students taking specified tests have opportunity to become
familiar with test format, item types, and tools prior to test
administration.

Include the complete Parent/Guardian Guide and Refusal for
Student Participation in Statewide Testing form in the student
handbook.

Responsibilities on testing day(s).
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a. Ensure that test administration policies and procedures and test
security requirements in all manuals and directions are followed.

b. Fully cooperate with MDE representatives conducting site visits or
MTAS audits.

3. Responsibilities after testing.

a. Ensure all secure test materials are collected, returned, and/or
disposed of securely as required in any manual.

b. Ensure requirements for embargoed final assessment results are
followed.

D. School Assessment Coordinator
1. Responsibilities before testing.

a. Implement test administration and test security policies and
procedures.

b. Read and complete the Assurance of Test Security and Non-
Disclosure.

C. Ensure all staff who handle test materials, administer tests, or have
access to secure test content read and complete the Assurance of
Test Security and Non-Disclosure.

d. Identify appropriate tests for students and ensure student data sent
to service providers for testing are correct.

e. Prepare testing conditions, including the following: schedule

rooms and computer labs; arrange for test monitors and
administrators; arrange for additional staff to assist with
unexpected situations; arrange for technology staff to assist with
technical issues; develop a plan for tracking which students test on
which computers or devices; plan seating arrangements for
students; ensure preparations are completed for Optional Local
Purpose  Assessment (OLPA), Minnesota Comprehensive
Assessment (MCA), and ACCESS online testing; ensure
accommodations are properly reported; confirm how secure paper
test materials will arrive and quantities to expect; address
accommodations and specific test administration procedures;
determine staff who will enter the student responses from paper
accommodated test materials and scores from MTAS
administrations online.
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f. Train staff, including all state-provided training materials, policies
and procedures, and test-specific training.

g. Maintain security of test content and test materials.

1) Receive secure paper test materials from the service
provider and immediately lock them in a previously
identified secure area, inventory same, and contact service
provider with any discrepancies.

(@) Organize secure test materials for online administrations
and keep them secure.

3) Follow chain of custody for providing test materials to test
monitors and administrators. The chain of custody must
address the process for providing test materials on the day
of testing, distributing test materials to and collecting test
materials from students at the time of testing, keeping test
materials secure between testing sessions, and returning test
materials after testing is completed.

4 Identify need for additional test materials to district
assessment coordinator.

(5) Provide MTAS student data collection forms if necessary.

(6) Distribute applicable ACCESS and Alternate ACCESS Test
Administrator Scripts and Test Administration Manuals to
test administrators so they can become familiar with the
script and prepare for test administration.

(7) Confirm that all students taking ACCESS and Alternate
ACCESS have appropriate test materials and preprinted
student information on the label is accurate.

2. Responsibilities on testing day(s).

a. Distribute materials to test monitors and ACCESS test
administrators and ensure security of test materials between testing
sessions and that district procedures are followed.

b. Ensure Test Monitor and Student Directions and Test
Administrator Scripts are followed and answer questions regarding
same.

C. Fully cooperate with MDE representatives conducting site visits or

MTAS audits, as applicable.
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Conduct random, unannounced visits to testing rooms to observe
staff adherence to test security and test administration policies and
procedures.

Report testing irregularities to district assessment coordinator
using the Test Administration Report.

[Note: This form is included in the 614 Form file of the Policy
Reference Manual.]

Report security breaches to the district assessment coordinator as
soon as possible.

Responsibilities after testing.

a.

Ensure that all paper test materials are kept locked and secure and
security checklists completed.

Ensure that student responses from paper accommodated test
materials and MTAS scores are entered.

Arrange for secure disposal of all test materials that are not
required to be returned within 48 hours after the close of the testing
window.

Return secure test materials as outlined in applicable manuals and
resources.

Prepare materials for pickup by designated carrier on designated
date(s). Maintain security of all materials.

Ensure requirements for embargoed final assessment results are
followed.

Technology Coordinator

1.

Ensure that district is prepared for online test administration and provide
technical support to district staff.

Acquire all necessary user identifications and passwords.

Read and complete the Assurance of Test Security and Non-Disclosure.

Fully cooperate with MDE representatives conducting site visits or MTAS

audits.

Attend district training and any service provider technology training.
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6. Review, use, and be familiar with all service provider technical
documentation.

7. Prepare computers and devices for online testing.
8. Confirm site readiness.
0. Provide all  necessary  accessories  for  testing, technical

support/troubleshooting during test administration and contact service
provider help desks as needed.

Test Monitor

1. Responsibilities before testing.
a. Read and complete the Assurance of Test Security and Non-
Disclosure.
b. Attend trainings related to test administration and security.
C. Complete required training course(s) for tests administering.
d. Be knowledgeable about how to contact the school assessment

coordinator during testing, where to pick up materials on day of
test, and plan for securing test materials between test sessions.

e. Be knowledgeable regarding student accommodations.

f. Remove or cover any instructional posters or visual materials in
the testing room.

2. Responsibilities on testing day(s).
a. Before test.
1) Receive and maintain security of test materials.
@) Verify that all test materials are received.

3 Ensure proper number of computers/devices or paper
accommodated test materials are present.

4) Verify student testing tickets and appropriate allowable
materials.

5) Assign numbered test books to individual students.

(6) Complete iznggrmation as directed.
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(7)

Record extra test materials.

During test.

1)

)
©)

(4)

(5)

(6)

(7)

(8)

9

(8 10)

Verify that students are logged in and taking the correct test
or using the correct grade-level and tier test booklet for
students with paper accommodated test materials.

Follow all directions and scripts exactly.
Follow procedures for restricting student access to cell

phones and other electronic devices, including wearable
electronic devices.

Stay in testing room and remain attentive during entire test
session. Practice active monitoring by circulating
throughout the room during testing.

[Note: School districts may allow test monitors to use
their cell phones only to alert other staff of issues. If
allowed, the school district should train the test monitors
on proper and improper use.]

Be knowledgeable about responding to emergency or
unusual circumstances and technology issues.

Do not review, discuss, capture, email, post, or share test
content in any format.

Ensure all students have been provided the opportunity to
independently demonstrate their knowledge.

Fully cooperate with MDE representatives conducting site
visits or MTAS audits.

Document the students who tested with the test monitor and
any other adult(s) who were present in the testing room
(e.q., staff providing assistance, paraprofessionals, etc.).

Document students who require a scribe or translated
directions or any unusual circumstances and report to
school assessment coordinator.

(30 11)Report any possible security breaches as soon as possible.

After test.
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1) Follow directions and scripts exactly.

(@) Collect all materials and keep secure after each session.
Upon completion return to the school assessment
coordinator.

(3) Immediately report any missing test materials to the school
assessment coordinator.

G. MTAS Test Administrator

1.

Before testing.

a.

Read and complete the Assurance of Test Security and Non-
Disclosure.

Attend trainings related to test administration and security.
Complete required training course(s) for tests administering.

Be knowledgeable as to when and where to pick up MTAS
materials and the school’s plan for keeping test materials secure.

Prepare test materials for administration, including objects and
manipulatives, special instructions, and specific adaptations for
each student.

Responsibility on testing day(s).

a.

Before the test.
1) Maintain security of materials.

@) Confirm appropriate MTAS materials are available and
prepared for student.

During the test.

1) Administer each task to each student and record the score.

(@) Be knowledgeable about how to contact the district or
school assessment coordinator, if necessary, and

responding to emergency and unusual circumstances.

(3) Fully cooperate with MDE representatives conducting site
visits or MTAS audits.
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4) Document and report and unusual circumstances to district
or school assessment coordinator.

C. After the test.
1) Keep materials secure.
@) Return all materials.
3 Return objects and manipulatives to classroom.

4) Enter MTAS scores online or return data collection forms
to the district or school assessment coordinator.

H. MARSS Coordinator

1. Responsibilities before testing.

a. Confirm all eligible students have unique state student
identification (SSID) or MARSS numbers.

b. Ensure English language and special education designations are
current and correct for students testing based on those
designations.

C. Submit MARSS data on an ongoing basis to ensure accurate
student demographic and enrollment information.

2. Responsibilities after testing.

a. Ensure accurate enrollment of students in schools during the
accountability windows.

b. Ensure MARSS identifying characteristics are correct, especially
for any student not taking an accountability test.

C. Work with district assessment coordinator to edit discrepancies
during the Post-test Edit window in Test WES.

1. Any Person with Access to Test Materials

Read and complete the Assurance of Test Security and Non-Disclosure.

IV. TEST SECURITY

A. Test Security Procedures will be adopted by school district administration.
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C.

[Note: A sample procedure that has been approved by MDE is included in the
614 Form file of the Policy Reference Manual.]

Students will be informed of the following:

1.

2.

B

The importance of test security;
Expectation that students will keep test content secure;

Expectation that students will act with honesty and integrity during test
administration;

Expectation that students will not access cell phones, wearable technology
(e.q., smart watches, fitness trackers), or other devices that can
electronically send or receive information. The test of a student who
wears a device during testing must be invalidated.

If a student completes testing and then accesses a cell phone or other
prohibited device (including wearable technology), the school district
must take further action to determine if the test should be invalidated,
rather than automatically invalidating the test.

Availability of the online Test Security Tip Line on the MDE website for
reporting suspected incidents of cheating or other improper or unethical
behavior.

Staff will be informed of the following:

1.

2.

Availability of the online Test Security Tip Line on the MDE website for
reporting suspected incidents of cheating or other improper or unethical
behavior.

Other contact information and options for reporting security concerns.

V. REQUIRED DOCUMENTATION FOR PROGRAM AUDIT

A.

The school district shall maintain records necessary for program audits conducted
by MDE. The records must include documentation consisting of the following:

1.

Signed Assurance of Test Security and Non-Disclosure forms must be
maintained for two years after the end of the academic year in which the
testing took place.

School district security checklists provided in the test materials shipment
must be maintained for two years after the end of the academic school
year in which testing took place.
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Legal References:

School security checklists provided in the test materials shipment must be
maintained for two years after the end of the academic school year in
which testing took place.

Test Monitor Test Materials Security Checklist provided for each group of
students assigned to a test monitor must be maintained for two years after
the end of the academic school year in which testing took place.

[Note: This form is included in the 614 Form file of the Policy
Reference Manual.]

School district test monitor tracking documentation must be maintained
for two vears after the end of the academic year in which the tracking took

place.

ACCESS and Alternate ACCESS Packing List and Security Checklist
provided in the test materials shipment must be maintained for two years
after the end of the academic school year in which testing took place.

Documentation of school district staff training on test administration and
test security must be maintained for two years after the end of the
academic school year in which testing took place.

Test Security Notification must be maintained for two years after the end
of the academic school year in which testing took place.

Test Administration Report must be maintained for one year after the end
of the academic school year in which testing took place.

Record of staff trainings and test-specific trainings must be maintained for
one year after the end of the academic year in which testing took place.

Minn. Stat. § 13.34 (Examination Data)

Minn. Stat. § 120B.11 (School District Process)

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

Minn. Stat. § 120B.36, Subd. 2 (Adequate Yearly Progress)

Minn. Rules Parts 3501.0010-3501.0180 (Graduation Standards -
Mathematics and Reading) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.0200-3501.0290 (Graduation Standards — Written
Composition) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.052999-3501.0955 (Academic Standards in Science)

614-14



Cross References:

Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for
Physical Education)

20 U.S.C. 8 6301, et seq. (Every Student Succeeds Act)

MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
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Department of

Education

ASSURANCE OF TEST SECURITY AND NON-DISCLOSURE
Effective for school year:

The Minnesota Department of Education (MDE) is required by state statute to implement statewide testing
programs. Test security must be maintained to provide an equal opportunity to all students to demonstrate their
academic achievement and to ensure the validity of test scores and the integrity of state assessments. Failure to
maintain test security jeopardizes district and state accountability requirements and the accuracy of student, school,
district, and state data. Test scores are included in important decisions about students’ future success, and it is
essential that they reflect the truth about what students know and can do. This form must be signed prior to access
to any secure test content or restricted material(s).

All test content and restricted material(s), whether in draft or final form, are considered secure, and only authorized
persons are permitted to have access to them. Authorized persons:
+ Are administrators, educators, staff, or other persons designated by the district who have a role in storing,
distributing, coordinating, or administering tests.
* Have received appropriate training to fulfill their assigned roles.
* Have signed this agreement.

Responsibilities of authorized persons who may potentially interact with secure test content and data are outlined in
the Procedures Manual of the Minnesota Assessments (hereafter Procedures Manual). By signing this form, you
agree to the following assurances:

« As required for my role in the administration of the statewide testing program, | am responsible for
understanding relevant information contained in the current year's Procedures Manual and directions for test
administration. | will abide by policies and procedures detailed in the manuals for statewide test
administration.

* As required for my role, I am or will be trained in the administration policies and procedures for statewide tests
before participating in any part of statewide test administration.

* As required for my role, | will instruct staff on state and district procedures for maintaining test security and will
not allow unauthorized persons to distribute, coordinate, or administer tests, or have access to secure test
content and materials.

+ As required for my role, I will follow the procedures in the Procedures Manual to investigate and notify the
appropriate school and district staff or the MDE immediately upon learning of potential misconduct or
irregularities, whether intentional or unintentional.

+ | understand that MDE has the responsibility to oversee the administration of the statewide tests, and | will
cooperate fully with MDE representatives conducting site visits.

+ | understand that test data and documents that contain student-level information are considered confidential
and secure. | will follow all applicable federal and state data privacy laws related to student educational data,
including data within reports and data accessible in electronic systems provided by MDE or its service
provider(s).

+ | understand my responsibility to enforce proper testing procedures and to ensure the security and
confidential integrity of the test(s). | will apply and follow procedures designed to keep test content secure and
to ensure the validity of test results, including, but not limited to:

o Recognizing the rights of students and families to accurate test results that reflect students’ individual,
unassisted achievement.

o Protecting the confidentiality of statewide assessments and ensuring the validity of students’ results by
safeguarding secure test content, keeping test materials in a secure area, and adhering to chain of
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custody requirements.

Never retaining secure test materials in my custody beyond the allowed times to process, distribute,
coordinate, administer, and return them, as appropriate for my role.

Ensuring that no part of the paper or online tests are outlined, summarized, paraphrased, discussed,
released, distributed to unauthorized personnel, printed, reproduced, copied, photographed, recorded, or
retained in original or duplicated format, without the explicit permission of MDE or as authorized in the
Procedures Manual.

Never permitting or engaging in the unauthorized use of a student's MARSS or Secure Student
Identification Number (SSID) to log in to the online testing system or access an online test.

Never engaging in, or allowing others to engage in, unauthorized viewing, discussion, or analysis of test
items before, during, or after testing.

Actively monitoring students during test administration for prohibited behavior.

Never leaving students unattended during test administration or under the supervision of unauthorized
staff or volunteers.

Never providing students with answers to secure test items, suggesting how to respond to secure test
items, or influencing student responses to secure test items. Prohibited actions include, but are not
limited to, providing clues or hints; providing reminders of content or testing strategies, prompting
students to correct or check/recheck specific responses; permitting access to curricular materials (e.g.,
textbooks, notes, review materials, bulletin boards, posters, charts, maps, timelines, etc.); or using voice
inflection, facial gestures, pointing, gesturing, tapping, or other actions to indicate a response or accuracy
of a student’s response.

Never formally or informally scoring secure tests or individual test items except as required by the
test-specific manuals and directions. Prohibited actions include, but are not limited to, creating an answer
key; reviewing or scoring a student’s item response or responses unless items are designed to be scored
by the test administrator using a rubric or script; retaining, reviewing, or scoring student scratch paper or
accommodated test materials; or tracking student performance on test items.

Never altering or engaging in other prohibited involvement with student responses.

Never inducing or encouraging others to violate the procedures outlined above or to engage in any
conduct that jeopardizes test security or the validity of test scores.

By accepting the terms of this agreement, you name yourself as an employee of the School District (District) or as an
authorized person selected by the District and affirm that you are authorized by the District during the current
academic school year to have access to secure test materials or student data related to statewide test
administrations and hereby agree to be bound by the terms of this agreement.

Failure to follow procedures can lead to the invalidation of students’ tests. Consequences for violating the terms of
this agreement may result in a complaint filed with the local School Board, the Beard-ef Teaching Professional
Educator Licensing and Standards Board, or the Board of School Administrators for evaluation and investigation.

The findings of the appropriate Board may result in disciplinary action up to and including termination and/or loss of

license.

Signature Date

Name (printed) Work Telephone
School Name Email Address

District Name
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District Name/Number:
School Name/Number:

Date:

Department of

Education

TEST ADMINISTRATION REPORT (TAR)

Signature:

Printed Name:

Test:

Subject (if applicable):

O Mathematics [ Reading

O Science

The Test Administration Report is used for recording situations where something unusual or unexpected happened
during testing (see examples below). If an adult was involved (e.g., translator), include the adult's name, signature,
and relationship to the student. Attach additional sheets to this form as needed.

For all Minnesota Assessments, districts are not required to return a Test Administration Report. However,
districts must maintain records for one year after the end of the academic school year in which testing took place for
program audits or monitoring conducted by MDE or to answer questions when reports are received. If completed by
the School Assessment Coordinator, a copy of the report should be forwarded to the District Assessment

Coordinator.

Name of Student

Gr.

MARSS# (13 digits)

Explanation and/or Name and Signature

Examples of events to be documented in this report:
. A student engages in inappropriate behavior or action, including cheating, that results in the invalidation of

tests.

J A student is administered the incorrect assessment or accommodation.

. A student uses a calculator when a calculator is not allowed.

. A student refuses to take an assessment, requiring the assessment to be invalidated.
. The district uses a translator to translate test directions to an English learner.

. District staff enters a student's MCA responses or a student’s MTAS scores online.

Districts may also choose to document any students who experienced technical issues during online testing that

affected their testing experience.

November 2015

2015-2016 Procedures Manual — Appendix A
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DISTRICT TEST SECURITY PROCEDURES
Independent School District No. : , Minnesota

20 -20__

. PREPARATION FOR TEST SECURITY DURING TEST ADMINISTRATION

A. Roles and Responsibilities

1.

will be responsible for ensuring completion of Assurance

of Test Security and Non-Disclosure each year by all staff involved with
test administration.

will be responsible for reviewing the specific requirements

staff agreed to in the Assurance of Test Security and Non-Disclosure prior
to spring testing (especially if the assurance was completed in the fall).

will be responsible for training the Test Monitors and

Test Administrators prior to the test administration. Annual training for
Test Monitors and Test Administrators must include training on test
administration policies and procedures and test security and be
documented and kept on file at the district.

a)

b)

c)
d)

Review of Test Security Training. Test Monitor responsibilities,
Test Monitor and Student Directions, and any special instructions
for a particular test given.

Review of required test-specific trainings, such as the Online Test
Monitor Certification Course and MTAS Training for Test
Administrators.

Discuss what active monitoring of the test session involves and the
school district’s expectations for Test Monitors.

Review of district policies and procedures for situations that may
arise during test administration in order to maintain test security,
including:

@ Who will answer questions from staff involved in test
administration and how staff will ask questions without
leaving students unmonitored.

@) What the process is for contacting others for assistance if a
problem arises during the testing so active monitoring can
continue.

3) Who Test Monitors should contact in case of emergency.

4 Ensuring students get to the correct rooms for test
administration.

5) Ensuring students do not use cell phones or other electronic
devices.

(6) Breaks for use of the restroom or other interruptions during
testing:
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@ What to do if a student reports an error or technical
issue with a test item.

(b) What to do if an individual student or the Test
Monitor becomes ill or needs to leave during
testing.

(c) What to do if an entire group of students needs to
leave during testing (e.g., emergency situation, fire
drill).

(d) What individual students will do when finished
testing.

(7) Remind staff that all test materials are secure and cannot be
reproduced or shared in any form.

4, will ensure that students are reminded of the importance
of test security (including the expectation that students will keep test
content secure and act with honesty and integrity during test
administration).

5. will ensure that all guidelines referenced in applicable
procedures manuals are followed in terms of what materials are allowed
during test administration, calculator use guidelines, what help a Test
Monitor can give, covering instructional materials in the classroom, and
setup of computer labs and testing rooms.

6. is responsible for tracking devices/computers used by
students.

7. is responsible for conducting on-site monitoring
of test administrations within the district.

8. is responsible for determining the process for
how all secure test materials for online and paper administrations will be
kept secure before, during, and after testing, including when and how all
secure test materials are returned between testing sessions and once testing
is completed.

a) is responsible for reminding staff of the district
process for communicating potential security breaches within the
school and to the District Assessment Coordinator, as well as
providing information on the MDE tip line as an additional option
for reporting security concerns.

BREACHES IN TEST SECURITY
Any concern that test security may have been breached must be reported to the District
Assessment Coordinator who will notify MDE within 24 hours of the time notice of the

alleged breach was received and submit the Test Security Notification in Test WES within
48 hours of notice of the alleged breach.
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I11.  CHAIN OF CUSTODY FOR SECURE TEST MATERIALS

A

Receipt and Organization of Secure Test Materials

1.

Persons with access to the secured area, inventory materials, and complete
security checklists are . Persons with access to
secure online testing systems, student testing tickets, and student scratch
paper are

Paper test materials are shipped to district or school as determined by
If delivered to the school district, the process for
distributing secure test materials to the school(s) will be completed by

will be immediately informed that secure test
materials have arrived and will secure all materials in a pre-determined
secure locked location.

will inventory materials immediately using the securing
checklists. Any discrepancies will be reported immediately to

Security checklists are maintained by the
school district for two years following the end of the school year that the
tests are administered.

organizes test materials for each Test Monitor and Test
Administrator, including Test Monitor/Test Materials Security Checklists,
student testing tickets, and scratch paper.

Test materials for online and paper administrations will be kept in
, @ secure locked location, until the time of distribution.

If students are taking the tests on multiple days, the building plan for
keeping test materials (including student login information and any
materials used as scratch paper) secure between test sessions includes

Distribution of Materials to Test Monitors or Test Administrators and Test

Administration

The procedure for the distribution of all test materials for online
administrations to the Test Monitors and Test Administrators will be
Discrepancies in materials will be reported

immediately to

The procedure for the distribution of any paper test materials to the Test
Monitors and Test Administrators will be :
Discrepancies in materials will be reported immediately to
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Upon the receipt of materials, the Test Monitor will ensure that all test
materials listed on the Test Monitor Test Materials Security Checklist and
any other materials provided (e.g., student testing tickets, scratch paper)
are accounted for prior to handing out the test materials to the students.
Any discrepancies will be reported immediately to

The Test Monitor is responsible for the test materials during the test
administration until their return to

Return of Materials

The Test Monitor and Test Administrator will return all test materials
(including student testing tickets and any material used as scratch paper) to
immediately after testing. If Test Monitors and
Test Administrators will keep test materials in between testing sessions,
they must keep them in , a locked secure location.

If not kept by Test Monitors and Test Administrators,
will keep all test materials secure until distributed for the next test session.

Student testing tickets and any materials used as scratch paper will be
securely destroyed at the end of test administration by no
more than 48 hours after the close of the testing window.

Test Monitor Test Materials Security Checklists for paper test materials
will be signed by the Test Monitor indicating that all materials have been
returned once testing is completed. The Test Monitor Test Materials
Security Checklists will be returned to

When the test materials are returned to , they will again
be inventoried and kept in , a secure locked
location, until returned to the district office (if applicable) or shipped back
to the service provider.

will prepare the materials for their return to the
district office (if applicable) or for shipment to the service provider
according to return instructions in the applicable assessment manual.

will follow instructions provided in the
applicable assessment manual for the return shipping of test materials.
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Education

TEST MONITOR TEST MATERIALS SECURITY CHECKLIST

Test(s):

(FOR TEST MONITOR and ASSESSMENT COORDINATOR USE ONLY - Do Not Return to service provider.)

Test Monitor:

School Name; Grade:

Use this form to assign secure test materials to students. All secure test materials distributed must be collected
before students leave the testing room. Return ALL used and unused secure test materials to your District or
School Assessment Coordinator as soon as possible after the completion of testing.

SUBJECT: SUBJECT:
COMMENTS-INFO
TEST DATES: TEST DATES:
(Why student not tested, why
STUDENT NAME Security Security incomplete test, administration
Barcode Returned Barcode Returned | Problems, etc.)

Report any missing secure testing materials and the circumstances surrounding missing items to the District or
School Assessment Coordinator immediately.

| certify that | have accounted for all secure materials and have thoroughly documented any missing materials. |
understand that if there is any discrepancy, this form may be used as a reference for investigation.

Test Monitor (Signature) Date Assessment Coordinator (Signature) Date

November 2015 2015-2016 Procedures Manual — Appendix A
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: November 13" 2017

615

TESTING ACCOMMODATIONS, MODIFICATIONS, AND EXEMPTIONS FOR
IEPS, SECTION 504 PLANS, AND LEP STUDENTS

PURPOSE

The purpose of the policy is to provide adequate opportunity for students identified as
having individualized education program (IEP), Rehabilitation Act of 1973, § 504 (504)
accommodation, or limited English proficiency (LEP) needs to meet the graduation
requirements of basic skills testings and graduation-required assessments for diploma
(GRAD) tests.

GENERAL STATEMENT OF POLICY

A

The school district will utilize the existing annual review of IEPs or 504
accommodation plans to review, on a case-by-case basis, the extent of student
participation in basic skills testing and GRAD testing. For students subject to
GRAD testing, the student’s IEP or 504 accommodation plan must identify one of
the following decisions for each subject area of GRAD:

1. the student is expected to achieve the statewide standard with or without

testing accommodations resulting in a “pass” or “p” notation on the record
when achieving a passing score; or

2. the student is expected to achieve the statewide standard at an individually
modified level of difficulty, resulting in a “pass” or “p” notation on the
record when achieving the modified level. A Minnesota alternative
assessment must be used when an IEP team chooses to replace the GRAD.
Adoption of modifications for a student must occur concurrently with the
adoption of transition goals and objectives as required by Minn. Stat. §
125A.08(a)(1). The IEP or 504 accommodation plan must define an
appropriate assessment of the statewide standard at a modified level of
difficulty. Achievement of the individually modified standard shall be
certified only through documented student performance of the defined
assessment.

Students subject to GRAD testing also must be tested under standard conditions as
specified by the developer of the test except those students whose IEP or 504
accommodation plan specifies other decisions consistent with the above stated
requirements.

Students with LEP needs must be identified and accommodations made for
students subject to basic skills zgsting. Students subject to GRAD testing are
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required to pass the GRAD if they have been enrolled in any Minnesota school for
at least four consecutive years. An English language learner (ELL) student who
first enrolls in a Minnesota school in grade 9 or above who completes the
coursework and any other state and district requirements to graduate within a four-
year period is not required to pass the GRAD.

I1l.  DEFINITION OF TERMS

See the current “Procedures Manual for the Minnesota Assessments” which is produced
by the Minnesota Department of Education and available through pearsonaccess.com.

IV.  GRANTING AND DOCUMENTING ACCOMMODATIONS, MODIFICATIONS,
OR EXEMPTIONS FOR BASIC SKILLS AND GRAD TESTING

See Chapter 5 of the current “Procedures Manual for the Minnesota Assessments.”
V. RECORDS

All test accommodations, modifications, or exemptions shall be reported to the School
District Test Administrator. The School District Test Administrator shall be responsible
for keeping a list of all such test accommodations, modifications, and exemptions for
school district audit purposes. Testing results will be documented and reported.

Legal References: ~ Minn. Stat. 8§ 120B.11 (School District Process)
Minn. Stat. § 120B.30 (Statewide Testing and Reporting System)
Minn. Stat. § 125A.08(a)(1) (Individualized Education Programs)
Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)
Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the Arts)
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required Assessment
for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

Cross References:  MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)
MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)
MSBA/MASA Model Policy 616 (School District System Accountability)
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Adopted: MSBA/MASA Model Policy 615
Orig. 1997
Revised: Rev. 2015 2017

615 TESTING ACCOMMODATIONS, MODIFICATIONS, AND EXEMPTIONS FOR
IEPS, SECTION 504 PLANS, AND LEP STUDENTS

. PURPOSE

The purpose of the policy is to provide adequate opportunity for students identified as
having individualized education program (IEP), Rehabilitation Act of 1973, § 504 (564)

accommodation plan (504 plan), or Hmited-Enghsh—preficieney{LEPR} English Learner
(Z1) needs 1o spec—he—cndinlon pocieomenie o bacle oo lle fecinee o
graduation-reguired—assessments—for—diploma—(GRAD)—tests participate in statewide

assessment systems designed to hold schools accountable for the academic performance
of all students.

1. GENERAL STATEMENT OF POLICY

A




>

Minnesota Test of Academic Skills (MTAS)

1.

[N

|

The school district will utilize the existing annual review of IEPs or 504
plans to review, on a case-by-case basis, and determine how a student with
a disability will participate in statewide testing.

Participation decisions will be made separately for mathematics, reading,
and science. The assessment options are the Minnesota Comprehensive
Assessment (MCA) and the MTAS.

Eligibility Requirements

a. The following requirements must be met for a student with a
significant cognitive disability to be eligible for the MTAS:

(1)  The IEP team must consider the student’s ability to access
the MCA, with or without accommodations;

615-2
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B.

=

The IEP must review the student’s instructional program to
ensure that the student is receiving instruction linked to the
general education curriculum to the extent appropriate. If
instruction is not linked to the general education
curriculum, the IEP team must review the student’s goals
and determine how access to the general curriculum will be

provided:;

The |IEP team determined the student’s cognitive
functioning to be significantly below age expectations.
The team also determined that the student’s disability has a
significant _impact on his _or her ability to function in
multiple _environments, including home, school, and

community;

The IEP team determined that the student needs explicit
and _intensive instruction and/or extensive supports in
multiple settings to acquire, maintain, and generalize
academic and life skills in order to actively participate in
school, work, home, and community environments;

The IEP team must document, in the IEP, reasons the MCA
is_or is _not an appropriate _measure of the student’s
academic progress and how the student would participate in
statewide testing.

MTAS participation decisions must not be made on the following

factors:

(€]
(2)
(3)
(4

(5)
(6)

Student’s disability category;

Placement;

Participation in a separate, specialized curriculum;

An expectation that the student will receive a low score on
the MCA;

Lanquage, social, cultural, or economic differences;

Concern for accountability calculations.

Alternate ACCESS for ELs

615-3
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|

The school district will utilize the existing annual review of IEPs or 504

plans to review, on a case-by-case basis, and determine how an identified

EL student with a disability will participate in statewide testing.

Eligibility Requirements

a.

=

|©

|=

|®

The student must be identified as EL in MARSS in order to take an
English lanquage proficiency assessment.

The student must have a significant cognitive disability. If the
student has been identified as eligible to take the MTAS in
mathematics, reading, or science, the student meets this criterion.

For students in grades that the MTAS is not administered:

(1)  the student must have cognitive functioning significantly
below age level;

(2)  the student’s disability must have a significant impact on
his or her ability to function in multiple environments,
including home, school, and community; and

3) the student needs explicit and intensive instruction and/or
extensive supports in multiple settings to acquire, maintain,
and generalize academic and life skills in order to actively
participate _in__school, work, home, and community
environments.

The IEP team must consider the student’s ability to access the
ACCESS, with or without accommodations.

The IEP team must document, in the IEP, reasons the MCA is or is
not an appropriate English language proficiency assessment for the
student.

Alternate ACCESS participation decisions must not be made on the

following factors:

a.
b.

c.

Student’s disability category;

Participation in a separate, specialized curriculum;

Current level of English language proficiency;

615-4
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d. The expectation that the student will receive a low score on the

ACCESS for ELs;
e. Language, social, cultural, or economic differences;
f. Concern for accountability calculations.

EL Students New to the United States

O

EL students new to the United States will take all assessments, including all
academic assessments (math, reading, and science), as well as the English
Language Proficiency Assessment (ACCESS).

DEFINITION OF TERMS

See the current “Procedures Manual for the Minnesota Assessments” which is produced
by the Minnesota Department of Education and available through pearsonaccess.com.

GRANTING AND DOCUMENTING ACCOMMODATIONS, MODIFICATIONS,
OR EXEMPTIONS FOR BASICSKHLS-AND-GRAD TESTING

See Chapter 5 of the current “Procedures Manual for the Minnesota Assessments:” and
2017-18 Guidelines for Administration of Accommodations and Linguistic Supports
(http://minnesota.pearsonaccessnext.com/resources/resources-training/manuals/Guideline
sforAccommandLS 2018.pdf).

RECORDS

All test accommodations, modifications, or exemptions shall be reported to the school
district test administrator. The school district test administrator shall be responsible for
keeping a list of all such test accommodations, modifications, and exemptions for school
district audit purposes. Testing results will be documented and reported.

Legal References:  Minn. Stat. § 120B.11 (School District Process)

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

Minn. Stat. § 125A.08(a)(1) (Individualized Education Programs)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
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Cross References:

Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for
Physical Education)

Eligibility Requirements for the Minnesota Test of Academic SkKills
(MTAS), https://education.mn.gov/mdeprod/groups/educ/documents/hidde
ncontent/mdaw/mda2/~edisp/006087.pdf

Alternate ACCESS for ELLs Participation Guidelines,
https://education.mn.gov/mdeprod/groups/educ/documents/hiddencontent/
mdaw/mdg5/~edisp/049763.pdf

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 616 (School District System Accountability)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: November 13" 2017

618

ASSESSMENT OF STUDENT ACHIEVEMENT

PURPOSE

The purpose of this policy is to institute a process for the establishment and revision of
assessments to be used to determine how well students have achieved the Graduation
Standards.

GENERAL STATEMENT OF POLICY

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

DEFINITIONS

A.

“Above-grade level” test items contain subject area content that is above the grade
level of the student taking the assessment and is considered aligned with state
academic standards to the extent it is aligned with content represented in state
academic standards above the grade level of the student taking the assessment.
Notwithstanding the student’s grade level, administering above-grade level test
items to a student does not violate the requirement that state assessments must be
aligned with state standards.

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

“Below-grade level” test items contain subject area content that is below the grade
level of the student taking the test and is considered aligned with state academic
standards to the extent it is aligned with content represented in state academic
standards below the student’s current grade level. Notwithstanding the student’s
grade level, administering below-grade level test items to a student does not
violate the requirement that state assessments must be aligned with state
standards.

“Benchmark” means the specific knowledge or skill that a student must master to
complete part of an academic standard by the end of the grade level or grade
band.
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“Career and college ready,” for purposes of statewide accountability, means a
high school graduate has the knowledge, skills, and competencies to successfully
pursue a career pathway, including postsecondary credit leading to a degree,
diploma, certificate, or industry-recognized credential and employment. Students
who are career and college ready are able to successfully complete credit-bearing
coursework at a two- or four-year college or university or other credit-bearing
postsecondary program without need for remediation.

“Computer-adaptive assessments” means fully adaptive assessments.

“Cultural competence,” for purposes of statewide accountability, means the
ability and will to interact effectively with people of different cultures, native
languages, and socioeconomic backgrounds.

“Elective standards” means a locally adopted expectation for student learning in
career and technical education and world languages.

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

“Fully adaptive assessments” include on-grade level test items and items that may
be above or below a student’s grade level.

“On-grade level” test items contain subject area content that is aligned to state
academic standards for the grade level of the student taking the assessment.

“Required standard” means a statewide adopted expectation for student learning
in the content areas of English language arts, mathematics, science, social studies,
physical education, and the arts, or a locally adopted expectation for student
learning in health or the arts.

ESTABLISHMENT OF CRITERIA FOR ASSESSMENT

A.

The superintendent shall establish criteria by which student performance of
locally adopted Graduation Standards and elective standards are to be evaluated
and approved. The criteria will be submitted to the school board for approval.
Upon approval by the school board, the criteria shall be deemed part of this

policy.

The superintendent shall ensure that students and parents or guardians are
provided with notice of the process by which program Graduation Standards will
be assessed.

Staff members will be expected to utilize staff development opportunities to the
extent necessary to ensure effectg\!l% implementation and continued improvement
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of the implementation of assessments under the Minnesota Academic Standards.

V. STANDARDS FOR MINNESOTA ACADEMIC STANDARDS PERFORMANCE
ASSESSMENTS

A

Benchmarks

The school district will offer and students must achieve all benchmarks for an
academic standard to satisfactorily complete that state standard. These
benchmarks will be used by the school district and its staff in developing tests to
measure student academic knowledge and skills.

Statewide Academic Standards Testing

1.

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

The school district will administer annually, in accordance with the
process determined by MDE, the state-constructed tests aligned with state
standards to all students in grades 3 through 8 and at the high school level
as follows:

a. computer-adaptive reading and mathematics assessments in grades
3 through 8;
b. high school reading and mathematics and a high school writing

test, when it becomes available; and

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

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

The school district may use a student’s performance on a statewide
assessment as one of the multiple criteria to determine grade promotion or
retention. The school district also may use a high school student’s
performance on a statewide assessment as a percentage of the student’s
final grade in a course, or place a student’s assessment score on the
student’s transcript.

For students in grade 8 in the 2012-2013 school year and later, the school
district must record on '[2}267 high school transcript a student’s progress
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C.

toward career and college readiness. For other students, this record of
progress must be made as soon as practicable. In addition, the school
district may include a notation of high achievement on the high school
diplomas of those graduating seniors who, according to established school
board criteria, demonstrate exemplary academic achievement during high
school.

Rigorous Course of Study Waiver

1.

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

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

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

C. satisfactorily completes the requirements for the rigorous course of
study, learning opportunity, or preparatory employment or post-
secondary education program.

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

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

VI. CAREER EXPLORATION ASSESSMENT

A

Student assessments, in alignment with state academic standards, shall include
clearly defined career and college readiness benchmarks and satisfy Minnesota’s
postsecondary admissions requirements. Students in grade 11 or grade 12 must be
provided with an opportunity to participate on a nationally normed college
entrance exam. Achievement an&gareer and college readiness in mathematics,
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reading, and writing must also be assessed. When administering formative or
summative assessments used to measure the academic progress, including the oral
academic development, of English learners and inform their instruction, schools
must ensure that the assessments are accessible to the students and students have
the modifications and supports they need to sufficiently understand the
assessments.

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

C. All students, except those eligible for alternative assessments, must be given the
opportunity to participate on a nationally normed college entrance exam in grade
11 or 12. A student under this paragraph who demonstrates attainment of
required state academic standards on these assessments, which include career and
college readiness benchmarks, is academically ready for a career or college and is
encouraged to participate in courses awarding college credit to high school
students. Such courses and programs may include sequential courses of study
within broad career areas and technical skill assessments that extend beyond
course grades.

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

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

Legal References: ~ Minn. Stat. § 120B.018 (Definitions)
Minn. Stat. § 120B.02 (Educational Expectations for Minnesota’s
Students)
Minn. Stat. § 120B.021 (Required Academic Standards)
Minn. Stat. § 120B.022 (Elective Standards)
Minn. Stat. § 120B.023 (Eé%gchmarks)
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Cross References:

Minn. Stat. § 120B.11 (School District Process)

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

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

20 U.S.C. 8 6301, et seq. (Every Student Succeeds Act)

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
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Adopted: MSBA/MASA Model Policy 618

Orig. 1998

Revised: Rev. 2045 2017

618

ASSESSMENT OF STUDENT ACHIEVEMENT

PURPOSE

The purpose of this policy is to |nst|tute a process for the establlshment and reV|5|0n of
assessments to be VYRV

Standards measure achlevement toward meetlnq the Mlnnesota Academlc Standards
track academic progress over time, and provide Minnesota graduates information related
to career and college readiness.

GENERAL STATEMENT OF POLICY

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

DEFINITIONS

A. “Above-grade level” test items contain subject area content that is above the grade
level of the student taking the assessment and is considered aligned with state
academic standards to the extent it is aligned with content represented in state
academic standards above the grade level of the student taking the assessment.
Notwithstanding the student’s grade level, administering above-grade level test
items to a student does not violate the requirement that state assessments must be
aligned with state standards.

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

C. “Below-grade level” test items contain subject area content that is below the grade
level of the student taking the test and is considered aligned with state academic
standards to the extent it is aligned with content represented in state academic
standards below the student’s current grade level. Notwithstanding the student’s
grade level, administering below-grade level test items to a student does not
violate the requirement that state assessments must be aligned with state

standards.

D. “Benchmark’” means the specific knowledge or skill that a student must master to
complete part of an academic standard by the end of the grade level or grade
band.
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“Career and college ready,” for purposes of statewide accountability, means a
high school graduate has the knowledge, skills, and competencies to successfully
pursue a career pathway, including postsecondary credit leading to a degree,
diploma, certificate, or industry-recognized credential and employment. Students
who are career and college ready are able to successfully complete credit-bearing
coursework at a two- or four-year college or university or other credit-bearing
postsecondary program without need for remediation.

“Computer-adaptive assessments” means fully adaptive assessments.

“Cultural competence,” for purposes of statewide accountability, means the
ability and will to interact effectively with people of different cultures, native
languages, and socioeconomic backgrounds.

“Elective standards” means a locally adopted expectation for student learning in
career and technical education and world languages.

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

“Fully adaptive assessments” include on-grade level test items and items that may
be above or below a student’s grade level. [Note: Fully adaptive mathematics
and reading assessments must be used for grades 3 through 7 beginning in the
2015-2016 school year and later.]

“On-grade level” test items contain subject area content that is aligned to state
academic standards for the grade level of the student taking the assessment.

“Required standard” means a statewide adopted expectation for student learning
in the content areas of English language arts, mathematics, science, social studies,
physical education, and the arts, or a locally adopted expectation for student
learning in health or the arts.

ESTABLISHMENT OF CRITERIA FOR ASSESSMENT

A

The [school board/superintendent/director of instruction] shall establish criteria
by which student performance of lecathy—adopted-Graduation—Standards local
academic standards and elective standards are to be evaluated and approved. The
criteria will be submitted to the school board for approval. Upon approval by the
school board, the criteria shall be deemed part of this policy.

The superintendent shall ensure that students and parents or guardians are

provided with notice of the process by which pregram—Graduation—Standards

academic standards will be assesszeSd2
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C.

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

V. STANDARDS FOR MINNESOTA ACADEMIC STANDARDS PERFORMANCE
ASSESSMENTS

A.

Benchmarks

The school district will offer and students must achieve all benchmarks for an
academic standard to satisfactorily complete that state standard. These
benchmarks will be used by the school district and its staff in developing tests to
measure student academic knowledge and skills.

[School districts are required to formally establish a periodic review cycle for
academic standards and related benchmarks in health, world languages, and
career and technical education.]

Statewide Academic Standards Testing

1.

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

The school district will administer annually, in accordance with the
process determined by MBE the Minnesota Department of Education, the
state-constructed tests aligned with state standards to all students in grades
3 through 8 and at the high school level as follows:

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

b. high school reading in grade 10, ard mathematics in grade 11, and
a high school writing test, when it becomes available; and

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

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

The school district may use a student’s performance on a statewide
assessment as one of the r2r15u?!tiple criteria to determine grade promotion or
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retention. The school district also may use a high school student’s
performance on a statewide assessment as a percentage of the student’s
final grade in a course, or place a student’s assessment score on the
student’s transcript.

For students in grade 8 in the 2012-2013 school year and later, the school
district must record on the high school transcript a student’s progress
toward career and college readiness. For other students, this record of
progress must be made as soon as practicable. In addition, the school
district may include a notation of high achievement on the high school
diplomas of those graduating seniors who, according to established school
board criteria, demonstrate exemplary academic achievement during high
school.

Students who do not meet or exceed the Minnesota Academic Standards,
as measured by the Minnesota Comprehensive Assessments administered
in high school, must be informed that admission to a public school is free
and available to any resident under 21 years of age. The school district
will determine how this notice is given.

C. Rigorous Course of Study Waiver

1.

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

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

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

C. satisfactorily completes the requirements for the rigorous course of
study, learning opportunity, or preparatory employment or post-
secondary education program.

The school board also may formally determine other circumstances in
which to declare that a student meets or exceeds a specific academic
standard that the site requires for graduation under this section.
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3. A student who satisfactorily completes a post-secondary enrollment
options course or program or an advanced placement or international
baccalaureate course or program is not required to complete other
requirements of the academic standards corresponding to that specific
rigorous course of study.

VI. CAREER EXPLORATION ASSESSMENT

A

Student assessments, in alignment with state academic standards, shall include
clearly defined career and college readiness benchmarks and satisfy Minnesota’s

postsecondary admlssmns reqUIrements Studen&#g%ade—kl—e#gmde—]%w&spbe

en#anee—examr Achlevement and career and college readlness in mathematlcs
reading, and writing must also be assessed. When administering formative or
summative assessments used to measure the academic progress, including the oral
academic development, of English learners and inform their instruction, schools
must ensure that the assessments are accessible to the students and students have
the modifications and supports they need to sufficiently understand the
assessments.

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

All students, except those eligible for alternative assessments, must-be-given-the
opportunity will be encouraged to participate on a nationally normed college
entrance exam in grade 11 or 12. A student under this paragraph who
demonstrates attainment of required state academic standards on these
assessments, which include career and college readiness benchmarks, is
academically ready for a career or college and is encouraged to participate in
courses awarding college credit to high school students. Such courses and
programs may include sequential courses of study within broad career areas and
technical skill assessments that extend beyond course grades.

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

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

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

Legal References:  Minn. Stat. § 120B.018 (Definitions)
Minn. Stat. § 120B.02 (Educational Expectations for Minnesota’s
Students)
Minn. Stat. § 120B.021 (Required Academic Standards)
Minn. Stat. § 120B.022 (Elective Standards)
Minn. Stat. § 120B.023 (Benchmarks)
Minn. Stat. § 120B.11 (School District Process)
Minn. Stat. § 120B.30 (Statewide Testing and Reporting System)
Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)
Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)
Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for
Physical Education)
20 U.S.C. 8 6301, et seq. (Every Student Succeeds Act)

Cross References:  MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)
MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)
MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)
MSBA/MASA Model Policy 616 (School District System Accountability)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: November 13" 2017

619

STAFF DEVELOPMENT FOR STANDARDS
PURPOSE

The purpose of this policy is to establish opportunities for staff development which
advance the staff’s ability to work effectively with the Graduation Assessment
Requirements and with students as they progress to achievement of those Graduation
Assessment Requirements and meet the requirements of federal law.

GENERAL STATEMENT OF POLICY

The school district is committed to developing staff policies and processes for continuous
improvement of curriculum, instruction, and assessment to ensure effective
implementation of the Graduation Assessment Requirements and federal law at all levels.

STANDARDS FOR STAFF DEVELOPMENT

A. The Advisory Committee for Comprehensive Continuous Improvement of
Student Achievement (Committee) shall address the needs of all staff in
prioritizing staff development which will ensure effective implementation of the
Graduation Assessment Requirements and federal law at all levels. The
Committee will advise the school board on the planning of staff development
opportunities.

B. The school district shall place a high priority on staff development including
activities, programs, and other efforts to implement the Graduation Assessment
Requirements effectively and to upgrade that implementation continuously.

C. Staff development plans for the school district shall address identified needs for
Graduation Assessment Requirements implementation throughout all levels of the
school district programs.

D. In service, staff meeting, and district and building level staff development plans
and programs shall focus on improving implementation of the Graduation
Assessment Requirements at all levels for all students, including those with
special needs.

TRAINING AND PROFESSIONAL DEVELOPMENT

A. Paraprofessionals. The school district will provide each paraprofessional who
assists a licensed teacher in providing student instruction with initial training.
Such training will include traingg in emergency procedures, confidentiality,
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vulnerability, reporting obligations, discipline, policies, roles and responsibilities,
and building orientation. Training will be provided within the first 60 days a
paraprofessional begins supervising or working with students.

B. Teachers/Administrators

1.

Legal References:

Cross References:

The school district will provide high quality and ongoing professional
development activities as required by state and federal laws.

The school district will assign an administrator to serve as a highly
objective uniform state standard of evaluation (HOUSSE) reviewer. The
administrator shall meet with teachers and, where appropriate, certify the
teacher’s application for highly qualified status.

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

Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. § 120B.363 (Credential for Education Paraprofessionals)
Minn. Stat. § 122A.16 (Qualified Teacher Defined)

Minn. Stat. § 122A.60 (Staff Development Program)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English
Language Development)

Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

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

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 616 (School District System Accountability)
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Adopted: MSBA/MASA Model Policy 619

Orig. 1998
Revised: Rev. 2014 2017
619 STAFF DEVELOPMENT FOR STANDARDS
I PURPOSE

The purpose of this policy is to establish opportunities for staff development which

advance the staff’s ability to work effectively with the Graduation Assessment

Requirements and with students as they progress to achievement of those Graduation

Assessment Requirements and meet the requirements of federal law.

1. GENERAL STATEMENT OF POLICY

The school district is committed to developing staff policies and processes for continuous

improvement of curriculum, instruction, and assessment to ensure effective

implementation of the Graduation Assessment Requirements and federal law at all levels.
I11.  STANDARDS FOR STAFF DEVELOPMENT

A. The Advisory Committee for Comprehensive Continuous Improvement of
Student Achievement (Committee) shall address the needs of all staff in
prioritizing staff development which will ensure effective implementation of the
Graduation Assessment Requirements and federal law at all levels. The
Committee will advise the school board on the planning of staff development
opportunities.

B. The school district shall place a high priority on staff development including
activities, programs, and other efforts to implement the Graduation Assessment
Requirements effectively and to upgrade that implementation continuously.

C. Staff development plans for the school district shall address identified needs for
Graduation Assessment Requirements implementation throughout all levels of the
school district programs.

D. In service, staff meeting, and district and building level staff development plans
and programs shall focus on improving implementation of the Graduation
Assessment Requirements at all levels for all students, including those with
special needs.

IV.  TRAINING AND PROFESSIONAL DEVELOPMENT

A. Paraprofessionals. The school district will provide each paraprofessional who
assists a licensed teacher in providing student instruction with initial training.
Such training will include trairéiSné; in emergency procedures, confidentiality,
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vulnerability, reporting obligations, discipline, policies, roles and responsibilities,
and building orientation. Training will be provided within the first 60 days a
paraprofessional begins supervising or working with students.

Additionally, with regard to paraprofessionals providing support to special
education students, the school district will ensure that annual training
opportunities are required to enable the paraprofessional to further develop the
knowledge and skills that are specific to the students with whom the
paraprofessional works, including understanding disabilities, the unique and
individual needs of each student according to the student’s disability and how the
disability affects the student’s education and behavior, following lesson plans, and
implementing follow-up instructional procedures and activities.

B. Teachers/Administrators

1 The school district will provide high quality and ongoing professional
development activities as required by state and federal laws.

Legal References: ~ Minn. Stat. 8§ 120B.02 (Educational Expectations for Minnesota’s
Students)
Minn. Stat. § 120B.11 (School District Process)
Minn. Stat. § 120B.363 (Credential for Education Paraprofessionals)
Minn. Stat. § 122A.16 (Qualified Teacher Defined)
Minn. Stat. § 122A.60 (Staff Development Program)
Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)
Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English
Language Development)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)
Minn. Rules Parts 3501.1400-3501.1410 (Academic Standards for
Physical Education)
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act)

Cross References:  MSBA/MASA Model Polzigg 104 (School District Mission Statement)
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MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 616 (School District System Accountability)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted Septenber 12, 2007

Revised: Juy 10" 2017

802

DISPOSITION OF OBSOLETE EQUIPMENT AND MATERIAL
PURPOSE

The purpose of this policy is to provide guidelines for the superintendent to assist in
timely disposition of obsolete equipment and material.

GENERAL STATEMENT OF POLICY

Effective use of school building space, and consideration for safety of personnel, will at
times require disposal of obsolete equipment and material.

DEFINITIONS

A “Contract” means an agreement entered into by the school district for the sale of
supplies, materials, or equipment.

B. “Official newspaper” is a regular issue of a qualified legal newspaper.
MANNER OF DISPOSITION
A Authorization

The superintendent shall be authorized to dispose of obsolete equipment and
materials by selling it at a fair price consistent with the procedures outlined in this
policy. Any sale exceeding the minimum amount for which bids are required
must first be specifically authorized by the school board. The superintendent
shall be authorized to properly dispose of used books, materials, and equipment
deemed to have little or no value.

B. Contracts Over $100,000

1. If the value of the equipment or materials is estimated to exceed $100,000,
sealed bids shall be solicited by two weeks’ published notice in the official
newspaper. This notice shall state the time and place of receiving bids and
contain a brief description of the subject matter. Additional publication in
the official newspaper or elsewhere may be made as the school board shall
deem necessary.

2. The sale shall be awarded to the highest responsible bidder, be duly
executed in writing, and be otherwise conditioned as required by law.
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A record shall be kept of all bids, with names of bidders and amounts of
bids, and an indication of the successful bid. A bid containing an
alteration or erasure of any price contained in the bid which is used in
determining the highest responsible bid shall be rejected unless the
alteration or erasure is corrected by being crossed out and the correction
printed in ink or typewritten adjacent thereto and initialed in ink by the
person signing the bid.

In the case of identical high bids from two or more bidders, the school
board may, at its discretion, utilize negotiated procurement methods with
the tied high bidders so long as the price paid does not go below the high
tied bid price. In the case where only a single bid is received, the school
board may, at its discretion, negotiate a mutually agreeable contract with
the bidder so long as the price paid does not fall below the original bid. If
no satisfactory bid is received, the board may readvertise.

All bids obtained shall be kept on file for a period of at least one year after
their receipt. Every contract made without compliance with the foregoing
provisions shall be void.

Data submitted by a business to a school in response to a request for bids
are private until opened. Once opened, the name of the bidder and the
dollar amount specified become public; all other data are private until
completion of the selection process, meaning the school has completed its
evaluation and ranked the responses. After completion of the selection
process, all data submitted by all bidders are public except trade secret
data. If all responses are rejected prior to completion of the selection
process, all data remain private, except the name of the bidder and the
dollar amount specified which were made public at the bid opening for
one year from the proposed opening date or until resolicitation results in
completion of the selection process or until a determination is made to
abandon the purchase, whichever occurs sooner, at which point the
remaining data becomes public. Data created or maintained by the school
district as part of the selection or evaluation process are protected as
nonpublic data until completion of the selection or evaluation process. At
that time, the data are public with the exception of trade secret data.

Contracts From $25,000 to $100,000

If the amount of the sale is estimated to exceed $25,000 but not to exceed
$100,000, the contract may be made either upon sealed bids in the manner
directed above or by direct negotiation, by obtaining two or more quotations for
the purchase or sale when possible, and without advertising for bids or otherwise
complying with the requirements of competitive bidding notice. All quotations
obtained shall be kept on file for a period of at least one year after receipt.

Contracts $25,000 or Less

263
802-2



If the amount of the sale is estimated to be $25,000 or less, the contract may be
made either upon quotation or in the open market, in the discretion of the school
board. The sale in the open market may be by auction. If the contract is made on
quotation, it shall be based, so far as practicable, on at least two quotations which
shall be kept on file for a period of at least one year after receipt.

Electronic Sale of Surplus Supplies, Materials, and Equipment

Notwithstanding the other procedural requirements of this policy, the school
district may contract to sell supplies, materials, and equipment which is surplus,
obsolete, or unused through an electronic selling process in which purchasers
compete to purchase the supplies, materials, or equipment at the highest purchase
price in an open and interactive environment.

Notice of Quotation

Notice of procedures to receive quotations shall be given by publication or other
means as appropriate to provide reasonable notice to the public.

Sales to Employees

No officer or employee of the school district shall sell or procure for sale or
possess or control for sale to any other officer or employee of the school district
any property or materials owned by the school district unless the property and
materials are not needed for public purposes and are sold to a school district
employee after reasonable public notice, at a public auction or by sealed response,
if the employee is not directly involved in the auction or sale process. Reasonable
notice shall include at least one week’s published or posted notice. A school
district employee may purchase no more than one motor vehicle from the school
district at any one auction. This section shall not apply to the sale of property or
materials acquired or produced by the school district for sale to the general public
in the ordinary course of business. Nothing in this section shall prohibit an
employee of the school district from selling or possessing for sale public property
if the sale or possession for sale is in the ordinary course of business or the normal
course of the employee’s duties.

Exceptions for Surplus School Computers

A school district may bypass the requirements for competitive bidding and is not
subject to any other laws relating to school district contracts if it is disposing of
surplus school computer and related equipment by conveying the property and
title to:

1. another school district;
2. the state department of corrections;
3. the board of trustees of M;régesota State Colleges and Universities; or
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Legal References:

Cross References:

the family of a student residing in the district whose total family income
meets the federal definition of poverty.

Minn. Stat. § 13.591 (Business Data)

Minn. Stat. § 15.054 (Public Employees Not to Purchase Merchandise
From Governmental Agencies; Exceptions; Penalty)

Minn. Stat. § 123B.29 (Sale of School Building at Auction)

Minn. Stat. § 123B.52 (Contracts)

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

Minn. Stat. § 645.11 (Published Notice)

MSBA Service Manual, Chapter 13, School Law Bulletin “F” (School
District Contract and Bidding Procedures)
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Adopted: MSBA/MASA Model Policy 802

Orig. 1995
Revised: Rev. 2012 2018
802 DISPOSITION OF OBSOLETE EQUIPMENT AND MATERIAL
[Note: The provisions of this policy substantially reflect statutory requirements.]
l. PURPOSE
The purpose of this policy is to provide guidelines for the superintendent to assist in
timely disposition of obsolete equipment and material.
1. GENERAL STATEMENT OF POLICY
Effective use of school building space, and consideration for safety of personnel, will at
times require disposal of obsolete equipment and material.
1. DEFINITIONS
A “Contract” means an agreement entered into by the school district for the sale of
supplies, materials, or equipment.
B. “Official newspaper” is a regular issue of a qualified legal newspaper.
IV. MANNER OF DISPOSITION

A. Authorization

The superintendent shall be authorized to dispose of obsolete equipment and
materials by selling it at a fair price consistent with the procedures outlined in this
policy. Any sale exceeding the minimum amount for which bids are required
must first be specifically authorized by the school board. The superintendent
shall be authorized to properly dispose of used books, materials, and equipment
deemed to have little or no value.

B. Contracts Over $100.000 $175,000

1. If the value of the equipment or materials is estimated to exceed $166,000
$175,000, sealed bids shall be solicited by two weeks’ published notice in
the official newspaper. This notice shall state the time and place of
receiving bids and contain a brief description of the subject matter.
Additional publication in the official newspaper or elsewhere may be
made as the school board shall deem necessary.

2. The sale shall be awarded to the highest responsible bidder, be duly
executed in writing, and bzeG%therwise conditioned as required by law.
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A record shall be kept of all bids, with names of bidders and amounts of
bids, and an indication of the successful bid. A bid containing an
alteration or erasure of any price contained in the bid which is used in
determining the highest responsible bid shall be rejected unless the
alteration or erasure is corrected by being crossed out and the correction
printed in ink or typewritten adjacent thereto and initialed in ink by the
person signing the bid.

In the case of identical high bids from two or more bidders, the school
board may, at its discretion, utilize negotiated procurement methods with
the tied high bidders so long as the price paid does not go below the high
tied bid price. In the case where only a single bid is received, the school
board may, at its discretion, negotiate a mutually agreeable contract with
the bidder so long as the price paid does not fall below the original bid. If
no satisfactory bid is received, the board may readvertise.

All bids obtained shall be kept on file for a period of at least one year after
their receipt. Every contract made without compliance with the foregoing
provisions shall be void.

Data submitted by a business to a school in response to a request for bids
are private until opened. Once opened, the name of the bidder and the
dollar amount specified become public; all other data are private until
completion of the selection process, meaning the school has completed its
evaluation and ranked the responses. After completion of the selection
process, all data submitted by all bidders are public except trade secret
data. If all responses are rejected prior to completion of the selection
process, all data remain private, except the name of the bidder and the
dollar amount specified which were made public at the bid opening for
one year from the proposed opening date or until resolicitation results in
completion of the selection process or until a determination is made to
abandon the purchase, whichever occurs sooner, at which point the
remaining data becomes public. Data created or maintained by the school
district as part of the selection or evaluation process are protected as
nonpublic data until completion of the selection or evaluation process. At
that time, the data are public with the exception of trade secret data.

Contracts From $25,000 to $109.000 $175,000

If the amount of the sale is estimated to exceed $25,000 but not to exceed
$100,000 $175,000, the contract may be made either upon sealed bids in the
manner directed above or by direct negotiation, by obtaining two or more
quotations for the purchase or sale when possible, and without advertising for bids
or otherwise complying with the requirements of competitive bidding notice. All
quotations obtained shall be kept on file for a period of at least one year after
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Contracts $25,000 or Less

If the amount of the sale is estimated to be $25,000 or less, the contract may be
made either upon quotation or in the open market, in the discretion of the school
board. The sale in the open market may be by auction. If the contract is made on
quotation, it shall be based, so far as practicable, on at least two quotations which
shall be kept on file for a period of at least one year after receipt.

Electronic Sale of Surplus Supplies, Materials, and Equipment

Notwithstanding the other procedural requirements of this policy, the school
district may contract to sell supplies, materials, and equipment which is surplus,
obsolete, or unused through an electronic selling process in which purchasers
compete to purchase the supplies, materials, or equipment at the highest purchase
price in an open and interactive environment.

Notice of Quotation

Notice of procedures to receive quotations shall be given by publication or other
means as appropriate to provide reasonable notice to the public.

Sales to Employees

No officer or employee of the school district shall sell or procure for sale or
possess or control for sale to any other officer or employee of the school district
any property or materials owned by the school district unless the property and
materials are not needed for public purposes and are sold to a school district
employee after reasonable public notice, at a public auction or by sealed response,
if the employee is not directly involved in the auction or sale process. Reasonable
notice shall include at least one week’s published or posted notice. A school
district employee may purchase no more than one motor vehicle from the school
district at any one auction. This section shall not apply to the sale of property or
materials acquired or produced by the school district for sale to the general public
in the ordinary course of business. Nothing in this section shall prohibit an
employee of the school district from selling or possessing for sale public property
if the sale or possession for sale is in the ordinary course of business or the normal
course of the employee’s duties.

Exceptions for Surplus School Computers

A school district may bypass the requirements for competitive bidding and is not
subject to any other laws relating to school district contracts if it is disposing of
surplus school computer and related equipment by conveying the property and
title to:

1. another school district;

2. the state department of c0£%e80tions;
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Legal References:

Cross References:

the board of trustees of Minnesota State Colleges and Universities; or

the family of a student residing in the district whose total family income
meets the federal definition of poverty.

Minn. Stat. § 13.591 (Business Data)

Minn. Stat. 8 15.054 (Public Employees Not to Purchase Merchandise
From Governmental Agencies; Exceptions; Penalty)

Minn. Stat. § 123B.29 (Sale of School Building at Auction)

Minn. Stat. § 123B.52 (Contracts)

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

Minn. Stat. § 645.11 (Published Notice)

MSBA Service Manual, Chapter 13, School Law Bulletin “F” (School
District Contract and Bidding Procedures)
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September. 12, 2007

Revised: May 12, 2015

104 SCHOOL DISTRICT MISSION STATEMENT

MISSION STATEMENT

The mission of the Jordan School District is to inspire a caring community to ignite learning,
innovation, and success for all.
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007
Revised: May 12, 2015
105 VISION STATEMENT
The Jordan School District’s vision is to:
e Help students attain high academic achievement
e Provide a safe, collaborative, and innovative culture and environment in which to learn
and work

e Be fiscally responsible and maintain quality facilities
e Engage with all stakeholders in an intentional and effective manner
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: May 12, 2015

501

SCHOOL WEAPONS POLICY

PURPOSE

The purpose of this policy is to assure a safe school environment for students, staff and

the public.

GENERAL STATEMENT OF POLICY

No student or nonstudent, including adults and visitors, shall possess, use or distribute a
weapon when in a school location except as provided in this policy. The school district
will act to enforce this policy and to discipline or take appropriate action against any
student, teacher, administrator, school employee, volunteer, or member of the public who
violates this policy.

DEFINITIONS

A. “Weapon”

1.

A “weapon” means any object, device or instrument designed as a weapon
or through its use is capable of threatening or producing bodily harm or
which may be used to inflict self-injury including, but not limited to, any
firearm, whether loaded or unloaded; airguns; pellet guns; BB guns; all
knives; Dblades; clubs; metal knuckles; numchucks; throwing stars;
explosives; fireworks; mace and other propellants; stunguns; ammunition;
poisons; chains; arrows; and objects that have been modified to serve as a
weapon.

No person shall possess, use or distribute any object, device or instrument
having the appearance of a weapon and such objects, devices or
instruments shall be treated as weapons including, but not limited to,
weapons listed above which are broken or non-functional, look-alike guns;
toy guns; and any object that is a facsimile of a real weapon.

No person shall use articles designed for other purposes (i.e., lasers or
laser pointers, belts, combs, pencils, files, scissors, etc.), to inflict bodily
harm and/or intimidate and such use will be treated as the possession and
use of a weapon.

B. “School Location” includes any school building or grounds, whether leased,
rented, owned or controlled by the school, locations of school activities or trips,
bus stops, school buses or schoobyehicles, school-contracted vehicles, the area of
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entrance or departure from school premises or events, all locations where school-
related functions are conducted, and anywhere students are under the jurisdiction
of the school district.

“Possession” means having a weapon on one’s person or in an area subject to
one’s control in a school location.

IV. EXCEPTIONS

A

A student who finds a weapon on the way to school or in a school location, or a
student who discovers that he or she accidentally has a weapon in his or her
possession, and takes the weapon immediately to the principal’s office shall not
be considered to possess a weapon. If it would be impractical or dangerous to
take the weapon to the principal’s office, a student shall not be considered to
possess a weapon if he or she immediately turns the weapon over to an
administrator, teacher or head coach or immediately notifies an administrator,
teacher or head coach of the weapon’s location.

It shall not be a violation of this policy if a nonstudent (or student where
specified) falls within one of the following categories:

1. active licensed peace officers;

2. military personnel, or students or nonstudents participating in military
training, who are on duty performing official duties;

3. persons authorized to carry a pistol under Minn. Stat. 8 624.714 while in a
motor vehicle or outside of a motor vehicle for the purpose of directly
placing a firearm in, or retrieving it from, the trunk or rear area of the
vehicle;

4. persons who keep or store in a motor vehicle pistols in accordance with
Minn. Stat. 88§ 624.714 or 624.715 or other firearms in accordance with §
97B.045;

a. Section 624.714 specifies procedures and standards for obtaining
pistol permits and penalties for the failure to do so. Section
624.715 defines an exception to the pistol permit requirements for
“antique firearms which are carried or possessed as curiosities or
for their historical significance or value.”

b. Section 97B.045 generally provides that a firearm may not be
transported in a motor vehicle unless it is (1) unloaded and in a gun
case without any portion of the firearm exposed; (2) unloaded and
in the closed trunk; or (3) a handgun carried in compliance with 88
624.714 and 624.715.

5. firearm safety or markszrr;%nship courses or activities for students or
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nonstudents conducted on school property;

6. possession of dangerous weapons, BB guns, or replica firearms by a
ceremonial color guard,

7. a gun or knife show held on school property;

8. possession of dangerous weapons, BB guns, or replica firearms with
written permission of the principal or other person having general control
and supervision of the school or the director of a child care center; or

9. persons who are on unimproved property owned or leased by a child care
center, school or school district unless the person knows that a student is
currently present on the land for a school-related activity.

Policy Application to Instructional Equipment/Tools

While the school district does not allow the possession, use, or distribution of
weapons by students or nonstudents, such a position is not meant to interfere with
instruction or the use of appropriate equipment and tools by students or
nonstudents. Such equipment and tools, when properly possessed, used, and
stored, shall not be considered in violation of the rule against the possession, use,
or distribution of weapons. However, when authorized instructional and work
equipment and tools are used in a potentially dangerous or threatening manner,
such possession and use will be treated as the possession and use of a weapon.

Firearms in School Parking Lots and Parking Facilities

A school district may not prohibit the lawful carry or possession of firearms in a
school parking lot or parking facility. For purposes of this policy, the “lawful”
carry or possession of a firearm in a school parking lot or parking facility is
specifically limited to nonstudent permit-holders authorized under Minn. Stat. §
624.714 to carry a pistol in the interior of a vehicle or outside the motor vehicle
for the purpose of directly placing a firearm in, or retrieving it from, the trunk or
rear area of the vehicle. Any possession or carry of a firearm beyond the
immediate vicinity of a permit-holder’s vehicle shall constitute a violation of this

policy.

V. CONSEQUENCES FOR STUDENT WEAPON POSSESSION/USE/
DISTRIBUTION

A

The school district does not allow the possession, use, or distribution of weapons
by students. Consequently, the minimum consequence for students possessing,
using, or distributing weapons shall include:

1. immediate out-of-school suspension;

2. confiscation of the weapon;
274
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3. immediate notification of police;
4. parent or guardian notification; and
5. recommendation to the superintendent of dismissal for a period of time not
to exceed one year.
B. Pursuant to Minnesota law, a student who brings a firearm, as defined by federal

law, to school will be expelled for at least one year. The school board may
modify this requirement on a case-by-case basis.

C. Administrative Discretion

While the school district does not allow the possession, use, or distribution of
weapons by students, the superintendent may use discretion in determining
whether, under the circumstances, a course of action other than the minimum
consequences specified above is warranted. If so, other appropriate action may be
taken, including consideration of a recommendation for lesser discipline.

VI. CONSEQUENCES FOR WEAPON POSSESSION/USE/DISTRIBUTION BY
NONSTUDENTS

A. Employees

1.

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

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

When an employee violates the weapons policy, law enforcement may be
notified, as appropriate.

B. Other Nonstudents

1.

Any member of the public who violates this policy shall be informed of
the policy and asked to leave the school location. Depending on the
circumstances, the person may be barred from future entry to school
locations. In addition, if the person is a student in another school district,
that school district may be contacted concerning the policy violation.

If appropriate, law enforcement will be notified of the policy violation by
the member of the public and may be asked to provide an escort to remove
the member of the public from the school location.
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Legal References:

Cross References:

Minn. Stat. § 97B.045 (Transportation of Firearms)

Minn. Stat. § 121A.05 (Referral to Police)

Minn. Stat. 8§ 121A.40-121A.56 (Pupil Fair Dismissal Act)
Minn. Stat. § 121A.44 (Expulsion for Possession of Firearm)
Minn. Stat. § 609.02, Subd. 6 (Definition of Dangerous Weapon)
Minn. Stat. § 609.605 (Trespass)

Minn. Stat. § 609.66 (Dangerous Weapons)

Minn. Stat. § 624.714 (Carrying of Weapons without Permit; Penalties)
Minn. Stat. § 624.715 (Exemptions; Antiques and Ornaments)
18 U.S.C. § 921 (Definition of Firearm)

In re C.R.M. 611 N.W.2d 802 (Minn. 2000)

MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal
of School District Employees)

MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 525 (Violence Prevention)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: May 12, 2015

502

SEARCH OF STUDENT LOCKERS, DESKS, PERSONAL POSSESSIONS, AND
STUDENT’S PERSON

PURPOSE

The purpose of this policy is to provide for a safe and healthful educational environment by
enforcing the school district’s policies against contraband.

GENERAL STATEMENT OF POLICY

A

Lockers and Personal Possessions Within a Locker

Pursuant to Minnesota statutes, school lockers are the property of the school
district. At no time does the school district relinquish its exclusive control of
lockers provided for the convenience of students. Inspection of the interior of
lockers may be conducted by school officials for any reason at any time, without
notice, without student consent, and without a search warrant. The personal
possessions of students within a school locker may be searched only when school
officials have a reasonable suspicion that the search will uncover evidence of a
violation of law or school rules. As soon as practicable after the search of a
student’s personal possessions, the school officials must provide notice of the
search to students whose lockers were searched unless disclosure would impede an
ongoing investigation by police or school officials.

Desks

School desks are the property of the school district. At no time does the school
district relinquish its exclusive control of desks provided for the convenience of
students. Inspection of the interior of desks may be conducted by school officials
for any reason at any time, without notice, without student consent, and without a
search warrant.

Personal Possessions and Student’s Person

The personal possessions of students and/or a student’s person may be searched
when school officials have a reasonable suspicion that the search will uncover a
violation of law or school rules. The search will be reasonable in its scope and
intrusiveness.

A violation of this policy occurs when students use lockers and desks for
unauthorized purposes or to store contraband. A violation occurs when students
carry contraband on their person grn their personal possessions.
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DEFINITIONS

A.

“Contraband” means any unauthorized item possession of which is prohibited by
school district policy and/or law. It includes, but is not limited to, weapons and
“look-alikes,” alcoholic beverages, controlled substances and “look-alikes,”
overdue books and other materials belonging to the school district, and stolen

property.

“Personal possessions” includes, but is not limited to, purses, backpacks, bookbags,
packages, and clothing.

“Reasonable suspicion” means that a school official has grounds to believe that the
search will result in evidence of a violation of school district policy, rules, and/or
law. Reasonable suspicion may be based on a school official’s personal
observation, a report from a student, parent or staff member, a student’s suspicious
behavior, a student’s age and past history or record of conduct both in and out of the
school context, or other reliable sources of information.

“Reasonable scope” means that the scope and/or intrusiveness of the search is
reasonably related to the objectives of the search. Factors to consider in
determining what is reasonable include the seriousness of the suspected infraction,
the reliability of the information, the necessity of acting without delay, the
existence of exigent circumstances necessitating an immediate search and further
investigation (e.g., to prevent violence, serious and immediate risk of harm or
destruction of evidence), and the age of the student.

PROCEDURES

A.

School officials may inspect the interiors of lockers and desks for any reason at any
time, without notice, without student consent, and without a search warrant.

School officials may inspect the personal possessions of a student and/or a
student’s person based on a reasonable suspicion that the search will uncover a
violation of law or school rules. A search of personal possessions of a student
and/or a student’s person will be reasonable in its scope and intrusiveness.

As soon as practicable after a search of personal possessions within a locker
pursuant to this policy, the school officials must provide notice of the search to
students whose possessions were searched unless disclosure would impede an
ongoing investigation by police or school officials.

Whenever feasible, a search of a person shall be conducted in private by a school
official of the same sex. A second school official of the same sex shall be present as
an observer during the search of a person whenever feasible.

A strip search is a search involving the removal of coverings or clothing from
private areas. Mass strip searches, or body cavity searches, are prohibited. Strip
searches will be conducted only i97%ircumstances involving imminent danger.
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VI.

VII.

F. A school official conducting any other search may determine when it is appropriate
to have a second official present as an observer.

G. A copy of this policy will be printed in the student handbook or disseminated in any
other way which school officials deem appropriate. The school district shall
provide a copy of this policy to a student when the student is given use of a locker.

DIRECTIVES AND GUIDELINES
School administration may establish reasonable directives and guidelines which address

specific needs of the school district, such as use of tape in lockers, standards of cleanliness
and care, posting of pin-ups and posters which may constitute sexual harassment, etc.

SEIZURE OF CONTRABAND

If a search yields contraband, school officials will seize the item and, where appropriate,
turn it over to legal officials for ultimate disposition.

VIOLATIONS

A student found to have violated this policy and/or the directives and guidelines
implementing it shall be subject to discipline in accordance with the school district’s
Student Discipline Policy, which may include suspension, exclusion, or expulsion, and the
student may, when appropriate, be referred to legal officials.

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

Minn. Const., art. I, § 10

Minn. Stat. § 121A.72 (School Locker Policy)

New Jersey v. T.L.O., 469 U.S. 325, 105 S.Ct. 733, 83 L.Ed.2d 720 (1985)
G.C. v. Owensboro Public Schools, 711 F.3d 623 (6! Cir. 2013)

Cross References:  MSBA/MASA Model Policy 417 (Chemical Use and Abuse)

MSBA/MASA Model Policy 418 (Drug-Free Workplace/Drug-Free
School)

MSBA/MASA Model Policy 501 (School Weapons)

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

Adopted: February 9, 2015

Revised:

513.1 STUDENT GRADE ADVANCEMENT AND/OR SUBJECT-SPECIFIC

ACCELERATION (GRADES 3-8)
PURPOSE

Jordan Public Schools supports the philosophy that all students must be
educationally challenged by their school programs. Some students may have
already learned material taught in their grade level classes or may learn it much
more rapidly and in greater complexity than other students. When a reasonable
attempt to provide curriculum at a student’s grade level does not provide
sufficient challenge, options for curriculum acceleration should be considered by
teachers, parents, and the building principal. The purpose of this policy is to
establish standards and procedures for grade advancement and/or subject-specific
acceleration of students in grades 3-8.

GENERAL STATEMENT OF POLICY

It is the policy of the Jordan Public Schools that students be placed in the grade
level most suitable to his/her cognitive, academic and social/emotional
development.

DEFINITIONS

A. “Grade advancement” is the placement of a child in the next grade level
above their current grade level.

B. “Subject-specific acceleration” is the practice of providing instruction in a
specific subject at the next grade level’s expectations.

CRITERIA
A. The student must be currently enrolled in Jordan Public Schools.
B. The student’s educational needs have not been adequately met through

alternative options.

C. The student must achieve scores above the 95™ percentile on the Cognitive
Abilities Test (CogAT).
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The student must achieve scores above the 98™ percentile on the most
recent state assessments.

The student must consistently demonstrate academic skill levels at least
two standard deviations above the mean on nationally normed tests (e.g.,
NWEA MAPs).

The student must demonstrate academic skill levels at least one to two
grade levels above his or her current grade level in content level for both
rote skills and academic application (e.g., mastery on end of course
assessments).

The student must demonstrate the cognitive and conceptual capabilities of
handling the increased demands of the next grade level by transferring
previous learning and acquired knowledge to accomplish complex
cognitive tasks as demonstrated by current classroom performance.

The student must demonstrate the skills of an independent learner who
actively seeks and persists in new and rigorous academic challenges as
demonstrated by current classroom performance.

The student must demonstrate social and emotional maturity and
demonstrate excellent, interpersonal skills in his/her interactions with
adults, age-mates, as well as with both older and younger students, as
documented by professionally trained staff.

The student must be willing to be grade advanced or subject-specific
accelerated. Parents/Guardians and teachers must be in support of the
grade advancement or subject-specific acceleration.

PROCEDURE

A

B.

Process is initiated by school district staff or a parent/guardian.

The placement process shall be initiated and completed to allow for grade
advancement or content acceleration following the first semester, or prior
to the beginning of the next school year.

Preliminary academic and development data is collected.

The child’s parent/guardian, principal, current teacher, and other

appropriate personnel as determined by principal meet to discuss available
data. Decision is made whether or not to proceed with formal assessment.
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Assessments are conducted by appropriate licensed personnel and a
summary report is generated.

The child’s parent/guardian, principal, current teacher and other
appropriate personnel meet to discuss assessment reports and apply
eligibility criteria. Documentation of the referral is completed.

The final determination as to grade advancement or subject-specific
acceleration will be made by the superintendent.

Based on eligibility determination, an implementation for advancement,
acceleration, or increased differentiation is created. The plan is monitored
by appropriate personnel.

If the child is not successful in the accelerated placement, the school
district reserves the right to reverse the decision.
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September 12, 2007

Revised: 6/8/2015

521

STUDENT DISABILITY NONDISCRIMINATION

PURPOSE

The purpose of this policy is to protect disabled students from discrimination on the basis
of disability and to identify and evaluate learners who, within the intent of Section 504 of
the Rehabilitation Act of 1973 (Section 504), need services, accommodations, or
programs in order that such learners may receive a free appropriate public education.
GENERAL STATEMENT OF POLICY

A. Disabled students who meet the criteria of Paragraph C. below are protected from
discrimination on the basis of a disability.

B The responsibility of the school district is to identify and evaluate learners who,
within the intent of Section 504, need services, accommodations, or programs in
order that such learners may receive a free appropriate public education.

C. For this policy, a learner who is protected under Section 504 is one who:

1. has a physical or mental impairment that substantially limits one or more
of such person’s major life activities; or

2. has a record of such an impairment; or
3. is regarded as having such an impairment.
D. Learners may be protected from disability discrimination and be eligible for

services, accommodations, or programs under the provisions of Section 504 even
though they are not eligible for special education pursuant to the Individuals with
Disabilities Education Act.

COORDINATOR

Persons who have questions, comments, or complaints should contact the Director of
Special Services, Jordan School District, 500 Sunset Drive, Jordan, MN 55352, 952-492-
6200. This person is the school district’s Americans with Disabilities Act/Section 504
coordinator. Persons who wish to make a complaint regarding a disability discrimination
matter may use the accompanying Student Disability Discrimination Grievance Report
Form. The form should be given to the ADA/Section 504 coordinator.
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Legal References:  Pub. L. 110-325, 122 Stat. 3553 (ADA Amendments Act of 2008, § 7)
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504)
34 C.F.R. Part 104 (Section 504 Implementing Regulations)

Cross References:  MSBA/MASA Model Policy 402 (Disability Nondiscrimination)
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INDEPENDENT SCHOOL DISTRICT NO. 717
STUDENT DISABILITY DISCRIMINATION GRIEVANCE REPORT FORM

General Statement of Policy Prohibiting Disability Discrimination

Independent School District No. 717 maintains a firm policy prohibiting all forms of
discrimination on the basis of a disability. All persons are to be treated with respect and dignity.
Discrimination on the basis of a disability will not be tolerated under any circumstances.

Complainant:
Home Address:
Work Address:
Home Phone: Work Phone:

| have been discriminated against based on (choose one or more):
[my disability] / [arecord of my disability] / [being regarded as having a disability]

because

Date of alleged incident(s):

Name of person you believe discriminated against you or another person:

If the alleged discrimination was toward another person, identify that person:

Describe the incident(s) as clearly as possible, including such things as: any verbal statements;
what, if any, physical contact was involved; etc. (attach additional pages if necessary):

Location of the incident(s):

List any witnesses that were present:

This complaint is filed based on my honest belief that has discriminated
against me or another person based on a disability. | hereby certify that the information | have provided in
this complaint is true, correct, and complete to the best of my knowledge and belief.

(Complainant Signature) (Date)

Received by:

(Date)
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September 12, 2007

Revised: July 2015

526

HAZING PROHIBITION

PURPOSE

The purpose of this policy is to maintain a safe learning environment for students and
staff that is free from hazing. Hazing activities of any type are inconsistent with the
educational goals of the school district and are prohibited at all times.

GENERAL STATEMENT OF POLICY

A.

No student, teacher, administrator, volunteer, contractor, or other employee of the
school district shall plan, direct, encourage, aid, or engage in hazing.

No teacher, administrator, volunteer, contractor, or other employee of the school
district shall permit, condone, or tolerate hazing.

Apparent permission or consent by a person being hazed does not lessen the
prohibitions contained in this policy.

Retaliation against a victim, good faith reporter, or a witness of hazing is
prohibited.

False accusations or reports of hazing against a student, teacher, administrator,
volunteer, contractor, or other employee are prohibited.

A person who engages in an act of hazing, reprisal, retaliation, or false reporting
of hazing or permits, condones, or tolerates hazing shall be subject to discipline or
other remedial responses for that act in accordance with the school district’s
policies and procedures.

Consequences for students who commit, tolerate, or are a party to prohibited acts
of hazing may range from remedial responses or positive behavioral interventions
up to and including suspension and/or expulsion.

Consequences for employees who permit, condone, or tolerate hazing or engage
in an act of reprisal or intentional false reporting of hazing may result in
disciplinary action up to and including termination or discharge.
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Consequences for other individuals engaging in prohibited acts of hazing may
include, but not be limited to, exclusion from school district property and events
and/or termination of services and/or contracts.

This policy applies to hazing that occurs during and after school hours, on or off
school premises or property, at school functions or activities, or on school
transportation.

A person who engages in an act that violates school policy or law in order to be
initiated into or affiliated with a student organization shall be subject to discipline
for that act.

The school district will act to investigate all complaints of hazing and will
discipline or take appropriate action against any student, teacher, administrator,
volunteer, contractor, or other employee of the school district who is found to
have violated this policy.

I11.  DEFINITIONS

A

“Hazing” means committing an act against a student, or coercing a student into
committing an act, that creates a substantial risk of harm to a person, in order for
the student to be initiated into or affiliated with a student organization, or for any
other school-related purpose. The term hazing includes, but is not limited to:

1. Any type of physical brutality such as whipping, beating, striking,
branding, electronic shocking, or placing a harmful substance on the body.

2. Any type of physical activity such as sleep deprivation, exposure to
weather, confinement in a restricted area, calisthenics, or other activity
that subjects the student to an unreasonable risk of harm or that adversely
affects the mental or physical health or safety of the student.

3. Any activity involving the consumption of any alcoholic beverage, drug,
tobacco product, or any other food, liquid, or substance that subjects the
student to an unreasonable risk of harm or that adversely affects the
mental or physical health or safety of the student.

4. Any activity that intimidates or threatens the student with ostracism, that
subjects a student to extreme mental stress, embarrassment, shame, or
humiliation, that adversely affects the mental health or dignity of the
student or discourages the student from remaining in school.

5. Any activity that causes or requires the student to perform a task that
involves violation of state or federal law or of school district policies or
regulations.

“Immediately” means as soon as possible but in no event longer than 24 hours.
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“On school premises or school district property, or at school functions or
activities, or on school transportation” means all school district buildings, school
grounds, and school property or property immediately adjacent to school grounds,
school bus stops, school buses, school vehicles, school contracted vehicles, or any
other vehicles approved for school district purposes, the area of entrance or
departure from school grounds, premises, or events, and all school-related
functions, school-sponsored activities, events, or trips. School district property
also may mean a student’s walking route to or from school for purposes of
attending school or school-related functions, activities, or events. While
prohibiting hazing at these locations and events, the school district does not
represent that it will provide supervision or assume liability at these locations and
events.

“Remedial response” means a measure to stop and correct hazing, prevent hazing
from recurring, and protect, support, and intervene on behalf of a student who is
the target or victim of hazing.

“Student” means a student enrolled in a public school or a charter school.

“Student organization” means a group, club, or organization having students as its
primary members or participants. It includes grade levels, classes, teams,
activities, or particular school events. A student organization does not have to be
an official school organization to come within the terms of this definition.

IV. REPORTING PROCEDURES

A

Any person who believes he or she has been the target or victim of hazing or any
person with knowledge or belief of conduct which may constitute hazing shall
report the alleged acts immediately to an appropriate school district official
designated by this policy. A person may report hazing anonymously. However,
the school district may not rely solely on an anonymous report to determine
discipline or other remedial responses.

The school district encourages the reporting party to use the report form available
from the principal or building supervisor of each building or available from the
school district office, but oral reports shall be considered complaints as well.

The building principal, the principal’s designee, or the building supervisor
(hereinafter the “building report taker”) is the person responsible for receiving
reports of hazing at the building level. Any adult school district personnel who
receives a report of hazing prohibited by this policy shall inform the building
report taker immediately. Any person may report hazing directly to a school
district human rights officer or to the superintendent. If the complaint involves
the building report taker, the complaint shall be made or filed directly with the
superintendent or the school district human rights officer by the reporting party or
complainant.
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The building report taker shall ensure that this policy and its procedures,
practices, consequences, and sanctions are fairly and fully implemented and shall
serve as a primary contact on policy and procedural matters.

A teacher, administrator, volunteer, contractor, and other school employees shall
be particularly alert to possible situations, circumstances, or events which might
include hazing. Any such person who witnesses, observes, receives a report of, or
has other knowledge or belief of conduct which may constitute hazing shall make
reasonable efforts to address and resolve the hazing and shall inform the building
report taker immediately. School district personnel who fail to inform the
building report taker of conduct that may constitute hazing or who fail to make
reasonable efforts to address and resolve the hazing in a timely manner may be
subject to disciplinary action.

Submission of a good faith complaint or report of hazing will not affect the
complainant or reporter’s future employment, grades, ¢ work assignments, or
educational or work environment.

Reports of hazing are classified as private educational and/or personnel data
and/or confidential investigative data and will not be disclosed except as
permitted by law. The building report taker, in conjunction with the responsible
authority, shall be responsible for keeping and regulating access to any report of
hazing and the record of any resulting investigation.

The school district will respect the privacy of the complainant(s), the individual(s)
against whom the complaint is filed, and the witnesses as much as possible,
consistent with the school district’s legal obligations to investigate, to take
appropriate action, and to comply with any discovery or disclosure obligations.

V. SCHOOL DISTRICT ACTION

A

Within three (3) days of the receipt of a complaint or report of hazing, the school
district shall undertake or authorize an investigation by school district officials or
a third party designated by the school district.

The building report taker or other appropriate school district officials may take
immediate steps, at their discretion, to protect the target or victim of the hazing,
the complainant, the reporter, and students or others pending completion of an
investigation of alleged hazing prohibited by this policy.

The alleged perpetrator of the hazing shall be allowed the opportunity to present a
defense during the investigation or prior to the imposition of discipline or other
remedial responses.

Upon completion of an investigation that determines hazing has occurred, the
school district will take appropriate action. Such action may include, but is not
limited to, warning, suspension, exclusion, expulsion, transfer, remediation,
termination, or discharge. Disci%igary consequences will be sufficiently severe
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VI.

VII.

to try to deter violations and to appropriately discipline prohibited behavior.
School district action taken for violation of this policy will be consistent with the
requirements of applicable collective bargaining agreements; applicable statutory
authority, including the Minnesota Pupil Fair Dismissal Act; and applicable
school district policies and regulations.

E. The school district is not authorized to disclose to a victim private educational or
personnel data regarding an alleged perpetrator who is a student or employee of
the school district. School officials will notify the parent(s) or guardian(s) of
students who are targets or victims of hazing and the parent(s) or guardian(s) of
alleged perpetrators of hazing who have been involved in a reported and
confirmed hazing incident of the remedial or disciplinary action taken, to the
extent permitted by law.

F. In order to prevent or to respond to hazing committed by or directed against a
child with a disability, the school district shall, where determined appropriate by
the child’s individualized education program (IEP) team or Section 504 team,
allow the child’s IEP or Section 504 plan to be drafted to address the skills and
proficiencies the child needs as a result of the child’s disability to allow the child
to respond to or not to engage in hazing.

RETALIATION OR REPRISAL

The school district will discipline or take appropriate action against any student, teacher,
administrator, volunteer, contractor, or other employee of the school district who
commits an act of reprisal or who retaliates against any person who asserts, alleges, or
makes a good faith report of alleged hazing, who provides information about hazing, who
testifies, assists, or participates in an investigation of alleged hazing, or who testifies,
assists, or participates in a proceeding or hearing relating to such hazing. Retaliation
includes, but is not limited to, any form of intimidation, reprisal, er harassment, or
intentional disparate treatment. Disciplinary consequences will be sufficiently severe to
deter violations and to appropriately discipline the individual(s) who engaged in the
prohibited conduct. Remedial responses to the prohibited conduct shall be tailored to the
particular incident and nature of the conduct.

DISSEMINATION OF POLICY

A This policy shall appear in each school’s student handbook and in each school’s
building and staff handbooks.

B. The school district will develop a method of discussing this policy with students
and employees.

Legal References:  Minn. Stat. 8 121A.031 (School Student Bullying Policy)

Minn. Stat. § 121A.0311 (Notice of the Rights and Responsibilities of
Students and Parents Under the Safe and Supportive Minnesota Schools

Act)
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Cross References:

Minn. Stat. § 121A.40-121A.56 (Pupil Fair Dismissal Act)
Minn. Stat. § 121A.69 (Hazing Policy)

MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal
of School District Employees)

MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 506 (Student Discipline)

MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)
MSBA/MASA Model Policy 525 (Violence Prevention [Applicable to
Students and Staff])
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: October 8, 2013
Revised:  July, 2015
541 MEMORIALS FOR DECEASED STUDENTS OR STAFF

PURPOSE
It is recognized that the loss of a member of the school community is deeply felt by students,
staff and families. The purpose of this policy is to ensure that the Jordan Public Schools will
support staff, students and families impacted from a death through assisting them with
connections to appropriate school and community resources. Because it is recognized that
memorial decisions made immediately in the aftermath of a crisis or death may be made
without full consideration of the potential implications for students, staff, families and the
community, the Jordan Public Schools will provide a process for memorial decision-making.

DEFINITION
Memorials: Objects or activities to remember an event or deceased person(s).
District Recovery Team: A designated group of staff members and resources for the district
who plan and implement mental health support for grief recovery.
Crisis: Any natural disaster or unexpected event that negatively affects a student, a staff
member or a significant group of the school population and usually involves serious
emotional, psychological and/or physical injury or death.
Significant Impact: The magnitude of the potential loss or seriousness of the crisis.

GENERAL STATEMENT OF POLICY
Memorial activities expressed at school need to be coordinated and approved through the
school’s District Recovery Team (DRT). The DRT will assist families and students in
selecting memorial activities that are appropriate for school and assist students in healthy
bereavement.

In recognition that schools are designed primarily to support learning, school sites should
not serve as the main venue for the memorializing of students or staff. In the event a request
is made, the school district will consider the request on a case-to-case basis. Only in the
case of a significant impact will exceptions be considered.

Memorials following a death from suicide must not glamorize, romanticize or stigmatize the
act of suicide.

Temporary school memorials, in common areas, as approved by school administration, may
be displayed until the day of the funeral and will then be given to the family. Allowable
temporary school memorials are banners, pictures, and locker and student desk displays.
Memorial symbols on clothing or lockers displayed by individual students or staff on school
Grounds will be limited to two weeks past the funeral. Any selling of memorial items must
receive prior approval from administration.
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Permanent memorials for deceased students and staff must come from donations and be
initiated by a donor or family member. The donor must clear donations with the family.
These memorials will be limited to endowments, scholarships, plantings and books or items
with educational significance. Scholarship and endowment memorials may be established
one time, or in the form of a perpetual award, with a description of the purpose of the
endowment or scholarship and may include the name of the individual. Plantings may be
made in a designated location based on the discretion of the Facilities Manager and
Superintendent. All trees or shrubbery can be designated with a stake or plaque. This
practice allows for the memorial while respecting the well-being of all students and staff.
Permanent memorials may not include the retirement, alteration, or discontinued use of
school property. Existing memorials established prior to the implementation of this policy
will not be affected.
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: 2015

607 ORGANIZATION OF GRADE LEVELS
. PURPOSE

The purpose of this policy is to address the grade level organization of schools within the
school district.

. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to address the groupings of grade levels as
recognized in Minn. Stat. 8 120A.05, as follows:

Elementary: Grades prekindergarten through 4
Middle: Grades 5 through 8
Secondary: Grades 9-12
B. The superintendent may seek school board approval to administer certain

programs on a nongraded basis or a design different from that indicated. Program
proposals that seek school board approval must meet all state requirements and
reflect the rationale for the modification.

I11.  DEFINITIONS

A. “Kindergarten” means a program designed for students five years of age on
September 1 of the calendar year in which the school year commences that
prepares students to enter first grade the following school year.

B. “Prekindergarten” means a program designed for students younger than five years
of age on September 1 of the calendar year in which the school year commences
that prepares students to enter kindergarten the following school year.

Legal References:  Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)
Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School
Districts)

Cross References:
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September 12, 2007

Revised: 6/8/2015

624

ONLINE LEARNING OPTIONS

PURPOSE

The purpose of this policy is to recognize and govern online learning options of students
enrolled in the school district for purposes of compulsory attendance and address
enrollment of students with an online learning provider for supplemental or full-time
online learning.

GENERAL STATEMENT OF POLICY

A.

The school district shall not prohibit an enrolled student from applying to enroll in
online learning.

The school district shall grant academic credit for completing the requirements of
an online learning course or program.

The school district shall allow an online learning student to have the same access
to the computer hardware and education software available in the school district
as all other students in the school district. An online learning provider must assist
an online learning student whose family qualifies for education tax credit to
acquire computer hardware and educational software for online learning purposes.

The school district shall continue to provide non-academic services to online
learning students.

Online learning students may participate in the extracurricular activities of the
school district on the same basis as other enrolled students.

DEFINITIONS

A.

“Blended learning” is a form of digital learning that occurs when a student learns
part time in a supervised physical setting and part time through digital delivery of
instruction, or a student learns in a supervised physical setting where technology
is used as a primary method to deliver instruction.

“Digital learning” is learning facilitated by technology that offers students an
element of control over the time, place, path, or pace of their learning and
includes blended and online learning.
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“Enrolling district” means the school district or charter school in which a student
is enrolled under Minn. Stat. § 120A.22, Subd. 4, for purposes of compulsory
education.

“Full-time online learning provider” means an enrolling school authorized by the
Minnesota Department of Education (MDE) to deliver comprehensive public
education at any or all of the elementary, middle, or high school levels.

“Online learning course syllabus” is a written document that an online learning
provider transmits to the enrolling school district using a format prescribed by the
Commissioner of MDE (Commissioner) to identify the state academic standards
embedded in an online learning course, the course content outline, required course
assessments, expectations for actual teacher contact time, and other student-to-
teacher communications, and the academic support available to the online
learning student.

“Online learning” is a form of digital learning delivered by an approved online
learning provider under Paragraph I11.H.

“Online learning student” is a student enrolled in an online learning course or
program delivered by an authorized online learning provider.

“Online learning provider” is a school district, an intermediate school district, or
an organization of two or more school districts operating under a joint powers
agreement, or a charter school located in Minnesota that provides online learning
to students and is approved by MDE to provide online learning courses.

“Student” is a Minnesota resident enrolled in a public school, a nonpublic school,
church or religious organization, or home school in which a child is provided
instruction in compliance with Minn. Stat. 8§ 120A.22 and 120A.24.

“Supplemental online learning” means an online learning course taken in place of
a course period at a local district school.

PROCEDURES

A.

Dissemination and Receipt of Information

1. The school district shall make available information about online learning
to all interested people. The school district may utilize the list of approved
online learning providers and online learning courses and programs
developed, published, and maintained by MDE.

2. The school district will receive and maintain information provided to it by
online learning providers.

3. The online learning provider must report or make available information on
an individual student’s progress and accumulated credit to the student, the
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student’s parent, and the enrolling district in a manner specified by the
Commissioner unless the enrolling district and the online learning
provider agree to a different form of notice and notify the Commissioner.

The enrolling district must designate a contact person to help facilitate and
monitor the student’s academic progress and accumulated credits toward
graduation.

B. Student Enrollment

1.

A student may apply for full-time enrollment in an approved online
learning program. The student must have the written consent of a parent
or guardian to do so if the student is under eighteen (18) years of age.

The student and the student’s parents must submit an application to the
online learning provider and identify the student’s reason for enrolling.
An online learning provider that accepts a student under this section must
notify the student and the enrolling district in writing within ten days if the
enrolling district is not the online learning provider. The student and the
student’s parent must notify the online learning provider of the student’s
intent to enroll in online learning within ten days of being accepted, at
which time the student and the student’s parent must sign a statement
indicating that they have reviewed the online course or program and
understand the expectations of enrolling in online learning. The online
learning provider must use a form provided by MDE to notify the
enrolling district of the student’s application to enroll in online learning.

The supplemental online learning notice to the enrolling district when a
student applies to the online learning provider will include the courses or
program, credits to be awarded, and the start date of the online learning
course or program. An online learning provider must make available the
supplemental online learning course syllabus to the enrolling district.
Within 15 days after the online learning provider makes information in
this paragraph available to the enrolling district, the enrolling district must
notify the online learning provider whether the student, the student’s
parent, and the enrolling district agree or disagree that the course meets
the enrolling district’s graduation requirements. A student may enroll in a
supplemental online learning course up to the midpoint of the school
district’s term. The school district may waive this requirement for special
circumstances with the agreement of the online learning provider.

An online learning course or program that meets or exceeds a graduation
standard or the grade progression requirement of the enrolling district as
described in the provider’s online learning course syllabus meets the
corresponding graduation requirements applicable to the student in the
enrolling district. If the enrolling district does not agree that the course or
program meets its graduation requirements, then the enrolling district must
make available an explan%g;)n of its decision to the student, the student’s
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parent, and the online learning provider; and the online learning provider
may make available a response to the enrolling district, showing how the
course or program meets the graduation requirements of the enrolling
district.

An online learning student may enroll in supplemental online learning
courses equal to a maximum of 50 percent of the student’s full schedule of
courses per term during a single school year, and the student may exceed
the supplemental online learning registration limit if the enrolling district
permits for supplemental online learning enrollment above the limit or if
the enrolling district and the online learning provider agree to the
instructional services. To enroll in more than 50 percent of the student’s
full schedule or courses per term in online learning, the student must
qualify to exceed the supplemental online learning registration limit or
apply to enroll in an approved full-time online learning program consistent
with Paragraph 1V.B.2. above. Full-time online learning students may
enroll in classes at a local school under a contract for instructional services
between the online learning provider and the school district.

An online learning student may complete course work at a grade level that
is different from the student’s current grade level.

An online learning student may enroll in additional courses with the online
learning provider under a separate agreement that includes terms for
paying any tuition or course fees.

C. Classroom Membership and Teacher Contact Time

1.

The enrolling district may reduce an online learning student’s regular
classroom instructional membership in proportion to the student’s
membership in online learning courses.

The school district may reduce the course schedule of an online learning
student in proportion to the number of online learning courses the student
takes from an online learning provider other than the school district.

A teacher with a Minnesota license must assemble and deliver instruction
to enrolled students receiving online learning from an enrolling district.
The delivery of instruction occurs when the student interacts with the
computer or the teacher and receives ongoing assistance and assessment of
learning. The instruction may include curriculum developed by persons
other than a teacher holding a Minnesota license.

The online learning provider, other than a digital learning provider
offering digital learning to its enrolled students only under Minn. Stat. §
124D.095, Subd. 4(d), must give the Commissioner written assurance that
all courses meet state 2z%acéaldemic standards and the online learning
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curriculum, instruction, and assessment expectations for actual teacher
contact time or other student-teacher communications and academic
support meet nationally recognized standards and are described as such in
an online learning course syllabus that meets the Commissioner’s
requirements.

D. Academic Credit; Graduation Standards or Requirements

1.

Legal References:

Cross References:

The school district shall apply the same graduation requirements to all
students, including online learning students.

The school district shall use the same criteria for accepting online learning
credits or courses as it does for accepting credits or courses for
nonresident transfer students under Minnesota law.

The school district may challenge the validity of a course offered by an
online learning provider. Such a challenge will be filed with MDE.

The school district shall count secondary credits granted to an online
learning student toward its graduation and credit requirements.

If a student completes an online learning course or program that meets or
exceeds a graduation standard or grade progression requirement at the
school district, that standard or requirement will be met.

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

Minn. Stat. § 120A.24 (Reporting)

Minn. Stat. § 123B.42, Subd. 1 (Curriculum; Electronic Components)
Minn. Stat. § 124D.03 (Enrollment Options Program)

Minn. Stat. § 124D.09 (Post-Secondary Enrollment Options Act)
Minn. Stat. § 124D.095 (Online Learning Option Act)

MSBA/MASA Model Policy 509 (Enrollment of Nonresident Students)
MSBA/MASA Model Policy 605 (Alternative Programs)

MSBA/MASA Model Policy 608 (Instructional Services — Special
Education)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 620 (Credit for Learning)
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: November, 2015

701.1 MODIFICATION OF SCHOOL DISTRICT BUDGET

PURPOSE

The purpose of this policy is to establish procedures for the modification of the school
district’s adopted revenue and expenditure budgets.

GENERAL STATEMENT OF POLICY

The policy of this school district is to modify its revenue and expenditure budgets in
accordance with the applicable provisions of law.

REQUIREMENT

A

The school district’s adopted expenditure budget shall be considered the school
board’s expenditure authorization for that school year.

If revisions or modifications in the adopted expenditure budget are determined to
be advisable by the administration, the superintendent shall recommend the
proposed changes to the school board. The proposed changes shall be
accompanied by sufficient and appropriate background information on the
revenue and policy issues involved to allow the school board to make an informed
decision. A school board member may also propose modifications on that board
member’s own motion, provided, however, the school board member is
encouraged to review the proposed modifications with the superintendent prior to
their being proposed so that the administration may prepare necessary background
materials for the school board prior to its consideration of those proposed
modifications.

If sufficient funds are not included in the expenditure budget in a particular fund
to allow the proposed expenditure, funds for this purpose may not be expended
from that fund prior to the adoption of an expenditure budget amendment by the
school board to authorize that expenditure for that school year. An amended
expenditure shall not exceed the projected revenues available for that purpose in
that fund.

The school district’s revenue budget shall be amended from time to time during a
fiscal year to reflect updated or revised revenue estimates. The superintendent
shall make recommendations to the school board for appropriate revisions. If
necessary, the school board shall also make necessary revisions in the expenditure
budget if it appears that expenditures would otherwise exceed revenues and fund
balances in a fund. 300
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Legal References: ~ Minn. Stat. § 123B.77 (Accounting, Budgeting, and Reporting
Requirement)

Cross References:  MSBA/MASA Model Policy 701 (Establishment and Adoption of School
District Budget)
MSBA Service Manual, Chapter 7, Education Funding
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted: September 12, 2007

Revised: April 13, 2015

710

EXTRACURRICULAR TRANSPORTATION

PURPOSE

The purpose of this policy is to make clear to students, parents, and staff the school
district’s policy regarding extracurricular transportation.

GENERAL STATEMENT OF POLICY

The determination as to whether to provide transportation for students, spectators, or
participants to and from extracurricular activities shall be made solely by the school
district administration. This determination shall include, but is not limited to, the
decision to provide transportation, the persons to be transported, the type or method to be
utilized, all transportation scheduling and coordination, and any other transportation
arrangements or decisions. Employees who are involved in extracurricular activities shall
be advised by the administration as to the transportation arrangements made, if any.

ARRANGEMENT OF EXTRACURRICULAR TRANSPORTATION

School district employees shall not undertake independent arrangement, scheduling, or
coordination of transportation for extracurricular activities unless specifically directed or
approved by the school district administration. All transportation arrangements made by
a school district employee must be approved by a building administrator. If the school
district makes no arrangements for extracurricular transportation, students who wish to
participate are responsible for arranging for or providing their own transportation.

NO EMPLOYEE TRANSPORTATION OF STUDENTS WITH PERSONAL
VEHICLES

An employee must not use a personal vehicle to transport one or more students except as
provided herein. However, employees may make appropriate transportation arrangements
for students as necessary in an emergency or other unforeseeable circumstance.

In a nonemergency situation, an employee must get prior, written approval from the
administration before transporting a student in a personal vehicle. If a school vehicle is
available, the employee will use the school vehicle. The administration has the sole
discretion to make a final determination as to the appropriate use of a personal vehicle to
transport one or more students.
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If any emergency transportation arrangements are made by employees pursuant to this
section, the relevant facts and circumstances shall be reported to the administration as
soon thereafter as practicable.

All vehicles used to transport students shall be properly registered and insured.

V. FEES

In its discretion, the school district may charge fees for transportation of students to and
from extracurricular activities conducted at locations other than school, where attendance
is optional.

Legal References:  Minn. Stat. 8 123B.36 (Authorized Fees)
Minn. Stat. § 169.011, Subd. 71(a) (Definition of a School Bus)
Minn. Stat. § 169.454, Subd. 13 (Type Ill Vehicle Standards — Exemption)

Cross References:  MSBA/MASA Model Policy 610 (Field Trips)
MSBA/MASA Model Policy 709 (Student Transportation Safety Policy)
MSBA Service Manual, Chapter 2, Transportation
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JORDAN D STR CT SCHOOLS
POLI CY

Adopted: September 12, 2007

Revised: July 13, 2015

904

DISTRIBUTION OF MATERIALS ON SCHOOL DISTRICT PROPERTY BY
NONSCHOOL PERSONS

PURPOSE

The purpose of this policy is to provide for distribution of materials appropriate to the
school setting by non-staff and nonstudents on school district property in a reasonable
time, place, and manner which does not disrupt the educational program nor interfere
with the educational objectives of the school district.

GENERAL STATEMENT OF POLICY

A

The school district intends to provide a method for nonschool persons and
organizations to distribute materials appropriate to the school setting within the
limitations and provisions of this policy.

To provide for orderly and non-disruptive distribution of materials, the school
board adopts the following regulations and procedures.

DEFINITIONS

A

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

“Materials” includes all materials and objects intended by nonschool persons or
nonschool organizations for distribution. Examples of nonschool-sponsored
materials include, but are not limited to, leaflets, brochures, buttons, badges,
flyers, petitions, posters, underground newspapers whether written by students,
employees or others, and tangible objects.

“Nonschool person” means any person who is not currently enrolled as a student
in or employed by the school district.

“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 whorgadistribution 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, and lewd exhibition of the
genitals; and

3. The material, taken as a whole, lacks serious literary, artistic, political, or
scientific value for minors.

“Minor” means any person under the age of eighteen (18).
“Material and substantial disruption” of a normal school activity means:

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

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

“Libelous” is a false and unprivileged statement about a specific individual that
tends to harm the individual’s reputation or to lower him or her in the esteem of
the community.

IV.  GUIDELINES

A

Nonschool persons and organizations may, within the provisions of this policy, be
granted permission to distribute, at reasonable times and places as set forth in this
policy, and in a reasonable manner, materials and objects which are appropriate to
the school setting.
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Requests for distribution of materials will be reviewed by the administration on a
case-by-case basis. However, distribution of the following materials is always
prohibited. Material is prohibited that:

1.

2.

is obscene to minors;
is libelous;

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;

advertises any product or service not permitted to minors by law;
advocates violence or other illegal conduct;

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);

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.

Permission for nonschool persons to distribute materials on school district
property is a privilege and not a right. In making decisions regarding permission
for such distribution, the administration will consider factors including, but not
limited to, the following:

1.

2.

whether the material is educationally related,

the extent to which distribution is likely to cause disruption of or
interference with the school district’s educational objectives, discipline, or
school activities;

whether the materials can be distributed from the office or other isolated
location so as to minimize disruption of traffic flow in hallways;

the quantity or size of materials to be distributed;

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

whether distribution would require that nonschool persons be present on

the school grounds;
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VI.

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

TIME, PLACE, AND MANNER OF DISTRIBUTION

If permission is granted pursuant to this policy for the distribution of any materials, the
time, place, and manner of distribution will be solely within the discretion of the
administration, consistent with the provisions of this policy.

PROCEDURES

A.

Any nonschool person wishing to distribute materials must first submit for
approval a copy of the materials to the administration at least five days in advance
of desired distribution time, together with the following information:

1. Name and phone number of the person submitting the request.
2. Date(s) and time(s) of day of requested distribution.

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

4. The proposed method of distribution.

The administration will review the request and render a decision. The
administration will assign a location and method of distribution and will inform
the persons submitting the request whether nonschool persons may be present to
distribute the materials. In the event that permission to distribute the materials is
denied or limited, the person submitting the request should be informed in writing
of the reasons for the denial or limitation.

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.

In the event that permission to distribute materials is denied, the nonschool person
or organization may request reconsideration of the decision by the superintendent.
The request for reconsideration must be in writing and must set forth the reasons
why distribution is desirable and in the interest of the school community.

The following disclaimer shall be included on all posted documents:

‘Not a school sponsored event. This has been reviewed by a school administrator
and is in accordance with Policy 904. " (signature of school
administrator)
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VIl. VIOLATION OF POLICY

Any party violating this policy or distributing materials without permission will be
directed to leave the school property immediately and, if necessary, the police will be

called.

VIill. 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:

Cross References:

U. S. Const., amend. |

Hazelwood School District v. Kuhlmeier, 484 U.S. 260, 108 S.Ct. 562, 98
L.Ed.2d 592 (1988)

Doe v. South Iron R-1 School District, 498 F.3d 878 (8™ Cir. 2007)
Bystrom v. Fridley High School, 822 F.2d 747 (8" Cir. 1987)

Cornelius v. NAACP Legal Defense and Educational Fund, Inc., 473 U.S.
788, 105 S.Ct. 3439, 87 L.Ed.2d 567 (1985)

Perry Education Ass’n v. Perry Local Educators’ Ass’n, 460 U.S. 37, 103
S.Ct. 948, 74 L.Ed.2d 794 (1983)

Roark v. South Iron R-1 School Dist., 573 F.3d 556 (8™ Cir. 2009)

Victory Through Jesus Sports Ministry Foundation v. Lee’s Summit R-7
School Dist., 640 F.3d 329 (8" Cir. 2011), cert. denied __ U.S. 132
S.Ct. 592 (2011)

MSBA/MASA Model Policy 505 (Distribution of Nonschool-Sponsored
Materials on School Premises by Students and Employees)

MSBA/MASA Model Policy 512 (School-Sponsored  Student
Publications)
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JORDAN D STR CT SCHOOLS
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Adopted: September 12, 2007

Revised: February 12t 2018

620

CREDIT FOR LEARNING

PURPOSE

The purpose of this policy is to recognize student achievement which occurs in Post-
Secondary Enrollment Options and other advanced enrichment programs. The purpose of
this policy also is to recognize student achievement which occurs in other schools, in
alternative learning sites, and in out-of-school experiences such as community
organizations, work-based learning, and other educational activities and opportunities.
The purpose of this policy also is to address the transfer of student credit from out-of-
state, private, or home schools and online learning programs and to address how the
school district will recognize student achievement obtained outside of the school district.

GENERAL STATEMENT OF POLICY

The policy of the school district is to provide a process for awarding students credit
toward graduation requirements for credits and grades students complete in other schools,
post-secondary or higher education institutions, other learning environments, and online
courses and programs.

DEFINITIONS

A. “Accredited school” means a school that is accredited by an accrediting agency,
recognized according to Minn. Stat. § 123B.445 or recognized by the
Commissioner of the Minnesota Department of Education (MDE).

B. “Blended learning” is a form of digital learning that occurs when a student learns
part time in a supervised physical setting and part time through digital delivery of
instruction, or a student learns in a supervised physical setting where technology
is used as a primary method to deliver instruction.

C. “Commissioner”’ means the Commissioner of MDE.

D. “Digital learning” is learning facilitated by technology that offers students an
element of control over the time, place, path, or pace of their learning and
includes blended and online learning.

E. “Eligible institution” means a Minnesota public post-Secondary institution, a
private, nonprofit two-year trade and technical school granting associate degrees,
an opportunities industrialization center accredited by the North Central
Association of Colleges and Schewys, or a private, residential, two-year or four-
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year, liberal arts, degree-granting college or university located in Minnesota.

F. “Nonpublic school” is a private school or home school in which a child is
provided instruction in compliance with the Minnesota compulsory attendance
laws.

G. “Online learning” is a form of digital learning delivered by an approved online

learning provider.

H. “Online learning provider” is a school district, an intermediate school district, an
organization of two or more school districts operating under a joint powers
agreement, or a charter school located in Minnesota that provides online learning
to students and is approved by MDE to provide online learning courses.

l. “Weighted Grade” is a letter or numerical grade that is assigned a numerical
advantage when calculating the grade point average.

IV. TRANSFER OF CREDIT FROM OTHER SCHOOLS

A. Transfer of Academic Requirements from Other Minnesota Public Secondary
Schools
1. The school district will accept and transfer secondary credits and grades

awarded to a student from another Minnesota public secondary school
upon presentation of a certified transcript from the transferring public
secondary school evidencing the course taken and the grade and credit
awarded.

2. Credits and grades awarded from another Minnesota public secondary
school may be used to compute honor roll and/or class rank if a student
has earned at least 4 credits from the Jordan School District.

B. Transfer of Academic Requirements from Other Schools

1. The school district will accept secondary credits and grades awarded to a
student for courses successfully completed at a public school outside of
Minnesota or an accredited nonpublic school upon presentation of a
certified transcript from the transferring public school in another state or
nonpublic school evidencing the course taken and the grade and credit
awarded.

a. When a determination is made that the content of the course aligns
directly with school district graduation requirements, the student
will be awarded commensurate credits and grades.

b. Commensurate credits and grades awarded from an accredited
nonpublic school or public school in another state may be used to
compute honor rolé 1a(gld/or class rank if a student has earned at least
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4 credits from the Jordan school district.

C. In the event the content of a course taken at an accredited
nonpublic school or public school in another state does not fully
align with the content of the school district’s high school
graduation requirements but is comparable to elective credits
offered by the school district for graduation, the student may be
provided elective credit applied toward graduation requirements.
Credit that does not fully align with the school district’s high
school graduation requirements will not be used to compute honor
roll and/or class rank.

d. If no comparable course is offered by the school district for which
high school graduation credit would be provided, no credit will be
provided to the student.

Students transferring from a non-accredited, nonpublic school shall
receive credit from the school district upon presentation of a transcript or
other documentation evidencing the course taken and grade and credit
awarded.

a. Students will be required to provide copies of course descriptions,
syllabi, or work samples for determination of appropriate credit. In
addition, students also may be asked to provide
interviews/conferences with the student and/or student’s parent
and/or former administrator or teacher; review of a record of the
student’s entire curriculum at the nonpublic school; and review of
the student’s complete record of academic achievement.

b. Where the school district determines that a course completed by a
student at a non-accredited, nonpublic school is commensurate
with school district graduation requirements, credit shall be
awarded, but the grade shall be “P” (pass).

C. In the event the content of a course taken at an non-accredited,
nonpublic school does not fully align with the content of the school
district’s high school graduation requirements but is comparable to
elective credits offered by the school district for graduation, the
student may be provided elective credit applied toward graduation
requirements.

d. If no comparable course is offered by the school district for which
local high school graduation credit would be provided, no credit
will be provided to the student.

e. Credit and grades earned from a non-accredited nonpublic school
shall not be used to compute honor roll and/or class rank.
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V.

POST-SECONDARY ENROLLMENT CREDIT

A.

A student who satisfactorily completes a post-secondary enrollment options
course or program under Minn. Stat. § 124D.09 that has been approved as
meeting the necessary requirements is not required to complete other
requirements of the Minnesota Academic Standards content standards
corresponding to that specific rigorous course of study.

Secondary credits granted to a student through a post-secondary enrollment
options course or program that meets or exceeds a graduation standard or
requirement shall be counted toward the graduation and credit requirements of a
student completing the Minnesota Academic Standards.

1. Course credit will be considered by the school district only upon
presentation of a certified transcript from an eligible institution evidencing
the course taken and the grade and credit awarded.

2. Seven quarter or four semester post-secondary credits shall equal at least
one full year of high school credit. Fewer post-secondary credits may be
prorated.

3. When a determination is made that the content of the post-secondary

course aligns directly with a required course for high school graduation,
the commensurate credit and grade will be recorded on the student’s
transcript as a course credit applied toward graduation requirements.

4. In the event the content of the post-secondary course does not fully align
with the content of a high school course required for graduation but is
comparable to elective credits offered by the school district for graduation,
the school district may provide elective credit and the grade will be
recorded on the student’s transcript as an elective course credit applied
toward graduation requirements.

5. If no comparable course is offered by the school district for which high
school graduation credit would be provided, the school district will notify
the Commissioner, who shall determine the number of credits that shall be
granted to a student.

6. When secondary credit is granted for post-secondary credits taken by a
student, the school district will record those credits on the student’s
transcript as credits earned at a post-secondary institution.

A list of the courses or programs meeting the necessary requirements may be
obtained from the school district.
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VI.

VII.

CREDIT FROM ONLINE LEARNING COURSES

A.

Secondary credits granted to a student through an online learning course or
program that meets or exceeds a graduation standard or requirement shall be
counted toward the graduation and credit requirements of a student completing
the Minnesota Academic Standards.

Course credit will be considered only upon official documentation from the online
learning provider evidencing the course taken and the grade and credit awarded to
the student.

When a student provides documentation from an online learning provider, the
course credit and course grade shall be recorded and counted toward graduation
credit requirements for all courses or programs that meet or exceed the school
district’s graduation requirements in the same manner as credits are awarded for
students transferring from another Minnesota public school as set forth in Section
IV.A. above.

ADVANCED ACADEMIC CREDIT

A.

The school district will grant academic credit to a student attending an accelerated
or advanced academic course offered by a higher education institution or a
nonprofit public agency, other than the school district.

Course credit will be considered only upon official documentation from the
higher education institution or nonprofit public agency that the student
successfully completed the course attended and passed an examination approved
by the school district.

When a determination is made that the content of the advanced academic course
aligns directly with a required course for high school graduation, the
commensurate credit and grade will be recorded on the student’s transcript as a
course credit applied toward graduation requirements.

In the event the content of the advanced academic course does not fully align with
the content of a high school course required for graduation but is comparable to
elective credits offered by the school district for graduation, the school district
may provide elective credit and the grade will be recorded on the student’s
transcript as an elective course credit applied toward graduation requirements.

If no comparable course is offered by the school district for which high school
graduation credit would be provided, the school district will notify the
Commissioner and request a determination of the number of credits that shall be
granted to a student.
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VIIl. WEIGHTED GRADES

A. The school district offers weighted grades for courses that are identified as more
rigorous or academically challenging as follows:

1. A grade awarded in an Advanced Placement course will be multiplied by a
factor of 1.1.

2. A grade awarded in an Honors course will be multiplied by a factor of 1.

3. A grade awarded in a College In the Schools / Concurrent Enrollment course
will be multiplied by a factor of 1.1.

B. The school district’s high school course registration guide will list the courses for
which a student may earn a weighted grade.

IX. PROCESS FOR AWARDING CREDIT

A. The building principal will be responsible for carrying out the process to award
credits and grades pursuant to this policy. The building principal will notify
students in writing of the decision as to how credits and grades will be awarded.

B. A student or the student’s parent or guardian may seek reconsideration of the
decision by the building principal as to credits and/or grades awarded upon
request of a student or the student’s parent or guardian if the request is made in
writing to the superintendent within five school days of the date of the building
principal’s decision. The request should set forth the credit and/or grade
requested and the reason(s) why credit(s)/grade(s) should be provided as
requested. Any pertinent documentation in support of the request should be
submitted.

C. The decision of the superintendent as to the award of credits or grades shall be a
final decision by the school district and shall not be appealable by the student or
student’s parent or guardian except as set forth in Section IX.D. below.

D. If a student disputes the number of credits granted by the school district for a
particular post-secondary enrollment course, online learning course, or advanced
academic credit course, the student may appeal the school district’s decision to
the Commissioner. The decision of the Commissioner shall be final.

E. At any time during the process, the building principal or superintendent may ask
for course descriptions, syllabi, or work samples from a course where content of
the course is in question for purposes of determining alignment with graduation
requirements or the number of credits to be granted. Students will not be
provided credit until requested documentation is available for review, if
requested.
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Legal References:

Cross References:

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

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

Minn. Stat. § 120B.11 (School District Process)

Minn. Stat. § 120B.14 (Advanced Academic Credit)

Minn. Stat. § 123B.02 (General Powers of Independent School Districts)
Minn. Stat. § 123B.445 (Nonpublic Education Council)

Minn. Stat. § 124D.03, Subd. 9 (Enrollment Options Program)

Minn. Stat. § 124D.09 (Post-Secondary Enrollment Options Act)

Minn. Stat. § 124D.095 (Online Learning Option)

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for
Language Arts)

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for
Mathematics)

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the
Arts)

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)
Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English
Language Development)

Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social
Studies)

MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and
Instruction Goals)

MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and
Procedure)

MSBA/MASA Model Policy 615 (Testing Accommodations,
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP
Students)

MSBA/MASA Model Policy 616 (School District System Accountability)
MSBA/MASA Model Policy 618 (Assessment of Student Achievement)
MSBA/MASA Model Policy 624 (Online Learning Options)
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JORDAN DISTRICT SCHOOLS
POLICY

Adopted Septenber 12, 2007

Revi sed:

709

STUDENT TRANSPORTATION SAFETY POLICY

PURPOSE

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

PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING

A. School Bus Safety Week

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

B. Student Training

1. The school district shall provide students enrolled in grades kindergarten
(K) through (6) with age-appropriate school bus safety training of the
following concepts:

a. transportation by school bus is a privilege, not a right;
b. school district policies for student conduct and school bus safety;
C. appropriate conduct while on the bus;
d. the danger zones surrounding a school bus;
e. procedures for safely boarding and leaving a school bus;
f. procedures for safe vehicle lane crossing; and
g. school bus evacuation and other emergency procedures.
2. All students in grades K through 6 who are transported by school bus and

are enrolled during the first or second week of school must receive the
school bus safety training by the end of the third week of school.
Students in grades K through 6 who enroll in a school after the second
week of school, are transported by school bus, and have not received
training in their previoussmhool districts shall undergo school bus safety
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10.

training or receive bus safety instructional materials within four weeks of
their first day of attendance.

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

Students taking driver’s training instructional classes and other students in
grades 9 and 10 must receive training in the laws and proper procedures
for operating a motor vehicle in the vicinity of a school bus.

The school district and a nonpublic school with students transported by
school bus at public expense must conduct a school bus evacuation drill at
least once during the school year.

The school district will make reasonable accommodations in training for
students known to speak English as a second language and students with
disabilities.

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

The school district may provide student safety education for bicycling and
pedestrian safety for students in grades K through 4.

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

Nonpublic school students transported by the school district will receive
school bus safety training by their nonpublic school. The nonpublic
schools may use the school district’s school transportation safety
education curriculum. The nonpublic school must certify to the school
district’s school transportation safety director that all students enrolled in
grades K through 6 have received the appropriate training.

I1l. CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR

A

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

Consequences for school bus/bus stop misconduct will be imposed by the school
district under adopted administrative discipline procedures. In addition, all school
bus/bus stop misconduct will be reported to the school district’s transportation
safety director. Serious misconduct may be reported to local law enforcement.

1.

School Bus and Bus Stop Rules. The school district school bus safety
rules are to be posted on 3()9£/7ery bus. If these rules are broken, the school
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district’s discipline procedures are to be followed. In most circumstances,
consequences are progressive and may include suspension of bus
privileges. It is the school bus driver’s responsibility to report
unacceptable behavior to the school district’s Transportation
Office/School Office.

Rules at the Bus Stop

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

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

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

d. Use appropriate language.

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

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

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

h. If you must cross the street, always cross in front of the bus where

the driver can see you. Wait for the driver to signal to you before
crossing the street.

I No fighting, harassment, intimidation, or horseplay.
J. No use of alcohol, tobacco, or drugs.

Rules on the Bus

a. Immediately follow the directions of the driver.
b. Sit in your seat facing forward.
C. Talk quietly and use appropriate language.

d. Keep all parts of your body inside the bus.

e. Keep your arms, legs, and belongings to yourself.
f. No fighting, harassment, intimidation, or horseplay.
g. Do not throw any object.
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4.

h. No eating, drinking, or use of alcohol, tobacco, or drugs.

i. Do not

bring any weapons or dangerous objects on the school bus.

J. Do not damage the school bus.

Consequences

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

1)

(2)

Elementary (K-4)

1st offense — warning, letter to parents

2nd offense — parent conference either in person or phone

3rd offense — 5 school-day suspension from riding the
bus

Further offenses — individually considered. Students may

be suspended for longer periods of time, including the

remainder of the school year.

Secondary (5-12)

1st offense — warning

2nd offense — 5 school-day suspension from riding the
bus

3rd offense — 10 school-day suspension from riding the
bus

4th offense — 20 school-day suspension from riding the
bus/meeting with parent

5th offense — suspended from riding the bus for the
remainder of the school year

Note: When any student goes 60 transportation days without a report, the
student’s consequences may start over at the first offense. The principals
always have the discretion to change the above amounts if they deem it

appropriate.

3)

Other Discipline

Based on the severity of a student’s conduct, more serious
consequences may be imposed at any time. Depending on
the nature of the offense, consequences such as suspension
or expulsig{l9 from school also may result from school
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V.

(4)

()

(6)

(")

bus/bus stop misconduct.
Records

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

Vandalism/Bus Damage

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

Notice

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

Criminal Conduct

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

PARENT AND GUARDIAN INVOLVEMENT

A.

Parent and Guardian Notification

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

Parents/Guardians Responsibilities for Transportation Safety

Parents/Guardians are responsible to:

1.

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

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

3. Communicate safety concerns to their school administrators;

4. Monitor bus stops, if possible;

5. Have their children to the bus stop five minutes before the bus arrives;
6. Have their children properly dressed for the weather; and

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

V. SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES

A. School bus drivers shall have a valid Class A, B, or C Minnesota driver’s license
with a school bus endorsement. A person possessing a valid driver’s license,
without a school bus endorsement, may drive a vehicle with a seating capacity of
10 or fewer persons used as a school bus, but not outwardly equipped or identified
as a school bus as set forth in set forth in Section VI1.B., below. Drivers with a
valid Class D driver’s license, without a school bus endorsement, may operate a
“type A-1” school bus as set forth in Section VII.C., below.

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

VI. SCHOOL BUS DRIVER TRAINING

A. Training

1. All new school bus drivers shall be provided with pre-service training,
including in-vehicle (actual driving) instruction, before transporting
students and shall meet the competency testing specified in the Minnesota
Department of Public Safety Model School Bus Driver Training Manual.
All school bus drivers shall receive in-service training annually. The
school district shall retain on file an annual individual school bus driver
“evaluation certification” form for each school district driver as contained
in the Model School Bus Driver Training Manual.

B. Evaluation

School bus drivers with a Class D license will be evaluated annually and all other
bus drivers will be assessed periogétially for the following competencies:
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6.

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

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

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

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

Handle emergency situations; and

Safely load and unload students.

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

VIl. OPERATING RULES AND PROCEDURES

A. General Operating Rules

1.

School buses shall be operated in accordance with state traffic and school
bus safety laws and the procedures contained in the Minnesota Department
of Public Safety Model School Bus Driver Training Manual.

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

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

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

Bus drivers must park and load school buses at a sufficient distance from
school air-intake systems to avoid diesel fumes from being drawn into the
systems.
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Type 11l Vehicles

1.

10.

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

Type 11 vehicles must be painted a color other than national school bus
yellow.

Type Il vehicles shall be state inspected in accordance with legal
requirements.

A type I1l vehicle cannot be older than 12 years old unless excepted by
state and federal law.

If a type 111 vehicle is school district owned, the school district name will
be clearly marked on the side of the vehicle. The type Il vehicle must not
have the words “school bus” in any location on the exterior of the vehicle
or in any interior location visible to a motorist.

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

Eight-lamp warning systems and stop arms must not be installed or used
on type I11 vehicles.

Type 111 vehicles must be equipped with mirrors as required by law.

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

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

a. Fire extinguisher. A minimum of one 10BC rated dry chemical
type fire extinguisher is required. The extinguisher must be
mounted in a bracket, and must be located in the driver’s
compartment andsnge readily accessible to the driver and
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12.

passengers. A pressure indicator is required and must be easily
read without removing the extinguisher from its mounted position.

b. First aid kit and body fluids cleanup kit. A minimum of a ten-unit
first aid kit and a body fluids cleanup kit is required. They must be
contained in removable, moisture- and dust-proof containers
mounted in an accessible place within the driver’s compartment
and must be marked to indicate their identity and location.

C. A type Il vehicle must contain at least three red reflectorized
triangle road warning devices. Liquid burning “pot type” flares are
not allowed.

d. Passenger cars and station wagons may carry a fire extinguisher, a

first aid kit, and warning triangles in the trunk or trunk area of the
vehicle if a label in the driver and front passenger area clearly
indicates the location of these items.

Students will not be regularly transported in private vehicles that are not
state inspected as type Il vehicles. Only emergency, unscheduled
transportation may be conducted in vehicles with a seating capacity of 10
or fewer without meeting the requirements for a type Ill vehicle. The
school district has no system of inspection for private vehicles.

All drivers of type 111 vehicles will be licensed drivers and will be familiar
with the use of required emergency equipment. The school district will
not knowingly allow a person to operate a type Il1 vehicle if the person has
been convicted of an offense that disqualifies the person from operating a
school bus.

Type A-1 “Activity” Buses Driven by Employees with Class D Driver’s License

1.

The holder of a Class D driver’s license, without a school bus
endorsement, may operate a type A-l school bus under the following
conditions:

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

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

C. The operator is prohibited from using the eight-light system.

d. The operator has %meitted to a background check and physical
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examination as required by Minn. Stat. § 171.321, Subd. 2.

e. The operator has a valid driver’s license and has not sustained a
conviction of a disqualifying offense as set forth in Minn. Stat. §
171.02, Subd. 2a(b).

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

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

3. A school bus operated under this section must bear a current certificate of
inspection.
4, The word “School” on the front and rear of the bus must be covered by a

sign that reads “Activities” when the bus is being operated under authority
of this section.

VIll. SCHOOL DISTRICT EMERGENCY PROCEDURES

A

If possible, school bus drivers or their supervisors shall call “911” or the local
emergency phone number in the event of a serious emergency.

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

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

Emergency Health Information shall be maintained on the school bus for students
requiring special transportation service because of their handicapping condition.
The information shall state:

1. the student’s name and address;

2. the nature of the student’ssggsabilities;
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3. emergency health care information; and

4. the names and telephone numbers of the student’s physician, parents,
guardians, or custodians, and some person other than the student’s parents
or custodians who can be contacted in case of an emergency.

SCHOOL DISTRICT VEHICLE MAINTENANCE STANDARDS

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

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

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

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

SCHOOL TRANSPORTATION SAFETY DIRECTOR

The school board has designated an individual to serve as the school district’s school
transportation safety director. The school transportation safety director shall have day-to-
day responsibility for student transportation safety, including transportation of nonpublic
school children when provided by the school district. The school transportation safety
director will assure that this policy is periodically reviewed to ensure that it conforms to
law. The school transportation safety director shall certify annually to the school board
that each school bus driver meets the school bus driver training competencies required by
Minn. Stat. § 171.321, Subd. 4. The transportation safety director also shall annually
verify or ensure that the private contractor utilized by the school has verified the validity
of the driver’s license of each employee who regularly transports students for the school
district in a type A, B, C, or D school bus, type 11l vehicle, or MFSAB with the National
Driver’s Register or the Department of Public Safety. The school transportation safety
director also shall confirm annually to the superintendent that students have received
school bus safety training in accordance with state law. The name, address and telephone
number of the school transportation safety director are on file in the school district office.
Any questions regarding student transportation or this policy may be addressed to the
school transportation safety director.

STUDENT TRANSPORTATION SAFETY COMMITTEE

The school board may establish a student transportation safety committee. The chair of
the student transportation safety committee is the school district’s school transportation
safety director. The school board shall appoint the other members of the student
transportation safety committee. Membg?zrghip may include parents, school bus drivers,
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representatives of school bus companies, local law enforcement officials, other school
district staff, and representatives from other units of local government.

Legal References:

Cross References:

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

Minn. Stat. § 123B.88 (Independent School Districts; Transportation)
Minn. Stat. § 123B.885 (Diesel School Buses; Operation of Engine;
Parking)

Minn. Stat. § 123B.90 (School Bus Safety Training)

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

Minn. Stat. § 169.01, Subd.6(5) (Definitions)

Minn. Stat. § 169.02 (Scope)

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

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

Minn. Stat. 8§ 171.02, Subds. 2a, (Licenses; Types, Endorsements,
Restrictions)

Minn. Stat. § 171.321 (Qualifications of School Bus Driver)

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

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

MSBA/MASA Model Policy 416 (Drug and Alcohol Testing)

Records)

MSBA/MASA Model Policy 707 (Transportation of Public Students)
MSBA/MASA Model Policy 708 (Transportation of Nonpublic Students)
MSBA/MASA Model Policy 710 (Extracurricular Transportation)
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Notification to Employer
Of
Moving Violation

Commercial Drivers License
49 CFR 383.31
Minnesota Statute 171.168

Upon conviction of any moving violation by any state or local jurisdiction the holder of a Minnesota Commercial
Driver License must notify their employer(s) in writing within 30 days of such conviction.

DRIVER NAME (First Name, MI, Last Name) STATE

COMMERCIAL DRIVER’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV?
GYES G NO

DATE OF CONVICTION

LOCATION OF OFFENSE CITY STATE

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, DATE
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES:

SIGNATURE OF DRIVER

Page 3 Part 383 - Special Training Requirements for Longer Combination Vehicles (LCV)
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Notification to Employer
of
Suspension, Revocation, Cancellation or Disqualification

Commercial Drivers License
49 CFR 383.33
Minnesota Statute 171.169

The holder of a Minnesota Commercial Driver License shall notify their employer(s) in writing of any suspension,
revocation, cancellation, loss of privilege or disqualification, before the end of the business day following the day the
driver (employee) received notice of the suspension, revocation, cancellation, loss of privilege or disqualification.

DRIVER NAME (First Name, MI, Last Name) STATE

COMMERCIAL DRIVER'’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV?
GYES G NO

DATE OF CONVICTION

LOCATION OF OFFENSE CITY STATE

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, DATE
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES:

SIGNATURE OF DRIVER

Page 3 Part 383 - Special Training Requirements for Longer Combination Vehicles (LCV)
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Type lll School Bus Driver
Notification to Employer
Of
Violation

Alcohol Related Offense (Minnesota Statute 169A)
Disqualifying Offense (Minnesota Statute 171.3215 sub 1)
Moving Violation (Minnesota Statute 169)

Minnesota Statute 171.02 sub 2b

An operator who sustains a conviction as described in 171.02 sub 2b paragraph (h), (i) or (j) while employed by the
entity that owns, leases, or contracts for the school bus shall report the conviction to the employer(s) in writing within
10 days of such conviction.

DRIVER NAME (First Name, MI, Last Name) STATE

DRIVER’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV?
GYES G NO

DATE OF CONVICTION

LOCATION OF OFFENSE CITY STATE

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, DATE
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES:

SIGNATURE OF DRIVER

This is the only form approved by the Minnesota State Patrol.
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Notification to Employer
of
Moving Violation

Commercial Drivers License
49 CFR 383.31
Minnesota Statute 171.168

Upon conviction of any moving violation by any state or local jurisdiction the holder of a Minnesota Commercial
Driver License must notify their employer(s) in writing within 30 days of such conviction.

DRIVER NAME (First Name, MI, Last Name) STATE

COMMERCIAL DRIVER'’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV?
Ovyes [O No

DATE OF CONVICTION

LOCATION OF OFFENSE CITY STATE

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, DATE
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES:

SIGNATURE OF DRIVER

Page 3 Part 383 - Special Training Requirements for Longer Combination Vehicles (LCV)
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Notification to Employer
of
Suspension, Revocation, Cancellation or Disqualification

Commercial Drivers License
49 CFR 383.33
Minnesota Statute 171.169

The holder of a Minnesota Commercial Driver License shall notify their employer(s) in writing of any suspension,
revocation, cancellation, loss of privilege or disqualification, before the end of the business day following the day the
driver (employee) received notice of the suspension, revocation, cancellation, loss of privilege or disqualification.

DRIVER NAME (First Name, MI, Last Name) STATE

COMMERCIAL DRIVER’'S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV?
Oyes [ No

DATE OF CONVICTION

LOCATION OF OFFENSE CITY STATE

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, DATE

REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES:

SIGNATURE OF DRIVER

Page 3 Part 383 - Special Training Requirements for Longer Combination Vehicles (LCV)
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Type lll School Bus Driver
Notification to Employer
of
Violation

Alcohol Related Offense (Minnesota Statute 169A)
Disqualifying Offense (Minnesota Statute 171.3215 sub 1)
Moving Violation (Minnesota Statute 169)

Minnesota Statute 171.02 sub 2b

An operator who sustains a conviction as described in 171.02 sub 2b paragraph (h), (i) or (j) while employed by the
entity that owns, leases, or contracts for the school bus shall report the conviction to the employer(s) in writing within
10 days of such conviction.

DRIVER NAME (First Name, MI, Last Name) STATE

DRIVER'’S LICENSE NUMBER DID THE VIOLATION HAPPEN IN A CMV?
Ovyes [O nNo

DATE OF CONVICTION

LOCATION OF OFFENSE CITY STATE

DETAILS ABOUT THE OFFENSE, INCLUDING ANY RESULTING SUSPENSION, DATE
REVOCATION, OR CANCELLATION OF DRIVING PRIVILEGES:

SIGNATURE OF DRIVER

This is the only form approved by the Minnesota State Patrol.
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Adopted: MSBA/MASA Model Policy 709
Orig. 1995
Revised: Rev. 2014 2017

709 STUDENT TRANSPORTATION SAFETY POLICY
[Note: School districts are required by statute to have a policy addressing these issues.]
l. PURPOSE

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

1. PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING

A. School Bus Safety Week

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

B. Student Training

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

a. transportation by school bus is a privilege, not a right;
b. school district policies for student conduct and school bus safety;
C. appropriate conduct while on the bus;
d. the danger zones surrounding a school bus;
e. procedures for safely boarding and leaving a school bus;
f. procedures for safe vehicle lane crossing; and
g. school bus evacuation and other emergency procedures.
2. All students in grades K through 6 who are transported by school bus and

are enrolled during the first or second week of school must receive the
school bus safety training by the end of the third week of school. All
students in grades 7 through 10 who are transported by school bus and are
enrolled during the first or second week of school must receive the school
bus safety training or receive bus safety instruction materials by the end of
the sixth week of school,3i3f4they have not previously received school bus
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training. Students in grades K through 10 who enroll in a school after the
second week of school, are transported by school bus, and have not
received training in their previous school districts shall undergo school bus
safety training or receive bus safety instructional materials within 4 weeks
of their first day of attendance.

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

Students taking driver’s training instructional classes must receive training
in the laws and proper procedures for operating a motor vehicle in the
vicinity of a school bus as required by Minn. Stat. § 169.446, Subd. 2.

The school district and a nonpublic school with students transported by
school bus at public expense must conduct a school bus evacuation drill at
least once during the school year.

The school district will make reasonable accommodations in training for
students known to speak English as a second language and students with
disabilities.

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

The school district may provide student safety education for bicycling and
pedestrian safety for students in grades K through 5.

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

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

I11.  CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR

A

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

Consequences for school bus/bus stop misconduct will be imposed by the school
district under adopted administrative discipline procedures. In addition, all school
bus/bus stop misconduct will be3 ?fgported to the school district’s transportation
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safety director. Serious misconduct may be reported to local law enforcement.

1.

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

Rules at the Bus Stop

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

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

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

d. Use appropriate language.

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

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

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

h. If you must cross the street, always cross in front of the bus where

the driver can see you. Wait for the driver to signal to you before
crossing the street.

I. No fighting, harassment, intimidation, or horseplay.
J. No use of alcohol, tobacco, or drugs.

Rules on the Bus

a. Immediately follow the directions of the driver.
b. Sit in your seat facing forward.
C. Talk quietly and use appropriate language.

d. Keep all parts of your body inside the bus.

e. Keep your arms, legs, and belongings to yourself.
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Conseqguences

a.

No fighting, harassment, intimidation, or horseplay.

Do not throw any object.

No eating, drinking, or use of alcohol, tobacco, or drugs.

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

Do not damage the school bus.

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

1)

()

Elementary (K-6)

1st offense — warning

2nd offense — 3 school-day suspension from riding the bus

3rd offense — 5 school-day suspension from riding the bus

4th offense — 10 school-day suspension from riding the
bus/meeting with parent

Further offenses — individually considered. Students may

be suspended for longer periods of time, including the

remainder of the school year.

Secondary (7-12)

1st offense — warning

2nd offense — 5 school-day suspension from riding the bus

3rd offense — 10 school-day suspension from riding the bus

4th offense — 20 school-day suspension from riding the
bus/meeting with parent

5th offense —suspended from riding the bus for the
remainder of the school year

Note: When any student goes 60 transportation days without a report, the
student’s consequences may start over at the first offense.

©)

Other Discipline

Based on the severity of a student’s conduct, more serious
consequences may be imposed at any time. Depending on
the nature % 7the offense, consequences such as suspension
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(4)

(5)

(6)

(7)

or expulsion from school also may result from school
bus/bus stop misconduct.

Records

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

Vandalism/Bus Damage

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

Notice

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

Criminal Conduct

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

PARENT AND GUARDIAN INVOLVEMENT

A.

Parent and Guardian Notification

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

Parents/Guardians Responsibilities for Transportation Safety

Parents/Guardians are responsibI% ég:
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1. Become familiar with school district rules, policies, regulations, and the
principles of school bus safety, and thoroughly review them with their
children;

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

3. Communicate safety concerns to their school administrators;

4. Monitor bus stops, if possible;

5. Have their children to the bus stop 5 minutes before the bus arrives;
6. Have their children properly dressed for the weather; and
7. Have a plan in case the bus is late.

V. SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES

A.

School bus drivers shall have a valid Class A, B, or C Minnesota driver’s license
with a school bus endorsement. A person possessing a valid driver’s license,
without a school bus endorsement, may drive a type Ill vehicle set forth in
Sections VII.B. and VII.C., below. Drivers with a valid Class D driver’s license,
without a school bus endorsement, may operate a “type A-1” school bus as set
forth in Section VII.D., below.

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

A school bus driver, with the exception of a driver operating a type A-1 school bus
or type 11l vehicle, who has a commercial driver’s license and who is convicted of
a criminal offense, a serious traffic violation, or of violating any other state or
local law relating to motor vehicle traffic control, other than a parking violation,
in any type of motor vehicle in a state or jurisdiction other than Minnesota, shall
notify the Minnesota Division of Driver and Vehicle Services (Division) of the
conviction within 30 days of the conviction. For purposes of this paragraph, a
“serious traffic violation” means a conviction of any of the following offenses:

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

2. reckless driving;
3. improper or erratic traffic lane changes;
4. following the vehicle ahe%%éoo closely;
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5. a violation of state or local law, relating to motor vehicle traffic control,
arising in connection with a fatal accident;

6. driving a commercial vehicle without obtaining a commercial driver’s
license or without having a commercial driver’s license in the driver’s
possession.

D. A school bus driver, with the exception of a driver operating a type A-1 school bus

or type 11l vehicle, who has a commercial driver’s license and who is convicted of
violating, in any type of motor vehicle, a Minnesota state or local law relating to
motor vehicle traffic control, other than a parking violation, shall notify the
person’s employer of the conviction within 30 days of conviction. The
notification shall be in writing and shall contain all the information set forth in
Attachment A accompanying this policy.

E. A school bus driver, with the exception of a driver operating a type A-1 school bus
or-type-H-vehiele, who has a Minnesota commercial driver’s license suspended,
revoked, or cancelled by the state of Minnesota or any other state or jurisdiction
and who loses the right to operate a commercial vehicle for any period or who is
disqualified from operating a commercial motor vehicle for any period shall
notify the person’s employer of the suspension, revocation, cancellation, lost
privilege, or disqualification. Such notification shall be made before the end of
the business day following the day the employee received notice of the
suspension, revocation, cancellation, lost privilege, or disqualification. The
notification shall be in writing and shall contain all the information set forth in
Attachment B accompanying this policy.

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

VI. SCHOOL BUS DRIVER TRAINING

A. Training

1. All new school bus drivers shall be provided with pre-service training,
including in-vehicle (actual driving) instruction, before transporting
students and shall meet the competency testing specified in the Minnesota
Department of Public Safety Model School Bus Driver Training Manual.
All school bus drivers s&a(!l receive in-service training annually. For
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VII.

[Note:

purposes of this section, “annually” means at least once every 380 days
from the initial or previous evaluation and at least once every 380 days
from the initial or previous license verification. The school district shall
retain on file an annual individual school bus driver “evaluation
certification” form for each school district driver as contained in the
Model School Bus Driver Training Manual.

The Model School Bus Driver Training Manual is available online

through the Minnesota Department of Public Safety State Patrol web page.]

2. All bus drivers operating a type Il vehicle will be provided with annual
training and certification as set forth in Section VII.C.1.b., below, by
either the school district or the entity from whom such services are
contracted by the school district.

B. Evaluation

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

1.

2.

5.

6.

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

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

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

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

Handle emergency situations; and

Safely load and unload students.

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

[Note: The school district may use alternative assessments rather than those set forth
in the Model School Bus Driver Training Manual for bus driver training competencies
with the approval of the Commissioner of Public Safety. A driver also may receive at
least 8 hours of school bus in-service training in any year as an alternative to being
assessed for bus driver competencies after the initial year of being assessed for bus
driver competencies.]

OPERATING RULES AND PROCEDURES
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A. General Operating Rules

1.

[Note:

School buses shall be operated in accordance with state traffic and school
bus safety laws and the procedures contained in the Minnesota Department
of Public Safety Model School Bus Driver Training Manual.

The Model School Bus Driver Training Manual is available online

through the Minnesota Department of Public Safety State Patrol web page.]

2.

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

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

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

To the extent practical, the school district will designate school bus
loading/unloading zones at a sufficient distance from school air-intake
systems to avoid diesel fumes from being drawn into the systems.

[Note: A school district is not required to comply with Section VII.A.5. if the
school board determines that alternative locations block traffic, impair student
safety, or are not cost effective.]

6.

A bus driver may not operate a school bus while communicating over, or
otherwise operating, a cellular phone for personal reasons, whether hand-
held or hands free, when the vehicle is in motion or a part of traffic. For
purposes of this paragraph, “school bus” has the meaning given in Minn.
Stat. § 169.011, Subd. 71. In addition, “school bus” also includes type 1lI
vehicles when driven by employees or agents of the school district.
“Cellular phone” means a cellular, analog, wireless, or digital telephone
capable of sending or receiving telephone or text messages without an
access line for service.

B. Type 111 Vehicles

1.

Type 11 vehicles are restricted to passenger cars, station wagons, vans,
and buses having a maximum manufacturer’s rated seating capacity of 10
or fewer people including the driver and a gross vehicle weight rating of
10,000 pounds or less. As\f%n or bus converted to a seating capacity of 10
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10.

or fewer and placed in service on or after August 1, 1999, must have been
originally manufactured to comply with the passenger safety standards.

Type 111 vehicles must be painted a color other than national school bus
yellow.

Type Il vehicles shall be state inspected in accordance with legal
requirements.

A type 11l vehicle cannot be older than 12 years old unless excepted by
state and federal law.

If a type Il vehicle is school district owned, the school district name will
be clearly marked on the side of the vehicle. The type 1l vehicle must not
have the words “school bus” in any location on the exterior of the vehicle
or in any interior location visible to a motorist.

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

Eight-lamp warning systems and stop arms must not be installed or used
on type 11 vehicles.

Type 111 vehicles must be equipped with mirrors as required by law.

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

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

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

b. First aid kit and body fluids cleanup kit. A minimum of a 10-unit
first aid kit and a body fluids cleanup kit is required. They must be
contained in removable, moisture- and dust-proof containers
mounted in an acgggsible place within the driver’s compartment
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11.

12.

13.

and must be marked to indicate their identity and location.

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

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

All drivers of type Il vehicles will be licensed drivers and will be familiar
with the use of required emergency equipment. The school district will
not knowingly allow a person to operate a type 111 vehicle if the person has
been convicted of an offense that disqualifies the person from operating a
school bus.

Type 111 vehicles will be equipped with child passenger restraints, and
child passenger restraints will be utilized to the extent required by law.

Type 11l Vehicle Driven by Employees with a Driver’s License Without a School

Bus Endorsement

1.

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

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

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

1) safe operation of a type Il vehicle;

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

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

4) knowing and understanding relevant laws, rules of the road,
and local SS,QE{OI bus safety policies;
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(6)
(7)
(8)

(9)

handling emergency situations;

proper use of seat belts and child safety restraints;

performance of pretrip vehicle inspections;

safe loading and unloading of students, including, but not
limited to:

(@)

(b)

(©)

(d)

(€)

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

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

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

placing the type I11 vehicle in “park” during loading
and unloading;

escorting a student across the road under clause (c)
only after the motor is stopped, the ignition key is
removed, the brakes are set, and the vehicle is
otherwise rendered immobile; and

compliance with paragraph V.F. concerning reporting
convictions to the employer within 10 days of the date of
conviction.

A background check or background investigation of the operator
has been conducted that meets the requirements under Minn. Stat.
8 122A.18, Subd. 8, or Minn. Stat. § 123B.03 for school district
employees; Minn. Stat. § 144.057 or Minn. Stat. Ch. 245C for day
care employees; or Minn. Stat. § 171.321, Subd. 3, for all other
persons operating a type 111 vehicle under this section.

Operators shall submit to a physical examination as required by
Minn. Stat. § 171.%2%, Subd. 2.
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The operator’s employer requires preemployment drug testing of
applicants for operator positions. Current operators must comply
with the employer’s policy under Minn. Stat. 8 181.951, Subds. 2,
4, and 5. Notwithstanding any law to the contrary, the operator’s
employer may use a breathalyzer or similar device to fulfill
random alcohol testing requirements.

The operator’s driver’s license is verified annually by the entity
that owns, leases, or contracts for the type Il vehicle as required
by Minn. Stat. § 171.321, Subd. 5.

A person who sustains a conviction, as defined under Minn. Stat.
§ 609.02, of violating Minn. Stat. § 169A.25, § 169A.26, §
169A.27 (driving while impaired offenses), or 8§ 169A.31 (alcohol-
related school bus driver offenses), or whose driver’s license is
revoked under Minn. Stat. 88 169A.50 to 169A.53 of the implied
consent law, or who is convicted of violating or whose driver’s
license is revoked under a similar statute or ordinance of another
state, is precluded from operating a type Il vehicle for 5 years
from the date of conviction.

A person who has ever been convicted of a disqualifying offense
as defined in Minn. Stat. 8§ 171.3215, Subd.1(c), (i.e., felony,
controlled substance, criminal sexual conduct offenses, or offenses
for surreptitious observation, indecent exposure, use of minor in a
sexual performance, or possession of child pornography or display
of pornography to a minor) may not operate a type 111 vehicle.

A person who sustains a conviction, as defined under Minn. Stat. §
609.02, of a moving offense in violation of Minn. Stat. Ch. 169
within 3 years of the first of 3 other moving offenses is precluded
from operating a type Il1 vehicle for 1 year from the date of the last
conviction.

Students riding the type Ill vehicle must have training required
under Minn. Stat. § 123B.90, Subd. 2 (See Section I1.B., above).

Documentation of meeting the requirements listed in this section
must be maintained under separate file at the business location for
each type Il vehicle operator. The school district or any other
entity that owns, leases, or contracts for the type Ill vehicle
operating under this section is responsible for maintaining these
files for inspection.

The type 11l vehicle must bear a current certificate of inspection issued
under Minn. Stat. § 169.451.
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An employee of the school district who is not employed for the sole
purpose of operating a type 1l vehicle may, in the discretion of the school
district, be exempt from paragraphs VII1.C.1.d. (physical examination) and
VII.C.1.e. (drug testing), above.

D. Type A-1 “Activity” Buses Driven by Employees with a Driver’s License Without

a School Bus Endorsement

1.

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

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

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

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

d. The operator has submitted to a background check and physical
examination as required by Minn. Stat. § 171.321, Subd. 2.

e. The operator has a valid driver’s license and has not sustained a
conviction of a disqualifying offense as set forth in Minn. Stat. §
171.02, Subd. 2a(h) - 2a(j).

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

VI., above.

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

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

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

IX.

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

SCHOOL DISTRICT EMERGENCY PROCEDURES

A.

If possible, school bus drivers or their supervisors shall call “911” or the local
emergency phone number in the event of a serious emergency.

School bus drivers shall meet the emergency training requirements contained in
Unit 11l “Crash & Emergency Preparedness” of the Minnesota Department of
Public Safety Model School Bus Driver Training Manual. This includes
procedures in the event of a crash (accident).

[Note: The Model School Bus Driver Training Manual is available online
through the Minnesota Department of Public Safety State Patrol web page.]

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

Emergency Health Information shall be maintained on the school bus for students
requiring special transportation service because of their handicapping condition.
The information shall state:

1. the student’s name and address;

2. the nature of the student’s disabilities;

3. emergency health care information; and

4. the names and telephone numbers of the student’s physician, parents,

guardians, or custodians, and some person other than the student’s parents
or custodians who can be contacted in case of an emergency.

SCHOOL DISTRICT VEHICLE MAINTENANCE STANDARDS

A.

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

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

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

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

SCHOOL TRANSPORTATION SAFETY DIRECTOR

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

STUDENT TRANSPORTATION SAFETY COMMITTEE

The school board may establish a student transportation safety committee. The chair of
the student transportation safety committee is the school district’s school transportation
safety director. The school board shall appoint the other members of the student
transportation safety committee. Membership may include parents, school bus drivers,
representatives of school bus companies, local law enforcement officials, other school
district staff, and representatives from other units of local government.

Legal References:  Minn. Stat. § 122A.18, Subd. 8 (Board to Issue Licenses)

Minn. Stat. § 123B.03 (Background Check)

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

Minn. Stat. § 123B.88 (Independent School Districts; Transportation)
Minn. Stat. 8 123B.885 (Diesel School Buses; Operation of Engine;
Parking)

Minn. Stat. § 123B.90 (School Bus Safety Training)

Minn. Stat. § 123B.91 (Sc3h4%ol District Bus Safety Responsibilities)
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Cross References:

Minn. Stat. § 144.057 (Background Studies on Licensees and Other
Personnel)

Minn. Stat. Ch. 169 (Traffic Regulations)

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

Minn. Stat. § 169.02 (Scope)

Minn. Stat. § 169.443 (Safety of School Children; Bus Driver’s Duties)
Minn. Stat. § 169.446, Subd. 2 (Driver Training Programs)

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

Minn. Stat. § 169.454 (Type 111 Vehicle Standards)

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

Minn. Stat. 8§ 169A.25-169A.27 (Driving While Impaired)

Minn. Stat. § 169A.31 (Alcohol-Related School Bus or Head Start Bus
Driving)

Minn. Stat. 8§ 169A.50-169A.53 (Implied Consent Law)

Minn. Stat. 8§ 171.02, Subds. 2, 2a, and 2b (Licenses; Types,
Endorsements, Restrictions)

Minn. Stat. 8§ 171.168 (Notification of Conviction for Violation by a
Commercial Driver)

Minn. Stat. 8 171.169 (Notification of Suspension of License of
Commercial Driver)

Minn. Stat. § 171.321 (Qualifications of School Bus Driver)

Minn. Stat. § 171.3215, Subd. 1(c) (Canceling Bus Endorsement for
Certain Offenses)

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

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

Minn. Stat. § 609.02 (Definitions)

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

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

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

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

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

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

MSBA/MASA Model Policy 707 (Transportation of Public Students)
MSBA/MASA Model Policy 708 (Transportation of Nonpublic Students)
MSBA/MASA Model Policy 710 (Extracurricular Transportation)
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