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II.  INTRODUCTION TO THE POLICIES AND PROCEDURES 

OF COUNCIL SCHOOL DISTRICT NO. 13


Council School District No. 13 operates according to policies established by the Board of Trustees.  The Board, which represents the local community, adopts policies after careful deliberation, and the school administration implements them through specific procedures.  The Board then assesses the effects of its policies and makes changes as necessary.  The Board invites any comments and suggestions for the continual improvement of this policy manual.  Since policy oversight is an on-going process, persons holding a copy of this manual should make an effort to keep it up to date as new policies and procedures are developed.

The Difference Between Policy and Procedure

Generally, the role of a board of education is to set policy, and the role of the administration is to implement it through procedure:

Policies are principles adopted by the Board to chart a course of action.  They tell what is wanted and may include why and how much.  They are broad enough to indicate a line of action to be taken by the administration in meeting day-to-day problems; they need to be narrow enough to give the administration clear guidance.

Procedures are detailed directions developed by the administration to put policy into practice.   They tell how, by whom, where, and when things are to be done.

As long as administration operates within the guidelines of general policy adopted by the Board, it may change procedures without prior Board approval unless the Board has specifically asked that a particular procedure be given Board approval.  The Board shall be kept informed of procedures issued by the administration.  Either the administration or the Board may request prior Board approval of administrative procedures.  Issues which are controversial or are often subject to lawsuits are typical reasons for this type of request.  

Board Approved Administrative Procedures are procedures developed by the Superintendent or designee to implement Board policy, and are submitted to the Board for approval.  A Board-approved administrative procedure may be adopted in the same meeting in which it is presented.


The Purpose of Written Board Policy

1. To uphold the vision and goals of the District
2. To provide the community an opportunity for input in charting the District’s course of action and in establishing limits
3. To avoid or minimize crisis situations
4. To be accountable to the community
5. To allow the Board and administration to operate in a more efficient manner
6. To clarify Board/Superintendent relations and provide guidance for the Superintendent
7. To maintain continuity and consistency and foster stability
8. To provide the basis for a legal record

Policy Areas
The Policy Manual of Council School District No. 13 is divided into the following areas:

I. Table of Contents
II. Introduction
III. Mission Statement and Goals 
IV. Statement of Nondiscrimination

Section 1000	Board of Trustees
Section 2000	Instruction
Section 3000	Student Personnel
Section 4000	School-Community Relations
Section 5000	Personnel
Section 6000 	Administration and Finance 
Section 7000	
Section 8000	Non-Instructional Operations
Section 9000	School Facilities

Use of the Manual

1. How to find a policy:  There are two ways to find a policy or other listings in the manual:
a. Turn to the Policy Manual Table of Contents to determine which section addresses the policy area of interest.  Use the code of numbers to locate pages.  All pages are coded by policy number in the upper right-hand corner.

b. Consider where the policy would be filed among the major sections; turn to that section for its own table of contents.

2. 
Codes used for listings other than policies: Colored pages which have letters following the policy number contain procedures and other information as listed below:

P-  	Administrative Procedure
BP- 	Board approved Administrative Procedure
R- 		Reference Document
F- 		Form

3. Policies listed in two or more sections: When an identical policy is listed in two or more sections of the manual, both codes are placed in the upper-right corner.  The top number indicates the policy at hand.  The second line, in parentheses, indicates the alternate location.

4. Legal References: References to law, court decision, etc. that are pertinent to policy are referenced as follows:

IC-		Idaho Code
USC-	United States Code
CFR-	Code of Federal Regulations 

5. Cross-References: Certain policies relate to others.  Cross-references are provided following some of the policies to help the reader find all of the related information.



III.  MISSION STATEMENT AND BOARD GOALS

OF COUNCIL SCHOOL DISTRICT NO. 13

The mission of Council School District No. 13, in partnership with the community is to provide a safe, positive teaching and learning environment where students prepare to become responsible, informed, and productive citizens.



IV.  STATEMENT OF NONDISCRIMINATION 

OF COUNCIL SCHOOL DISTRICT NO. 13


NONDISCRIMINATION

No discrimination shall exist in regard to age, race, religion, sex, or national origin, in the conduct of district activities including hiring, promotion, purchasing, and educational activities.



xxx
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Authority of the Board


Council School District No. 13, Adams County, Idaho is organized under the state education system of public schools.  The District is a local agent which exists through the authority of the State of Idaho.  On the Board of Trustees rests the primary responsibility of educating the children of this school district.

The Constitution of Idaho places the duty of establishing and maintaining a general, uniform, and thorough system of public free common schools on the State Legislature.  The Legislature has implemented this constitutional responsibility in part by the establishment of school districts to be governed by elected school boards.  Legally, local school districts and school boards are instruments of the Legislature created under the authority of the Constitution of Idaho, and governed by the statutes of the State. 

Trustees, as agents of the State of Idaho, legally must look to the State for authorization to act.  They are also responsible to their patrons.  Individual members of the Council School District No. 13 Board of Trustees have no power separate from the Board as a whole.  The Board of Trustees is only in existence when sitting in a duly called session.  An individual Board member has authority to act for the Board only when the Board has lawfully delegated authority to him/her.



Adopted: 12/11/00  	Reviewed: _________________  Revised: ______________

	Legal Reference:	Idaho Constitution, Article IX, Section 1
				IC 33-1612
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Code of Ethics

Prior to assuming office, each newly elected or appointed Trustee shall affirm that he/she will faithfully perform the duties of Trustee in a manner consistent with the approved code of ethics of the school district.  Any Trustee who behaves in a manner inconsistent with the code of ethics is subject to reprimand by the Board.

As a member of the Board of Trustees of Council School District No. 13, I will strive to improve public education and to that end I will:

1. attend all regularly scheduled Board meetings insofar as possible and become informed concerning issues to be considered at those meetings.
2. recognize that individual Board members have no authority to act on behalf of the District or Board unless authorized by Board action.
3. render all decisions based on the available facts and my independent judgement and refuse to surrender that judgment to individuals or special interest groups.
4. respect the individual Board member’s right to differ in opinion, and focus on issues rather than personalities.
5. work with other Board members to establish effective Board policies and to respect the responsibilities that properly are delegated to the school administration.
6. encourage the free expression of opinion among all Board members and seek systematic communications between the Board and students, staff and all elements of the community.
7. communicate to other Board members and the Superintendent expressions of public reaction to Board policies and school programs.  Refer complaints and concerns regarding staff or program to the Superintendent or other appropriate staff member. 
8. inform myself about current educational issues by individual study and through participation in programs that provide needed information.
9. vote to appoint, upon proper recommendation by the appropriate administrative officer, those persons best qualified to serve as school staff and insist on a regular and impartial evaluation of all staff.
10. support and protect staff in proper performance of duties.
11. avoid being placed in a position of conflict of interest and refrain from using my Board position for personal or partisan gain.
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12. respect the confidentiality of information that is privileged under applicable laws and take no private action that will compromise the Board or administration.
13. remember always that my first and greatest concern must be the educational welfare of the students attending the public schools.

Adopted: 12/11/00	 Reviewed: _________________  Revised: ______________

	Legal Reference: IC 33-506(1)
			    National School Boards Association
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Employment of Spouse or Relative of Board Member

Section 33-507 of the Idaho Code states:

It shall be unlawful for the Board of Trustees of any class of school district to enter into or execute any contract with the spouse of any member of such board, the terms of which said contract requires, or will require, the payment or delivery of any school district funds, money or property to such spouse.

When any relative of any trustee or relative of the spouse of a trustee related by affinity or consanguinity within the second degree is considered for employment in a school district, such trustee shall abstain from voting in the election of such relative, and shall be absent from the meeting while such employment is being considered and determined.

First Degree is defined as follows (includes relatives by marriage): 

	Son		Brother	Father
	Daughter	Sister		Mother

Second Degree is defined as follows (includes relatives by marriage):

	Nephew	Grandchildren		Aunts
	Niece 		Grandparents		Uncles
	1st Cousins

Section 33-507 also states that:

It shall be unlawful for any trustee to have a pecuniary interest directly or indirectly in any contract or other transaction pertaining to the maintenance or conduct of the school district or to accept any reward or compensation for services rendered as a trustee.

DEFINITION:
 Affinity: relationship by marriage
Consanguinity: descended from a common ancestor 

Adopted: 12/11/00	 Reviewed: _________________  Revised: ______________

	Legal Reference: IC 33-507
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General Powers and Duties of Board Members

The Board shall possess the usual powers of quasi-municipal corporations.  It shall consist of five members, to be elected by the qualified voters of their respective trustee districts.

The Board of Trustees shall have the power to elect its own officers annually, to make its own rules and regulations, subject to the provisions of this article; to organize and maintain a system of graded schools; and to exercise the sole control over the schools and property of the school district.

While the Board of Trustees of Council School District No. 13 is charged by the state with the responsibility of providing educational opportunities for the children of its schools and of directing those public school activities which the state entrusts to its care and supervision, a carefully planned pattern of authority is observed by the Board.  In fulfilling its obligations, the School Board acts similarly in its relationship to the schools as do boards of directors of successful business organizations; that is through the power of legislation, by the determination of policies, and the evaluation of results.  The direct administration of the school system is delegated to the district superintendent whom the Board appoints as executive officer of the Board.  The superintendent is held individually and directly responsible to the Board for the execution of its policies and for such other duties assigned to him by the Board.  Individual members have status as Board members only when acting formally as members of the Board while it is in session, or when specifically entrusted by the Board to carry out definite assignments.  


The Board of Trustees shall have the following powers and duties:

1. To Make Bylaws
2. To Employ Superintendent, Teachers, and Others
3. To Adopt Textbooks
4. To Grade Schools and Prescribe Admittance
5. To Pay Claims
6. To Provide Equipment
7. To Acquire and Dispose of Real and Personal Property
8. To Enforce Discipline—Exclude Persons From Instruction
9. To Determine Qualifications of Employees—Fix Terms and School Hours
10. To Discharge Employees
11. To Prescribe Pupils’ Equipment
12. To Enforce Law
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Powers and Duties (continued):
13. To Control, Conduct and Protect Morals and Health of Pupils
14. To Designate Polling Places and Appoint Election Officers
15. To Provide a Budget and Public Hearing and to Determine the Amount and Rate of Levy, Taxes
16. Miscellaneous Discretionary Powers



Adopted: 12/11/00	Reviewed: _________________  Revised: ______________

	Legal Reference: 	IC 33-301 	Corporate Powers
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Duties of Chairperson, Vice Chairperson

The Chairperson shall preside at all Board meetings and sign all papers and documents as required by law and as authorized by the action of the Board.  The Chairperson shall conduct the meeting in the manner prescribed by the Board’s bylaws, provided the Chairperson shall have full right to participate in debate without relinquishing the chair and shall have the right to vote on all matters put to a vote.

The Vice Chairperson shall preside at Board meetings in the absence of the Chairperson and shall perform all of the duties of the Chairperson in case of his/her absence or disability.

If a Board member is unable to continue to serve as an officer, a replacement shall be elected immediately.

In the absence of both the Chairperson and Vice Chairperson, the Clerk of the Board shall preside during the election, by the Board, of a Chairperson pro tempore.  The Chairperson pro tempore shall perform the functions of the Chairperson during the latter’s absence.





Adopted: 12/11/00	Reviewed: _________________  	Revised: ______________

	Legal Reference: 	IC 33-506	Organization and Government of Board of 
Trustees
			    	IC 33-510 	Annual Meetings-Regular Meetings-Board
of Trustees
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Duties of the Clerk/Treasurer and Check Signatories

The Clerk and Treasurer shall perform the legal duties of the office and such other functions as are delegated by the Board of Trustees.

The Clerk of the Board shall attend all meetings of the Board; shall keep an accurate journal of its proceedings; and shall have the care of the records, books, and other documents of the Board.  All minutes shall be available to the public within a reasonable time after the meeting and shall include at least the following:

1. All members of the Board who are present.
2. All motions, resolutions, orders, or ordinances proposed and their disposition
3. The results of all votes, and upon the request of a member, the vote of each member by name.

Minutes of executive sessions may be limited to materials the disclosure of which is consistent with the provisions of the open meeting law.

The Treasurer of the Board shall prepare and submit to the Board monthly reports showing:

1. Money received since the last report and from what sources received
2. Monies disbursed and category from which expended
3. Cash balance of the various funds

The Treasurer shall make necessary reports as requested by the State Department of Education, the Board, and the Superintendent.   Preparation of reports for any other persons or organization requires specific Board approval.  All public records are available for inspection.

The Treasurer shall prepare payroll checks for all district employees and distribute the checks on, or before the twentieth (20th) day of each month.

The Treasurer shall keep journals and ledgers of all financial transactions of the district; shall deposit all monies; shall pay all bills incurred by the District after Board approval.  

Two Board members and one substitute shall be appointed at the Annual meeting in July as check signatories.  All checks will be signed by one Board member and countersigned by the Treasurer/Clerk.
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Before entering upon the discharge of his/her duties, the Treasurer shall furnish a corporate surety bond in an amount approved by the Board, to be paid for by the School District.

Adopted: 12/11/00	Reviewed: _________________  Revised: ______________

	Legal Reference: 	IC 9-340 et seq.
			    	IC 33-506
			    	IC 33-508
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School Attorney 

The Board recognizes that the increasing complexities of school district operations frequently require professional legal services.  Therefore it shall retain a competent attorney or legal firm to systematically provide such services.

A decision to seek legal advice or assistance from such attorney shall originate from the Board, the Superintendent or persons specifically authorized by the Board or Superintendent.  The Superintendent shall inform the Board prior to requesting unusual types or amounts of legal services.



Adopted: 12/11/00	Reviewed: _________________  	Revised: ______________

	Legal Reference: 	IC 33-506(3)
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School Board Meetings

Meetings of the Council School District No. 13 Board of Trustees shall be open to the public with the exception of the portions of meetings held in executive session for the discussion of personnel, negotiations, and real estate matters.

The Board of Trustees welcomes the attendance of students, teachers, parents, news media representatives, and the general public to all of its public meetings.

 The Board shall meet on the second Monday of each month,  unless by a majority vote of the Board a meeting date is changed or cancelled.  Normally, all meetings will be held in the Council High School library at 8:00 p.m.  If the time and place of the regular meeting is to be changed, an announcement of such shall be made through the news media.

Special meetings may be called by the chairman or by any two(2) members of the Board and held at any time.  Notice of the time and place shall be given to each member and announced by written notice conspicuously posted at the School District office and at least two(2) or more public buildings within the School District not less than twenty-four (24) hours before such special meeting is to be convened.

The following shall be the order of business at the regular meeting.  The order of business may be changed by consent of all members present:

1. Welcome and Call to Order
2. Reports
3. Consent Agenda
4. Old Business
5. New Business
6. Executive Session
7. Action From Executive Session
8. Announcements/Adjournment

Three members of the Board shall constitute a quorum for the transaction of business.

Adopted: 12/11/00	Reviewed: _________________  	Revised: ______________

	Legal Reference: 	IC 67-2343
	CCSD Policy:		1301, 1310, and 1320
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Setting of Agenda

Requests for items of business on the School Board’s agenda may be placed with the District Clerk or Superintendent anytime prior to Thursday at 4:00 p.m. of the week immediately preceding the Board meeting.

It is the policy of the Board that items of business may be suggested by the Board members, Clerk, administration, staff, or patrons of the District for inclusion on the agenda for a future Board meeting.

Requests for items of business on the Board of Trustees’ agenda may be placed in the following manner:

A. All requests for placement on the agenda, other than regular business must be submitted in writing to the Clerk of the Board no later than the Thursday prior to the Monday Board meeting. An agenda form is available for this purpose.
Board members may submit items of an urgent or emergency nature after the
Thursday date. 
B. Requests for placement on the agenda will be referred by the Clerk for initial review.  Recommended items will be reviewed by the Superintendent and the Board Chairperson prior to the finalization of the agenda.  The person submitting the request will be notified of the decision.
C. Business items may not be suggested from the people attending the meeting for discussion and/or action.




Adopted: 12/11/00	Reviewed: _________________  	Revised: ______________

	Legal Reference: 	IC 67-2343  	Notice of Meetings
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Annual Meeting/Rules of Order

The annual meeting of the Board of Trustees shall be the first regular meeting in July.  

The annual meeting is primarily devoted to electing officers, organizing the Board of Trustees, administrating the oath of office, and conducting regular business.

Notice of the annual meeting shall be given as provided in Section 33-401 of the Idaho Code.

Rules of Order

In matters not covered by Idaho Code or Board of Trustee By-laws, Robert’s Rules of Order, Revised, shall govern.




Adopted: 12/11/00	 Reviewed: _________________ 	Revised: ______________

	Legal Reference: 	IC 33-506(1)
				IC 33-510
				IC 33-401
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Executive Session

Idaho Code, Section 67-2345 states:

Executive sessions—when authorized .  
(1) Nothing contained in this act shall be construed to prevent, upon a two-thirds (2/3) vote recorded in the minutes of the meeting signified by individual hand vote, a governing body of a public agency from holding an executive session during any meeting, after the presiding officer has identified the authorization under this act for the holding of each executive session.  An executive session may be held;

(a) To consider hiring a public officer, employee, staff member, or individual agent.  This paragraph does not apply to filling a vacancy in an elective office;
(b) To consider the evaluation, dismissal or disciplining of, or to hear complaints or charges brought against, a public officer, employee, staff member or individual agent, or public school student;
(c) To conduct deliberations concerning labor negotiations or to acquire an interest in real property which is not owned by a public agency;
(d) To consider records that are exempt from disclosure as provided in chapter 3, title 9, Idaho Code; 
(e) To consider preliminary negotiations involving matters of trade or commerce in which the governing body is in competition with governing bodies in other states or nations.
(f) To consider and advise its legal representatives in pending litigation or where there is a general public awareness of probable litigation.

(2) Labor negotiations may be conducted in executive sessions if either side requests closed meetings.  Notwithstanding the provisions of section 67-2345, Idaho Code, subsequent sessions of the negotiations may continue without further public notice.

(3) No executive session may be held for the purpose of taking any final action or making any final decision.  Any action taken is to be accomplished in public session.
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(4) Minutes of executive sessions may be limited to materials the disclosure of which is consistent with the provisions of the open meeting law.


Adopted: 12/11/00	 Reviewed: _________________ 	Revised: ______________

	Legal Reference: 	IC 67-2345	

COUNCIL SCHOOL DISTRICT NO. 13 POLICY

BOARD OF TRUSTEES 
		1300
										    Page 1 of 1

Board Committees

The Board of Trustees shall have standing committees created by the Board for special assignments.  When so created, such committees shall be appointed by the chairman and be terminated upon completing their assignments, or be terminated by a vote of the Board at any time.




Adopted: 12/11/00	Reviewed: _________________ 	Revised: ______________

	Legal Reference:	IC 33-506(1)
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Elections conducted on behalf of the District are non-partisan elections governed by the election laws of the State of Idaho and include the election of Board members, various public policy propositions, and advisory questions.  

Board elections shall be held on the third (3rd) Tuesday in May in odd-numbered years.  Any person legally qualified to hold the position of school trustee may file a declaration of candidacy for the office. The declaration must include the name of the candidate, the term for which declaration of candidacy is made, and include the signatures of not less than five (5) school district electors residing in the trustee zone of which the candidate seeks election.  Such declaration must be filed with the clerk of the school district not later than 5:00 p.m. on the ninth Friday preceding the day of the election for the subject trustee position.  Any person seeking to become a write-in candidate must file a declaration of intent with the county clerk not later than twenty-five (25) days before the election date.  

If, after expiration of the date for filing written nominations, it appears that only one (1) qualified candidate has been nominated for a position or if only one (1) candidate has filed a write-in declaration of intent, no election shall be held for that position, and the Board or the Clerk with the written permission of the Board, shall declare such candidate elected as a trustee.  The Clerk shall immediately prepare and deliver to the person a certificate of election signed by him bearing the seal of the District.  All other scheduled trustee elections will move forward under the regular procedures.   

In each trustee zone, the person receiving the greatest number of votes cast within his zone shall be declared by the Board of Trustees as the trustee elected from that zone.

If any two (2) or more persons have an equal number of votes in any trustee zone and a greater number than any other nominee in that zone, the Board of Trustees shall determine the winner by a toss of a coin.
 
Adopted: 12/11/00	 Reviewed: 9/12/2011		Revised: 10/10/2011

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Legal Reference:	§ I.C. 33-401	Legislative Intent 
	§ I.C. 33-501	Board of Trustees
	§ I.C. 33-502	Declaration of candidacy for trustees
	§ I.C. 33-502B	Board of Trustees – One nomination – No election.
	§ I.C. 33-503	Election of Trustees – Uniform Date
	§ I.C. 34-1404	Declaration of Candidacy
	§ I.C. 34-1407	Write-in Candidates
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Vacancies on Boards of Trustees

A vacancy shall be declared by the Board of Trustees when any candidate has been elected but has failed to qualify for office, or when any trustee shall 

(a) die; 
(b) resign as trustee; 
(c) remove himself from his trustee zone of residence; 
(d) no longer be a resident or School District elector;
(e) refuse to serve as a trustee; or
(f) without excuse acceptable to the Board of Trustees, fail to attend four (4) consecutive regular meetings of the Board.

Such a declaration of vacancy shall be made at any regular or special meeting of the Board of Trustees, at which any of the above mentioned conditions are determined to exist.

The Board of Trustees shall appoint to such a vacancy a person qualified to serve as Trustee of the School District providing there remain in membership on the Board of Trustees a majority of the membership thereof, and the Board shall notify the State Board of Education of the appointment.  Otherwise, appointments shall be made by the Board of County Commissioners of the county in which the district is situated, or of the home county if the district be a joint district.

Any person appointed as herein provided shall serve until the annual election of the School District Trustees next following such appointment.  At such annual election a Trustee shall be elected to complete the unexpired term.


Adopted: 12/11/00	 Reviewed: _________________ 	Revised: ______________

	Legal Reference:	
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Redistricting Trustee Zones

The boundaries of the several trustee zones in each school district shall be defined and drawn so that, as reasonably as may be, each such zone shall have approximately the same population and assessed valuation.  Trustee zones may be changed from time to time according to the procedures set forth in Idaho Code 33-313.



Adopted: 12/11/00 	Reviewed: _________________ 	Revised: ______________

	Legal Reference:	IC 33-313
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Legal Description of Trustee Zones

Zone 1   Fruitvale
Beginning at the intersection of National Forest Developed Road 154 and the northern district boundary, near the SW corner of  Section 3, 18N 1W.  East, then south, then east on the district boundary to the Adams-Valley county line.  South on the district boundary and the Adams-Valley county line to its intersection with the south section line of Section 34, 17N 2E.  West on said section line, and continuing west on section lines to the SW corner of Section 31, 17N 1E.  North on the west boundary of Section 31 17N 1E to Mill Creek Road.  West on Mill Cr. Rd. to Missman Road.  South on Missman Road to Orchard Road. West on Orchard Rd. to the Weiser River.  Northerly  then westerly and northerly on the Weiser River  to the West Fork Weiser River Road.  Northwest on the West Fork Road to NFD Road 154.  Southeast, then northwest on NFD Rd. 154 to the point of beginning.

Zone 2    Hornet Creek-Bear
Beginning along the Oregon-Idaho state line at its intersection with the northern district boundary.  East on the district boundary, then south, then west, then south, then east, then south, then east to the intersection of the district boundary with NFD Road 154, near the SW corner of Section 3, 18N 1W.  Southeast then northwest on NFD Road 154 to its intersection with the West Fork Road, NFD Rd. 127.  Southerly on the West Fork Road to the Weiser River.  Southerly on the Weiser River to Council Cuprum Road.  East on Council-Cuprum Road to N. Hornet Creek Street.  South on N. Hornet Creek Street to Hornet Creek Road.  East on Hornet Creek Road to Railroad Street.  South on Railroad Street to Mosher Avenue.  East on Mosher Avenue to Michigan Street, also US Hwy 95.  South on Michigan Street, also US Hwy 95 to the Middle Fork Weiser River.  Westerly along the Middle Fork Weiser to the main Weiser River.  Westerly along the Weiser River to Johnson Creek. Northwesterly on Johnson Creek to the district boundary, also the Adams-Washington county line, in Section 6, 16N 2W.  North and then west on the district boundary, also the Adams-Washington county line, to the Oregon-Idaho state line.  North following the district boundary and said state line to the point of beginning.

Zone 3  East Council
Beginning at the intersection of US Hwy 95 and Orchard Road.  East on Orchard Road to Missman Road.  North on Missman Road to Mill Creek Road.  East on Mill Creek Road to the west boundary of Section 31, 17N 1E.  South on said section line to the SW corner of said section.  East on the south boundary of Section 31, 17N 1E, and continuing east on section lines to the district boundary, also the Adams-Valley county line.  South on the district boundary, also the  Adams-Valley county line to the southern boundary of Section 
14, 16N 2E.  West on the south boundary of Section 14, 16N 2E, and continuing west on section lines to S. Exeter Street at its intersection with an unnamed road (near Cool Cr.) 
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located on the south boundary of Section 14, 16N 1W.  North on S. Exeter Street, continuing west, then north, then west, then northerly on S. Exeter Street to the south boundary of the city of Council.  East, then north along the city of Council city limits to School Avenue.  West on School Avenue to S. Clarendon Street.  North on S. Clarendon Street  to Illinois Avenue.  West on Illinois Avenue to Dartmouth Street, which is also US Hwy 95.  North on US Hwy 95 to Orchard  Road and the point of beginning.


Zone 4   Central Council
Beginning at the intersection of Orchard Road with the Weiser River.  East on Orchard Road to US Hwy 95.  South on US Hwy 95, becoming Dartmouth Street, to the intersection with Illinois Avenue.  West on Illinois Avenue, also Hwy 95,  and continuing west on Mosher Avenue to Railroad Street.  North on Railroad Street to Hornet Creek Road.  West on Hornet Creek Road to North Hornet Creek Street.  North on N. Hornet Creek Street to Council-Cuprum Road.  West on Council-Cuprum Road to the Weiser River. Northerly along the Weiser River to Orchard Road and the point of beginning.

Zone 5  South Council-Goodrich
Beginning at the intersection of the western district boundary, also the Adams-Washington county line, with Johnson Creek in Section 16, 16N 2W. Southeasterly along Johnson Creek to its mouth at the Weiser River.  Easterly up the Weiser River  to the confluence of the Middle Fork Weiser River.  Easterly up the Middle Fork Weiser River to US Hwy 95.  Northerly on US Hwy 95 to the intersection of Michigan Street and Illinois Ave, then east on Illinois Avenue, also US Hwy 95,  to Dartmouth Street, continuing east on Illinois Avenue to S. Clarendon Street.  South on S. Clarendon Street to School Avenue.  East on School Avenue to its intersection with the city limits of Council. South, then west following the city limits of Council to S. Exeter Street.  Southerly, then east, then south, then east, then south on S. Exeter Street to its intersection with the south boundary of Section 14, 16N 1W, at an unnamed road (near Cool Cr.).  East along said unnamed road on the south boundary of Section 14, 16N 1W, and continuing east on section lines to the district boundary, also the Adams-Valley county line, located on the southern boundary of Section 14, 16N 2E. South along the district boundary, also the Adams-Valley county line, to the intersection with the south boundary of Section 14, 15N 2E. Westerly along the district boundary, continuing as it joins the Adams-Washington county line, and continuing northerly along the western district boundary, also the Adams-Washington county line to its intersection with Johnson Creek in Section 16, 16N 2W, which is the point of beginning. 

Adopted: 12/11/00 	Reviewed:  5/9/2011		Revised: 6/13/2011
	Legal Reference:	
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Terms of Office

Each member of the Council School District No. 13 Board of Trustees shall serve a term of four (4) years.  Each Trustee shall hold office until his/her successor is elected, and he/she shall subscribe to an official oath at the beginning of his/her term of office at the annual meeting held in July.

Transition of School Trustee Terms from Three Year to Four Years
(1) For School Districts with five (5) trustees:

(b)If two (2) trustees were elected to regular trustee terms in 2007, and two (2) trustees were elected to regular trustee terms in 2008, then those trustees elected in 2007 shall each serve a term that expires on July 1, 2011, and those elected in 2008 shall each serve a term that expires on July 1, 2013, and the trustee elected to a regular term in 2009 shall serve a term that expires on July 1, 2013.


The following are the current Trustees and the expiration dates of their terms:

Zone				Trustee		       Term Starts       Term Expires
#1 FRUITVALE			Melissa Roundtree	2011		July 2015
#2 HORNET CREEK- BEAR	Diane Davis		2009		July 2013
#3 EAST COUNCIL			Wayne Freedman	2008		July 2013
#4 CENTRAL COUNCIL		Debbie Paradis	2011		July 2015
#5 GOODRICH			Melanie Vining	2008		July 2013



Adopted: 12/11/00	Reviewed: 9/12/2011 	Revised: 10/10/2011

	Legal Reference:	


COUNCIL SCHOOL DISTRICT NO. 13 POLICY

BOARD OF TRUSTEES 
		1500
										    Page 1 of 2

Policy Development 

It is the intent of the Board to develop policies and put them in writing so that they may serve as guidelines for its own operations and for the successful and efficient functioning of the public schools.

The Board considers policy development one of its chief responsibilities.  Proposals regarding policies may originate with a member of the Board, the Superintendent, staff member, parent, student, consultant, civic group, or any resident of the District.  A careful and orderly process shall be used in examining such proposals prior to action upon them by the Board.  The Board shall take action after hearing the recommendations of the Superintendent and the viewpoints of persons and groups affected by the policy.

The policies of the Board are framed and meant to be interpreted in terms of state laws and regulations, and other regulatory agencies within state and federal levels of government.

Changes in needs, conditions, purposes and objectives will require revisions, deletions, and additions to the policies of the present and future boards.  The Board welcomes suggestions for ongoing policy development.

DEFINITION:
Policies: principles adopted by the Board to chart a course of action.  They tell what is wanted and may include why and how much.  They are broad enough to indicate a line of action to be taken by the administration in meeting a number of day to day problems; they need to be narrow enough to give the administration clear guidance.

Administrative Procedures: detailed directions developed by the administration to put policy into practice.  They tell how, by whom, where, and when things are to be done.  The Board may ask that procedures of a more sensitive nature be brought to the Board for approval.  Such policies would become Board Approved Administrative Procedures.  Board Approved Administrative Procedures may be adopted at the same meeting at which they are presented and do not require a first and second reading.
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As long as the administration operates within the guidelines of general policy adopted by the Board, it may change procedures without prior Board approval unless the Board has specifically asked that a particular procedure be submitted to the Board for approval.  The Board should be kept informed of procedures issued by the administration.  Either the administration or the Board may request prior Board approval of administrative procedures.  


Adopted: 12/11/00	Reviewed: _________________ 	Revised: ______________

	Legal Reference:	IC 33-506(1)
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Policy Adoption

Adoption of new policies or the revision or repeal of existing policies is solely the responsibility of the Board.

The Board shall adhere to the following procedure in considering and adopting policy proposals to ensure that they are well examined before final adoption.

1. First meeting- the proposal shall be presented for a first reading and discussion.
2. Second meeting- the proposal shall be presented for a second reading, discussion, and final vote.

During discussion of a policy proposal, the views of the public and staff shall be considered.  Board members may propose amendments.  An amendment shall not require that the policy go through an additional reading except as the Board determines that the amendment needs further study and that an additional reading would be desirable.

Under unusual circumstances, the Board may temporarily approve a policy to meet emergency conditions.  However, the above procedure is required before the policy shall be considered permanent.

If a policy is revised because of legal change over which the Board has no control, the policy may be approved at one meeting at the discretion of the Board.



Adopted: 12/11/00	Reviewed: _________________ 	Revised: ______________

	Legal Reference:	IC 33-506(1)
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Policy Review and Evaluation

In an effort to keep written policies up-to-date so they may be used consistently as a basis for Board action and administrative decision, the Board shall annually review approximately one-third of the policy manual according to the following subject areas:

Year One- Introduction, Educational Philosophy, Board of Trustees, Personnel, 
     Community Relations, and Administration 
Year Two- Introduction, Instruction, Financial Management, Building and Sites, 
	Year Three- Introduction, Student Personnel, and Auxiliary Services

In addition, all policies and procedures encompassing the following topics shall be reviewed annually:

·  School Climate
· Discipline
· Student Health
· Violence Prevention
· Gun-free Schools
· Substance abuse-Tobacco, Alcohol, and Other drugs
· Suicide Prevention
· Student Harassment
· Drug-free School Zones
· Building safety, including evacuation drills

Once the policy has been reviewed, even if no changes were made, a notation of the date of review shall be made on the face of the policy statement.

The Board shall evaluate how the policies have been executed by staff and shall weigh the results.  It shall rely on the staff, students, and community for providing evidence of the effect of the policies which it has adopted.
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The Board gives the Superintendent the continuing commission of calling to the Board’s attention all policies that are out of date or for other reasons appear to need revision.

The Board directs the Clerk to recall all policy and procedure manuals periodically for updating. 





Adopted: 12/11/00	Reviewed: _________________ 	Revised: ______________

	Legal Reference:	IC 33-506(1)
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Administration in Policy Absence

In cases when action must be taken and the Board has provided no guidelines in policy for such action, the Superintendent shall have the power to act, keeping in mind the educational philosophy and financial condition of the school district.

It shall be the duty of the Superintendent to inform the Board within 72 hours of such action and of the need for policy.  The rationale and supporting information for such action shall also be provided to the Board.


Adopted: 12/11/00	Reviewed: _________________ 	Revised: ______________

	Legal Reference:	IC 33-506(1)
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Curriculum: Development, Approval, Implementation, Evaluation, and Use



Curriculum Development
The District shall develop curriculum guides for District courses and subjects.  These guides shall provide a clearly defined set of educational objectives supported by workable action plans.  Community, staff, and student expectations should be considered in designing the curriculum guides.  The curricula contained in curriculum guides shall be aligned with State standards.

The Superintendent shall inform the Board of plans for the development of new curriculum and the elimination of, or concept changes to existing curriculum.   The Board shall establish overall curriculum objectives and directions. 

Curriculum guides shall be reviewed in the same sequence as textbook adoptions.  The Board shall approve curricula following such sequential review.

Implementation and Evaluation of Curriculum

The Superintendent shall be accountable for the implementation and regular evaluation of curriculum.  The Superintendent shall report to the Board at least once per year the steps taken to implement new curriculum and the evaluation of existing curriculum.  All curriculum shall be evaluated a minimum of once every five to seven years.

Use of Curriculum

Instructional personnel are required to teach the District’s curriculum.  In the implementation of curricula, teachers may utilize appropriate instructional methodologies and materials necessary to meet a wide variety of student needs.




Adopted: 6/11/01  Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
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Accreditation

The Council School District No. 13 shall use one of the accreditation methods approved by the Idaho Department of Education and the Idaho State Board of Education.

Council High School shall utilize the School Improvement Plan as approved by the Northwest Accreditation Association.






Adopted: 6/11/01  Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
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Organization of Grade Levels

District schools shall be organized as follows:

		ELEMENTARY:	Kindergarten (K) through sixth (6th) grade
		JUNIOR HIGH: 	Seventh (7th) through eighth (8th) grade
		HIGH SCHOOL: 	Ninth (9th) through twelfth (12th) grade

Special and alternative programs may have a different organizational structure as authorized by the Superintendent.




Adopted: 6/11/01  Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
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School Calendar

Upon recommendation of the Superintendent, the Board shall establish, by November of each year, an official school calendar for the following school year.  Calendars for future years may also be established.  The calendar will indicate the number of work days and holiday periods for staff members.  The calendar adopted shall be consistent with existing statutes, State Board of Education rules and regulations, and Master Contract.  Such regulations require a minimum of the following hours of instruction at each level:

			
	Kindergarten
	Four hundred fifty (450) per year

	Grades one through three (1-3)
	Eight hundred ten (810) per year

	Grades four through eight (4-8)
	Nine hundred (900) per year

	Grades nine through twelve (9-12)
	Nine hundred ninety (990) per year




Community, student, and staff desires shall be considered in designing the calendar.



Adopted: 6/11/01  Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
				IC 33-512 
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Credit Acceptance: Transfer Students

New students entering from accredited public or private schools generally will be placed in grades and classes on the basis of their grade placement and credits earned in the school from which they are transferring upon receipt of an official transcript, and/or as determined by the ISAT, IRI, or other District assessments.  Placement will not be made until transcripts and/or assessments have been evaluated.  Transfer credits may be pro-rated for students entering from schools or programs using different credit measurements.

Students enrolling without a transcript or from non-accredited programs must demonstrate competency equivalent to the appropriate grade level in determining placement.  Such competency shall be determined through the use the ISAT, IRE, or other district assessments.  Additional evaluation measures (e.g., portfolios of completed coursework) may be used as deemed necessary.  Credit shall be granted on a pass/fail basis.

Final determination for appropriate placement will rest with the building principal.

Remediation
Based on sub-standard ISAT and/or other test scores, the building principal may require a transferring student to enroll in remediation classes as deemed necessary.


Adopted: 6/11/01 Reviewed: 7/14/2003  Revised: 7/14/2003

	Legal Reference:	IC 33-506(1)
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Promotion/Retention

From grades pre-kindergarten through 6, (P-6), students are promoted from grade to grade primarily upon the basis of progress as judged by the principal and teacher(s). The principal and teacher(s) will consider ISAT, Idaho Reading Indicator, DMA, DWA, and other assessments when considering retention.  The age and development of a child will be a consideration, but the main criteria will be the appropriate educational level where a student will be most successful.

In grades 7-12, students are promoted based on the number of credits successfully completed, and satisfactory progress based on ISAT and other test scores.  The following are the minimum number of completed credits necessary for entry to each grade classification.

Grade 8:	10 semester credits completed from 7th plus passing all Core classes*
Grade 9:	10 semester credits completed from 8th plus passing all Core classes*
Grade 10:	10 semester credits completed in the 9th grade plus meeting the high school C-core requirements**
Grade 11:	22 semester credits accumulated in the 9th and 10 grades plus meeting
		the high school C-core requirements**
Grade 12:	34 semester credits accumulated in the 9th, 10th, and 11th grades plus
		meeting the high school C-core requirements**

*Jr. high Core classes are English, Math, Social Studies, and Science—if these classes are failed, credit should be recovered in summer programs or student may be retained.
**High school graduation requires a C average in English and math classes.
See also Student Curriculum requirements, #2100.

Based on sub-standard test scores, the building principal may require specific remediation goals, summer school, test levels, and timetables be met before elective classes are taken, and/or as a condition of promotion.

Based on continuing sub-standard scores, the building principal may deny grade level promotion to a student performing consistently below grade level targets as defined by the Idaho State Achievement Standards.
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Promotion/Retention

A variety of remediation programs are available in the Council School District.  Students using these opportunities and making progress will be less likely to be retained.  Students who refuse to make use of District remediation resources and who do not make adequate academic progress may be recommended for retention.  Final decisions will be made by the building principal.

For students transferring into the District from other schools or programs using different credit measurements, transfer credit may be prorated.  







Adopted: 6/11/2001	Reviewed: 8/8/2011	Revised:  9/12/2011

	Cross-Reference:	Elementary Student Handbook
				Transfer Students/Placement #2230/3111
	Legal Reference:	IC 33-506(1)
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Grading Scale and Grade Point Averages

With the exception of credit retrieval courses, the District does not use a “Pass/Fail” designation in assigning a final class grade. 
Grading Scale
A: 90-100	4 points (Excellent)
B: 80-89	3 points (Above Average)
C: 70-79	2 points (Average)
D: 60-69	1 point (Below Average)
F or U: 0-59	0 point (Fail)
(“F” is used at the secondary level, 
“U” is used at elementary level)
I: Incomplete	0 points

Incompletes
Courses in which work is not completed by the end of the grading period will be designated as “I” on the student’s transcript.  Such courses will count as credits, but with a value of 0 (zero) points relative to GPA, the same as a failing grade.

The student has 14 (fourteen) days from the end of the grading period in which to complete the work, and thereby replace the Incomplete with an appropriate grade.  Administration may consider appeals due to extraordinary circumstances, i.e. medical.

Weighting of Grades
In figuring student class rank for class valedictorian and salutatorian, all graduating seniors who have been enrolled in designated courses will have their letter grades weighted by the addition of one (1) point to the number normally given.  For example, an “A” grade in one of the designated courses will receive five (5) points.  However, a grade of an “F” in one of these courses will receive no points.

Weighted classes will generally include advanced-level high school courses in foreign language (above the introductory level); college prep English; math courses at or above Algebra II; and advanced science courses.  

Classes designated as weighted may vary due to curriculum changes.  A specific list of weighted courses shall be kept in the registrar’s office and in the counselor’s office.
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Grade Point Averages (GPA)
Students receiving five (5) points in one or more of the designated courses may have a grade point average greater than a 4.0.

Students desiring to repeat the same course will have the grade recorded on the transcript each time the course is taken.  Only the highest grade will be used in calculation of grade point average.
					
Adopted: 6/11/01  Reviewed: 7/11/2005 Revised: 7/11/2005

	Cross-Reference:	Correspondence Classes, College Credit Classes, and 
Independent Study #2420
Academic Acceleration #2440
	Legal Reference:	IC 33-512(2)
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Withdrawal from Courses

Students will not be allowed to withdraw from any class after the tenth (10th) day of school, except in extenuating circumstances.  A student withdrawing from a class after the 10th day of school with a passing grade will receive a W (for withdrawal); an F will be recorded if the student is failing the class.  The F will be counted in the computation of GPA for the purposes of extra-curricular eligibility.




Adopted: 6/11/01  Reviewed: 7/14/2003 Revised: 7/14/2003
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Report Cards

Report Cards are issued at middle and end of each semester.  Semester grades are recorded on the student’s permanent record.

Letter grades on report cards are assigned beginning with third grade.

First Quarter—Report cards; parent-teacher conferences are held at all schools.
First Semester—All students receive report cards.  Parent-teacher conferences are held upon request of parents/guardians or teachers.
Third Quarter—Report cards; parent-teacher conferences are held at all schools.
End of School Year—Report cards are mailed to all students following the last day of school.





Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-512(2)
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Testing and Assessment

The District shall provide an ongoing, district-wide testing and assessment program.  The program shall:

· serve as one of many indicators concerning the quality and effectiveness of the District’s educational program.
· be used to enhance student achievement
· provide teachers the opportunity to monitor and adjust instruction based on assessment results

Students shall participate in all state required testing except when the individual education plan (IEP) indicates otherwise.  Extenuating circumstances that may exempt a student from testing shall be evaluated in a case-by-case matter by the administration and counselor.

The District will comply with all requirements for state-mandated testing and assessment.


Adopted: 6/11/01 Reviewed: 09/10/07 Revised: 10/08/07

	Legal Reference:	IDAPA 08.02.03.100.11
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Academic Intervention: Deficiency

Notices of Deficiency, or Progress Reports, will be sent to parents/guardians at the end of every three weeks.  Such notices shall provide parents/guardians and students with the rationale for the deficiency and suggestions for improvement.  A deficiency will, in most cases, denote a risk of failure in the subject where the deficiency was earned.

The Superintendent or designee shall implement procedures for students who are struggling academically and are in jeopardy of failing a course or being retained.  The procedures shall address the following issues:

· Requirements for notification
· Intervention opportunities which may be available to the student
· Consequences if a student does not improve academically


DEFINITION: 
Deficiency is performance of such a nature that a lack of improvement in performance may put the student at risk of not passing to the next grade.  A deficiency will, in most cases, denote a risk of failure in the subject where the deficiency was earned.


Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
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Remediation

Council School District No. 13 expects that all students should show adequate and measurable yearly progress in all their academic work.  Further, state and federal laws require academic progress to be measured several times annually, using assessments such as the ISAT, IRI, DWA, DMA, Compass, etc. Students need to reach specific bench-marks at each stage of their education as measured by these assessments.  It is the District’s goal that all students will perform at or above proficiency level on the ISAT.

The District also believes that students may learn at different speeds, and that some students will need extra time to master some subjects.  For this reason, the District provides a variety of remediation programs to ensure that students having difficulty in their academic progress will be able to achieve mastery.  These programs include summer instruction; after-school programs that may involve afternoon and evening remediation classes; and remediation classes offered during the school day in-lieu-of electives.

Students who fall below ISAT proficiency levels are expected to enroll in one or more of these remediation programs.  Below-level students who do not participate in remediation programs as needed may jeopardize their promotion to higher grade levels, and may ultimately be unable to graduate on schedule.  They may also lose eligibility for extra-curricular activities.

While credit may be earned, these classes do not in themselves fulfill graduation requirements.  Rather they are intended to be tools that help students become prepared to meet those requirements.  Granting of elective credit for remediation classes will be based on satisfactory attendance, completion of the needed curriculum, and progress as shown by ISAT scores.

The subject matter and delivery of these remediation programs may vary as deemed necessary by administration.  To facilitate participation in a remediation program, the building principal may determine a student’s class schedule, grade placement, and enrollment in elective classes.  Decisions regarding a student’s progress, the particular areas where a student needs remediation, and arrangements for the granting of credit, will be made by the building principal.


Adopted: 8/11/2003	Reviewed: 7/14/2008	Revised:  8/11/2008

Cross-Reference:	Promotion/Retention 	2240	Graduation Requirements	 2370
			Credit Retrieval	2440	Extra-curricular Activities	3501
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Homework/Late Work

Homework

The Board endorses the assignment of homework when the frequency, quantity and type of homework is appropriate to the student’s grade level and individual/group circumstances.

Late/Make-up Work

Make-up work is allowed for students who have excused absences, in-school suspension, or temporary suspensions.  The classroom teacher will provide the student or the parent/guardian who requests make-up work with:
a. a list of pages covered during the absence;
b. information about assignments or special projects; and
c. a copy of all handout materials given during the absence.

In 7th – 12th grade, the principal or designee may require that the student be absent up to three days before assignments are sent home.

A student will be allowed two (2) days for each day of excused absence to make up new material—not to exceed six (6) school days from the date of return after the absences unless exceptions are made by the principal/designee.  The Board grants authority to teachers to make exceptions to this policy in cases of term papers or long-range projects as long as students are informed at the beginning of the assignment.

Except in extenuating circumstances, assignments or tests which were announced prior to the students’ absence, are due on the day that the student returns to school.

The District does not allow students to take final exams early.

Credit for make-up work is not allowed for an unexcused absence/truancy.

Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Cross-Reference:	Attendance—Absences and Tardies
Legal Reference:	IC 33-506(1)
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Graduation Requirements
Council Junior/Senior High School requires students to earn a total of 50 semester credits in grades 9-12 in order to graduate.  These credits are made up of required classes and elective classes. (Please see Section B for Class of 2012 requirements.) Students are expected to take four (4) classes per day unless special arrangements are made.  

A)  The following credit totals are required for graduation:
			Subject Area					Required Credits
			English						8
			Social Studies:
				U.S. History					4
				Government					2
				Consumer Economics 			1
			Science*						6
			Mathematics* 						6
			Health							1
			Physical Education					2
			World Humanities					2
			Senior Project/Communications			2
			2 Credits from the following
				a) Humanities:		
					Music or 
					Foreign Language
			or: 	b) Advanced Professional Technical		2
		
				Subtotal of Required Classes				36
				Electives						14
				TOTAL						50

*Science classes must be lab sciences. *Two math credits must be taken during the senior year.

Students must maintain a cumulative “C” average in the following core classes to graduate:	English—8  semesters; Math—6 semesters; 
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Graduation Requirements

B) The following credit totals are required for graduation for the Class of 2012 only (prior to new high school standards adopted by the State of Idaho beginning in 2013).

			Subject Area					Required Credits
			English						8
			Speech/Communications				2	
Social Studies:
				U.S. History					4
				Government					2
				Consumer Economics 			1
			Science*						4
			Mathematics						4
			Health							1
			Physical Education					2
			World Humanities					2
			Senior Project						2
			2 Credits from the following
				a) Humanities:		
					Music or 
					Foreign Language
			or: 	b) Advanced Professional Technical		2
		
				Subtotal of Required Classes				34
				Electives						16
				TOTAL						50

*Science classes must be lab sciences. 
 
Students must maintain a cumulative “C” average in the following core classes to graduate:	English—8  semesters; Math—4 semesters; 

Adopted: 6/11/2001 	Reviewed: 8/8/2011	Revised: 9/12/2011	
	Cross-Reference:
	Legal Reference:	IDAPA 08.02.02.100.05
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Dual Enrollment

The Superintendent or designee shall allow the parent/guardian of a child of school age who is enrolled in a nonpublic school, or a public charter school to dual enroll the student for District programs and/or activities in accordance with the provisions of this policy.

1. College and high school dual enrollment: Students in high school may be dual enrolled in college and high school at the same time.  Students in high school who are taking a college course may receive credit for both college and high school.

Two (2) college credits will earn one (1) high school credit.

2. Non-public students: The dual enrolled student will register and provide the necessary information for admission to Council School District No. 13.

A non-public student shall not be entitled to have transportation to or from school furnished by the District.

If a non-public student is dual enrolled in classes or activities which are not contiguous in time (i.e. a first period and a fourth period class), the student shall not be on the school premises other than when the program is taking place.  The District shall not be responsible for the care or supervision of the student in any form for periods before, in between, or after the programs or activities for which the student is properly enrolled.  Parent visitation to classes or school activities must be cleared through the office.

The parents/guardians of the student are responsible for obtaining testing for their child at their expense (the non-public student may be tested at school during regularly scheduled tests at no expense).  Test results from the Iowa Test of Basic Skills must be provided to the school principal.  The student must be eligible for dual enrollment each year admission is requested in an extra-curricular program.  Test results from a given year shall be used to determine academic eligibility for the following year are only valid for a period of twelve (12) months from the date the test results are released.

A non-public school student who has been unable to maintain academic eligibility is ineligible to participate in non-academic public school activities as a public school student for the duration of the school year in which the student became academically ineligible and for the following academic year.
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If enrollment in a specific class or program reaches the maximum for the program, priority for enrollment shall be given to a student who is enrolled full-time in the public school.  If a class or program is full and includes a part-time non-public student when a regular full-time student transfers into the school during the semester, the District’s normal enrollment procedure shall remain the same and the non-public student may not be dis-enrolled.  Regular full-time students will be given priority for enrollment at the start of each semester.

A non-public student shall be subject to all the same policies, regulations, and school rules as any regularly enrolled student during the times that the non-public student is present at school or in extra-curricular activities.

If a non-public student wishes to attend activities or programs in a particular discipline, such request shall be made in writing particularizing the subject matter presentment that the student wishes to attend (i.e., art instruction).  The principal/teacher shall provide scheduling information to the non-public student.  It shall be the non-public student’s responsibility to contact the District and ascertain when such subject matter will be presented.  This policy shall in no way hinder a teacher from integrating disciplines when planning and modifying daily classroom presentations. 

A non-public student must meet all grade and other graduation requirements of this district in order to graduate and obtain a diploma from Council High School.  Only credits granted from a school accredited with Northwest Accreditation Association or the State of Idaho will be counted towards graduation requirements.  The student must be a full-time student of this district during that student’s final semester.

Parents who wish non-public students to be enrolled in special programs must comply with the requirements of the Individuals with Disabilities Act (IDEA) and the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act of 1973.  If a request for referral is made by said parents and if the evaluation of the student by the multidisciplinary or child study team determines that special services are appropriate for the student, then such programs will be provided when possible.  Until determination is made, such special education services or accommodations will not be provided.

Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-201
				IDAPA 08.02.03.100.11.M.
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Correspondence Classes, College Credit Classes, and Independent Study

Various non-District courses are available for high school and college credits to provide students with the opportunity for individual instruction in areas not included in the regular curriculum.  Only District-approved courses of study will be considered for credit, such as those from Idaho Digital Learning Academy, BYU Independent Study, and Independent Study in Idaho. Exceptions to this may be determined through a meeting with the principal, counselor, student and parent.

Whenever feasible, courses offered in the high school should have precedence over like classes offered by correspondence. Students wishing to take a correspondence course that is already offered and available at the high school must take a college-level course; one (1) high school credit will be granted for each college-level course successfully passed.  Students who wish to take high school-level courses that are already offered at Council High School may do so only when there are schedule conflicts that cannot be remedied, or a course needed for graduation is not being offered.

In most cases, students will be expected to pay any fees.  The principal may make arrangements for school payment on an individual basis depending on circumstances. All correspondence courses for high school credit must have the approval of the school counselor and principal before the course is ordered.

In order to be counted for credit by Council School District, correspondence must be completed by the end of the semester in which they are begun.  The District will allow a maximum of three (3) credits from correspondence courses to be applied toward the completion of District graduation requirements. Exception may be made for accelerated and college-level programs. All correspondence credits used in completing graduation requirements shall parallel the content of courses outlined in the student handbook.  Only those correspondence courses approved in advance by the counselor will be accepted for credit.  In unusual or extenuating circumstances, the counselor may approve correspondence credits above the maximum, but within State Board of Education requirements.
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Correspondence Classes, College Credit Classes, and Independent Study

Independent Study

A student seeking enrollment in an independent study program must receive prior approval from the counselor and principal before beginning any independent study program. Approval will be granted only under extraordinary conditions or extenuating circumstances.


Adopted: 6/11/2001	Reviewed: 9/13/2004	Revised: 9/13/2004

	Cross-Reference: 	Dual Enrollment #2410
Student Handbook
Legal Reference:	IDAPA 08.02.03.100.06
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Any student wishing to take any correspondence course must meet the following requirements:

· The course must be pre-approved by the school counselor.

· The student will pay the entire cost of the course.  If the course is needed for graduation and is not available for the student to take in-residence, then the school will reimburse the student the cost of the course after the course has been satisfactorily completed.

· The student agrees to finish the course by the following date:________________

· The grade received at the time of completion will be added to the student’s transcript.  If the student does not complete the course by the date indicated, the student will receive an “incomplete” (I) on their transcript.  An incomplete will count the same as a failing grade of “F”.

· All correspondence grades (up to 3—see policy 2420) will be added to the student’s transcript and will be factored in for the purpose of determining the student’s GPA and class rank prior to graduation. A student with incomplete correspondence grades may not be selected for either valedictorian or salutatorian.



I agree to abide by the requirements as noted above.

Student Signature_____________________________	Date___________


Parent Signature______________________________	Date___________
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Academic Acceleration

The Superintendent or designee shall implement procedures for students who request an accelerated academic program for the purpose of graduating early.  The procedures shall address the following issues:

· A process to evaluate relevant factors such as academic readiness and social maturity;
· Requirements for waiving prerequisite classes;
· The awarding of credits and grades for waived classes or accelerated courses; and responsibility for transportation if a student attends a different school for accelerated course work.

Early Graduation

Students meeting graduation requirements as a junior or first semester senior, may petition the Board for permission to graduate earlier than his/her classmates.  The appropriate counselor and administrator will review such requests.  


Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Cross-Reference:	Student Curriculum Requirements (K-12) #2100
				Grading Scale and Grade Point Averages #2310
				Promotion and Retention #2250
				High School Graduation Requirements #2370
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Credit Retrieval 
Students who have experienced repeated difficulty achieving academic success in their course work at Council High School may, under certain circumstances, use one of several alternative methods to “retrieve credit” for some courses.  Credit retrieval is not intended to assist a student in graduating early or to offer courses beyond the basic core curriculum.  This program is designed to be used where a student has not been successful with traditional learning methods.

The primary method for credit retrieval in core classes will be the Idaho Digital Learning Academy.  This is an accredited on-line correspondence network developed by the State Department of Education and administered through Council High School.  Enrollment arrangements for IDLA will be made by the school counselor.  Enrollment deadlines are August, for the fall semester; December, for the spring semester; and May, for summer school.

Students may in some cases retrieve credit through the utilization of summer courses, other correspondence courses, and/or the Plato Computer-based Instructional program.  The counselor and principal will determine the particular credit retrieval plan to be followed.

To qualify for credit retrieval, a student must meet the criteria prescribed in Administrative Procedure (2440P) which follows.  Where possible, the courses taken through credit retrieval will be in compliance with the student’s Individual Learning Plan.  Only approved courses comparable to courses taught as part of the Council High School curriculum and schedule may be used for credit retrieval.

In some instances, credit retrieval may be made using PLATO as this is deemed appropriate by the counselor and principal. The grade received for credit retrieval through PLATO will be entered on the student’s transcript as a “C” grade.  Grades earned as part of the PLATO program will not enter into calculation of grade point average (GPA) or class rank standing.  Grades through correspondence courses and/or summer school shall be the grade awarded by the instructor.  Courses earned for the purposes of credit retrieval will be entered on the transcript, as are all other courses, with the addition of a PL suffix for PLATO courses, and a CR suffix for all other credit retrieval. 


Adopted: 6/11/2001 Reviewed: 7/14/2008	Revised: 8/11/2008

	Legal Reference:	IDAPA 08.02.03
				IC 33-118
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Credit Retrieval

To qualify for credit retrieval, a student must meet the following criteria:

1. Be an “At-Risk” student as defined by the Thoroughness Regulations as adopted by the Idaho State Board of Education and recorded in IDAPA 08.02.03.  A secondary student grade 7-12 who meets any three (3) of the following criteria, i-v, or any one (1) of criteria vi-xii shall qualify as an At-Risk Youth.

i. Has repeated at least one (1) grade

ii. Has absenteeism that is greater than ten percent (10%) during the preceding semester 

iii. Has an overall grade point average (GPA) that is less than 1.5 on a 4.0 scale prior to enrolling in a credit retrieval program

iv. Has failed one (1) or more academic subjects

v. Is two (2) or more semester credits per year behind the rate required to graduate

vi. Has substance abuse behavior

vii. Is pregnant or a parent

viii. Is an emancipated youth
 
ix. Is a previous dropout

x. Has serious personal, emotional, or medical problems

xi. Is a court or agency referral

xii. Upon recommendation of the school district as determined by locally developed criteria for disruptive student behavior
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To enroll in a PLATO course, a student must meet the following criteria:

a. A teacher-sponsor has been identified and agreed to sponsor the class through the PLATO system for credit retrieval purposes.  
b. The sponsoring teacher has agreed to provide the necessary supplemental materials to bring the content of the PLATO course into compliance with the content of the classroom-taught course.  
c. The teacher-sponsor has also agreed to correct off-line material and provide assistance as needed while the student is completing the PLATO course.  
d. The student, the student’s parents, and the teacher have agreed on a fee to be charged by the teacher for compensation for the extra time involved in sponsoring a PLATO student.  The arrangements for this fee have been made exclusively between the student, his/her parents, and the teacher.	

These criteria and meeting the guidelines for inclusion in a credit retrieval program will be evaluated on a case-by-case basis.  The administration, in agreement with the counselor, may grant exceptions to any or all of the above criteria based on what is determined to be the best course of action in assisting a student in finding success at Council High School.  All arrangements and approvals must be completed in writing prior to the beginning of any credit retrieval course.


Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IDAPA 08.02.03
				IC 33-118
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Name: __________________________		Grade Placement: ____________

Current Number of Credits: ________		Current G.P.A.: ______________	

Previous Grade in Class to be Repeated: ______	Date of Application: ___________

Teacher Sponsors: _______________________________________________________

Course Requested: ______________________________________________________

Approved: _____________________		Denied: ______________________

Reason for Denial: 



To enroll in a credit retrieval course, a student must be declared At-Risk as determined by the following:

Any secondary student grade 7-12 who meets any three (3) of the following criteria, i-v, or any one (1) of criteria vi-xii shall be classified as an At-Risk student.

i.       Has repeated at least one (1) grade					(___)

ii. Has absenteeism that is greater than ten percent (10%) during the     preceding semester 							(___)

iii. Has an overall grade point average (G.P.A.) that is less than 1.5 on a 4.0 scale prior to enrolling in a credit retrieval program			(___)

iv. Has failed one (1) or more academic subjects			(___)

v. Is two (2) or more semester credits per year behind the rate required
to graduate

vi. Has substance abuse behavior						(___)

vii. Is pregnant or a parent							(___)

viii. Is an emancipated youth						(___)
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ix. Is a previous dropout							(___)

x. Has serious personal, emotional, or medical problems		(___)

xi. Is a court or agency referral						(___)

xii. Upon recommendation of the school district as determined by locally developed criteria for disruptive student behavior			(___)

To enroll in a PLATO course, a student must meet the following criteria:

e. A teacher-sponsor has been identified and agreed to sponsor the class through the PLATO system for credit retrieval purposes.  			(___)

f. The sponsoring teacher has agreed to provide the necessary supplemental materials to bring the content of the PLATO course into compliance with the content of the classroom-taught course.  					(___)

g. The teacher-sponsor has also agreed to correct off-line material and provide assistance as needed while the student is completing the PLATO course. (___)

h. The student, the student’s parents, and the teacher have agreed on a fee to be charged by the teacher for compensation for the extra time involved in sponsoring a PLATO student.  The arrangements for this fee have been made exclusively between the student, his/her parents, and the teacher.	   (___)

CONTRACT OPERATION:
Behavior: Students will follow school rules while in the program.
Attendance: Students will be required to complete prescribed program and _____ hours to receive credit.
Grading/Evaluation Process: Student must sign a Council School District No. 13 Acceptable Use Agreement in order for the student to be able to access the PLATO Program.  Grades will be recorded as a C for pass or F for fail.  No credit will be issued for a Fail grade.  Students will earn a minimum of 80% on both PLATO and off-line materials.

Signatures indicate understanding and acceptance of conditions for participation in Credit Retrieval Course(s).

Student: _____________________________	Teacher Sponsor: _____________________

Parent/Guardian: ________________________	Teacher Sponsor: _____________________ 

Principal: ____________________________	Date: _______________________________
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Alternative Assessment for Graduation

Students who do not demonstrate mastery of the state standards by passing any portion of the ISAT may exhibit mastery through the following process:

1.  Students who have not reached proficiency will be enrolled in the ISAT preparation program.  The program can take the form of demonstrating content mastery using PLATO or another State approved program.  The preparation program can take one of the following routes to demonstrate mastery aligned to a minimum 10th grade content standard, by working on skills in CAPS/Tutorial, after school, summer school, or as an elective during the school day.  No elective credit will be issued for a remediation elective.  The focus of this program will be to improve skills, in order to reach proficiency on the ISAT during testing opportunities.  When a student demonstrates proficiency on the ISAT, he/she may leave the preparation program.

2. A student who has not demonstrated proficiency by the beginning of their junior year may seek an alternative method of demonstrating mastery of the state standards.  The student will be required to submit documentation that he/she has taken advantage of the opportunity to build skills through the ISAT preparation program, and has taken the ISAT on all possible test dates.  The student will also continue to take the ISAT on all possible test occasions during the junior and senior year.

3. A student who is approved by the board of trustees for alternate assessment will be required to submit documentation of PLATO or other state approved program objectives mastered for any subject area in which the student has not reached proficiency as measured on the ISAT.  This documentation will demonstrate at least 75% of the state standards for that subject areas have been mastered at the 10th grade level, as completed in the PLATO or other learning program.  Another program, approved by the State my also be used to demonstrate proficiency using the same 75% mastery.

The RIT score required for proficiency on the ISAT is approximately 75% of the highest possible RIT score for each subject area. The PLATO curriculum has been aligned to the Idaho state standards; it has undergone determination of validity and reliability; it includes instruction, assessment, and record keeping components; and it is based 100% on academic proficiency and performance.

Adopted:  12/8/2008		Reviewed: ______________	Revised:______________


COUNCIL SCHOOL DISTRICT NO. 13 POLICY



INSTRUCTION
		2500
										    Page 1 of 1

Compliance with State and Federal Laws

Federal law prohibits discrimination on the basis of race, color, religion, sex, national origin, age, or disability in any educational programs or activities receiving federal financial assistance.





Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-2001- 2008
				IDAPA 08.02.03.08
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Special and Alternative Educational Programs

Federal law prohibits discrimination on the basis of race, color, religion, sex, national origin, age, or disability in any educational programs or activities receiving federal financial assistance.

Council School District No. 13 shall offer special and alternate educational programs in compliance with state and federal laws and regulations.  The District shall at no time violate the Individuals with Disabilities Education Act of 1998 (IDEA), the Americans with Disabilities Act of 1990 (ADA), or Section 504 of the Rehabilitation Act of 1973.



Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-2001- 2008
				IDAPA 08.02.03.08
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Supplementary Programs

Council School District No. 13 shall offer supplementary programs the Board deems as appropriate for the social and educational needs of its students in compliance with state and federal statutes and regulations.



Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
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Parent Involvement Plan

Parent Involvement means the participation of parents in regular, two-way, and meaningful communication involving student academic learning and other school activities, including insuring:

1. that parents play an integral role in assisting their child’s learning;
2. that parents are encouraged to be actively involved in their child’s education at school;
3. that parents are full partners in their child’s education and are included, in decision-making and on advisory committees as appropriate to assist in the education of their child;
4. that parents are involved in identifying barriers to greater participation by parents in parent involvement activities.

Purpose:  The purpose of parent involvement is to increase each parent’s capacity to help their child(ren) be successful in school.

To facilitate meaningful parent involvement in our school we will:
· Develop a Parent Advisory Committee:  The school will establish a parent advisory committee to assist in the review of their parent compact, parent involvement plan, use of parent involvement funds, and the annual review and evaluation of our school Title 1 program as well as the review and plan for school improvement.  The school will solicit parents to serve on the committee at the start of each school year.  Any parent of a student in this school is eligible to serve on this committee.  The school will establish, from a list of parents willing to serve on the committee, a group of 6 to 12 parents who serve throughout the school year.  Every effort will be made to make all parents aware of the efforts of this committee and solicit input from all parents concerning these efforts.  The Parent Advisory Committee, or any parent, may request opportunities for regular meetings to formulate suggestions and to participate in decisions relating to the education of their children, and the school respond to any such suggestions as soon as practicably possible.

· Annually review our Parent Involvement Plan:  The school will, with consultation and input from their parents, annually review and when necessary revise this parent involvement plan.  The plan will outline how the school will work with their parents throughout the school year.  A meeting will be held within the first month of school to review and possibly revise this plan.  This plan will clearly establish when and how parents will be involved in all aspects of the Title I program.
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· Annually review our Parent/School Compact:  The school will, with consultation and input from their parents, annually review their Parent/School compact.  The compact will list the responsibilities of the students, parent/caregiver, classroom teacher, and school administrator.  All parents will be annually provided copies of the parent/school compact at the start of each school year, and will be provided with opportunities for input into this document throughout the year.  A meeting will be held in the spring of each year to provide parents an opportunity to review and possibly revise the current parent/school compact.  Throughout the school year parent input on the parent/school compact will be solicited and used during the spring meeting in the possible revision of this document.

· Annually establish how Title I Parent Involvement Funds will be used:  The school will, with consultation and input from their parents, annually develop a plan for use of any and all Title I parent involvement funds.  These funds will be used to provide parents with materials, pay reasonable and necessary expenses associated with parental involvement activities (including transportation and child care costs) to enable participation in school related meetings and training, and other costs directly associated with increasing parent involvement.  A plan for use of these funds should be completed at the first meeting of the school year, and be shared with all parents.

· Annually review the use of Title I funds and evaluation of the use of these funds:  The school will, with consultation and input from their parents, annually review how Title I funds will be used throughout the school year.  This should be done at the first meeting of the year.  Parents will be provided with data that supports the use of these funds and be asked for their input.  Before the end of each school year parents will be provided with evaluation information/data that assesses the effectiveness of the Title I school program, staff development conducted throughout the year, and all parent involvement activities held during the year.

· Facilitate regular, meaningful two-way communication: The school will hold an annual meeting for parents to explain Title I and what it means to them as a parent and to their student and to explain the rights of parents to be involved in the school and in their child(ren)’s education.  This will be done at Back to School Night, early in the fall.  The school will also offer the information at meetings held at flexible and convenient times for parents.  The school will provide parents a description and explanation of the curriculum, student progress measures, and 
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the proficiency levels students are expected to meet and now to monitor a child’s progress and work with educators to improve student achievement.  Curriculum, content standards, measures and proficiency levels will be highlighted in the parent newsletter monthly.  The school will ensure that information related to school and parent programs, meetings, and other activities is sent parents in a timely manner and in a format and, to the extent practicable, in a language the parents can understand, and provide reasonable alternate formats as requested.

· Build the capacity of parents to support their child(ren)’s learning:  The school will provide materials and training to help parents to work with their children to improve their children’s achievement.  This will include a family math night and a family reading night.  The school will also work with the district and a local program to offer Love and Logic courses for parents.

· Coordinate and integrate the school’s parent involvement programs with early childhood programs in the community and in the school:  To the extent feasible and appropriate, the Title I consulting teacher and Special Education teacher will work with the preschool program, Head Start, and Parents as Teachers to conduct activities that encourage and support parents in more fully participating in the education of their children.  At a minimum, parents in these programs will be invited to participate in Love and Logic courses as well as invited to a transition night before the start of school for parent of children transitioning to Kindergarten.

· Build the capacity of school staff to work with parents:  The school will work with the district Title I and LEP programs to train education staff in how to reach out to, communicate with, work with parents as equal partners, and build ties between the parent and the school.







Adopted:  10/9/2006	Reviewed:  March 8, 2010	Revised:  April 12, 2010






COUNCIL SCHOOL DISTRICT NO. 13 POLICY


INSTRUCTION
		2610
										    Page 1 of 1

Guidance and Counseling Services

The District shall provide guidance and counseling services for District students, kindergarten through twelfth (K-12th) grade.  Counselors shall adhere to the guidelines of Council School District No. 13 which shall include the following components:

1. A guidance curriculum that identifies knowledge and skills to be attained by all students at various stages of their development and provides appropriate activities for their achievement;
2. Individualized planning with students and their parents in each of the following domains: personal/social development, educational development, and career development;
3. Response services of counseling, consultation, and referral;
4. System support functions that promote effective delivery of guidance services.

The Council School District No. 13 Comprehensive Guidance and Counseling Program is considered administrative procedure and, as such, does not require Board approval.  However, either the Superintendent or the Board, may choose to have certain aspects of the program receive Board approval.  




Adopted: 6/11/01 Reviewed: _________________ Revised: ______________

	Legal Reference:	IC 33-506(1)
				IDAPA 08.02.03.100.08
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Tutoring

It is the policy of the Board that members of the staff shall fulfill the responsibilities of their assignment prior to involving themselves in other activities such as private tutoring, teaching in other institutions, and other activities for remuneration.  A staff member shall not tutor for remuneration students which are assigned to the staff member’s classes or area of professional responsibility, except when specifically approved by the Board.

Discipline for violation of this policy may involve actions up to and including dismissal.



Adopted: 6/11/01 Reviewed: _________________  Revised: ______________
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				Code of Ethics of the Idaho Teaching Profession, I-8


COUNCIL SCHOOL DISTRICT NO. 13 POLICY


INSTRUCTION
		2630
										    Page 1 of 1

Summer Instruction

The District may offer a selected number of educational offerings for students in summer programs.  All District policies shall apply to the summer programs except for the differences stated herein:

1. Secondary course follow the same curriculum as the courses offered during the regular school year, but require fewer hours of attendance per credit.
2. For those programs that require fees, fees shall reflect actual program costs.  The Superintendent or designee shall review fees annually to determine if a change is deemed necessary.  Fees are set by administrative procedure subject to Board approval.  An increase of 5% or greater must meet Idaho Code requirements for public announcement and input.
3. The District does not provide transportation for the regular summer programs.  The Superintendent or designee may provide transportation for alternative programs or in unusual circumstances.
4. Any District or non-District student may be allowed to participate in the program as long as the student meets the criteria of the program.
5. Participation in summer programs is a privilege and not a right. (Suspension and Expulsion Policy #3420 does not apply.)  A student will be provided rudimentary due process consisting of an informal hearing on the reasons for the suspension or exclusion from the summer programs.  The student will have the opportunity to challenge the reasons unless an emergency suspension is necessary.  If an emergency suspension is necessary, an informal hearing will be held as soon as possible after the emergency ceases to exist.



Adopted: 6/11/01 Reviewed: 7/14/2008  Revised: 8/11/2008
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Community Education

The District may offer and provide for a community education program.  This program shall utilize District facilities and community volunteer instructors.  The goal of the program is to encourage continuous, life-long learning for District patrons at a minimal cost.
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Community Education

All adult education shall be approved and scheduled by the school administration with timely reports to the Board.

Adult classes shall meet all requirements of federal and state laws as well as the requirements of the sponsoring institution.

All instructors of community education classes will be paid $11.00 per hour for each hour of actual classroom instruction, and will receive no pay for preparation time.  Time shall be logged by each instructor on a time sheet provided by the clerk and shall be turned in to the Superintendent for approval by the 15th of each month the class is in session.  Pending approval by the Superintendent, the clerk shall pay each instructor the correct amount less required deductions on the 20th day of those months.  

Equipment and supply purchases shall be done in accordance with the District Requisition policy # __________.

The use of facilities and buildings for adult classes shall be governed by written regulations under buildings and equipment.
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Driver Education

The District shall offer driver education courses for eligible students as defined in state law.  A fee shall be assessed to cover those costs which are not reimbursed by state funds.

The Board directs the Superintendent to implement procedures dealing with program supervision, curriculum development, and student enrollment criteria.

The driver education courses shall be conducted in compliance with all the requirements in the current approved Idaho Drive Education Administrative Manual.



Adopted: 6/11/01  Reviewed: 8/8/2011  Revised: 9/12/2011

	Legal Reference:	IDAPA 08.02.02.230
IC 33-1701 et seq.
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The Board delegates to the Superintendent or designee the authority to select instructional and library materials in accordance with this policy.  The selection process shall allow for input from students, parents/guardians, the patrons of the District, and educators.  Non-supplemental materials are subject to adoption by the Board.

Objectives
The following principles from the School Library Bill of Rights shall serve as District objectives in the selection of instructional and library materials.
1. To provide materials that will enrich and support the curriculum and personal needs of the users, taking into consideration the varied interests, abilities, learning styles, maturity levels, socioeconomic, and ethnic backgrounds.
2. To provide materials that will stimulate growth in factual knowledge and ethical standards and that will develop literary, cultural, and aesthetic appreciation.
3. To provide a background of information which will enable students to make intelligent judgements in their daily lives.
4. To provide materials on opposing sides of controversial issues so the users may develop, under guidance, the practice of critical analysis.
5. To provide materials which realistically represent our pluralistic society and reflect the contributions made by all groups and individuals to our American and global heritage.
6. To place principles about personal opinion and reason above prejudice in the selection of materials of the highest quality in order to ensure a comprehensive collection appropriate for users.

Criteria for Selection of Materials
Persons responsible for selecting materials shall strive to:
1. Provide for the needs of the individual school based on knowledge of the curriculum, the existing collection, and requests from students, parents, and school personnel.
2. Provide materials of high artistic, historical, and literary quality.
3. Provide a balanced collection, with a fair proportion of each type of material selected to meet the needs of the curriculum, the students, and professional staff at all levels.
4. Provide materials for students with a wide range of skills and abilities as well as materials with diversity of appeal and different points of view.
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5. Provide fair and objective presentations of sensitive subjects at the maturity level for which selected.
6. Consider materials on the basis of overall purpose; timeliness or permanence; importance of the subject matter; appropriateness of the subject matter for the intended audience; quality of the writing and production; readability and popular appeal; authoritativeness; format and price; reputation and significance of the author, artist, composer, producer, or publisher.
7. Select materials on the basis of their strengths rather than reject them on the basis of their weaknesses.

Gift Materials
Gifts to libraries may be accepted if they meet the criteria established for the selection of all instructional materials.  There shall be no commitment regarding their use.

Disposal of Instructional and Library Materials
In order to maintain a current and highly usable collection of materials, the Superintendent’s designee shall provide for continuing renewal of the collection, not only by addition of up-to-date materials, but also by the judicious elimination of materials which no longer meet needs or find use.

DEFINITIONS:
Non-supplemental Materials: Textbooks and other curricular materials, including instructional media such as software, audio/visual media, and Internet resources, which are, in general, used by all District teachers of a particular subject or course.
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Non-supplemental Materials Selection and Adoption

Non-supplemental materials are subject to adoption by the Board.

The selection and review of non-supplemental materials proposed for adoption by the Board is open to public involvement.  District parents/guardians, students, employees, and patrons may offer to participate on the materials adoption committee, which is appointed by the Superintendent or his designee, and/or provide written or oral comment about any proposed non-supplemental materials prior to Board adoption.  Materials adoption committee meetings are open to the public.

The objectives stated in the Criteria for Selection of Instructional and Library Materials, under Books and Materials, Policy #2710, shall apply to the selection of textbooks and other classroom materials.

Non-supplemental materials used in pilot situations are not subject to Board adoption until the pilot is complete and the committee makes a recommendation.  A pilot program shall continue for no longer than one school year unless it has Board approval.

DEFINITION:
Non-supplemental materials: Textbooks and other curricular materials, including instructional media such as software, audio/visual media, and Internet resources, which are in general use by all teachers of a particular subject or course.
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Request for Reconsideration of Books and Other Materials
When a parent/guardian requests that his/her own child not use a given book or other materials, the request should be made to the teacher.  If satisfactory arrangements cannot be made, the request should next be made to the principal or designee.  This request shall be addressed in the following manner:

1. Form completed stating request for reconsideration.

2. A committee of five (5) will be appointed by the principal to study the request.  This committee will include the teacher who is utilizing the book, the principal, and three additional teachers.

3. This committee, after studying the request, will meet with the person(s) initiating the study, and report their findings along with the rationale behind their decision(s).

4. If Step 3 is not satisfactory, the person(s) may request a review of the material and the committee decision by the Superintendent.

5. If the decision in Step 4 is not satisfactory at this point, the item will be placed on the agenda of the next regular Board meeting.  When all information is presented, the Board will make the final determination.

Adopted: 6/11/01 Reviewed: _________________ Revised: ______________

	Legal Reference:	IC 33-512A
				IC  33-512
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Internet access and interconnected computer systems are available to the District’s students and faculty.  Electronic networks, including the Internet, are a part of the District’s instructional program in order to promote educational excellence by facilitating resource sharing, innovation, and communication.

In order for the District to be able to continue to make its computer network and Internet access available, all users, including students, must take responsibility for appropriate and lawful use of this access.  Students utilizing school-provided Internet access are responsible for good behavior on-line.  The same general rules for behavior apply to students’ use of District-provided computer systems.  Students must understand that one student’s misuse of the network and Internet access may jeopardize the ability of all students to enjoy such access.  While the District’s teachers and other staff will make reasonable efforts to supervise use of network and Internet access, they must have student cooperation in exercising and promoting responsible use of this access.

Curriculum

In accordance with this policy and the board’s philosophy to ensure the safety of all students, the District shall provide an appropriate planned instructional component for Internet safety, which shall be integrated into the District’s regular instructional program.  The purpose of the program is to increase students’ knowledge of safe practices for Internet use.

The use of the District’s electronic networks shall be consistent with the curriculum adopted by the District, as well as the varied instructional needs, learning styles, abilities, and developmental levels of the students, and shall comply with the selection criteria for instructional materials and library-media center materials.  Staff members may, consistent with the District’s educational goals, use the Internet throughout the curriculum.

The District’s electronic network is part of the curriculum and is not a public forum for general use.

ACCEPTABLE USES

1. Educational Purposes Only.  All use of the District’s electronic network must be (1) in support of education and/or research, and in furtherance of the District’s stated educational goals; or (2) for a legitimate school business purpose.  Use is a privilege, not a right.  Students and staff members have no expectation of privacy in any materials that are stored, transmitted, or received via the District’s 
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electronic network or District computers.  The District reserves the right to monitor, inspect, copy, review and store, at any time and without prior notice, any and all usage of the computer network and Internet access and any and all information transmitted or received in connection with such usage.

2. Unacceptable Uses of Network.  The following are considered examples of unacceptable uses and constitute a violation of this policy.  Additional unacceptable uses can occur other than those specifically listed or enumerated herein:

A.  Uses that violate the law or encourage others to violate the law, including but not limited to transmitting offensive or harassing messages; offering for sale or use any substance the possession or use of which is prohibited by the District’s student discipline policy, local, state, or federal law; viewing, transmitting or downloading pornographic materials or materials that encourage others to violate local, state, or federal law; intruding into the networks or computers of others; and downloading or transmitting confidential, trade secret information, or copyrighted materials.

B.  Uses that cause harm to others or damage to their property, person or reputation, including but not limited to engaging in defamation (harming another’s reputation by lies); employing another’s password or some other user identifier that misleads message recipients into believing that someone other than you is communicating, or otherwise using his/her access to the network or the Internet; uploading a worm, virus, other harmful form of programming or vandalism; participating in “hacking” activities or any form of unauthorized access to other computers, networks, or other information.

C.  Uses amounting to harassment, sexual harassment, bullying or cyber-bullying defined as using a computer, computer system, or computer network to convey a message in any format (audio or view, text, graphics photographic, or any combination thereof) that is intended to harm another individual.

D.  Uses that jeopardize the security of student access and of the computer network or other networks on the Internet.

E.  Uses that are commercial transactions.  Students and other users may not sell or buy anything over the Internet.  Students and others should not give information to others, including credit card numbers and social security numbers.
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F.  Sending, receiving, viewing or downloading obscene materials, materials harmful to minors and materials that depict the sexual exploitation of minors.

G.  Students are prohibited from using e-mail; this includes District e-mail accessed through a web browser.  E-mail access may be given to students on a case-by-case basis (e.g., foreign exchange students keeping in contact with home).  Students are prohibited from joining chat rooms, using school equipment or school systems for any such activity, unless it is a teacher-sponsored activity.


INTERNET SAFETY

Each District computer with Internet access shall have a filtering device that blocks entry to visual depictions that are (1) obscene, (2) pornographic, or (3) harmful or inappropriate for students, as defined by the Children’s Internet Protection Act and as determined by the Superintendent or designee.

The school will also monitor the online activities of students, through direct observation and/or technological means, to ensure that students are not accessing such depictions or other material that is inappropriate for minors.  The Superintendent or designee shall enforce the use of such filtering devices.

The term “harmful to minors” is defined by the Communications Act of 1934 (47 USC Section 254[h][7]), as meaning any picture, image, graphic image file, or other visual depiction that:

· taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex, or excretion;
· depicts, describes, or represents, in a patently offensive way with respect to what is suitable for minors, an actual or simulated sexual act or sexual contact, actual or simulated normal or perverted sexual acts, or a lewd exhibition of the genitals;
· taken as a whole, lacks serious literary, artistic, political or scientific value as to minors.

The term “harmful to minors” is defined in Section 18-1514(6), Idaho Code as meaning one or both of the following:

· The quality of any material or of any performance of any description or representation, in whatever form, of nudity, sexual conduct, sexual excitement, or sado-masochistic abuse, when it:
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· Appeals to the prurient interest of minors as judged by the average person, applying contemporary community standards: and
· Depicts or describes representations or descriptions of nudity, sexual conduct, sexual excitement, or sado-masochistic abuse which are patently offensive to prevailing standards in the adult community with respect to what is suitable material for minors and includes, but is not limited to, patently offensive representations or descriptions of:
· Intimate sexual acts, normal or perverted, actual or simulated; or
· Masturbation, excretory functions or lewd exhibits of the genitals or genital area.  Nothing herein contained is intended to include or proscribe any matter which, when considered as a whole, and in context in which it is used, possesses serious literary, artistic, political or scientific value for minors, according to prevailing standards in the adult community, with respect to what is suitable for minors.
· The quality of any material or of any performance, or of any description or representation, in whatever form, which, as a whole, has the dominant effect of substantially arousing sexual desires in persons under the age of eighteen (18) years.

Internet Filtering

Filtering is only one of a number of techniques used to manage student’s access to the Internet and encourage acceptable usage.  It is not viewed as a foolproof approach to preventing access to material considered inappropriate or harmful to minors.  Anything that falls under at least one of the categories below shall be blocked/filtered. This list will be updated/modified as required.

· Nudity/pornography – prevailing U.S. standards for nudity, provocative semi-nudity, sites which contain pornography or links to pornographic sites
· Sexuality – sites which contain material of a mature level, images or descriptions of sexual aids, descriptions of sexual acts or techniques, sites which contain inappropriate personal ads
· Violence – sites which promote violence, images or descriptions of graphically violent acts, graphic autopsy or crime-scene images
· Crime – information of performing criminal acts (e.g., drug or bomb making, computer hacking), illegal file archives (e.g. software piracy)
· Drug Use – sites which promote the use of illegal drugs, material advocating the use of illegal drugs (e.g. marijuana, LSD) or abuse of any drug.  Exception:  material with valid educational use
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· Tastelessness – images or descriptions of excretory acts (e.g., vomiting, urinating), graphic medical images outside of a medical context
· Language/Profanity – passages/words too coarse to be softened by the word filter, profanity within images/sounds/multimedia files, adult humor
· Discrimination/Intolerance – Material advocating discrimination (e.g., racial or religious intolerance), sites with promote intolerance, hate or discrimination
· Interactive Mail/Chat – sites which contain or allow inappropriate e-mail correspondence, sites which contain or allow inappropriate chat areas
· In appropriate Banners – advertisements containing inappropriate images or words
· Gambling – sites which allow or promote on-line gambling
· Weapons – sites which promote illegal weapons, sites which promote the use of illegal weapons
· Body Modification – sites containing content on tattooing, branding, cutting, etc.
· Judgment Calls – whether a page is likely to have more questionable material in the future (e.g., sites under construction whose names indicate questionable material)

Filtering should also be used in conjunction with:

· Educating student to be “net-smart;”
· Using recognized Internet gateways as a searching tool and/or homepage for students, in order to facilitate access to appropriate material;
· Using “Acceptable Use Agreements”;
· Using behavior management practices for which Internet access privileges can be earned or lost; and
· Appropriate supervision, either in person and/or electronically.

The system administrator and/or building principal shall monitor student Internet access.

Internet filtering software or other technology-based protection systems may be disabled by a supervising teacher or school administrator, as necessary, for purposes of bona fide research or other educational projects being conducted by students age 18 and older.

Review of filtering technology and software shall be done on a periodic basis and is the responsibility of the Internet Safety Coordinator.  It shall be the responsibility of the Internet Safety Coordinator to bring to the Board any suggested modification of the filtering system and to address and assure that the filtering system meets the standards of Idaho Code 18-1514 and any other applicable provisions of Chapter 15, Title 18, Idaho Code.
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Confidentiality of Student Information

Personally identifiable information concerning students may not be disclosed or used in any way on the Internet without the permission of a parent or guardian or, if the student is 18 or over, the permission of the student himself/herself.  Users should never give out private or confidential information about themselves or others on the Internet, particularly credit card numbers and social security numbers.  A supervising teacher or administrator may authorize the release of directory information, as defined by law, for internal administrative purposes or approved educational projects and activities.

Internet Access Conduct Agreements

Each student and his/her parent(s)/legal guardian(s) will be required to sign and return to the school at the beginning of each school year the Internet Access Conduct Agreement prior to having access to the District’s computer system and/or Internet Service.

Warranties/Indemnification

The District makes no warranties of any kind, express or implied, in connection with its provision of access to and use of its computer networks, and the Internet provided under this policy.  The District is not responsible for any information that may be lost, damaged, or unavailable when using the network, or for any information that is retrieved or transmitted via the Internet.  The District will not be responsible for any unauthorized charges or fees resulting from access to the Internet, and any user is fully responsible to the District and shall indemnify and hold the District, its trustees, administrators, teachers, and staff harmless from any and all loss, costs, claims, or damages resulting from such user’s access to its computer network and the Internet, including but not limited to any fees or charges incurred through purchases of goods or services by the user.  The user or, if the user is a minor, the user’s parent(s)/legal guardian(s) agrees to cooperate with the District in the event of the school’s initiating an investigation of a user’s use of his/her access to its computer network and the Internet.

Violations

If any user violates this policy, the student’s access to the school’s Internet system and computers will be denied, if not already provided, or withdrawn and he/she may be subject to additional disciplinary action.  The system administrator and/or the building principal will make all decisions regarding whether or not a user has violated this policy and any related rules or regulations and may deny, revoke, or suspend access at any time, 
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with his/her/their decision being final.  Actions that violate local, state or federal law may be referred to the local law enforcement agency.

If the actions of the individual are also in violation of the District discipline policies, said student shall be subject to additional possible disciplinary action based upon these policies.

Internet Safety Coordinator
The Superintendent shall serve, or appoint someone to serve, as “Internet Safety Coordinator” with responsibility and authority for ensuring compliance with the requirements of federal law, state law and this policy.  The Internet Safety Coordinator shall develop and maintain administrative procedures to enforce the provisions of this policy and coordinate with the appropriate District personnel regarding the Internet safety component of the District’s curriculum.  The Internet Safety Coordinator shall handle any complaints about the enforcement of this policy.

The Internet Safety Coordinator shall maintain documentation evidencing that instruction by school personnel on Internet safety is occurring district-wide.

Public Notification
The Internet Safety Coordinator shall inform the public via the main District webpage of the District’s procedures regarding enforcement of this policy and make them available for review at the District office.

Submission to State Department of Education
This policy shall be filed with the State Superintendent of Public Instruction no later than August 1, 2011 and every five (5) years after initial submission and subsequent to any edit to this policy hereafter.


Adopted: 06/11/2001	Reviewed: 7/11/2011	Revised: 8/8/2011
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GUIDELINES:
· Courtesy is the rule.  Messages are to be positive in nature and contain no abusive or suggestive messages.

· Use of appropriate language.  Students are to refrain from swearing, using vulgarities, or any other inappropriate language.

· Transmission of copyrighted, threatening, or obscene materials is absolutely prohibited.  Sending or receiving offensive messages or pictures from any source will result in immediate suspension of privileges.

· A user finding themselves inadvertently in an inappropriate screen must immediately go back one screen and then report the incident to the supervising teacher who will verify and record the incident.  Remember, all actions on the computer may be traced.

· Never give out the picture, personal address, or phone number of yourself or any other person.

· Understand that electronic mail is not guaranteed to be private.  System administrators have access to all mail and may scan mail messages randomly for security purposes.

· Your network use must not disrupt the use of the network by other users.  Vandalism (any malicious attempt to harm or destroy data of another user) will result in suspension of user privileges.

· Students may use e-mail or chat rooms only as part of a class assignment and under the direct supervision and approval of a classroom instructor.  Use of such activities is intended only for learning and research, not for personal use outside of the curriculum.

· Use of commercial activities by organizations, product promotion, political lobbying, or illegal activities is strictly prohibited.

· Council School District No. 13 takes reasonable precautions to insure the security and appropriate use of CSDNET.  The District accepts no responsibility for harm caused directly or indirectly through its use.
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· Violation of these Acceptable Use Guidelines will result in the suspension of computer privileges and may also result in additional disciplinary actions to be determined at the building level.  When applicable, law enforcement agencies may also be involved.
· Students may play games on CSDNET computers only with the direct supervision and approval of the classroom teacher.  At no time shall students down load games from the Internet.




Adopted: 6/11/01 Reviewed:_______________ Revised:_______________
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STUDENT’S FULL NAME ________________________________________

I have read the Council School District No. 13 Acceptable Use Policy and I understand it and agree to abide by its provisions.  I understand that violation of the Acceptable Use Guidelines stated in the policy will result in suspension of CSDNET use privileges for the remainder of the school year and/or other appropriate disciplinary actions.

Student Signature _______________________________ Date ___________________

PARENT/GUARDIAN NAME ____________________________________________
Mailing Address ________________________________________________________
Home Phone ______________________  Work Phone __________________________

I have read and understand the Council School District No. 13 Acceptable Use Policy.  I give my student permission to use the CSDNET and will agree to require my student to abide by the Acceptable Use Guidelines as set forth in that policy.  I further understand that violation of the Acceptable Use Policy will result in suspension of those CSDNET privileges for the remainder of the school year and/or other disciplinary action, including possible involvement of law enforcement.

I understand that I am ultimately responsible for my child’s actions on the District’s computer networks and release Council School District No. 13 from any liability for harm or damages incurred through inappropriate or prohibited use.

Parent’s Signature ________________________________ Date ____________________

NOTE: STUDENT APPLICATIONS MUST BE RENEWED EACH ACADEMIC YEAR.
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EMPLOYEES FULL NAME ______________________________________________

I have read the Council School District No. 13 Acceptable Use Policy and I understand it and agree to abide by its provisions.

I understand that violation of the Acceptable Use Guidelines stated in the policy will result in suspension of CSDNET use privileges for the remainder of the school year and/or other appropriate disciplinary actions, including possible involvement of law enforcement.

I also understand that it is my duty to monitor student use of CSDNET and enforce the Acceptable Use Guidelines of the District.  It is my duty to report all inadvertent incidents as outlined in the  incidents as outlined in the Acceptable Use Guidelines to my supervisor in a timely fashion.

Teacher’s Signature _______________________________  Date __________________

NOTE: TEACHER APPLICATIONS MUST BE RENEWED EACH ACADEMIC YEAR.




COUNCIL SCHOOL DISTRICT NO. 13 POLICY


INSTRUCTION
		2730
										    Page 1 of 1

Field Trips

The Board encourages the use of field trips when the program is:
	
· Directly related to the total school program
· Consistent with the curriculum
· Educationally sound
· Consistent with District policies and procedures
· When the District budget permits

A teacher must receive prior approval for a field trip from the principal or designee.  Each student participating in the trip must have a permission slip signed by the parent/guardian.

District policies governing student behavior apply during the field trip.  With just cause, a principal or designee may deny a student’s attendance on a field trip.

Volunteer drivers must meet the requirements of the Use of Private Automobiles for Trips Policy




Adopted: 6/11/01 Reviewed: 7/14/2008  Revised: 8/11/2008

	Cross-Reference:	Trips #2731
				Trips Procedure #2731P
				Use of Private Automobiles #2732
	Legal Reference:	IC 33-506(1)
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Field Trips

Teachers planning a field trip must complete and submit the Student Travel Request Form to the building principal a minimum of five (5) school days prior to the scheduled trip.  The form will include the following:

1. Name of requesting teacher
2. Date of trip
3. Trip destination and approximate miles to destination
4. Planned activity and connection with the school curriculum
5. Departure and return times
6. Number of students
7. Number of adult chaperones
8. Any additional costs to be incurred by the school and/or District and source of these funds
9. Administrative approval or denial. All denials will include an explanation of the reason for such action.

Once the Student Travel Request form is approved by administration, it must be forwarded to the Transportation Supervisor or designee to reserve transportation a minimum of five (5) school days prior to the scheduled trip.

Each child must submit an Activities Permission From that has been signed by the student’s parent/guardian prior to departure on the trip.





Adopted:  6/11/01  Reviewed:_____________ Revised:_______________
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Curricular  	       Extra-Curricular               	      Class/Organization   


Teacher Name  			                  Grade Level(s)	                          Date 

Day(s) of Week  			                             Leave time 		             Return time

Destination 					      Activity  


Curriculum Connection if applicable 

No. of students 	                           No. of Adult Chaperones		       Approximate Total Miles  

Overnight:  Yes	                 No	                Location of Overnight Lodging


Funding Source

Transportation  	Car  		                 	Available:	Yes    	          No  	       Initial 
Method
Desired		Suburban 	 	              Available:	 Yes    	           No  	       Initial  
 
		School Bus	                 	 Available:	 Yes    	           No  	       Initial  

    
Date Received 	                   	        Approved  	             Denied 	                  Administrator Initial

Reason for Denial


	Bus/Car/Suburban  (fill out only what applies)
	

	Bus #:                   No. of Passengers:
	Driver:

	Chaperone:
	Leave Time:                    Return Time:

	Beginning Mileage:
	Hrs. Driving:                   Hrs. Layover:

	Ending Mileage:
	     x $10.00:                             x $8.00:

	Total Mileage:
	Date Paid:                        Date Paid:

	Road Condition:
	Problems:


	Driver Comments:


	Trans. Supervisor_____   Clerk____


EMERGENCY PHONE NUMBERS—CALL COLLECT IF NECESSARY
High School 253-4217	Grade School 253-4223	Bus Barn 253-6906
Doug Kesler 253-6171/741-9353	Bonnie Thompson 634-5488 
Murray Dalgleish 634-7420/469-9310	David Howe 741-1199


Adopted:  6/11/2011	Reviewed: 10/10/2011	Revised:____________
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_____________________________________		________________________
Student Name							Date of Activity

Student travel is not permitted without parent/guardian consent.  The following form must be completed prior to the departure of the bus for the activity.  Students must travel on school-approved transportation.

TYPE OF ACTIVITY:_____________________________________________________

Destination or reason for activity:_____________________________________________

________________________________________________________________________

Departure Time:______________		Approximate Return Time:______________

SPECIAL INSTRUCTIONS:

________________________________________________________________________

________________________________________________________________________
------------------------------------------------------------------------------------------------------------
Cut here and return to school no later than the day prior to the trip.

TYPE OF ACTIVITY:_____________________________________________________

_______________________________________		________________________
		Student Name						Date(s) of Activity

_____I give permission for my child to attend this activity.

_____I do not give permission for my child to attend this activity.


_____________________________________
Parent/Guardian Signature



COUNCIL SCHOOL DISTRICT NO. 13 POLICY


INSTRUCTION
		2732
										    Page 1 of 1

Trips

The Superintendent or designee shall establish procedures for the requirements and frequency of in-state and out-of-state trips.  The Superintendent or designee shall review requests and submit for Board approval a list of trips which meet District guidelines.

Out-of-state trips are generally limited to a radius of 750 miles of Council.  In cases where suitable performance or competition is unavailable within the 750 miles radius, the allowable distance may be increased to a 1000-mile radius.

In the event of a special opportunity beyond a 1000 mile radius to which any of our student groups is invited, this trip will be allowed upon recommendation of the principal, the Superintendent, and the approval of the Board.



Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-506(1)
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Use of Private Automobiles for Trips

The Board does not encourage the use of private automobiles for transportation of students.  In those instances where volunteers use private automobiles to transport students for a school activity, the following applies:

· The owner-operator must carry his/her own liability insurance on his/her private automobile.
· The District’s insurance company will only provide secondary coverage for liability after the owner-operator’s first $100,000 per person/$300,000 per accident.
· The owner-operator and the school principal must jointly sign a transportation form stating that the automobile carries $300,000 of liability insurance, $300,000 per accident, and $100,000 per individual.  A new form must be co-signed by the principal or designee and the owner-operator for each school year.  The owner-operator must be willing to transport school children according to the laws of the State of Idaho.
· There must be a seat belt available for, and used by, each passenger.
· The operator of the vehicle must be at least twenty-one (21) years of age.




Adopted: 6/11/01  Reviewed: _________________  Revised: ______________

	Cross-Reference:	Field Trips #2730
	Legal Reference:	IC 6-901 et seq.
				IC 33-506
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The following vehicle will be used to provide transportation for a school field/activity trip:

Make:___________________Model:_______________________License:____________

Owner:_________________________  Operator:________________________________

Driver’s License Number of Operator:_________________________________________

I certify that the above referenced automobile is covered by insurance that meets the minimum insurance coverage required by the State of Idaho.

	Insurance Carrier:____________________________________

	Agent Name:________________________________________

	Policy Number:______________________________________


_________________________________		______________________________
(Signature of registered owner)					(Signature of licensed operator)


Trip/Activity Date:_________________________

Destination:_______________________________

Trip Purpose:______________________________
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Speakers in the Classroom

Any school personnel who invite outside speakers to speak to classes or students must obtain written permission from the principal of the building at least three (3) days before the speaker talks to the students and/or classes.

If the school personnel disagrees with the decision of the principal, he/she may appeal to, first, the Superintendent, and, secondly, the Board.


Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-512(1)
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Controversial Issues

The District shall offer an educational program appropriate to the level of student understanding which:

· allows students to study and discuss controversial issues.
· provides opportunities to examine evidence, facts, and differing viewpoints.
· teaches the importance of fact, the value of judgment, and the respect of conflicting opinions.


Adopted: 6/11/01 Reviewed: _________________  Revised: ______________
	
	Cross-Reference:	Nondiscrimination
				Academic Freedom#2760
	Legal Reference:	IC 33-506(1)
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Academic Freedom

The Board supports the rights of employees to engage in academic freedom when it is coupled with:

· consideration of the rights of others
· maintenance of the educational process
· concern for the welfare, growth, and development of all
· objective scholarship
· compliance with District curriculum, policy, procedures, values, mission statement, and strategic plan
· compliance with state and federal laws, court decisions, and regulations

DEFINITION:
Academic Freedom means freedom of school personnel or students to investigate or discuss controversial social, economic, and political issues and problems without arbitrary interference or loss of standing.


Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Cross-Reference:	Controversial Issues #2750
				Curriculum: Development, Approval, Implementation, 
Evaluation, and Use #2110
	Legal Reference:	Code of Ethics of the Idaho Teaching Profession
IC 33-506(1)
Pickering v. Board of Education, 391 U.S. 563, 88S.Ct. 1731.20 L.Ed. 2d 811 (1968)
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Religious Release Time

The Board authorizes the Superintendent or designees to excuse a ninth-twelfth (9th-12th) grade student from school for regular religious instruction or for other purposes not to exceed five periods per week or one hundred sixty-five (165) hours during any one (1) academic school year.  The religious or other instruction must occur off District premises during regular school hours.  Religious release time programs may not interfere with the scheduling of District classes, activities, or programs.

A parent/guardian must submit a written request for a student to attend a release time program.  The written request will become a part of the student’s permanent record.

Release time for religious or other instruction shall not reduce the District graduation requirements.  

Occasional absences due to religious observances are covered in the “Attendance—Absences and Tardies Policy # 3220 and are not considered in this policy.

Requests for religious or other purpose release time for students in kindergarten through eighth (K-8th) grade will be handled on a case by case basis by the Superintendent or designee.

Adopted: 6/11/01 Reviewed: _________________  Revised: ______________

	Legal Reference:	IC 33-519
				IDAPA 08.02.02.220
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Guiding Principles	

The District’s goal is for all students to achieve their educational potential and become contributing citizens.  To be successful in this endeavor, the District must build a partnership of shared responsibility with the student, the family and the community in establishing high expectations for learning and behavior, coupled with a genuine concern for the respect, dignity, safety and welfare of every student.  

The Board believes that students are the District's first priority.


Adopted: 3/11/2002 Reviewed: _____________ Revised: _______________
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Admission

Enrollment Requirements
All new students must provide the following: birth certificate, immunization records, and name /address of any previous school.  The prior school will be called before the student is enrolled.  The District reserves the right to refuse admittance based on the following exceptions:

1. The pupil has been suspended or expelled from another district.
2. The pupil will not be admitted if expulsion is the result of weapons involvement.
3. Students entering the District do not have necessary documentation.  
4. The jr.-sr. high school principal may deny enrollment if a student has missed more than ten (10) days of school in the current semester.
5. For open enrollment students see below.

Placement will not be made until all enrollment and transcript information has been evaluated.

A certified copy of the student's birth certificate or other reliable proof of a student's identity and birth date must be provided to the school.  If other reliable proof is provided, rather than a birth certificate, that proof shall be accompanied by an affidavit explaining the inability to produce a 
copy of the birth certificate.  Other reliable proof of a student's identity and birth date may include a passport, visa, or other government documentation setting forth a child's identity.
If a birth certificate or other reliable proof is not immediately provided, a school official shall notify the parent/guardian in writing that such documentation is required within 30 days.  If the student’s legal guardian is an adult other than a parent, the guardian must provide documentation of Power of Attorney prior to enrollment.

Open Enrollment
Council School District No. 13 accepts applications from non-resident pupils at all grade levels.  Application by the pupil’s parents must be made at the time of registration.  The prior school will be called before the student is enrolled.  In addition to the above enrollment requirements, open enrollment may be denied if state class loads are exceeded.

Definition of School Age
All children wishing to enroll in kindergarten must be five years old on or before September 1 of the school year in which the child enrolls.  For a child wishing to enroll in first grade, the child must be six years old on or before September 1 of the school year in which the child enrolls.  A five-year -old child who has completed a private or public out-of-state kindergarten for the required 450 hours, but has not reached the "school age" shall be allowed to enter the first grade.
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For resident children with disabilities who qualify for special education and related services under IDEA (Individuals with Disabilities Education Act and subsequent amendments thereto), and applicable state and federal regulations, "school age" shall begin at the age of three and may continue through the semester in which the student turns 21 years old or receives a regular high school diploma by completing requirements comparable to regular graduation requirements.

Legal Compliance
Upon the failure of the person enrolling the student to comply with the proof of age and identification requirements, as well as proof of Power or Attorney, the school shall immediately notify the local law enforcement agency of such failure, and shall notify the person enrolling the student, in writing, that he or she has ten (10) additional days to comply.

The school shall immediately report to the local law enforcement agency any documentation or affidavit received pursuant to the above-cited paragraph which appears inaccurate or suspicious in form or content.

If a school in which a child is currently enrolled receives notification by the Department of Law Enforcement of a missing or runaway child report regarding a particular child, the school shall flag the record in a manner that whenever a copy of or information regarding the record is requested, the school shall be alerted to the fact that the record is that of a missing or runaway child.  The school shall immediately report any request concerning flagged records or knowledge as to the whereabouts of the missing or runaway child to the local law enforcement agency.  The flag on a child's record shall be removed by the school upon notification by the Department of Law Enforcement.

Married Students
Married students may enroll in the Council Schools.  Married students will be expected to follow all the rules for all other students.  There will be no differentiation between a student who is married and one who is not.

Pregnant Students
Pregnant students may enroll in the Council Schools.  Pregnant students will be expected to follow all the rules for all other students.    There will be no differentiation between a student who is pregnant and one who is not.


Adopted: 3/11/2002 Reviewed: 07/14/2003	Revised: 07/14/2003
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OPEN ENROLLMENT APPLICATION
For School Year 20___-20___
Grade______
This application form (approved August 1993) was prepared pursuant to Section 33-1402, Idaho Code,
and may be used by any school district.

Any other form must be approved by the State Superintendent of Public Instruction.
		NOTE:		For out-of-district applicants, a copy of the applicant
				student’s accumulative record must be attached to this
				application.


_____Out-of-District Application			_____In-District Transfer Application

Name of Receiving School_______________________________________________________
School District Name___________________________________________________________

1. Applicant Student’s Name____________________________________________________
 		Date of Birth__________________________

2. School Student is Presently Attending___________________________________________

			School Address______________________________________________
			__________________________________________________________

Present Grade Level_____________________

Days absent from previous school this semester, to date_____________

3.  Has the student ever been suspended or expelled from school? _____Yes _____ No
If YES, describe the circumstances (including dates and duration). _______________________
 ____________________________________________________________________________
 ____________________________________________________________________________
 ____________________________________________________________________________

4.  Reason(s) for requesting attendance in this school.  (Optional)________________________
________________________________________________________________________________________________________________________________________________________
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5.  Special and/or unique instructional programs in which the applicant student is currently enrolled.  (For example:  vocational, foreign language, remedial, special education, gifted/talented, etc.)
____________________________________________________________________________
____________________________________________________________________________

6.  Special and/or unique instructional programs that the applicant student expects to enroll in during the next school year.
____________________________________________________________________________
____________________________________________________________________________

7.  Transportation arrangements that will be made by the parent/guardian.
____________________________________________________________________________
____________________________________________________________________________

8.  Parent/Guardian’s Name______________________________________________________
     Parent/Guardian’s Address____________________________________________________
				____________________________________________________
				Home Phone #________________ 	Work Phone #___________
									Work Phone # __________

I have read the school district policy on open enrollment, and hereby request that my son/daughter be permitted to attend _______________________________________________
						(Name of Receiving School)

		Parent/Guardian’s Signature:_________________________________________

(  )Approved		( ) Disapproved		Date_______________________________

Superintendent’s Signature________________________________________________________
Following action on the application, copies must be sent to:  Parents, Building Principal and, for out-of-district applicants, the superintendent of the home district.  If the application is denied, a written explanation for the denial must be attached.
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Placement

New students entering from accredited public or private schools generally will be placed in grades and classes on the basis of their grade placement/credits in the school from which they are transferring upon receipt of an official transcript.

Students enrolling without a transcript or from non-accredited programs must demonstrate competency equivalent to the appropriate grade level in determining placement.  Such competency shall be determined through the use of academic achievement tests and other evaluation measures (e.g. portfolios of completed course work) as deemed necessary.  Credit shall be granted on a pass/fail basis and will determine the appropriate grade level/credit status of such students.


Adopted: 3/11/2002 Reviewed: _______________ Revised:______________
 
Legal Reference:	IC 33-506(1)




COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL

								3112
            Page 1 of 1
Compulsory Attendance

Every child who has attained the age of seven years and is under the age of 16 is required to attend public school with such exceptions as provided by law.



Adopted: 3/11/2002 Reviewed: ______________ Revised: _______________

Legal Reference:	IC 33-202
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Dual Enrollment
		
College and high school dual enrollment:  Students in high school may be dual enrolled in college and high school at the same time.  Students in high school who are taking a college course may receive credit for both 	college and high school.

Non-public students:  Dual enrolled students will register and provide the information necessary for admission to the Council School District.  A non-public student shall not be entitled to have transportation to or from school furnished by the District.

If a non-public student is dual enrolled in classes or activities which are not contiguous in time (i.e. a first period and a fourth period class) the student shall not be on the school premises other than when the program is taking place.  The District shall not be responsible for the care or supervision of the student in any form for periods before, in between, or after the programs or activities for which the student is properly enrolled. Any transportation needs forsuch students shall be the sole responsibility of his/her parent/guardian.  Parent visitation to classes or school activities must be cleared through the District office.

For a dual-enrolled student to participate in an extra-curricular activity, the student must take the ISAT or other appropriate nationally normed test (*see IHSAA rules) and demonstrate proficiency.  A student not at proficiency on any of the core areas will be required to be in a Council School District No. 13 remediation program, including after school programs, prior to or during the extra-curricular activity.

A non-public student who has been unable to maintain academic eligibility is ineligible to participate in non-academic public school activities as a non-public school student for the duration of the school year in which the student became academically ineligible and for the following academic year.

If a class or program is full and includes a part-time non-public student when a regular full-time student transfers into the school during the semester, the District's normal enrollment procedure shall remain the same and the non-public student may not be dis-enrolled.  Regular full-time students will be given priority for enrollment at the start of each semester.

A non-public student shall be subject to all the same policies, regulations and school rules as any regularly enrolled student during the times that the non-public student is present at school or in extra-curricular activities.
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If a non-public student wishes to attend activities in a particular discipline, such request shall be made in writing particularizing the subject matter which the student wishes to attend (i.e. art instruction).  The principal/teacher shall provide scheduling information to the non-public student.  It shall be the non-public student's responsibility to contact the District and ascertain when such subject matter will be presented.   It is the intent of this policy to insure the teacher's right to integrate disciplines and be flexible in planning, and modifying the daily classroom presentations shall not be hindered or restricted in any way.

A non-public student must meet all grade and other graduation requirements of this District in order to graduate and obtain a diploma from the schools of this District.  Only credits granted from a school accredited with the Northwest Accreditation Association or the State of Idaho will be counted towards graduation requirements.  The student must be a full-time student of this District during that student's final semester.

Parents who wish non-public students to be enrolled in special programs must comply with the requirements of the Individuals with Disabilities Act (IDEA) and the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act of 1973.  If a request for referral is made by said parents and if the evaluation of the student by the multidisciplinary or child study team determines that special services are appropriate for the student, then such programs will be provided when possible.  
Until determination is made, such special education services or accommodation will not be provided.

*In order for any nonpublic school student or public charter school student to participate in nonacademic public school activities for which public school students must demonstrate academic proficiency or eligibility, the nonpublic school or public charter school student shall demonstrate composite grade-level academic proficiency on any state board of education recognized achievement test, portfolio, or other mechanism as provided for in state board of education rules.  Additionally a student shall be eligible if he achieves a minimum composite, core or survey test score within the average or higher than average range as established by the test service utilized on any nationally normed test.  Demonstrated proficiency shall be used to determine eligibility for the current and next following school year.  School districts shall provide to nonpublic 
students who wish to take state tests or other standardized tests given to all regularly enrolled public students.  It shall be the responsibility of the student to make all arrangements to take the required test and provide the principal of the school with the results of the test prior to being granted athletic eligibility at the public high school.  (IHSAA RULE 8-16-3)




Adopted: 3/11/2002	Reviewed: 11/08/2010	Revised: 12/13/2010

Legal Reference:	IC 33-203
			IDAPA 08.02.03.10011.M.
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Student Name___________________________________Birthdate________________

Parent/Guardian Name____________________________________________________

Mailing Address_________________________________________________________
			P.O. Box  or Route           	City		     State         	Zip

Physical Address_________________________________________________________
			House/Apt. #/Street 	City		     State		Zip

Phone #________________________________Grade Level of Student______________
	  	Work		Home

I wish to enroll my child, who is not attending public school, in the following classes and/or activities of Council School District No. 13:

	
	School Use Only

	Class/Activity 
	Approved
	Rejected
	Reason Rejected

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Parents are responsible for providing the school with regular registration information.  All dual enrollment students are subject to Idaho 33-203 and district policies and rules (particularly board policies 4.02, 4.03, and 4.04).


______________________________________                _______________________
Signature of Parent/Guardian                                            Date

------------------------------------------------------------------------------------------------------------
School Use Only

Application received_________________ Birth certificate received_______________

Permanent records received___________ Immunization records received___________
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Student Records

The Family Education Rights and Privacy Act of 1974 establishes the rights of parents and students to have access to school records and limits access to files for other persons. The Council School District has always allowed parents and students open access to specified files and has limited any access to persons outside of the school. The law requires that we notify parents annually of our school's policy. 

Records Kept 
The following individual educational records are kept on all students
A.	 Reports of grades earned and credits received. 
B.	 Results of individual and group achievement, aptitude, and interest tests given in  the schools. 
C. Results and reports of individual psychological tests and interviews.
D. Information about student participation in school activities.
E. Attendance records.
F. Health data. 
G.	 Family background information. 
H.	 Teacher or counselor ratings and observations. 
I. Verified reports of serious or recurrent behavior problems.
J.	 Specific special education programs for individual students. 

In- House Access to Records 
The following persons may, without consent of the parents or student, have access to student records: 
A.	All professional staff members of Council School District for the purpose of gaining information for school use. 
B. 	District secretarial staff for the purpose of gaining information requested for school purposes and for record keeping. 
C. 	School officials for the purpose of record inspection. 
D. 	An authorized representative of the following organizations for the purpose of record inspection or research: 
1. The Comptroller General of the United States
2. Secretary of Health, Education and Welfare
3. The Idaho State Department of Education. 
E. Persons involved in the student's application for financial aid. 
F.	A student who has attained the age of eighteen (18). 
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Outside Access to Records 
The school will not divulge information contained in school records except: 
	A.	With the written consent of the student's parents if the student is under eighteen 			(18), or the written consent of an eighteen (18) year-old student. 
B. In compliance with a judicial order or subpoena. 
C. 	To officials of a school to which the student intends to transfer. The school to which the student is transferring must request the records. 
D.	Student directory information will be released to military recruiters upon request.


Procedure for Gaining Access 
Access to a student's records may be gained by the following procedure: 
A.  Parents and students
1. Parents of students who have not attained their eighteenth (18th) birthday may have access to their child's records on any working day at the school their child attends. Parents whose child is over eighteen (18) must have the student's permission to have access to the records. 
2. Approved agencies and individuals may view records at the appropriate school      office during any working day. 
3. All other agencies that desire access to the student's records must have the             written permission of the parents for students under eighteen (18) and the               student's written permission for those over eighteen (18). 
B.  A record showing persons gaining access to student records must be maintained as a                  portion of the student file. 

Maintaining Records 
People holding the following positions are responsible for maintaining records: 
A. The Superintendent is responsible for maintaining complete and accurate records for   each student attending school in the Council School District.  He may delegate the maintaining of these records to:
1. Junior-Senior High Principal/Authorized Records Clerk:  records relating to current high school students, current junior high students, former high school students, high school graduates and all students who have transferred from the district.
2. Elementary Principa1/Authorized Records Clerk: records relating to current and former elementary students and transfer students. 
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Record Review 
It is the policy of the district to review records annually and to destroy records which will not assist the student with academic, personal, social or vocational decisions. These reviews are the responsibility of the person in charge of records. 

Challenge to Content of Records 
Parents or students who feel that the records contain material that is inaccurate, misleading, or inappropriate, may challenge its inclusion in the individual's records. The parent, or eighteen (18) year-old student must file with the school office a challenge form. Within one (1) week a reviewing committee consisting of the person responsible for the records, a principal from another building and the district superintendent will meet with the parent or student to discuss the problem. A decision on the outcome of the meeting will be given in writing to the parent or student within one (1) week. 
											
Other Records Kept 
A.	Compound records on students- The school district keeps records that contain information about a number of individual students. These include attendance books required by law, results of group tests, and class ranking lists. Parents may request listing of all such composite records that include their children's individual records, but names of other children will not be revealed. 
B.	 Directories- The school district maintains student directories that list names, addresses, telephone numbers and other general information.  During each school year the district intends to publish the following directories:
 1. Class and room lists 
 2. Class lists that include addresses and telephone numbers	
 3. Rosters for athletic teams 
4. List of each student's daily schedule 
Any student or parent who does not wish this information listed for themselves or their children must make a formal request to have that information withheld. 
C. 	Confidential, personal working files of professionals (school psychologists, social workers, counselors, teachers or substitute teachers ) may be maintained. Personal and confidential files containing working notes, transcripts of interviews, clinical diagnoses and memory aids for their own use in counseling pupils are permissible. Any and all data that are considered to be the personal property of the professional should be in the possession of and guarded by the professional, and used only by the individual. 

Adopted: 3/11/2002 	Reviewed: 11/9/2009	Revised: 03/08/2010

Legal Reference:	IC 33-506(1)
			34 CFR part 99
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Student Records

Maintenance of School Student Records

The District shall maintain a record for each student that shall contain information, including but not limited to the following:  

· birth certificate
· proof of residency
· unique student identifier
· basic identifying information
· academic transcripts
· immunization records
· attendance records
· intelligence and aptitude scores
· psychological reports
· achievement test results
· participation in extracurricular activities
· honors and awards
· verified reports or information from non-educational persons
· verified information of clear relevance to the student’s education
· log pertaining to release of student’s record
· disciplinary information

Information in student files shall be maintained for a period of one (1) years after a student graduates or permanently leaves the District.  Records which may be of continued assistance to a student with disabilities who graduates or permanently withdraws from the District, may, after five (5) years, be transferred to the parents or to the student if the student has succeeded to the rights of the parents.

The Superintendent’s designee shall be responsible for the maintenance, retention, or destruction of a student’s records, in accordance with the District’s procedure established by the Superintendent.

The unique student identifier is a number issued and assigned by the State Department of Education to each student currently enrolled or who will be enrolled. The unique student identifier shall follow the student from each school district or LEA or upon return to a school district or LEA after an absence no matter the length of absence.
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Access to Student Records

The District shall grant access to student records as follows:

1. The District or any District employee shall not release, disclose, or grant access to information found in any student record except under the conditions set forth in this policy.

2. The parents of a student under eighteen (18) years of age shall be entitled to inspect and copy information in the child’s school records.  Such requests shall be made in writing and directed to the records custodian.  Access to the records shall be granted within fifteen (15) days of the District’s receipt of such a request.

Where the parents are divorced or separated, both shall be permitted to inspect and copy the student’s school records unless a court order indicates otherwise.  The District shall send copies of the following to both parents at either one’s request, unless a court order indicates otherwise or parental rights have been terminated by court order or parental agreement:

a. Academic progress reports or records;
b. Health reports;
c. Notices of parent-teacher conferences;
d. School calendars distributed to parents/guardians; and
e. Notices about open houses and other major school events, including pupil-parent interaction.

When the student reaches eighteen (18) years of age, graduates from high school, marries, or enters military service, or becomes legally emancipated all rights and privileges accorded to the parent become exclusively those of the student. The parents of dependent students, as defined by the I.R.S. (i.e. student termed dependent for income tax purposes) may have access to student educational records if the parents establish, via either a copy of the applicable tax forms and/or a Parental Affidavit for Educational Records attesting to the student’s dependent status.

Access shall not be granted to the parent or the student to confidential letters and recommendations concerning the admission to a post-secondary educational institution, applications for employment, or the receipt of an honor or award, if the student has waived his or her right of access, after being advised of his or her right to obtain the names of all persons making such confidential letters or statements.
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3. The District may grant access to, or release information from, student records to employees or officials of the District or the Idaho State Board of Education, provided a current, demonstrable, educational or administrative need is shown, without parental consent or notification.  Access in such cases shall be limited to the satisfaction of that need.

4. The District may grant access to, or release information from, student records without 
parental consent or notification to any person, for the purpose of research, statistical reporting, or planning, provided that no student or parent can be identified from the information released, and the person to whom the information is released signs an affidavit agreeing to comply with all applicable statutes and rules pertaining to school student records.

5. The District shall grant access to, or release information from, a student’s records pursuant to a court order or appropriate subpoena. In most instances, the parent/qualified student shall be given prompt written notice of such order/subpoena, a general statement of the documents which will be released, and the proposed date of release of the documentation requested.   However, there are very limited circumstances under the USA Patriot Act where schools are required to disclose information without notice to the parent or student to the Attorney General of the United States upon an ex parte order in connection with the investigation or prosecution of terrorism crimes or other such specified situations when the court order prohibits disclosure (i.e. Federal Grand Jury Subpoena or Law Enforcement Subpoena wherein such order indicates disclosure is not permitted).

6. The District shall grant access to or release information from any student record as specifically required by federal or state statute.

7. The District shall grant access to, or release information from, student records to any person possessing a written, dated consent, signed by the parent or eligible student with particularity as to whom the records may be released, the information or record to be released, and the reason for the release.  One (1) copy of the consent form will be kept in the records, and one (1) copy shall be mailed to the parent or eligible student by the Superintendent.  Whenever the District requests the consent to release certain records, the records custodian shall inform the parent or eligible student of the right to limit such consent to specific portions of information in the records.

8. The District may release student records to the Superintendent or an official with similar responsibilities in a school in which the student has enrolled or intends to enroll, upon written request from such official.
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9. Prior to the release of any records or information under items 5, 6, 7, and 8 above, the District shall provide prompt written notice to the parents or eligible student of this intended action except as specified in item 5.  This notification shall include a statement concerning the nature and substance of the records to be released and the right to inspect, copy, and challenge the contents.

10. The District may release student records or information in connection with an emergency, without parental consent, if the knowledge of such information is necessary to protect the health or safety of the student or other persons.  The records custodian shall make this decision taking into consideration the nature of the emergency, the seriousness of the threat to the health and safety of the student or other persons, the need for such records to meet the emergency, and whether the persons to whom such records are released are in a position to deal with the emergency.  Any release that is made must be narrowly tailored considering the immediacy, magnitude, and specificity of the information concerning the emergency and the information should only be released to those persons whose knowledge of the information is necessary to provide immediate protection of the health and safety of the student or other individuals (i.e. law enforcement, public health officials, trained medical personnel).  The exception is temporarily limited to the period of the emergency and does not allow for a blanket release of personally identifiable information from a student’s records.  The District shall notify the parents or eligible student as soon as possible of the information released, the date of the release, the person, agency or organization to which the release was made, and the purpose of the release and the same information shall be recorded in the student’s record log.

11. The District will comply with an ex parte order requiring it to permit the U.S. Attorney General or designee to have access to a student’s school records without notice to or consent of the student’s parent(s)/guardian(s).

12. The District charges a nominal fee for copying information in the student’s records.  No parent or student shall be precluded from copying information because of financial hardship.

13. A log of all releases of information from student records (including all instances of access granted, whether or not records were copied) shall be kept and maintained as part of such records.  This log shall be maintained for the life of the student record and shall be accessible only to the parent or eligible student, records custodian, or other such person.  The log of release shall include:
a. Information released or made accessible.
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b. The name and signature of the records custodian.
c. The name and position of the person obtaining the release or access.
d. The date of the release or grant of access.
e. A copy of any consent to such release.


Directory Information

The District may release certain directory information regarding students, except that parents may prohibit such a release.  Directory information shall be limited to:

· name
· address
· gender
· grade level
· birth date and place
· parents’/guardians’ names and addresses
· academic awards, degrees, and honors
· information in relation to school-sponsored activities, organizations, and athletics
· major field of study
· period of attendance in school

The notification to parents and students concerning school records will inform them of their right to object to the release of directory information.

Military Recruiters/Institutions of Higher Education

Pursuant to federal law, the District is required to release the names, addresses, and telephone 
numbers of all high school students to military recruiters and institutions of higher education upon request.  The notification to parents and students concerning school records will inform them of their right to object to the release of this information.

Student Record Challenges

The parents may challenge the accuracy, relevancy or propriety of the records, except for grades, and references to expulsions or out-of-school suspensions, if the challenge is made when the student’s 
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school records are being forwarded to another school.  They have the right to request a hearing at which each party has:

· the right to present evidence and to call witnesses;
· the right to cross-examine witnesses;
· the right to counsel;
· the right to a written statement of any decision and the reasons therefore;
· the right to appeal an adverse decision to an administrative tribunal or official, to be established or designated by the State Board.

The parents may insert a written statement of reasonable length describing their position on disputed information.  The school will include a statement in any release of the information in dispute.



Legal Reference:	20 U.S.C. § 1232g; 34 C.F.R. 99	Family Education Rights and Privacy Act, 
	I.C. § 33-209	Transfer of Student Records - Duties
	I.C. § 32-717A	Parents’ Access to Records and Information
	IDAPA 08.02.03.009



Adopted: 10/10/2011		Reviewed:______________	Revised:_______________
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Foreign Exchange Students

The Board believes there are benefits to students, schools, and to the community in general when foreign exchange students are allowed to attend the public schools.  Therefore it is the policy of the Board that foreign exchange students be permitted, under certain conditions, to enroll in the school system.  

1. A foreign exchange student is defined as a student from a foreign country studying in the United States under the sponsorship of an exchange organization.  Approval will be made only for those students who are sponsored by exchange organizations which have Teenager Exchange Visitor Programs designation as listed by the United States Information Agency and/or the Council on Standards for International Educational Travel. The organization must have a local sponsor.

2. The District will follow the regulations for exchange programs as defined by the U.S. Information Agency and/or the Council on Standards for International Educational Travel.

3. Any exchange student program wishing to place students in the District must submit an application and gain approval prior to the placement of any student(s).

4. Sponsoring organizations shall provide all necessary information pertinent to the exchange student program.

5. The exchange student will be expected to follow all rules, procedures, policies, and fees required of regular resident students.

6. The District reserves the right to deny admittance to any exchange student or exchange student program.

7. Foreign exchange students who have successfully attended a minimum of one semester shall be permitted to participate in graduation exercises and receive a Certificate of Attendance.  Only those foreign exchange students who complete all of the District’s requirements will be entitled to a high school diploma.

Adopted: 3/11/2002 Reviewed:_________________  Revised:__________________


Legal Reference:	IC 33-506(1)
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McKinney-Vento Homeless Assistance Act

The McKinney-Vento Homeless Assistance Act ensures that all children and youth who are homeless receive a free appropriate public education and are given meaningful opportunities to succeed in our schools.

Schools in the Council School District (CSD) will ensure that children and youth in transition are free from discrimination, segregation, and harassment.

Information regarding this policy, including the educational rights of children and youth in transition, will be distributed to all students upon enrollment and once during the school year, provided to students who seek to withdraw from school, and posted in every school in the district, as well as other places where children, youth, and families in transition receive services, including family and youth shelters, motels, campgrounds, welfare departments, health departments, and other social service agencies.

Definitions
Children and youth in transition means children and youth who are otherwise legally entitled to or eligible for a free public education, including preschool, and who lack a fixed, regular, and adequate nighttime residence, including:

· Children and youth who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar reason; are living in motels, hotels, campgrounds, or trailer parks due to a lack of alternative adequate accommodations; are living in emergency or transitional shelters; are abandoned in hospitals; or are awaiting placement in foster care.
· Children and youth who have a primary nighttime residence that is a private or public place not designed for or ordinarily used as a regular sleeping accommodation for human beings.
· Children and youth who are living in a car, park, public space, abandoned building, substandard housing, bus or train station, or similar setting.
· Migratory children and youth who are living in a situation described above.

A child or youth will be considered to be in transition for as long as he or she is in a living situation described above.

Unaccompanied youth means a youth not in the physical custody of a parent or guardian, who is in transition as defined above.  The more general term youth also includes unaccompanied youth.

Enroll and enrollment means attending school and participating fully in all school activities.
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Immediate means without delay.

Parent  means a person having legal or physical custody of a child or youth.

School of origin means the school the child or youth attended when permanently housed or the school in which the child or youth was last enrolled.

Local liaison is the staff person designated by our district and each district in state as the person responsible for carrying out the duties assigned to the local homeless education liaison by the McKinney-Vento Homeless Assistance Act.

Identification
Children and youth in transition in the district, both in and out of school will be indentified.  Data will be collected on the number of children and youth in transition in the district; where they are living; their academic achievement (including state and local assessments); and the reasons for any enrollment delays, interruptions in the education, or school transfers.

School Selection
Each child and youth in transition has the right to remain at his or her school of origin or to attend any school that houses students who live in the attendance area in which the child or youth is actually living.

Therefore, in selecting a school, children and youth in transition will remain at the schools of origin to the extent feasible, unless that is against the parent or youth’s wishes.  Students may remain at their schools or origin the entire time they are in transition and until the end of any academic year in which they become permanently housed.  The same applies if a child or youth loses his or her housing during the summer.

Services that are required to be provided, including transportation to and from the school of origin and services under federal and other programs, will not be considered in determining feasibility.

Enrollment
Enrollment may not be denied or delayed due to the lack of any document normally required for enrollment, including:

· Proof of residency
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· Transcripts/school records (The enrolling school must contact the student’s previous school to obtain school records.  Initial placement of students whose records are not immediately available can be made based on the students’ age an information gathered from the student, parent, and previous schools or teachers.)
· Immunizations or immunization/health/medical/physical records (If necessary, the school must refer students to the local liaison to assist with obtaining immunizations and/or immunization and other medical records.)
· Proof of guardianship
· Birth certificate
· Unpaid school fees
· Lack of clothing that conforms to dress code
· Any factor relating to the student’s living situation

Unaccompanied youth must be enrolled immediately in school.  They may either enroll themselves or be enrolled by a parent, non-parent caretaker, older sibling, or local liaison.

Transportation
Parents and unaccompanied youth will be informed of this right to transportation before they select a school for attendance.  At a parent’s or unaccompanied youth’s request, transportation will be provided to and from the school of origin for a child or youth in transition.  Transportation will be provided for the entire time the child or youth has a right to attend that school, as defined above, including during pending disputes.  

It is this district’s policy that inter-district disputes will not result in a student in transition missing school.  If such a dispute arises, the CSD will arrange transportation and immediately bring the matter to the attention of the State Coordinator for the Education of Homeless Children and Youth.  In addition to receiving transportation to and from the school of origin upon request, children and youth in transition will also be provided with other transportation services comparable to those offered to house CSD students.

Services
Children and youth in transition will provided services comparable to services offered to other students in the selected school, including:

· Transportation
· Title I, Part A services—Children and youth in transition are automatically eligible for Title I, Part A services, regardless of what school they attend
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· Educational services for which the student meets eligibility criteria, including special education and related services and programs for English language learners
· Vocational and technical education programs
· Gifted and talented programs
· Before- and after-school programs
· Preschool—CSD will ensure that children in transition receive priority enrollment in preschool programs operated by the district, including exempting children in transition from waiting lists.  Children in transition with disabilities will referred for preschool services under the Individuals with Disabilities Education Act (IDEA).  The local liaison will collaborate with Head Start and other preschool programs.
· Free meals—On the day a child or youth in transition enrolls in school, the enrolling school must submit the student’s name to the CSD Food Service office for immediate processing.

When applying any district policy regarding tardiness or absences, any tardiness or absence related to a child or youth’s living situation will be excused.

Disputes
If a dispute arises over any issue covered in this policy, the child or youth in transition will be admitted immediately to the school in which enrollment is sought pending final resolution of the dispute.  The student will also have the rights of a student in transition to all appropriate education services, transportation, free meals, and Title I, Part A, services while the dispute is pending.

The school where the dispute arises will provide the parent or unaccompanied youth with a written explanation of its decision and the right to appeal and will refer the parent or youth to the local liaison immediately.  The local liaison will ensure that the student is enrolled in the requested school and receiving other services to which he or she is entitle and will resolve the dispute as expeditiously as possible.  The parent or unaccompanied youth will be given every opportunity to participate meaningfully in the resolution of the dispute.  The local liaison will keep records of all disputes in order to determine whether particular issues or schools are delaying or denying the enrollment of children and youth in transition repeatedly.  The parent, unaccompanied youth, or school district may appeal the school district’s decision as provided in the state’s dispute resolution process.

Training
The local liaison will conduct training regarding Title X requirements and sensitivity/awareness activities for all CSD staff.
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Coordination
The local liaison will coordinate with and seek support from the Stat Coordinator for the Education of Homeless Children and Youth, public and private service providers in the community, housing and placement agencies, the CSD transportation department, local liaisons in neighboring districts, and other organizations and agencies.  Coordination will include conducting outreach and training to those agencies.  Both public and private agencies will be encouraged to support the local liaison and our schools in implementing this policy.





















Adopted: 12/10/2007	Reviewed:  March 8, 2010	Revised:  April 12, 2010

Legal References:	The McKinney-Vento Homeless Assistance Act, 42 U.S.C. 11431-11436
			Title I, Part A, of the Elementary and Secondary Education Act,
				20 U.S.C. 6311-6315
			The Individuals with Disabilities Education Act, 20 U.S.C. 1400 et. seq.
			Child Nutrition and WIC Reauthorization Act of 2004, 42 U.S.C.
				1751 et. seq.
			June 5, 1992 Policy of the Administration for Children and Families of the U.S. 
				Department of Health and Human Services.
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Attendance – Elementary School

The Council School District student attendance policy incorporates the compulsory school attendance policy contained in Idaho Code 33-202.

Elementary students who miss more than 18 day for the school year will have a progress/promotion recommendation made by the elementary attendance review committee.  The elementary committee will consider: 
1. reasons for the absences; 
2. the amount of work which the student made up;  
3. the student's attendance pattern in previous years; 
4. student grades during the current and previous years;  
5. maturity level of the student and his/her readiness to be successful in the next grade level. 
 Recommendations of the elementary attendance review committee are to be noted on the report card of the student for that year.  


Adopted: 3/11/2002 Reviewed:_______________  Revised:______________

Legal Reference:	IC 33-202
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Secondary Attendance

There is a direct relationship between school attendance and student achievement.  The fewer school days that students miss during the year, the more successful they are in class.

Our students have 180 school days available to them each school year.  The school year is divided into two semesters of approximately 90 days.  During each semester, the students have available 10 days for illness and/or family emergency (5 days per class on “A” day and 5 days per class on “B” day block schedule).  This applies to period 1-6 on the 2008-09 modified block schedule.  Period 7 meets daily and students will be allowed to miss 10 days each semester before credit is denied.  These 20 days represent 11% of the instruction time available.  In addition, students may miss classes because of bereavement, court appearances, school activities or other causes.

The students also have about 21 holidays and vacation days during the year, excluding weekends.  During the summer, there are approximately 11 weeks of vacation.

For students, school is their job and it is extremely important that they be in attendance as many days as possible to achieve the maximum benefit from each course of study.

Philosophy:
Regular attendance is basic to meeting the educational needs of students.  Maximum classroom instructional benefits can happen only when the student is in attendance.  Because regular attendance is essential to educational success, it follows that students, parents, and educators need a clear understanding as to rights and responsibilities relating to attendance.

Rights:
Students have the right to an appropriate education and are legally required to attend until they are 16 years old (Idaho Code 33-202).  Parents have the right to expect competent instructors and a school climate conducive to learning.  Educators have the right to expect reasonable cooperation from students and parents.

Responsibilities:
Students have the responsibility to participate in the educational opportunities given them.  Parents are responsible for supporting the policies and programs of the school district, including seeing that students attend regularly.  The school has the responsibility to provide a significant curriculum, competent teachers, and adequate facilities and programs.
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Secondary Attendance

Credit for Classes:
Class attendance and participation are requirements for successful course completion.  Therefore, the maximum number of days a student can miss in any class is five (5) days per semester.

A student who misses a class for the 6th day of any semester will lose credit for that class.  The following types of absences will not be counted toward the five (5) day limit.

· Medical Absence—illness and medical appointments as verified in writing by a doctor
· Family Bereavement
· School sponsored activities
· Other absences as authorized by the administration

Note: Students/parents should see administration or office personnel regarding attendance at non-sanctioned school activities and getting advance assignments for those occasions when a student knows that they will be absent.  A student must exceed their allotted five (5) days per class before consideration for administration absences will be granted for non-sanctioned school activities.

In the event that a student exceeds the five (5) day limit, he/she shall remain in the class or classes but cannot receive credit.  [see day 6 notification and appeals section for clarification.]  If the student passes the class, the grade “P-“ will be recorded to designate that credit was not awarded due to attendance.  The student will, however, be allowed to count the class as a prerequisite. 

The school will not allow a parent to perpetually excuse their child from a class or classes where credit has been lost without a conference with the administration and prevailing extenuating circumstances.

DEFINITIONS:
Types of Absences:
A. Excused absence—absence from class/school with the knowledge and approval of parent or guardian and/or school officials.

B. Unexcused absence—absence from class/school without the knowledge and/or approval of parent or guardian and/or school officials.
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C. Tardy—arriving for class after the last bell rings but within 10 minutes of the bell.  If a student is more than 10 minutes late for any class during the school day, it will count as an absence.  Students who are late to class should go directly to class and the teacher will handle the tardy under the district’s discipline policy.  Three tardies in a class during a semester will count as an absence.


Secondary Attendance

Office Checkout:
In the event a student must leave school during the school day, his/her absence will be regarded as an unexcused absence unless he/she formally checks out at the office.  Checkout will be permitted if a phone call is received from a parent/guardian or a note is presented by the student at time of checkout.  The reason for the absence must be stated.  Only in an emergency or an unusual circumstance will checkout be permitted without either a phone call or a note.  Students should avoid missing classes on days they have a test. The office will do all it can to insure that students will not miss tests or classes for frivolous reasons.  Students who do not check out through the office or who are out of class without the teacher’s permission cannot get their absence excused.

An absence is excused when a note or phone call from the parent or guardian explaining the absence is received either at time of checkout or within 24 hours of the student’s return to school.  If the note or phone call is not received within 24 hours, the absence will be marked unexcused.  The note must also contain the date(s) the student was absent, the reason for absence, and the signature of the parent/guardian.  This rule also applies to students who are eighteen (18) years of age or older.

Note:  Council Jr.-Sr. High School feels that it is the responsibility of the parent or guardian to notify the school each day of their son’s or daughter’s absence. Parents’ or guardians’ efforts to phone the school for each day of absence are essential in helping the school in its efforts to monitor each student enrolled.  If a parent or guardian does not phone the school, the school will make an attempt to phone the parent or guardian at home or at work.

It is the responsibility of the student to obtain make-up assignments and it is the responsibility of the teacher to accommodate the student in any reasonable way possible.  Times for the make up of a test or quiz will be established by the teacher.  All tests must be taken on the day of return to school if the student had knowledge of the test prior to their absence.
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Secondary Attendance

Unexcused absences or truancies:
Council School District No. 13 and its employees will not tolerate truancies (unexcused absences) and will take the following action upon occurrence:

Students who have unexcused absences will be placed into Saturday school and a parent or guardian will be contacted.  Saturday school is made up of three distinct sessions to which students will be assigned depending on the total number of periods of unexcused absence.  Demerits will also be assigned and added to the student’s attendance and disciplinary record.  The name, length, and number of demerits for each session is detailed below.  A 3% reduction of the student’s quarter grade will be given for each period of unexcused absence in any class.

	
	Session A
	8:00 a.m. – 10:00 a.m.	
	2 hours
	10 demerits

	Session B
	8:00 a.m. – 12:00 p.m.
	4 hours
	15 demerits

	Session C
	8:00 a.m. –   2:00 p.m.
	6 hours
	20 demerits


				
A student who does not attend Saturday school or is disruptive while attending Saturday school will be given a one-day out-of-school suspension for Session A, a two-day suspension for Session B and a three-day suspension for Session C.  Additional demerits will not be given to the student for not attending Saturday school.  However, if a student is dismissed from Saturday school for disciplinary reasons, the student may receive other consequences and demerits for the offense or offenses. A 3% reduction of the student’s quarter grade will be given for each period that the student is suspended.

If a student accumulates 120 or more demerits in a single year because of attendance problems and/or disciplinary problems, the student shall be presented to the Council School District No. 13 Board of Trustees for evaluation and possible expulsion.

The following details the amount of Saturday school that will be assigned for the total number of periods of unexcused absences.  The accumulated total of demerits are also given.  As an example, if a student was assigned B3, it would be because the student missed a total of 10 periods and will spend two full days of Saturday school (2 Session C’s or 12 hours) and a Session B on a 3rd Saturday.  The total demerits would be 45.
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Secondary Attendance

	Total Periods Missed
	Session Assigned
	Total Demerits

	1
	A1
	10

	2
	B1
	15

	3-4
	C1
	20

	5
	A2
	25

	6
	B2
	30

	7-8
	C2
	35

	9
	A3
	40

	10
	B3
	45

	11-12
	C3
	50

	13
	A4
	55

	14
	B4
	60

	15-16
	C4
	65

	17
	A5
	70

	18
	B5
	75

	19-20
	C5
	80

	21
	A6
	85

	22
	B6
	90

	23-24
	C6
	95

	Etc……
	
	




Parent/Guardian Notification:
DAY THREE (3) 
The parent/guardian of the student will be notified when their child has reached the third (3rd) day of the five (5) day limit per class, per semester.  A letter to the parent/guardian will tell the parent that the student is approaching the maximum limit and may be in danger of losing credit for each class that passes the five (5) day limitation.  A conference will be recommended.

DAY FOUR (4)
The parent/guardian of the student will be notified when their child has reached the fourth (4th) day of the five (5) day limit per class, per semester.  A letter to the parent/guardian will tell the parent that the student is in immediate danger of losing credit for each class that passes the five (5) day limitation.  A conference will be strongly recommended.
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Secondary Attendance

DAY SIX (6)
A letter will be sent to the parent/guardian notifying them that their child will be losing credit in all classes that have exceeded the five (5) day limitation.  The parent/guardian has five (5) school days from the receipt of the letter to request a conference and/or request an appeal.  The conference and/or appeal will be arranged through the high school office and the high school administration.  At this appeal, the parent/guardian should plan to present documentation supporting their case.

Appeals:
All appeals related to excessive absenteeism will be directed to the appeal board.  The principal and two members of the staff will make up the appeal board.  The parent/guardian must request an appeal within five (5) days of receipt of the letter notifying them of exceeding the maximum limit of absences.  The parent/guardian should present documentation supporting their case at this appeal.


Adopted: 08/12/2002		Reviewed: 07/14/2008	Revised: 08/11/2008

Cross Reference: 	Progressive Discipline Plan		3410

Legal Reference: 	IC 33-202
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Releasing Students to Authorized Individuals

District personnel will make every effort to release a student to only a parent/guardian.  A student may be released to an individual who has authorization from the parent/guardian only if prior arrangements have been made with the principal or designee.

The District will take steps to be in compliance with court orders, provided that it has been given a copy of such orders. It is the responsibility of the parent/guardian to provide the school principal or designee with a copy of the most recent court orders, if restricted access to a student or student information is requested.

Adopted: 3/11/2002 Reviewed:________________ Revised:_______________

Legal Reference:	 IC 32-717A
 IC 32-717B(4)
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Civil Rights of Students, Staff, Parents and Patrons

It is the policy of Council School District to provide a learning and working environment free from discrimination and harassment.  To this end, the District makes every effort to address the various needs of individuals in accordance with laws and regulations of the State and Federal government.

The needs of individuals with disabilities are fully addressed in the Idaho Special Education Manual (2007).  Persons with questions or concerns in this area may contact the District Special Education Director at Council Elementary School, 208-253-4223.

Discrimination against persons  with disabilities is further addressed in the Council School District No. 13 Section 504 Manual.  Persons with questions or concerns in this area may contact the District 504 Compliance Officer at Council Elementary School, 208-253-4223.

Harassment, sexual harassment, and bullying are addressed fully in the Council School District No. 13 Policy Manual, in policies 3340 and 3341.  Persons with questions or concerns in this area should contact the building principal.  If satisfaction is not provided at the building level, then that person should contact the District Superintendent.

Students, staff, parents and patrons will have the opportunity to participate in federally funded educational programs.

Anyone who believes that he/she has been the recipient of illegal discrimination or harassment based on race, color, sex, religion, age, national origin, or disability should contact the District Superintendent.

Other avenues of recourse include:
1. Idaho Human Rights Commission, 1109 Main St., P.O. Box 83720, Boise, ID 83720-0040
2. U.S. Department of Justice, Washington, D.C. 20530
3. Office for Civil Rights, U.S. Department of Education, 330 C Street Southwest, Suite 5000, Washington, D.C. 20202
4. Employment complaints may be filed with Equal Employment Opportunity Commission, 2815 2nd Ave., Suite 500, Seattle, WA 98121.
5. Federal or State Courts

Adopted: 3/11/2002 Reviewed:  9/10/07 Revised:  10/08/07
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Cross reference:	 Civil Rights Grievance  3320
   	 Section 504 Hearing  3330
   	 Sexual Harassment  3342
Legal reference: 	IC 33-506(1)
Title VII of the Civil Rights Act of 1965
42 USC Section 2000e, et seq 
Title VI of the Civil Rights Act of 1964
42 USC Section 2000d, et seq
Section 1981 of the Civil Rights Act of 1866, 
42 USC Section 1981
Section 1983 of the Civil Rights Act of 1871, 
42 USC Section 1983
The Equal Pay Act 1963, 
29 USC Section 206d
Title IX of the Education Amendments of 1972, 
20 USC Section 621, et seq
Age Discrimination and Employment Act of 1967, 
29 USC Section 621, et seq
Americans with Disabilities Act of 1990, 
42 USC Section 12101, et seq
Section 504 of the Vocational Rehabilitation Act 1973,
29 USC Section 794
Idaho Commission of Human Rights, 
IC 67-5901, et seq
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Freedom of Expression and Assembly

While students have the right to demonstrate and express grievances before school officials, school officials may govern the time, place and manner of any such activity which would distract from the educational process, is slanderous, invades or threatens to invade the rights of others, or presents a reasonable likelihood of substantial disorder.


Adopted: 3/11/2002 Reviewed: _________________Revised: __________________
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Distribution of Materials 

The District is a nonpublic forum for the purpose of speech and distribution of materials. Reasonable restrictions on the speech of students, staff, and other members of the community may be imposed that are related to legitimate educational concerns.

Permission of the principal, Superintendent or designee is required before students, staff or other
members of the community may distribute or display on school property materials from sources outside the school. School property shall include, but not be limited to bulletin boards, walls, doors, lockers, bathrooms, the school parking area, or on cars.

Materials allowed to be distributed under the terms of the Master Contract between the Council School District and the Council Education Association do not require prior permission.

DEFINITION:
Sources Outside the School include any person(s) or organizations, including, but not limited to business, religious, non-profit, social service, or educational organizations, which are not sponsored by the District.

Adopted: 3/11/2002 Reviewed: _________________ Revised: ________________

Legal Reference: 	Hazelwood School District v. Kuhlmeier, 108S.Ct.562(1988)
Muller v. Jefferson Lighthouse School, 98F.3d1530(7th Cir. 1996)
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Guidelines for Student Conduct

Students on any school premises or at any school-sponsored activity, regardless of location, are
expected to obey school officials, respect property, maintain order and decorum, avoid excessive
physical contact, fighting, and public displays of affection and conduct themselves in a positive manner.

Principals are directed to establish reasonable rules and regulations regarding appropriate student
behavior in school and at school activities. Disciplinary action for violation of this policy may involve up to and including suspension and/or expulsion.

DEFINITION:
On any school premises or at any school sponsored activity, regardless of location shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activity. This includes instances in which the conduct occurs off the school premises but impacts a school related activity.

Adopted: 3/11/2002 Reviewed: _________________ Revised: _________________

Legal Reference: 	IC 33-506
IC 33-512


COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL

								3340
										Page 1 of 2
General Harassment

All students have a right to an education in an atmosphere free from harassment and intimidation. 

Harassment is defined as any verbal or physical conduct, written or graphic material, by an individual or group within the school community which, when directed at any individual or group in a severe or repeated manner, either (1) undermines, disrupts, interferes with, or detracts from a person's educational performances so that he/she is effectively denied equal access to the District's resources and opportunities; or (2) creates an intimidating, hostile or offensive environment due to its severity, pervasiveness, and objective offensiveness.

Actions that may constitute harassment may include, but are not limited to:

	1.  Physical acts, i.e. aggression or assault, battery, damage to property, 	  	  	    	     intimidation, implied or overt threat of violence.
2.  Verbal acts, i.e. demeaning jokes, bullying, taunting, hazing, intimidation, slurs, 	                  derogatory nicknaming, innuendoes, or other negative remarks.
3.  Visual acts, i.e. graffiti, slogans, or visual displays such as cartoons or posters 	                             depicting derogatory sentiments.
	4.  Criminal acts, in violation of Idaho Criminal Codes or Idaho Human rights 
	     Commission Code.
5.  Cyber bullying, cyber bullying includes, but is not limited to, the following misuses of  technology:  harassing, teasing, intimidating, threatening, or terrorizing another student or staff member by of any technological tool, such as sending or posting inappropriate or derogatory email messages, instant messages, text messages, digital pictures or images, or website postings (including blogs) which has the effect of:
	a.  Physically, emotionally or mentally harming a student;
	b.  Placing a student in reasonable fear of physical, emotional or mental harm;
	c.  Placing a student in reasonable fear of damage to or loss of personal property;
 	d.  Creating an intimidating or hostile environment that substantially interferes with a 	      student’s educational opportunities
6.  Bullying shall mean unwelcome verbal, written or physical conduct directed at a student by another student that has the effect of:
	a.  Physically, emotionally or mentally harming a student;
	b.  Damaging, extorting or taking a student’s personal property;
	c.  Placing a student in reasonable fear of physical, emotional or mental harm;
	d.  Placing a student in reasonable fear or damage to or loss of personal property;
	e.  Creating an intimidating or hostile environment that substantially interferes with a
	     student’s educational opportunities.
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Students of the Council School District are prohibited from engaging in conduct that could reasonably be construed as constituting harassment.  Harassment of any member of the school community for any reason is a violation of school policy.

Disciplinary Action:

If an allegation of harassment is made against a student, and there is sufficient evidence to support the allegation, disciplinary action up to and including expulsion will be taken against the offender.

If there is insufficient evidence to support the allegation, no record will be made of the allegation in the complaining student's permanent record, or in the accused student's permanent record. 

In the event the investigation discloses that the complaining student has falsely accused another individual of harassment knowingly or in a malicious manner, the complaining student will be subject to disciplinary action, up to and including expulsion.

In the event the harassment involves violent or other conduct which could reasonably be considered to be criminal in nature, the principal/superintendent will refer the matter to the local law enforcement agency.


Adopted: 3/11/2002 Reviewed:  11/9/2009	Revised: 3/08/2010
										

Legal References:	IC 16-1619
			Title IX of the Education Amendment of 1972
			Franklin v Gwinnet Co. Public Schools, 112 S. CT. 1028(1992)
			Gebser v Lago Vista Ind. School District, 118 S. Ct. 1989 (1998)
			Davis v. Monroe County Board of Education, 199 S. Ct. 1661 (1999)
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Sexual Harassment

The policy of the District is to maintain an educational environment that protects dignity, promotes mutual respect, and is free from sexual harassment.  Each District employee, student, or visitor has the right to work or participate in an atmosphere that promotes equal opportunities, and is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive.

It shall be a violation of this policy for any District employee, student or visitor to
sexually harass another individual, while on any school premises or at any school-sponsored activity regardless of location. 

 	DEFINITIONS:	
Sexual harassment is generally defined as unwelcome sexual advances, requests for favors,
and other verbal, physical and/or visual contact of a sexual nature when: 
	
•	submission to such conduct is made either explicitly or implicitly a term or 	condition of an individual's education or employment;
•	submission or rejection of that conduct or communication by an individual is used as a factor in decisions affecting that individual's education or employment; or
•	such conduct or communication has the purpose of substantially or 	unreasonably interfering with an individual's education or work, or creating an intimidating, hostile, or offensive educational  or work environment.	                                                                                                                                 
Student-to-student sexual harassment is defined by a hostile environment or any unwelcome sexual conduct that is sufficiently severe, persistent or pervasive to limit a student's ability to participate in or benefit from his/her education.  

All sexual harassment of students by employees is  "unwelcome" regardless of whether it is "consensual".

Examples of sexual harassment may include, but are not limited to:
	1.	unwanted sexual touching, verbal comments, gestures, and jokes;
	2.	students in a class which is predominantly one sex subjecting a student of 				the opposite sex to sexual remarks, teasing, or being questioned about their 			ability to do the work;
3. touching oneself sexually or talking about one's sexual activity in front of others;
	4.	displaying, wearing or distributing sexually explicit or sexually suggestive 				drawings, pictures, or written materials;	
	5.	unwelcome solicitations or pressure for sexual favors;
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	6.	unnecessary touching of an individual, e.g. patting, pinching, repeated 				brushing against another person's body;    
	7.	requests for sexual favors accompanied by implied or overt threats 					concerning an individual's education, work, or business with the District;
	8. 	cornering or blocking of normal movements.

Examples of conduct which typically would not constitute sexual harassment:
	1.	a single instance of a kiss on the cheek of an elementary student by 				another elementary student;	
	2.	hugging a winning athlete;
	3.	a teacher putting his/her arm around two students during a photo session.

It is everyone's responsibility to eliminate sexual harassment.  Anyone who believes he/she has been sexually harassed , or believes another person has been sexually harassed, should immediately report it to a school official.

Prevention:
It is the policy of this District to provide regular in-service education and training about sexual harassment and intimidation for employees and students including:
--definitions of sexual harassment and intimidation, and overview of relevant state and
   federal laws
	--identification of harassing behaviors by students and/or staff
	--age-specific prevention techniques
	--coping techniques for oneself and others
	--training in positive, age-appropriate communication alternatives to harassment
	--grievance procedures available to employees and students
Sexual harassment prevention shall be included in staff and student orientation.  

Reporting:
Students or employees who believe they may have been harassed or intimidated should take the following steps
	1.  Inform the individual that his/her behavior is unwelcome, offensive or 	  	       	    	     inappropriate.  Do not assume the problem will go away.
	2.  Notify a counselor, the Title IX Coordinator or an administrator right away;  	 	    	     early reporting assists any investigation.
	3.  Request a copy of the District's sexual harassment policy so that reporting 	 	    	     processes are clear.
4.  Keep notes.  Keep a record of dates, times, places, witnesses and description of 
     each incident.  Save all  notes or records in a safe place.
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Complainants are permitted and encouraged to have a friend or advisor present with them for moral support during any stage of the investigation of the report.  

All employees and students have a responsibility to maintain a positive work and learning environment by reporting all incidents or rumors of harassment or intimidation involving themselves or others.  Students and staff are encouraged to use the reporting procedure set forth in this policy.

Once a report has been filed with an administrator, Title IX Coordinator, or authorized person, a confidential and expeditious investigation shall begin, administrated in accordance with Title IX regulations.

Investigation and Action Procedure:
1. After receiving a report or grievance, the Title IX Coordinator shall conduct an inquiry and make written recommendations within  ten (10)  business days to the
      Superintendent.  In determining whether alleged conduct constitutes suspected sexual       harassment, the Coordinator will consider the facts of the allegation, accounts of 
      witnesses, case law, state and federal laws and regulations, and the District's policy 
      prohibiting sexual harassment and intimidation.

2. On receipt of a recommendation from the Coordinator that probable cause exists to 
credit the allegation of sexual harassment or intimidation, the Superintendent may take action based on the report/recommendation, or the Superintendent may conduct 
      his/her own investigation into the charges.  The Superintendent may appoint an 
      outside investigator to conduct the investigation.

	3.  Such investigation must be completed within thirty (30) days of receipt by the 			     Superintendent of the recommendation from the Coordinator.

4.  Pending such an investigation, the Superintendent may take any action 	necessary to         protect the alleged victim, other students or employees consistent with requirements of      applicable regulations and statutes.

5.  Consistent with the requirements of applicable regulations or statutes, the 
     Superintendent may take such action deemed necessary and appropriate after the 
     completion of the investigation.

6.  Appeals may be heard  by the Board of Trustees in accordance with District 
     appeal procedure as described in Policy.
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Sanctions and Discipline:
A substantiated charge against a student shall subject that student to disciplinary action:
	First Offense--warning and parent notification
	Second Offense--two (2) hours detention the next school day
	Third Offense-- one to three (3) days  suspension
	Fourth Offense--board hearing for possible expulsion
										
The District shall have the right to skip to any step of the previous disciplinary action  according to the seriousness of the offense.

A substantiated charge against an employee of the District shall subject the employee to disciplinary action in accordance with any appropriate employee contract up to and including discharge.  

A substantiated charge against a visitor to the District may involve actions up to and including future prohibition from entering any school premises or attending any school sponsored activity, regardless of location.

Any retaliation against a person complaining of sexual harassment will be considered harassment in itself, and will be subject to appropriate sanctions.

Confidentiality:
Because of the sensitive nature of the complaint of sexual harassment, any investigation shall be conducted, to the maximum extent possible, within legal constraints, to protect the privacy of both the complainant and the accused.  In instances where the sexual harassment complaint involves suspected child abuse, the school official must report the case to the proper authorities as required by law.

District Record:
The Superintendent or designee will keep and maintain a written record, including but not limited to witness statements, investigative reports and correspondence, from the date any allegation of harassment is reported to District personnel.  The information in the written record will also include action taken by the District in response to each allegation.  The confidential written record will be kept in the District's administrative offices and will not, at any time, be purged by District personnel.

If there is insufficient evidence to support the allegations, no report of the allegation shall be placed in an accused student's permanent record, or an accused employee's permanent record.
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With insufficient evidence, no record will be made of the allegation in the complaining student's permanent record, or in the complaining employee's personnel file, unless the investigation discloses that the complaining individual has falsely accused another of sexual harassment knowingly or in a malicious manner.  Such a complaining individual may be subject to the same disciplinary action provided for sexual harassment offenders.

Support Services:
The District will make available support services as needed.

Adopted: 3/11/2002 Reviewed: ______________ Revised: ________________

											
Legal References:	Title IX of the Education Amendments of 1972
			Title VII of the Civil Rights Act of 1964, 42 U.S.C. 200e-2(a)
			Franklin v. Gwinnett Co.Public Schools, 112 S. Ct. 1028 (1992)
			IC 16-1619   Reporting of Abuse, abandonment or neglect
			Gebser v. Lago Vista Independent School District, 118 S. Ct. 					1989 (1998)
			Mentor Savings Bank v. Winston, 477 U.S. 57 (1986)
			Elison v. Brandy, 924 F. 2d872 (9th Cir. 1991)
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Weapons

The Board is committed to providing a safe and secure environment for all students, staff and visitors in order to maximize learning opportunities. While the Board cannot guarantee elimination of all safety threats, it directs the administration to implement policies and procedures that are designed to reduce and minimize the safety risks.

The Board has no tolerance for students who use, threaten to use, or possess firearms, destructive devices, weapons, dangerous instruments, explosives or look-alike weapons on any school premises, and/or personal vehicles on school campuses or for students who assist others in doing any of the above. The Superintendent, principal or designee has the authority to determine the threat and/or the disruption to the health, safety, and/or educational process of other individuals in each particular situation. For the purposes of this policy, no tolerance means that consequences will occur if this policy is violated and that the consequences will be commensurate with the circumstances of each situation.

The only exception to this policy is if the Superintendent, principal or designee has given the student prior permission to bring a weapon other than a firearm or destructive device to school. In granting such permission, the Superintendent, principal or designee shall consider the following factors: student’s age, purpose of bringing a weapon to school, level of supervision, etc.

Discipline:
The disciplinary action for the District’s weapons policy is necessarily defined by existing federal law (Section I), by specific Board policies (Section II), and by laws concerning students with disabilities (Section III).

I.	 Expulsion for One Year for Firearms or Destructive Devices
Any student who is determined to have used, brought, or have in possession a firearm or destructive device on any school premises or at any school sponsored activity, regardless of location, or store them in their lockers and/or personal vehicles on school campuses shall be immediately suspended, referred to the appropriate law enforcement agency, and, following due process, be expelled from school for a period of not less than one (1) year, twelve calendar months. The Board may modify the expulsion order on a case-by-case basis.

II. 	Discipline for Devices Other than Firearms or Destructive Devices
Students may be immediately referred to the appropriate law enforcement agency and maybe suspended from school when any of the following circumstances occur on any school premises or at any school sponsored activity, regardless of location:
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· use, threaten to use, or possess weapons, explosives or “look-alike” weapons other than those weapons or destructive devices identified in Section I of this policy;
· assist others in doing any of the actions prohibited in this policy;
· store any of the above in their lockers and/or personal vehicles on school campuses,
· use or threaten to use an item as a dangerous instrument.
Discipline shall be commensurate with the circumstances of the situation, which includes, but is not limited to, the intent, degree of endangerment or damage, degree of intimidation or fear, and the age of the student. Discipline for violation of this section of the policy may involve actions up to and including suspension and/or expulsion.

III.	Students with Disabilities
The discipline of students with disabilities as defined by IDEA (Individuals with Disabilities Education Act), and subsequent amendments, and Section 504 of the 1973 Rehabilitation Act under this policy shall follow federal guidelines.

DEFINITIONS: (Section I of this policy)
Firearm:  
A. any weapon (including a starter gun) which will or is designed to or may readily be converted to expel a projectile by the action of an explosive,
B. the frame or receiver of any such weapon,
C. any firearm muffler or firearm silencer,
D. any destructive device
Destructive Device:
A.	any explosive, incendiary, or poison gas a)bomb, b)grenade, c)rocket having a propellant charge of more than four ounces, d)missile having an explosive or incendiary charge of more than one-quarter ounce, e)mine, f)device similar to any of the devices described in the preceding clauses.
B. 	any type of weapon which will, or which may be readily converted to, expel a projectile by the action of an explosive or other propellant, and which has any barrel with a bore of more than one-half inch in diameter.
C. 	any combination of parts either designed or intended for use in converting any device into any destructive device and from which a destructive device may be readily assembled.
D. 	The definition of a “destructive device” shall not include:
1.   an antique firearm,
2.   a rifle or shotgun which the owner intends to use solely for sporting,
recreational or cultural purposes,
E.  	any device which is neither designed nor redesigned for use as a weapon.


COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL
3344
Page 3 of 3
For the purpose of Section II of this policy, the following definitions shall apply:
Weapon: anything that is commonly designed or may be used to cause injury or to put someone in fear other than firearms and destructive devices (as defined above for Section I of this policy). Examples of “weapons” include, but are not limited to, pocket knives, pellet guns, clubs, razor blades, chemical irritants, shotguns or rifles, regardless of whether the owner intends to use solely for sporting, recreational or cultural purposes, antique guns, etc.

Dangerous Instrument: anything that, although not specifically designed to hurt someone, is used to cause injury or to threaten to cause injury. Examples include, but are not limited to, belts, combs, writing utensils, compasses, chains, etc. Such items should be considered dangerous instruments when they are used to cause injury or to put someone in fear.

Explosive: any substance or item other than a destructive device (as defined above for Section I) that can potentially generate a release of mechanical or chemical energy. Examples include firecrackers, cherry bombs, gun shells, bottle bombs, etc.

Look-Alike Weapon: objects which closely resemble a weapon or explosive and could put persons in fear for their safety. Examples include toy guns, smoke bombs, etc.

For the purpose of this policy, the following definition shall apply:
On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activity. This includes instances in which the conduct occurs off the school premises but impacts a school related activity.
Possess: to bring an object, or to cause it to be brought, onto any school premises or at any school sponsored activity, regardless of location, or to exercise dominion and control over an object located anywhere on such premises and personal vehicles on school campuses

Adopted: 3/11/2002 Reviewed: __________________ Revised :_____________

Cross Reference:	 In-School Detention, Suspension and Expulsion #3420
`		Searches by School Officials #3360

Legal References: 	IC 18-3302D
IC 33-205
U.S.C. Section 921
IDEA (Individuals with Disabilities Education Act
1973 Rehabilitation Act, Section 504
18 U.S.C. Section 921 (Gun-Free Schools Act)
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Drugs, Alcohol, and Tobacco

Philosophy
To the extent possible, the Board is committed to:
1.  preventing or intervening in student use of drugs, alcohol or tobacco;
2.  providing a safe and secure learning environment;
3.  enhancing academic achievement; and,
4.  involving the parent/guardian with his/her student’s academic and personal success.

Policy
A student is in violation of District policy if he/she is involved with drug paraphernalia, controlled substances, or drugs, on any school premises or at any school sponsored activity, regardless of location, including, on his/her person; in his/her locker; in his/her vehicle; or among the student’s other property, in any of the following ways:
1. attempting to secure or purchase;
2. using or being under the influence;
3.   possessing;
4.   intending or attempting to sell or distribute;
5.   selling or giving away.

Reasonable Suspicion:  “Reasonable suspicion” means an act of judgment by a school employee which leads to a reasonable and prudent belief that a student is in violation of District policy regarding alcohol or controlled substance use.  Said judgment shall be based on training in recognizing the signs and symptoms of alcohol and controlled substance use. [IC 33-210 (5a)]

District staff members are authorized to render a judgment regarding the establishment of reasonable suspicion.  Students reasonably suspected of any of the above violations will be identified, and reported in accordance with IC 33-210. The student’s parent/guardian shall be contacted as soon as possible. 
							
Intervention/Discipline	
Consequences for such violations will depend on the circumstances and severity of the situation:
1. Discipline for students in violation of this policy may include actions up to and including suspension and expulsion.
2. When necessary, the superintendent, principal, or designee may seek a law enforcement evaluation of the student.
3. Such an evaluation may result in the transfer of the school custodial responsibility to the appropriate law enforcement agency.
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Drugs, Alcohol, and Tobacco

District students in violation of this policy will be offered assistance. The principal or designee should inform the parent/guardian of the drug, alcohol, and tobacco education programs and counseling available to the student in the school or in the community.
										
Suspensions and expulsions of students with disabilities as defined by the IDEA (Individuals with Disabilities Education Act), Section 504 of the 1973 Rehabilitation Act, and the Americans with Disabilities Act shall follow federal guidelines as well as the provisions of this policy.

Voluntary Disclosure
Any student who voluntarily discloses using or being under the influence of any drug or controlled substance before he/she is reasonably suspected to be in violation of the law and this policy shall be provided anonymity to the extent that disclosure is held confidential on a faculty “need to know” basis.  Notification is provided to the parent/guardian as soon as possible, and information on  available counseling at the school level will be offered.

Notification to Parent/Guardian
At the time the student originally registers as a District student, the student’s parent/guardian will be notified of terms of this policy. An age-appropriate restatement of this policy will be included in the student handbook.

DEFINITIONS:
Controlled Substances: include, but are not limited to opiates, opium derivatives, hallucinogenic substances, including cocaine, cannabis and synthetic equivalents of the substances contained in the plant, any material, compound, mixture or preparation with substances having a depressant effect on the central nervous system, and stimulants.
Drugs: shall include any alcohol or malt beverage, any tobacco product, any controlled substance, any illegal substance, any abused substance, any look-alike or counterfeit drug, any medication or any inhalant not approved for the use being made of said medication or inhalant, any substance whose use is intended to alter mood, and/or any substance which is represented and sold or distributed as a restricted or illegal drug, even if the substance is not what it is represented to be.
Drug Paraphernalia: all equipment, products and materials of any kind which are used, intended for use, or designed for use, in planting, propagating, cultivating, growing, harvesting, manufacturing, compounding, converting, producing, processing, preparing, testing, analyzing, packaging, repackaging, storing, containing, concealing, injecting, ingesting, inhaling, or otherwise introducing into the human body a controlled substance as defined in this policy.
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On any school premises or at any school sponsored activity, regardless of location:  shall include but not be limited to building, facilities and grounds on the school campus, school busses, school parking areas, and the location of any school sponsored activity

Adopted: 3/11/2002 Reviewed: 12/10/2005  Revised: 2/13/2006

Legal Reference:	IC 33-205, 37-2705
			IC 20-516, 37-2732C
			IC 27-201
			IC 33-210
			IC 20-509
			IC 37-2732
			IC 18-1507C
			Drug-Free Schools and Communities Act of 1988 –P.L. 100-690
			Individuals with Disabilities Education Act and P.L. 94-142
Section 504 of the 1973 Rehabilitation Act
Americans with Disabilities Act
The Family Educational Rights and Privacy Act of 1974 20U.S.C. 1232g:34CFR part 99
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Bus Discipline

Responsibility of Students 
Riding a school bus is not an undeniable right. It is a privi1ege which each rider is responsible for retaining by maintaining appropriate behavior while loading, riding and unloading. Parents should make it clear to their children that because of the inherent danger involved with transporting them to and from school and activities, there must be strict rules of behavior and strong consequences for those who choose not to follow them. 

Denial of Transportation 
The board of trustees may deny transportation to any pupil in any school bus, upon good cause being given, in writing, to the parents or guardian of the pupil. (33-1501 Idaho Code ) 

Duties
A. The student should have a strong sense of responsibility for the safety of himself and others. 
B. The pupil should stay away from the bus except when loading or unloading. 
C. The student should remain seated until the bus stops to unload.
D.  If it is necessary to cross the road, then cross the road in front of the bus, waiting at right  front of the bus for the signal from the driver before proceeding to cross. 
E. The student should be careful in approaching bus stops and always walk on left of highway toward the oncoming traffic. 
F. The student should be on time for the bus. 
G. The student should reach assigned seat without disturbing other pupils and remain seated while the bus is moving. 
H. The student should follow the driver's directions promptly and cheerfully.
I. The student should keep all parts of the body inside the bus at all times. 
J. Students will not be let off the bus other than at assigned home stop or school without a written request by parents or principal.  THIS INCLUDES ALL STUDENTS UNDER AGE 18.
K. Except when prior approval is granted, students are to carry on only objects that can be held on their laps.
L. Students should remember that yelling and unnecessary confusion can momentarily divert the driver’s attention and may result in a serious accident.
M. Students going on activity trips will go on the bus and return on the bus unless arrangements are made before the bus leaves for the activity.
N. Transportation will not be provided for students living less than 1-1/2 miles away from school unless in the judgment of the superintendent, the age, health, or safety of the student warrants picking up a student less than 1-1/2 miles from the school.
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Rules
1.	Follow directions the first time given.
2. 	Stay in your seat at all times. 							
3.	Keep hands, feet, objects to yourself.
4. 	No swearing, yelling or teasing. 
5. 	No eating, drinking or gum chewing. 
6. 	Littering, writing on, or damaging the bus in any way is prohibited. (Parent will be held financially responsible for damage done by child.) 

Consequences 
1. 	Driver warns student. 
2. 	Student assigned designated seat; parents and principal called by transportation supervisor. 
3. 	Principal, parent, student and bus driver conference. 
4. 	Suspension of bus privileges for designated period of time (1-3 days); parents notified and made responsible for transportation. 

Severe Clause 
Suspension of bus privileges for extended period to be determined by superintendent/school board. 

What Constitutes Severe 
1. Student commits or threatens to commit physical harm to another child or adult
2. Student damages another student's, driver's or bus, property.
3. Student refuses to follow directions of driver. 
4. Student engages in any behavior that keeps the bus from functioning safely. 

Violations will be accumulated for five days; then the student begins again with a clean slate. Repeated misbehavior will result in a dropping down of consequences. We are committed to providing safe transportation for students. 

Adopted: 3/11/2002 Reviewed: _______________Revised: _ __________

Legal Reference:	IC 33-506(1)
			IDAPA 08.02.02.180
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Searches by School Officials

Student’s constitutional rights do not stop at the schoolhouse gates.   However, the Board must provide an atmosphere conducive to the pursuit of educational goals.  This may include the right to search a student’s person and/or the student’s personal belongings, including but not limited to, backpacks, purses, wallets, and athletic bags, when it is in the interest of the overall welfare of other students or is necessary to preserve the good order and discipline of the school, and reasonable suspicion  exists that the student is in possession of materials which violate District policy, procedure or law.

Reasonable suspicion by a school administrator is defined as suspicion that is particularized with respect to each individual searched based on the reasonable judgment or belief that the student is in possession of materials in violation of District policy, procedure or law.  Reasonable suspicion need not be based on a single factor, but is based on the “totality of the circumstances”, including misconduct by the student.  In order for a search to be reasonable, it must be justified at its inception and be reasonably related in scope to the circumstances that initially justified the search.

Intrusive searches, such as a search of the student’s body or clothing, will not be conducted by school personnel unless the student gives consent in the presence of a witness.  If the student fails to give such consent, the District will refer the student to law enforcement.  The search measures used in any situation must be reasonably related to the objectives of the search and must not be an excessive intrusion in light of the age and sex of the student, and the nature of the infraction.

Desks and lockers assigned to students are District property and remain at all times under the control of the District.  The student shall be responsible for the proper care, use and security of the desk or locker assigned for his or her use.  Desks and lockers may not be used by a student for the storage of materials which violate District policies or laws, are potentially harmful items, or are a threat to safety or security, including but not limited to, weapons, drugs, and alcohol.  Periodic general inspection of lockers and desks may be conducted by authorized school officials, or by a certified drug/explosives dog search team, for any reason at any time without notice, without consent, and without a search warrant.  School administrators may seize and retain, or turn over to law enforcement officials, any contraband items or evidence found in a school desk or locker.
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Students are permitted to park on school campuses as a matter of privilege, not right.  The District retains the authority to conduct routine patrols of school parking lots, and inspections of the exteriors of automobiles on school campuses.  The interiors of vehicles on school campuses may be inspected whenever an authorized school official has reasonable suspicion that materials which violate District policy or law are contained inside. Such patrols and inspections may be conducted without notice, without consent, and without a search warrant. 


Adopted: 3/11/2002 Reviewed: _________________ Revised: ________________

Cross Reference:	Alcohol, Tobacco, and Drug Use #3346
			Weapons #3345

Legal Reference:	IC 18-3302D
			New Jersey v. TLO, 469 U.S, 325 (1985)
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Cooperation with Law Enforcement Agencies 

The board of trustees of this district recognizes that cooperation with law enforcement agencies is essential for the protection of students, maintenance of a safe environment in this district’s schools, and the safeguard of all district property.

The district will also cooperate with other state and local public agencies insofar as those agencies’ responsibilities and duties relate to public school students.

Interviewing Students

This district will allow law enforcement and health and welfare agents to interview students, relative to child protection or criminal investigations, at school facilities, during school hours, upon notice of the need for such interview.  Upon receiving notice of the need for such interview and identification of the interviewer as a law enforcement agent, the superintendent or designee will provide a private room in which the interview(s) may be conducted.  No school official or staff member will be present during the interview unless requested to do so by the law enforcement agent.

School officials will take no actions to delay or otherwise interfere with law enforcement’s interview, removal into protective custody, or arrest of the student.

Notification of Parents

Law enforcement is not required to notify the parent that his/her student is being interviewed relative to a child protection investigation.  School officials will not notify the parent regarding the fact that the student is being interviewed by law enforcement, unless specifically requested to do so by the law enforcement agent.  In the event that a parent inquires regarding the interview, the school officials will refer the parent to law enforcement.

Adopted: 3/11/2002 Reviewed: February 8, 2010	Revised: February 16, 2010

 Legal Reference:	Idaho Attorney General Opinion No. 93-2
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Progressive Discipline Plan

This discipline plan has certain consequences for student behaviors that fall in one of three behavioral categories.  The behavioral categories are listed as minor, major, and severe offenses.  The possible consequences for inappropriate student behaviors include warning, detention after school, Saturday school of various lengths of time, out of school suspension from 1 to 10 days, and expulsion.  In-school suspension may be used in place of out-of-school suspension at the discretion of the building principal.

Demerits shall be given for each infraction and if a student accumulates 120 demerits in any one year, the student shall be presented to the school board for evaluation and possible expulsion.  If a student is expelled, the student shall receive a mark of “F” in all classes for the quarter in which the incident took place.  A student who is re-admitted to school after being expelled may be admitted under the specific provisions of a behavioral contract as drafted by the school administration.

The following details the amount of demerits given for each consequence.

		Consequence			Number of Demerits
		Warnings…………………………..0
		Detentions…………………………5
		Session A of Saturday School…….10
		Session B of Saturday School…….15
		Session C of Saturday School…….20
		Out of School Suspensions……….25,35,45,55,65,75,85 etc.
						For day 1,2,3,4,5,6,7,8, etc.

A student who fails to show up for Saturday school or is disruptive in Saturday school shall be given a one-day out-of-school suspension for session A, two days for session B and three days for session C.  Additional demerits will not be given to the student for not attending Saturday school.  However, if a student is dismissed from Saturday school for disciplinary reasons, the student may receive other consequences and demerits for the offense or offenses.  A 3% reduction of the student’s quarter grade will be given for each period that the student is suspended.
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Parents will be notified whenever their child is sent to the office and a consequence greater than a warning and/or detention is issued to the student.  In the case of suspension, every effort will be made to contact a family member in regards to sending the student home.  A student will not be sent home without knowledge of a family member or other responsible adult.  Teachers shall, when referring a student to the office, write a disciplinary referral that accurately describes the incident.  The description shall state exactly what was done and/or said. 

The following describes each category and the possible consequences given for infractions.  Behaviors that are not included in one of the categories shall be evaluated by the administration for placement in one of the three categories.

Minor Offenses: Student behaviors that interrupt the classroom or cause problems in the hallway, lockers and other areas.  Examples include but are not limited to : public display of affection; constant talking or yelling; spitting; littering; snowballing; running; hat in building; hall pass violation; tardy; dress code violations; use of pagers and/or cell phones without administration approval; parking violations; loud stereo in parking lot; possession of laser light; skateboard or scooter on campus, etc.

The student can be given either a “detention referral” or a “disciplinary referral” for a minor offense.

Detention Referral
If given a “detention referral”, the student will be assigned detention each time and five (5) demerits.  The parent is not notified each time that their child receives a detention referral.

Disciplinary Referral
If the student is given a “disciplinary referral”, the student is sent to the office, a copy of the disciplinary referral is sent home, and the student is placed on the following progressive disciplinary plan.  The first time that a student is given a disciplinary referral and it is for a minor offense, the student will serve an after-school detention.  All disciplinary referrals for minor offenses after the first disciplinary referral shall result in the student being assigned to a session A Saturday school.

Cell Phone Use
Student use of cell phones at school has escalated to become a major distraction that has repeatedly interrupted the educational process in school.  Phones have been used to bully, cheat, access the Internet without filters, take inappropriate pictures, and constantly disrupt and interfere with student learning and instruction.  Students are allowed to use the office or lobby phones upon request during the school day and parents can leave messages and instructions for students at the office as we have 
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done for many years.  In cases of emergency, most staff members have cell phones that may be accessed.  

It shall be the policy of Council School District No. 13 that, if parents choose to allow their students to possess cell phones, during the school hours of 7:30 a.m. to 3:00 p.m., all student cell phones must remain at home, in vehicles or be left at the office.  While in the school building during those hours, students are not allowed to have cell phone devices in their possession.

1. Cell phones shall not be used at any time during the instructional day (7:30 a.m. – 3:00 p.m.)
2. All cell phones should be kept at home, in student vehicles or left at the school office until the end of the day.
3. Any student in possession of a cell phone in violation of this policy will have the phone confiscated by any staff member.
4. The staff member will take the phone to the office until after school.
5. Failure to turn over the device will result in an automatic disciplinary action of a Session A Saturday School for insubordination.
6. Phones are not allowed in the cafeteria, school grounds, lobby or hallways.
7. If school officials have reasonable cause to suspect the phone has been used inappropriately, for example, cheating, threatening, sexting, or taking unauthorized photos or the like, school officials may impose greater disciplinary action.

Consequences:  See it – take it; Hear it – take it.

1. Failure to turn over the device to any school employee who asks for it will result in a minimum Saturday School Session A.
1st Offense:  One (1) Lunch Detention.  Student phone will be brought to the office and student can pick it up at the end of the school day. 
2nd Offense:  Two (2) Lunch Detentions.  Student phone will be brought to the office and parents will need to pick the phone up at the end of the school day.  
3rd Offense:  Session C Saturday School or suspension.  Student phone will be brought to the office and parents will need to pick the phone up at the end of the school day.
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Major Offenses: Depending on the offense and frequency of occurrence, the range of consequences shall include as a minimum, session A Saturday school and as a maximum, recommended expulsion from school to the school board.  In-school suspension may be used in place of out-of-school suspension at the discretion of the building principal.

Defiance of authority (student is not complying with reasonable request(s) by a staff member, but is not threatening or verbally assaulting staff member.)
	1st offense:	Session C Saturday school
	2nd offense:	2-day suspension
3rd offense:	10-day suspension pending outcome of school board action on a recommendation for expulsion.
Unsportsmanlike or inappropriate behavior at any school activity
Depending on the severity of the offense, the student may be removed from the activity and a number of other related activities as determined by the school administration.  Session A Saturday school through expulsion could also be a consequence.

Tobacco use and/or possession
Student shall be referred for mandatory counseling at the student/parent expense, police shall be notified, and the student shall be given a one-day suspension for each offense.

Threats and/or acts of violence toward other students (pushing, shoving, tripping, harassment, and written or verbal threat intended to frighten, humiliate, offend, or arouse anger from the recipient.)  This includes any form of bullying and cyber bullying. (see CSD Policy 3340)
1st offense:	Session C Saturday school
2nd offense:	1-day suspension
3rd offense:	3-day suspension
4th offense:	10-day suspension pending the outcome of school board action on a recommendation for expulsion.

Fighting
One to ten-day suspension depending on severity of offense.  Police may also be
notified depending on severity of offense.

Offensive and/or profane language (student is using language that is vulgar, offensive, and/or racially or ethnically degrading.)
1st offense:	Session A Saturday school
2nd offense:	Session C Saturday school each occurrence


COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL
3410
								Page 5 of 7

Stealing and/or receiving stolen property
Depending on the severity of offense, police may be notified, restitution shall be 
required and session A Saturday school through expulsion could be the 
consequence.

Destruction/Vandalism of school and/or private property
Depending on severity of offense, police may be notified, restitution shall be
required and session A through expulsion could be the consequence.

Moving violations (driving violation where the student is driving in a careless or reckless manner.)
Police may be notified and student may lose driving to school privilege.  Session A Saturday school through expulsion are possible depending on the severity of the offense.

Cheating
1st offense:	Zeros on test, homework, etc.  Saturday school A assigned.
2nd offense:	(in any class), Removal from that class and given an “F” as a final
	mark for that grading period.  Saturday school C assigned.

Sexual harassment and/or sexual misconduct
Depending on the severity of the offense, the student may be given session A of Saturday school through expulsion and police may be notified.  Adopted board policy regarding sexual harassment will also be followed.

Severe Offenses:  Depending on the offense and frequency of occurrence, the range of consequences shall include as a minimum, a suspension out of school for one day and as a maximum, recommended expulsion from school to the school board.

Physical abuse of a staff member
Student shall be given a 10-day suspension, police may be notified and charges filed, and student will be recommended to the school board for expulsion.

Verbal abuse of a staff member (student is openly hostile to staff member and demonstrates this hostility by his body language and/or speech.)
1st offense:	2-day suspension
2nd offense:	5-day suspension
3rd offense:	10-day suspension pending outcome of school board action on a recommendation for expulsion.
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Bomb threat or involvement with illegal explosives on school property or at school activity
Police shall be notified and 10-day suspension pending the outcome of school board action on a recommendation for expulsion.

Arson
Police shall be notified and 10-day suspension given pending the outcome of school board action on a recommendation for expulsion.

Intimidation of school authority and/or interfering with the duties of school personnel
One to 10-day suspension depending on severity of offense. Police may also be notified.

Possession or use of drugs/alcohol or other intoxicants, and drug paraphernalia
1st offense:	Police shall be notified, student will be referred for counseling as per board policy 3345 and student will be suspended a minimum of five days.
2nd offense:	10-day suspension pending the outcome of school board action on a recommendation for expulsion.

Selling or distributing drugs/alcohol or other intoxicants
Police shall be notified and 10-day suspension pending the outcome of school board action on a recommendation for expulsion.

Fire alarm or other warning devices set off
Police shall be notified and possible restitution of costs involved.
1st offense:	3-day suspension
2nd offense:	10-day suspension pending the outcome of school board action on a recommendation for expulsion.

Possession of weapons or dangerous instruments; sale, distribution of firearms, explosives or paraphernalia designed to inflict bodily harm and/or property damage
Police shall be notified and 10-day suspension pending the outcome of school board action on a recommendation for expulsion as per board policy 3344.

Inciting or participating in a riot or causing or participating in a major school disruption 
1st offense:	3-day suspension
2nd offense:	10-day suspension pending the outcome of school board action on a recommendation for expulsion.
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Trespass
1st offense:	1-day suspension, police may be notified and charges may be filed.
2nd offense:	3-day suspension, police may be notified and charges may be filed.
3rd offense:	5-day suspension, police may be notified and charges may be filed.
Unlawful entry or breaking into building
Police shall be notified and 10-day suspension pending the outcome of school board action on a recommendation for expulsion.

Student Referral:
Students shall be referred to the administration, counselors, community agencies and the police as needed and deemed appropriate.  Students shall be referred to the school board for evaluation and possible expulsion if a student reaches or surpasses 120 demerits.

Discipline for out-of-school conduct:
Any Council School District student whose conduct outside of school time and away from school property having a negative impact on normal school system operations, as determined by the school district administration, shall be held accountable for such conduct.  Student accountability may include suspension, expulsion, removal from activities or offices, or some other appropriate form of punishment available to the district administrative staff.  Examples of such misconduct may include harassment or vandalism directed against school staff, crimes directed at other students, or other offenses deemed as appropriate to justify such school district response.

Administrative Discretionary Power:
The school administration has the right to evaluate and give consequences for any inappropriate behavior that is not specifically addressed in the discipline plan.

Policy review:
This disciplinary policy shall be subject to review by a committee of school personnel whenever such a review would make the policy more effective or to clarify or interpret the policy as necessary.

Adopted:  8/12/2002 	Reviewed: 06/13/2011	Revised:  7/11/2011
		
	Legal Reference:	IC 33-506(1)	
Cross reference:	Attendance				3210
				General Harassment			3340
				Sexual Harassment			3341
				Weapons				3344
				Alcohol, Drugs, and Tobacco		3345
				Extra-Curricular Activity Rules	3501
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Corporal Punishment/Use of Force

The Board believes that corporal punishment does not deter disruptive behavior. Therefore, it may not be used to discipline students. However, reasonable physical force may be used upon a student with or without advance notice when a reasonable person would deem necessary the use of such force
· for self-defense;
· for the protection of others or the student;
· for the preservation of order;
· to quell a disturbance threatening others; or
· to protect District property.

Reasonable physical force should be commensurate with the circumstances of the situation. The following factors should be considered in using reasonable physical force for the reasons stated in this policy:
· safety and security of others;
· the purpose for using reasonable physical force;
· attitude and past behavior of the child;
· nature and severity of the punishment;
· age and strength of the child; or
· availability of less severe but equally effective means of dealing with the situation.

The provisions of this policy apply to incidents that occur on any school premises or at any school sponsored activity, regardless of location.

Adopted: 3/11/2002 Reviewed: _______________Revised: ______________

Legal Reference:
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In-School Suspension, Suspension and Expulsion

Each principal or designee has the authority:
• to impose in-school suspension, temporary suspension, or emergency suspension    
• to deny admission of a student who was expelled in another district; or
• to recommend extended suspension or expulsion to the Board.

In order to promote active parent/guardian involvement, the principal or designee:
• will attempt to provide verbal notification of the suspension as soon as possible;
• will provide written notification concerning the suspension; and
• may arrange a conference.

The Board shall be notified of any suspensions or expulsions, the reasons therefore, and the response, if any, thereto.

DEFINITIONS: The following definitions shall apply to student in-school detention, suspension and expulsion:

In-School Suspension: An in-school suspension is one in which the student remains in school, isolated from peers. The student is considered present in school for attendance purposes. Make-up work is allowed as outlined in Make-up Work, Policy #2360.

Suspension:  Suspension is the temporary removal of a student from school when circumstances are such that he/she can no longer be kept in school without risk or detriment to the educational program or to himself/herself.  The primary purpose of suspension is to give the student, parents, and the school the time needed for resolving the problem.  The student will have an opportunity for a hearing prior to action being taken. The parents must be notified of each suspension.  Students may be suspended who are habitually truant, incorrigible, or whose conduct in the judgment of the principal is disruptive to the normal school process.

Terms of Suspension: A temporary suspension is limited to 20 school days or less. A temporary suspension by the principal shall not exceed five (5) school days in length. The school Superintendent may extend the temporary suspension an additional ten (10) school days. If the Board finds that immediate return to school attendance by the temporarily suspended student would be detrimental to other students’ health, welfare, or safety, the Board may extend the temporary suspension for an additional five (5) school days. The student is considered absent for attendance purposes. 
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Extended Suspension: An extended suspension is any suspension for a particular infraction that is beyond a temporary suspension and is for the remainder of the school semester. The student does not receive credit for make-up work and, if applicable, loses credit for that semester.

Emergency Suspension: An emergency suspension may occur  when, because of the circumstances, and because it is necessary to protect the health and safety of all students, a student is suspended without first receiving an informal hearing on the reasons for the suspension and the opportunity to challenge those reasons.

Expulsion: Expulsion is the removal of a student from attendance in the District schools by the Board of Trustees as the result of behavior so serious that future attendance is not contemplated.


I. Due Process Rights and Responsibilities for In-School Suspension, Temporary Suspension and Emergency Suspension:

a. The principal or designee may temporarily suspend any student for conduct which is not in compliance with District policy or procedure, is disruptive to the educational process, or infringes upon the rights, property, and safety of others.

b. Prior to suspending any student, the principal or designee shall provide rudimentary due process to the student by granting an informal hearing on the reasons for the suspension and the opportunity to challenge those reasons unless an emergency suspension is necessary. If an emergency suspension is necessary, the principal or designee will hold an informal hearing as soon as possible after the emergency ceases to exist.

c. A parent/guardian does not have the right to appeal an in-school suspension, a temporary suspension, or emergency suspension. However, the parent/guardian may request that the superintendent or designee review an in-school suspension, temporary or emergency suspension. The superintendent may also independently choose to review an in-school, temporary, or emergency suspension.  The superintendent shall limit the scope of the review to questions concerning the appropriate interpretation and implementation of applicable laws, rules, District policies and procedures.

d. The principal or designee who suspended the student may prescribe reasonable conditions as a requirement for the student’s re-admittance.
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II. 	Due Process Rights and Responsibilities for Extended Suspension and Expulsion
A. Hearing Process--Principal
1. 	The Principal or designee shall give written notice to the parent/guardian of the student. The notice shall state:
a.	That the principal recommends that the student be given an	
extended suspension or an expulsion, and shall set forth the duration of the proposed disciplinary action;
b.	The grounds for the recommended action;
c. 	That if the parent/guardian disagrees with the recommended   
action he or she may, within five (5) school days, request a hearing before a hearing panel by contacting the superintendent listed in the written notice;
d.	 The time and place where such parent/guardian may appear to contest the recommended action; and,
e.	 The right of the student to be represented by counsel, to produce witnesses, and submit evidence on his or her own behalf, and to cross examine any adult witnesses who may appear against him or her.
2.	The principal or designee should deliver the written notice within three (3) school days of the conduct.
a.	Delivery of the written notice should fall within the time period of the temporary suspension.
b.	The principal or designee shall either hand-deliver the written notice or use certified or registered mail to the last known address of the parent/guardian.
B.	Superintendent
1. 	The parent/guardian may appeal a decision for an extended suspension to the superintendent for a hearing within five (5) school days of receipt of the hearing panel’s decision. Student and parent/guardian rights, as outlined in Section II.A of this policy shall apply.
2.	 	If the superintendent rules in favor of an extended suspension, the parent/guardian may appeal the decision to the Board. The parent/guardian must submit an appeal within five (5) school days of receipt of the superintendent’s decision.
1. If the decision of the superintendent is to expel the student, the issue will automatically go to a Board hearing.
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C.	Board of Trustees 
The following process will be followed when a disciplinary action is referred to the Board:
1.  	The superintendent or designee shall give written notice to the parent/guardian. The notice shall state:
a. 	the grounds for the recommended action;
b.         the time and place where such parent/guardian may appear  to
            contest the recommended action; and,
c.	the right of the student to be represented by counsel, to produce witnesses, and submit evidence on his or her own behalf, and to cross examine any adult witnesses who may appear against him or her.
2.	Within a reasonable period of time, the Board shall grant the student and his or her parent/guardian a full and fair hearing.
3. 	The Board shall allow a reasonable period of time between such 	
notification and the holding of such hearing to allow the student and the parent/guardian to prepare their response to the charge.
4. 	Any student within the age of compulsory attendance, i.e. ages seven (7) through sixteen (16), who is given an extended suspension, expulsion, or denied enrollment under this policy shall come under the purview of the Juvenile Corrections Act and an authorized representative of the Board shall file a petition with the magistrate division of the district court of the county of the student's residence in such form as the court may require.
5.	The Board may expel a student permanently.  However, the
parent/guardian may petition the Board for reinstatement at a later date as described in section IV of this policy.
6.	If no disciplinary action is found to be warranted by the Board, all notations and records of the alleged disciplinary action shall be removed from the school records and shall not be placed in the student’s educational record.

III.	Due Process Rights and Responsibilities for Students Suspended or Expelled From Another District 
Except in extenuating circumstances, a student suspended or expelled from another school district, may be denied the right to enroll in the Council School District. 
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The parent/guardian of students denied enrollment because the student was suspended or expelled from another school district shall have the right to request a hearing before the Board.  The Board has the discretion to:
1.	refer the petition to a hearing panel as described in Section II of   this policy; or
2.	have a hearing before the Board.

Except in extenuating circumstances, the purpose of the hearing shall be solely to determine whether the student at issue should be enrolled.

IV.	 Reinstatement of Council  School District Students
The parent/guardian of an expelled Council School District student must petition the Board for the student to be reinstated. The Board may choose to:
1.	deny the petition without a hearing, except in cases where denial
countermands an earlier Board decision;
2.	refer the petition to a hearing panel as described in Section II of this policy;
3. 	allow the Superintendent or designee to make the determination, however, if the Superintendent or designee denies the petition, the parent/guardian has the right to appeal the decision to the Board;
4.	have an informal hearing before the Board; or,
5.	allow reinstatement of the student without a hearing.
	
Once the Board receives a petition for re-admittance, the Board shall determine one of the
above courses of action at its next regularly scheduled meeting. The Board shall send written notification of the decision to the parent/guardian.
Readmission shall not prevent the Board from expelling the student for subsequent cause.

V.  	Students Eighteen Years and Older
A student who is affected by this policy and is eighteen years old or older has the right to receive written notification separate from his/her parent/guardian.				
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DEFINITIONS: The following definitions shall apply to student in-school detention, suspension and expulsion:
On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activity. This includes instances in which the conduct occurs off the school premises but impacts a school related activity.

Adopted: 3/11/2002 Reviewed: _____________ Revised: _________________

Cross Reference:	Weapons #3236
Disciplining Students with Disabilities #3274
Drug, Alcohol & Tobacco Use Procedure #3233
Suspension from Extracurricular and Co-Curricular Activitie#3580

Legal Reference:	IC 33-205 Denial of School Attendance
I. 20-510 Information - Investigation - Petition
Goss v. Lopez, 419 U.S.565 (1975)
Jones v. Independent School District of Boise City, 4th Judicial District,
Case No. 97539 (1994)
Handbook Reference: Secondary Student Planner
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Extra-curricular Programs

The Board recognizes the value and importance of extra-curricular programs that can supplement and broaden the academic programs of the District.  Extra-curricular programs have four main purposes:

1. To offer direct experience and different ways of learning outside the classroom in a hands-on atmosphere:  the chance to experience in the real world what students have studied in the classroom..

2. To reinforce educational programs through activities which add to classroom learning by teaching principles of participation, discipline, teamwork, leadership, and the development of skills.

3. To provide in-depth interests and attractions that serve to draw students into greater participation in the overall school program, and allow students to explore specific classroom subjects in greater detail.

4. To provide opportunities for students to examine a wider knowledge                 beyond the school community.  The enrichment activities serve to broaden students’ readiness to survive in the changing world of the 21st century.

Examples:  students particularly interested in speech form a debate team;  the band organizes a special opportunity to work with a musician on a specific project;  the NHS trip takes students to experience special cultural performances or scientific sites;  sports teams teach a variety of skills and disciplines that help students perform better in their classroom work.

Adopted: 3/11/2002 Reviewed: _______________ Revised: _____________
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Council Jr./Sr. High Extra-Curricular Activity Rules

Participation in extra-curricular activities is a privilege and not a right. As representatives of their school and District, students participating in such activities are expected to meet high standards of behavior.

 Any student who participates in the extra-curricular activities of the Council School District will maintain the following standards of behavior, conduct and scholastic achievement. 

For eligibility, all senior high students, including incoming 9th graders, participating in extra-curricular activities must meet the following requirements:
1. Students must pass the courses in which they are enrolled and maintain a 2.0 GPA.  
2. Students receiving an F in any class and/or a GPA below a 2.0 on a quarter or semester report card will be ineligible until the next report card. If this happens in the previous 4th quarter or 2nd semester, the student will be ineligible until the beginning of the 2nd quarter of the following year. 
3. Any student losing credit in any class due to attendance infractions will be ineligible until the next grading period.
4. Students with ISAT scores below proficiency level must participate in Council School District remediation programs to be eligible.

Junior high students shall go by the same eligibility rules as the high school, except for the following:

1. If a junior high student becomes ineligible (has an F or is below a 2.0 GPA) at the end of any quarter, that student may still practice with the team for the first three (3) weeks of the season during the next quarter.
2. If, at the end of that three-week period, the student still has an F or is below a 2.0 GPA, then the student will no longer be eligible and will be removed from the team.  However, if the student has no F’s and maintains a 2.0 GPA at the end of that three-week period, then the student shall be declared eligible and may play for the remainder of the grading period.
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A minimum number of participants in an activity must be met prior to the start of the season (one week after practice starts) in order to offer the activity.  There must be at least three students beyond the number needed to participate for the activity to occur.  Minimum numbers are as follows:   nine (9) volleyball players, eleven (11) football players, and eight (8) basketball players.  Track does not require a minimum but may be subject to cancellation if there are too few participants to justify the sport.  This determination will be made by the Athletic Director and Principal.

If there are not sufficient numbers of players for junior high sports, sixth graders may be allowed to play.  Sixth grade students participating in junior high sports will be subject to the same rules and fees as seventh and eighth grade students, including but not limited to eligibility, physicals, pay to play fees and activity cards.

 The Board believes that the safety and welfare of other students may be adversely affected when students who are involved in school activities commit major infractions or repeated minor infractions at school or during school activities, and/or are involved in criminal conduct or drug use in any location.

A. General Rules 

1. The activity supervisor will establish policies for curfew or tardiness and absence to/from practice at the beginning of the season. 
2. Profanity is unacceptable and will be dealt with by the activity supervisor.
3. Coaches and activity participants will conduct themselves in an exemplary fashion at all time.
4. Hair, beard or mustache length will be set by respective activity supervisors, athletic director, or state regulations. 
5. All activity participants will travel to and from all events on school-provided transportation. The only exception to this provision is that participants may be released after the activity into the direct custody of a parent or guardian. The superintendent may make exceptions concerning travel to activities. 
6. All persons bound by these rules will wear appropriate clothing to and from all activities as determined by the activity supervisor. 			
7. Students suspended or expelled from school are not permitted to participate in extra-curricular activities for the duration of the suspension/expulsion.

B.  Attendance

1.   	Students will be expected to be present for all classes on the day of any scheduled extra-curricular activity, including practices, except for school travel time: Likewise, tardiness and absence from school the day following an extra-curricular activity, other 
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than for illness or injury, will not be excused. Extenuating circumstances may be pre-approved by an administrator.
2.	Any student who is absent from school on the day of a scheduled extra-curricular activity will not be allowed to participate in that activity.  Students presenting a signed and dated note from a licensed medical professional will be excused.  Extenuating circumstances may be pre-approved by an administrator.

3.	It frequently happens that players return from away games late at night.  A nine-hour rule may be applied at the discretion of the Athletic Director to allow students to get adequate rest.  This applies to participants only.  Students must be at school no more than nine (9) hours after the bus returns.  For example, if the bus arrives back at the school at 12:15 a.m., students are to be in class no later than 9:15 a.m. the next day.  The coach or the Athletic Director will email the staff if the nine-hour rule is invoked and let them know what time to expect the students.  Students are still responsible for any missed class work and if they arrive later than nine hours, they will be considered tardy.

C.  Suspension from Extra-curricular Activities
 	Authority to suspend students for the first violation of general rules #1-7 during any given
 	school year will rest with the activity supervisor and/or principal for each activity. The first
 	violation will result in a mandatory suspension for ten (10) percent of the regular season games 
 	or a minimum of one (1) game (or in non-athletic activities, one public performance) in an 
activity in which the student is involved. The student will be allowed to remain in practice activities. 

A second violation of general rules # 1-7 during any given school year will be handled by the principal and/or superintendent. A minimum penalty of student suspension from public performance and activity practices for two weeks will be levied. 

A third violation of general rules # 1-7 will result in a mandatory suspension from extra- curricular activities for the remainder of the school year and the withholding of all school awards granted during any given school year. 

D.  Suspension for Criminal Conduct or Drug Use in Any Location
A student may be suspended from extra-curricular activities when he/she has been arrested or it reasonably appears to the District that he/she has violated criminal law, other than infractions for minor traffic violations; or has been involved with controlled substances including alcohol or tobacco, or drugs, or drug paraphernalia, in any location, either on or off campus, at any time during the school year, in any of the following ways:  attempting to secure or purchase; 
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using or having reasonable suspicion of having used; possessing; intending or attempting to sell or distribute; selling or giving away; or being knowingly  present when any of the above are used, possessed, or consumed.

DEFINITION:
Knowingly Present: for the purposes of this policy, shall mean that a student attended a gathering of two (2) or more individuals at which one or more of the attendees (other than the student) were using or in possession of drug paraphernalia, controlled substances, drugs, or alcohol or tobacco and the student knew or reasonably should have known that such use or possession was occurring.

Upon the first violation, the student will be suspended from all extra-curricular activities for twenty (20) percent of the current season’s activities and/or the next activity season the student participates in (for example, basketball has 20 games: twenty percent equals a four-game suspension; or one football game at the end of the season and two basketball games at the beginning of the next season) A second violation will result in the student being removed from all extra-curricular activities for the remainder of the school year.

E.   Infractions Which Occur on Out-of School Trips

During an out-of-school trip, if the authorized person in charge of the activity determines that a student should be sent home early because of criminal conduct, substance abuse, or a major infraction, the Superintendent/Principal will notify the parent/guardian, and ask him/her to take charge of the return of the student. The parent/guardian will assume any expenses incurred for the return of the student.

Nothing in these rules will prevent the administration from increasing the penalties for students depending on the severity of the situation. Students and parents will have the right to appeal decisions on activity rule violations. (c.f. Policy 4.25. Due Process) 

All board members, administrators, coaches and teachers should be informed of the activity rules and help enforce them to the best of their abilities.

DEFINITION:
Extra-curricular Activities:  School-authorized activities which take place outside of the regular school day and do not involve class credit, including but not limited to, drama, NHS, 
FHA, athletics, etc. 

Adopted: 3/11/2002 Reviewed: 8/8/2011	Revised: 9/12/2011
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Idaho High School Activities Association 

The District shall maintain membership in and shall adhere to the rules and regulations of the Idaho High School Activities Association (IHSAA)


Adopted: 3/11/2002 Reviewed: ________________ Revised: ______________
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Student Permission for Interscholastic Participation

In order for a student to participate in an interscholastic athletic program, the following requirements must be met:
1.	The student must have on file a passed physical examination in the seventh (7th),  ninth (9th) and eleventh (11th) grades. If the student is in the eighth (8th),  tenth (10th) or twelfth (12th) grade, the student must have on file a completed interim health history form in addition to the previous year’s physical examination.
2.	The parent/guardian must submit a signed form which:
a.	 releases the District from liability for any medical, dental or hospital bills incurred as a result of injuries sustained by the student while participating in a school athletic activity or sport;
b. 	gives consent for emergency medical treatment or signs a waiver for religious beliefs;
c. 	gives permission for the student to participate in the chosen sport;
d. 	commits to abiding by the rules of the school, the District, and, if applicable, the Idaho High School Athletic Association;
e. commits to abiding by appropriate transportation procedures.


Adopted: 3/11/2002 Reviewed: _________________ Revised: _______________
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Child’s Name_________________________________ Home Phone________________

Parent/Guardian Name__________________________ Work Phone________________

I give my child permission to play the following sports for the 2002/2003 school year:

_____Volleyball				_____Basketball		
_____Football					_____Baseball		
_____Cross Country				_____Softball		
_____Cheerleading				_____Track

I, the parent/guardian of the above named child, do hereby release and hold harmless Council School District No. 13 from liability for any medical, dental or hospital bills incurred as a result of injuries sustained by my student while participating in a school athletic activity or sport.

I hereby commit my student to abide by the activity rules and the transportation rules of Council School District No. 13, and the rules of the Idaho High School Activities Association.

__________________________________________		_________________
Signature of Parent/Guardian							Date

CONSENT FOR MEDICAL TREATMENT
As a parent/guardian of __________________________, I hereby give my consent for emergency medical treatment from medical personnel for injury or illness while my child is participating in Council School District No. 13 interscholastic activities.  I understand that, if possible, I will be notified of any emergency immediately, and that this consent form is to prevent undue delay and assure prompt attention.  I hereby agree to accept responsibility for any medical expenses resulting from such emergency.

__________________________________________		_________________
Signature of Parent/Guardian							Date

Doctor_____________________________________ Doctor’s Phone________________

While every attempt to contact the parent/guardian will be made, please indicate an emergency contact person and phone number in the event the school is unable to reach you.
__________________________________________		_________________
Emergency Contact Person							Phone Number


COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL

							3506
Page 1 of 1

Qualification for Coaches

1.  The District shall fill the position of varsity coach with a person who holds a current Idaho teaching certificate or has completed a coaching fundamentals course.  Authorized courses are:  NFHS Fundamentals of Coaching and ASEP Coaching Principles.

2. All coaches must submit to a criminal background check and must complete a First Aid course with a CPR component from a school-recognized provider with a curriculum similar to the American Red Cross and American Heart Association.  New coaches must complete the course during their first year of coaching.  At no time may a team practice, travel or compete without at least one adult present who has met this requirement.

3. All coaches (includes head, volunteer and assistant coaches of all ISHAA activities) must take the NFHS online concussion course prior to the first day of practice.

The job of head coach may be a paid or volunteer position.  

If at any time during the season the number of players on a high school team falls below the number needed to have a varsity and a junior varsity team, the team will become a varsity team and the junior varsity coach will be terminated.  Salary will be pro-rated as of the date the contract was terminated.  The junior varsity coach may remain and assist the varsity coach as a volunteer.

Adopted: 3/11/2002 Reviewed: 9/12/2011 Revised: 10/10/2011

Legal Reference: 	IC 33-506(1)

Other:			IHSAA Rules and Regulations
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Drug Testing of Activity Students
					
Policy Statement:
The Board believes that significant problems exist in regard to the use of alcohol and drugs by school students.  To help create a healthy and drug-free environment in our District, a program of drug testing for activity students in grades 7 through 12 may be used at Council Jr.-Sr. High.  We believe this is important for the following reasons: 
1. to provide for the health and safety of all activity students
2. to undermine the effects of peer pressure by providing a legitimate reason for activity students to refuse to use illegal drugs
3. to encourage activity students who use drugs to participate in receiving an assessment from a state-certified substance abuse counselor.

DEFINITIONS:
Drugs shall include any alcohol or malt beverage, any controlled substance, any illegal substance, any abused substance, any medication or inhalant not approved for the use being made of said medication or inhalant, and/or any substance whose intent is to alter mood.
Extra-curricular Activities	are school-authorized activities which take place outside of the regular school  day and do not involve class credit; including, but not limited to, athletics, drama, FCCLA, NHS, etc.
Activity Student is any student who participates in an extra-curricular activity. 
Activity Season begins on the first day the student participates in the activity.

Consent: 
Each student wishing to participate in any activity program, and the student's custodial parent/guardian, shall indicate consent by completing and signing, under the seal of a Notary Public, the attached form (Exhibit A) which shall then be valid for the remainder of the school year's enrollment in Council Jr.-Sr. High School District #13. No student shall be allowed to participate in any activity program without such consent.

Student Selection: 
The Drug Testing Coordinator oversees the selection of students, and the administration and interpretation of tests.  In the event of a positive test, the Superintendent or Principal oversees compliance with consequences. 
At the option of the Drug Testing Coordinator, all students in activities will be drug tested during the activity season each year. In addition, random testing of a percentage of activity students will be conducted a minimum of once a month during the activity season. Selection for random testing will be by lottery drawing from a "pool" of numbers assigned to all students participating in activity programs at the time of the drawing  
COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENTS									
3510
										Page 2 of 4
A number system will be used which is accessed only by the Drug Testing Coordinator.  The Drug Testing Coordinator shall take all reasonable steps to assure the integrity and random nature of the selection process including, but not limited to, assuring that the names of all participating activity students are in the pool; assuring that the person drawing names has no way of knowingly choosing or failing to choose particular students for the testing; assuring that the identity of students drawn for testing is not known to those involved in the selection process; and assuring direct observation of the selection process.

After numbers are drawn for a particular test, the students tested will have their number returned to the pool of numbers; this will assure randomness of the draw.  It is possible that a student could be randomly drawn several times during the season, or likewise, not drawn at all. 

Sample Collection:
Urine, saliva, and breath will be used for drug testing.  Samples will be collected from the student at the time and day specified by the drug testing coordinator. In the case of a student's inability to provide a sample quickly, the student will remain until a sample can be given. Discretion may be used on the part of the drug testing coordinator if unusual circumstances occur making it difficult to provide a sample. All students providing urine samples will be given the option of doing so in an individual stall with the door closed. Students should rinse off their hands with water prior to giving a urine sample.

Refusal to provide a sample will void a student’s consent form, and disqualify that student from extra-curricular activities.

Procedures in the Event of a Positive Result: 
Whenever an activity student’s test result indicates the presence of illegal drugs (“positive test”), the following will occur:
1.  The sample will be submitted to a state-approved testing lab for verification.     The parent/guardian and the student will be notified of the positive test and will be given an opportunity to provide proof of any prescriptive medication being taken by the student. Prescriptive medication information will be included in the urine sample mailing packet and sent to the testing lab. 
2.  The superintendent or principal will be notified of the positive test so he/she can monitor the health and safety of the participating student that has tested positive. An activity student may be kept from participating for safety reasons until a urine sample is negative. 
3.  Results from the testing lab will be given to the parent/guardian and the Drug Testing Coordinator. 
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Consequences:
First Positive Result 
While enrolled at Council Jr./Sr. High School District #13, the activity student will be given the option of: (1) participation in a drug counseling program and submission to weekly drug testing for the remainder of the current nine weeks the test was given in and the next nine weeks. At the end of a six-week testing period, if the student is still testing positive, it will be considered the second positive result; the student must enroll in a school approved drug-counseling program within seven days of a positive result; (2) if participation in such a program is refused, the student will be suspended from participation in activities for the remainder of the current nine weeks and the next nine weeks. 
Second Positive Result 
While enrolled at Council Jr./Sr. High School District #13, the student will be suspended from participation in activities for the remainder of the current nine weeks and the next two nine-week periods. The student may request to have eligibility restored by agreeing to participation in a drug counseling program and three months of weekly drug testing, and may participate in activities as long as all tests are negative. 
Third Positive Result 
While enrolled at Council Jr./Sr. High School District #13, the student will be suspended from participation in activities for the remainder of school time at Council Jr./Sr. High School District #13. After one year the student may request to have eligibility restored by providing evidence of successful completion of a drug counseling program, and agreeing to three months of weekly drug testing; he/she may participate in activities as long as all tests are negative.

Falsification of a Urine Sample: 
A pure urine sample is required from the student upon request. Any attempt to falsify, dilute, or otherwise contaminate a urine sample will result in removal from all extracurricular activities as specified by the second positive result penalty.  If a student has falsified a urine sample and has already had a second positive test, the appropriate discipline would fall under the third positive test penalty.

The Drug Testing Coordinator has the authority to judge whether a falsification of a test has occurred, and will maintain documentation identifying time and place of tests, etc., to insure test validity.  Falsification may be inferred by low sample temperatures, observation of paraphernalia, or other evidence which in the view of the Drug Testing Coordinator indicates falsification.   The student may appeal an alleged falsification with a written response within five (5) days, following which the DTC will make a final determination.  Pending resolution of this appeal, the student will be temporarily suspended from extra-curricular activities.   
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Notification/Confidentiality: 		 
All students who test positive will have their parent/guardian notified so he/she can obtain an assessment from a state certified substance abuse counselor and follow the recommended program completely.  After a positive drug test result, the student will be tested weekly for the remainder of the quarter in which a positive result was found, and also the following quarter.  The first two dip tests and the first lab test will be paid for with school funds.  The student will pay for all subsequent tests.  If the student is unable to pay for the cost of the testing because of family finances, the child may work at the school to earn money to pay for the testing. All costs associated with the assessment and the recommended treatment program are the responsibility of the parent/guardian. If the parent/guardian disputes the results, a retest through a state approved lab will be the parent/guardian’s responsibility.  Information regarding the results of drug tests pursuant to this policy will not be documented in any student's academic records, and will not be disclosed to criminal or juvenile authorities without legal compulsion. The school district shall not solicit any legal process as a result of mandatory drug testing. In the event of service of any subpoena or legal process, the student and the parent/guardian will be notified before response is made by the school district. 

Prescription Medication: 
Students who are taking prescription medication may provide a copy of the prescription or a doctor's verification in a sealed envelope to school personnel at the time a positive sample is prepared for mailing to the testing lab. That envelope will be forwarded unopened to the testing lab with the sample and instructions for the lab to consider the student's use of such medication to assure the accuracy of the result. Such information provided by the student will not be disclosed to any school official, unless a parent/guardian so chooses. Students who refuse to provide such verification and test positive will be subject to the actions specified below for the appropriate "positive test." 

Voluntary Testing Program for Students NOT in an Activity:
To assist in the ultimate goal of drug-free schools and drug-free students, we will provide drug testing to any student whose parent/guardian requests the testing be done. The nature of the testing is a urine, saliva, or breath sample with immediate results. The testing is provided at no cost, and the results rest with the parent/guardian, student, and tester. There is no legal or criminal action taken, and no discipline from the school district will result from the testing. There will not be a record kept. This service is offered solely for the information to the parent/guardian, and it is ultimately his/her decision what to do with the information. 

Adopted:  3/11/02           Reviewed: 8/8/2011	Revised:  9/12/2011

Legal Reference:	IC 33-512
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I, _________________________, understand that my performance as a participant and the reputation of my school are dependent, in part, on my conduct as an individual.  I hereby agree to accept and abide by the standards, rules, and regulations set forth by Council Jr.-Sr. High School, Council School District No. 13 Board of Trustees and the sponsors for the activity in which I participate.

I authorize Council Jr.-Sr. High School to conduct tests on urine specimens, saliva samples, and/or breath, which I provide, to test for drugs and alcohol use.  I also authorize the release of information concerning the results of such a test to the drug testing coordinator at Council Jr.-Sr. High School, appropriate school personnel and to my parent or guardian.  This form needs to be signed every year.

This shall be deemed consent pursuant to the Family Education Right to Privacy Act for the release of above information to the parties named above.

________________________________________________________________________
Student Signature							Date

________________________________________________________________________
Parent Signature							Date

ACKNOWLEDGMENT CERTIFICATE

(INDIVIDUAL PERSONALLY KNOWN BY NOTARY)

State of Idaho 		)	
			)  ss
County of Adams	)

On this ________ day of August in the year of 2001, Before me _________________________, personally known to me to be the person(s) whose name(s) are subscribed to the within instrument, and acknowledged to me that he/she (they) executed the same.

IN WITNESS WHEREOF, I have hereunto set my hand and affixed my official seal, and the day and year in this certificate first above written.

_____________________________
Notary Public for Idaho
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Student Organizations	

Students have the right to form organizations or clubs within the school for cultural, social, athletic, and other authorized purposes. Such groups will, in planning their activities, follow guidelines and procedures governing the creation and operation of student organizations in accordance with Board policy, local school requirements and laws. 

The District will not deny equal access to, or discriminate against, any student group that wishes to conduct meetings during non-instructional times on the basis of the religious, political, philosophical or other content of the speech at such meetings. No groups or meetings will be sanctioned that are otherwise unlawful or which abridge the constitutional rights of any person. 

No student group will deny membership to any student because of race, religion, nationality or for any reason other than related to the purpose of the organization or group. Hazing or any activity which might be dangerous or embarrassing to an individual is prohibited. 

Each student club or organization must have a faculty sponsor and a constitution with a written statement of its goals, purposes, and activities. A faculty sponsor or designee must be in attendance at every meeting or activity scheduled on any school premises or "at any school sponsored activity, regardless of location," to provide general supervision. Students shall cancel any meeting whenever this condition is not met. Non-school persons may not direct, conduct, control, or regularly attend activities of student groups. 

A faculty sponsor for a religious club or organization may be present at meetings held by the religious club or organization, but shall not participate in the meetings. 

Approved student organizations or clubs will have the right, within established guidelines, to use available school facilities, to have access to available communications, to share available bulletin board space in order to publicize activities, and to distribute notices to publicize an approved activity. 
The District retains the authority to maintain discipline and to protect the well-being of students and staff on any school premises or at any school sponsored activity, regardless of location. 
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While the Board gives students the right to form organizations or clubs within these policy guidelines, this action does not imply that the District or the school is sponsoring a non-curricular student group. 

DEFINITION:

On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activity. 

Adopted: 3/11/2002 Reviewed: _____________________ Revised: ______________

Cross- Reference: 	Major Disciplinary Violations #3272 
Suspension from Extracurricular and Co-Curricular Activities #3580 

Legal Reference:	Equal Access Act -20 U.S.C. Section 4071 
Board of Educ. Of Westside Com. Schools v. Mergens, 100 S.Ct. 2356(1990) 
Happock v. Twin Falls School District, 772 F .Supp.1160(Idaho 1991) 
IC 33-1901 et. seq. 
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Student Money-Raising Activities

Student groups undertaking any money-raising activity in the school or in the community must have the approval of the Superintendent, principal or designee.  Any funds raised by student organizations must be held in a school-sponsored account handled by the school secretary.

In the interest of student safety and welfare, the Board discourages the use of door to door fund raising.

Adopted: 3/11/2002 Reviewed: _________________ Revised: _______________

Legal Reference: 	IC 33-506(1)
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Distribution of Materials Through Students

All information relative to student activities and school-related functions in the school district may be announced to students.

Materials and/or advertisements which promote private gain of any individual or commercial firm shall not be distributed in the school unless they are school-related, and cleared through the principal.

Materials which disseminate information relative to any religious or political group shall not be distributed through students.

Adopted: 3/11/2002 Reviewed: __________________Revised: ________________







COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL

					3610
										Page 1 of 1

Facility Safety/Secure Environment

The Board holds the safety of every student, employee, and school visitor as one of its highest priorities.  A safe and secure learning/work environment for students, staff and visitors is required in order to maximize educational opportunities. While the Board cannot guarantee elimination of all safety threats, the Board directs and supports the administration in the implementation of policies and procedures which are designed to reduce and minimize safety risks.

The Board requires that all conduct that is reasonably suspected to be a crime or serious incident which did or may compromise the safety and security of the District learning/work environment be reported to the Superintendent or designee. The Superintendent or designee will collect and analyze this data to identify problem areas and develop prevention/intervention strategies, policies and/or procedures to continually improve the safety of the school environment. All suspected crimes will be reported to the appropriate law enforcement agency.

Facility Safety Program:
The Superintendent or designee shall ensure that each principal supervises the operation of his/her school so as to assure compliance with state and federal safety and health requirements. When conditions of disrepair or hazard appear, they shall be reported immediately to the Superintendent or designee. If they constitute a significant threat to the safety of students or others, school operations shall be altered, to the extent feasible, in such a way as to eliminate the threat with as little disruption of the school program as possible.  

Authority of the School Off-Campus
In the interests of safety for students, staff, and patrons, areas around the school (such as parking areas on Bleeker Ave. and Main St.) are considered to be within the sphere of influence of the District.  Issues of safety, and infractions of rules that occur in these areas may be dealt with by the District.

Adopted: 3/11/2002 Reviewed:_______________Revised:_____________

Legal Reference: 	IC 33-506(1)
IDAPA 08.02.02.130
IC 33-512(4)
IC 33-1222 Freedom from Abuse
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Crisis Management/Emergency Drills

Emergency Response Plan
In the interest of the safety and security of District students, staff, and this community, the Board directs the Superintendent or designee to prepare an emergency response plan, and provide for the implementation of the plan. Any event that threatens the safety and security of students, staff, and visitors may be considered an emergency.

Emergency Drills
In order for students, staff, and visitors to be prepared in case of an emergency, the Superintendent or designee must provide for and carry out emergency response drills at each District facility. The results of these drills shall be recorded and assessed for possible improvement.

Schools shall conduct fire drills at least once a month and shall include blocked exits on a regular basis. These drills shall be earnestly and systematically carried out as if the building were actually on fire.  Evacuation drills will also be conducted and may include blocked exits.

A record of each drill shall be kept on file in the principal’s and superintendent’s office.  The report should include the date conducted, time required to evacuate the building, any problems encountered, and a general evaluation.

The Superintendent or designee shall periodically provide the Board with a report on emergency drills.

DEFINITIONS:
Fire Drills: a monthly evacuation plan utilizing the District’s fire alarm system under the governance of UFC 1303.31.
Evacuation Drills: the notification options for evacuation include fire alarm, public address system, bullhorn, and/or designated adult runners.

Adopted: 3/11/2002 Reviewed: ______________Revised: ______________

Legal References: 	IC 33-506(1)
IC 33-512(4)
IDAPA 08.02.03.600

COUNCIL SCHOOL DISTRICT NO. 13
ADMINISTRATIVE PROCEDURE
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FIRE DRILL PROCEDURE COUNCIL JR.-SR. HIGH SCHOOL

Fire drills will be initiated from the office once a month.  Staff will not be notified of these drills in advance, but administration will try to avoid undue interruption of class.

Procedures
At the sound of the alarm, exit building with roll book and lead classes from instructional rooms through escape patterns to a pre-determined rendezvous areas.  The last student to exit the school will close doors. Instruct students to move in a single file through escape pattern, observe absolute silence when exiting the building, and maintain class integrity at the rendezvous areas, staying with class at all times.

Rendezvous Areas & Contingencies
The lawn area between the high school and the elementary school will be the rendezvous area for students exiting from the main south door of the high school, the south door in the junior high and the basement/locker rooms.  Students exiting the shop and music building will also rendezvous on the lawn.  The street in front of the school will be the rendezvous area for students exiting the building through the main north door of the high school.  Classes are to remain in a single line with their teacher.

Escape Patterns & Alternatives
Rooms 1,2,3&4		Main North Door
Rooms 10,11&12		Main South Door
Rooms 5,6,7,8,9&Library	Junior High South Door
Gym & Stage			Main Gym Doors or West Gym Doors
Basement & Locker Rooms	South Locker Room Doors 
Shop & Music Building	Nearest Exit Door

In the event that pre-assigned escape patterns become inaccessible, the teacher is instructed to halt the class and exercise discretion in the determination of an alternate pattern.

These procedures are to be reviewed in all classes at least quarterly.  A copy of these procedures and a map is to be posted in all rooms to the right of access doors.

Building Secretary—exit with attendance file.  In the event of an actual fire, contact the local fire department at 911.

Instructional and custodial personnel not involved with student mobilization will attempt to extinguish the fire, providing the nature and dimension of the fire do not place them in jeopardy.
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Emergency School Closures

The Board grants the Superintendent or designee the power to close the schools or dismiss students early in the event of hazardous weather or other emergencies which threaten the safety or health of the students or staff.

When such emergency closure occurs, the Superintendent shall bring it to the attention of the Board at the next regular meeting for approval of the school closure.

Adopted: 3/11/2002 Reviewed: ________________Revised: _______________ 

Legal Reference: 	IC 33-512(1)
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Child Abuse

Reporting Requirements
Any District employee having reason to believe that any child under the age of eighteen (18) has been abused, abandoned or neglected, or who observed the child being subjected to conditions or circumstances which had recently resulted in abuse, abandonment or neglect, shall report or cause to be  reported within twenty-four (24) hours such conditions or circumstances to the proper law enforcement agency or the Department of Health and Welfare.

Failure to Report
Discipline for failure to report abuse, abandonment or neglect may involve actions up to and including dismissal. The Superintendent or designee shall report the employee’s failure to the appropriate law enforcement agency when the circumstances warrant such actions.

Reporting Abuse, Abandonment, or Neglect
1.	Any District employee shall report or cause to be reported any suspected child abuse, abandonment or neglect within twenty-four (24) hours. The employee shall ask the administration or designee to call the appropriate agency on his/her behalf.
2. 	A written statement shall be completed setting forth:
· the reasons believed that a child has been abused, abandoned or neglected;
· the date and time;
· the agencies contacted and the names of the individuals with whom the reporting party     spoke
· any prior suspicions.

The written report shall be reviewed by the principal or designee. The confidential file shall be maintained at the building site. In all cases, the building administrator or program supervisor shall be notified as soon as possible.

Because of the specialized training that may be necessary to conduct an investigation of alleged child abuse, abandonment or neglect, any formal investigations of the matter shall be conducted by the Idaho Department of Health and Welfare or the local law enforcement agency. Pursuant to these agencies’ requirements, they have the right to come into the District’s schools to conduct their investigation which may include removing a child from the school campus. All District employees and volunteers shall cooperate with these organizations in their investigatory capacities.
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Reporting Immunity
Any person who has reason to believe that a child has been abused, abandoned or neglected and, acting upon that belief, makes a report of abuse, abandonment or neglect as required, shall have 
immunity from any liability, civil or criminal, that might otherwise be incurred or imposed. Any such participant shall have the same immunity in respect to participation in any judicial proceedings resulting from the report. Any person who reports in bad faith or with malice shall not be protected.

DEFINITIONS:
Abuse: Any case in which the child has been the victim of: 1)  conduct or admission in skin bruising, bleeding, malnutrition, burns, fracture of any bone, sub-dural hematoma, soft tissue swelling, failure to thrive, or death, and such condition or death is not justifiably explained, or where the history given concerning such condition or death is at variance with the degree or type of such condition or death, or the circumstances indicate that such condition or death may not be the product of an accidental occurrence.; 2)  sexual conduct including rape, molestation, incest, prostitution, obscene or pornographic photography, filming or depicting for commercial purposes, or other similar forms of sexual exploitation harming or threatening the child’s health or welfare or a mental injury to the child.
Abandoned: The failure to maintain a normal parental relationship with the child, including but not limited to reasonable support or regular personal contact.
Neglect: A child who is without proper parental/guardian care, control, subsistence, education, or medical or other care or control necessary for his/her well being because of the conduct or omission of his/her parents, guardian, or other custodian or their neglect or refusal to provide them. A child whose parent/guardian chooses treatment by prayer through spiritual means alone, instead of medical treatment, shall not be considered neglected solely by that reason.

Adopted: 3/11/2002 Reviewed: _______________Revised: ______________

Legal References:	IC 16-1602
IC 16-1619
IC 16-1620
IC 16-1620A
Attorney General’s Opinion 93-2
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Health Records & Emergency Care

Each school within the District shall maintain the following health records for each student:
1. 	A record showing the medical history and pertinent information relating to immunizations; and
2. 	Information pertaining to each student setting forth:
a.	the name of the family doctor, health care provider, or preferred hospital  submitted by the parent/guardian;
b.	the name of a contact person in case the parent/guardian cannot be reached in an emergency; and,
c.	any physical or medical condition the student might have that may  require school personnel attention.
3.	The parent/guardian must submit a signed form which gives consent for emergency medical treatment or sign a waiver for religious beliefs/other grounds.

Emergency Care
All employees of the District shall protect the health of the public school students and shall take reasonable measures to provide for the emergency care of any student who becomes ill or is injured on school property, during school hours, or at a school sponsored activity.

Protocol For Injuries:
1. School personnel on duty will report injuries to their office and/or the person in charge of the school.
2. If the student is able to be moved, the student will be taken to the office.  If there is concern about moving the student, then the personnel will send someone for help.  Back, neck, and head injuries should have special care taken.  If in doubt, call the ambulance.  School personnel will make the determination  to call the nurse, EMTs, or ambulance, and the school office will make the call.
3. The parent/guardian will be notified.  It is advisable to have the parent/guardian come to the school on the following:  burns, suspected bone, cartilage or tendon problems.
4. In cases of severe injury when the parent/guardian cannot be located, the student will be transferred to the emergency room by the ambulance.

COUNCIL SCHOOL DISTRICT NO. 13 POLICY

STUDENT PERSONNEL

					3620
Page 2 of 2

Medical Excuses from Participation in Classroom Activities:
Students with injuries/illnesses that prevent participation in some classroom activities for more than 3 days must present a signed doctor’s statement.  For minor injuries/illnesses preventing participation for less than three days, non-participation may be allowed at the discretion of the teacher.

Adopted:_________________Reviewed:_____________Revised:_________________

Legal References:	 IC 33-512(4)
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STUDENT PERSONNEL

COUNCIL JR-SR HIGH SCHOOL_____  COUNCIL ELEMENTARY SCHOOL_____
STUDENT NAME___________________________GRADE_____AGE_____ MALE____ FEMALE___
SUPERVISED ACTIVITY  _____YES  _____NO  SUPERVISOR NAME_________________________
TIME OF ACCIDENT_____A.M. _____P.M.   DATE___________________________

LOCATION OF ACCIDENT:
	
	Athletic Field
	
	Hallway
	
	Shower/Dress Rm.
	
	School Bus

	
	Cafeteria
	
	Lab
	
	Stairs
	
	Voc. Ag Building

	
	Classroom
	
	Playground
	
	Street
	
	Music Building

	
	Gymnasium
	
	Restroom
	
	Other:
	
	



NATURE OF INJURY:
	
	Abrasion
	
	Concussion
	
	Foreign Body
	
	Shock/Fainting

	
	Animal/Insect Bite
	
	Contact/Toxic Sub
	
	Fracture
	
	Sprain

	
	Asphyxiation
	
	Cut
	
	Heat Exhaustion
	
	Other:

	
	Bruise
	
	Dental
	
	Laceration
	
	

	
	Burn
	
	Dislocation
	
	Puncture
	
	



PART OF BODY INJURED:
	
	Front of Head
	
	Back of Head
	
	Left Ear
	
	Right Ear

	
	Left Eye
	
	Right Eye
	
	Nose
	
	Face/Scalp

	
	Mouth
	
	Teeth
	
	Neck
	
	Chest

	
	Abdomen
	
	Back
	
	Left Shoulder
	
	Right Shoulder

	
	Left Upper Arm
	
	Right Upper Arm
	
	Left Elbow
	
	Right Elbow

	
	Left Lower Arm
	
	Right Lower Arm
	
	Left Hand
	
	Right Hand

	
	Fingers
	
	Left Hip
	
	Right Hip
	
	Left Thigh

	
	Right Thigh
	
	Left Knee
	
	Right Knee
	
	Left Lower Leg

	
	Right Lower Leg
	
	Left Foot
	
	Right Foot
	
	Toes



CONTRIBUTING CAUSES:
	Environmental Factors
	Human Factors
	Agents

	
	Crowding
	
	Active Game
	
	Animal or Insect

	
	Doors
	
	Fatigue
	
	Electricity

	
	Drinking Fountain
	
	Fighting
	
	Fire

	
	Equipment
	
	Horseplay
	
	Gases

	
	Floors
	
	Improper Attitude
	
	Liquids

	
	Surface
	
	Lack of Training or Experience
	
	PE Equipment

	
	Lighting
	
	Preoccupation
	
	Pencil

	
	No Handrail
	
	Running
	
	School Equipment

	
	Mechanical Defects
	
	Violation of Rules
	
	Solids

	
	Ventilation
	
	Other
	
	Student

	
	Weather
	
	
	
	Vehicle

	
	Other
	
	
	
	Other
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ACCIDENT DESCRIPTION:

Describe the accident in your own words.  Please give all details so that this accident report may be used to prevent other similar accidents.


POST ACCIDENT INFORMATION:

Was first-aid given? Yes_____ No_____  By Whom:_________________________________________

Describe:___________________________________________________________________________

Was parent or other responsible person notified? Yes_____ No_____ By Whom____________________

Time of notification_______________

If parent, guardian or emergency contact was not notified, please explain:__________________________

__________________________________________________________________________________

Was student sent home? Yes_____ No_____  Accompanied by______________________ Time______

Was student sent to physician? Yes_____ No_____  Name of physician__________________________

Was student sent to hospital emergency room? Yes_____ No_____ Hospital______________________

Method of transportation______________________________________________________________

Days absent from school if applicable______

Extent of property damage if any________________________________________________________

ACTION TAKEN TO PREVENT SIMILAR ACCIDENT:
	
	INSTRUCTIONAL
	
	POLICY OR CORRECTIVE ACTION

	
	Discussed at staff meeting
	
	Corrected operational procedures

	
	Discussed in each class as part of regular instruction
	
	Notified school safety committee

	
	Discussed with parent
	
	Repaired faulty equipment

	
	Personal instruction given to student
	
	Safety specialist invited /assist safety program

	
	Personal instruction given to personnel in charge
	
	Safety rules amended to prevent recurrence

	
	Presented as a subject of assembly program
	
	Suggest closer supervision

	
	Other:
	
	No action taken



________________________________________________________________________
Signature of  Person Reporting Accident		Title				Date

__________________________________                __________________________________
Signature of Corroborating Witness if any			Signature of Corroborating Witness if any
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Immunization Requirements

The District is required to provide educational services to all school age children who reside within its boundaries.  Attendance at school may be denied to any child who does not provide an immunization record to the school regarding the child’s immunity to certain childhood diseases.  Immunity requirements are met if the child has received or is in the process of receiving immunization as specified by the Board of Health and Welfare or has previously contracted the disease. The parent or legal guardian of the child must comply with the immunization requirements at the time of admission and before attendance for the child.

	Summary of Immunization Requirements

	Immunization Requirement
	Child born after
September 1, 2005
	Child born after September 1, 1999
through September 1,2005 
	Child born on or before September 1, 1999

	Measles, Mumps, and Rubella (MMR)
	2 doses
	2 doses
	1 dose

	Diphtheria, Tetanus, Pertussis
	5 doses
	5 doses
	4 doses

	Polio
	4 doses
	3 doses
	3 doses

	Hepatitis B
	3 doses
	3 doses
	3 doses*

	Hepatitis A
	2 doses
	0 doses
	0 doses

	Varicella
	2 doses
	0 doses
	0 doses




	Summary of Seventh Grade Immunization Requirements

	Immunization Requirement
	Child admitted to 7th grade prior to the 2011-2012 school year
	Child admitted to the 7th grade during the 2011-2012 school year and each year thereafter

	Diphtheria, Tetanus, Pertussis
	0 doses
	1 dose

	Meningococcal
	0 doses
	1 dose



Immunization Certification

The immunization record must be signed by a physician or physician’s representative or another licensed health care professional including osteopaths, nurse practitioners, physicians’ assistants, licensed professional nurses, registered nurses, and pharmacists stating the type, number, and dates of the immunizations received. 
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Intended Immunization Schedule

The schedule of intended immunizations statement must be provided by the parent or legal guardian of a child who is in the process of receiving or has been scheduled to receive the required immunizations. A form is provided by the Department of Health and Welfare or a similar one may be used provided it includes the following information:

1. Name and date of birth of child;
2. School and grade child is enrolling in and attending;
3. Types, numbers, and dates of immunizations to be administered;
4. Signature of the parent, custodian, or legal guardian; and 
5. Signature of a licensed health care professional providing care to the child.

Children admitted to school and failing to continue the schedule of intended immunizations will be excluded from school until documentation of administration of the required immunizations is provided by the child’s parent, custodian, or legal guardian.

Exemptions

1. Any child who submits a certificate signed by a physician licensed by the State Board of Medicine stating the physical condition of the child is such that all or any of the required immunization would endanger the life or health of the child is exempt from the immunization requirements. 

2. Any minor child whose parent or guardian submits a signed statement to school officials stating their objections on religious or other grounds is exempt from the immunization requirements.

3. A child who has laboratory proof of immunity to any of the childhood diseases listed above will not be required to be immunized for that disease. 

4. A child who has had varicella (chickenpox) diagnosed by a licensed physician upon personal examination will not be required to be immunized for the disease provided they submit a signed statement from the diagnosing physician.

A child exempted under one of the above requirements may be excluded by the District in the event of a disease outbreak.
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Reporting

The District shall submit a report of each school’s immunization status to the State Department of Education on or before the first day of November of each year. The report shall include:

1. Inclusive dates of the reporting period;
2. Name and address of the school, school district, and county;
3. Grade being reported and total number of children enrolled in the grade;
4. Name and title of the person completing the report form;
5. Number of children who meet all of the required immunizations listed in the tables above;
6. Number of children who do not meet all of the required immunizations listed in the tables above, but are in the process of receiving the required immunizations; and
7. Number of children who claimed exemption to the required immunizations listed in the tables above.






Adopted: 10/10/2011		Reviewed:___________	Revised:__________
Legal Reference:	
	I.C. § 39-4801	Immunization Required
	I.C. § 39-4802	Exemptions
		      IDAPA 16.02.15    Immunization Requirements for Idaho School Children
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Administering Medication

The Board authorizes the Superintendent or designee to establish procedures which allow for safe, reliable and timely access in administering student medication.

For all students, K-12, the school secretary or designee shall maintain and administer all medications, prescription or nonprescription, except when students are given specific permission by the principal or designee to self-medicate.

Upon receipt of written permission from the parent/guardian, and permission of the principal or designee, students may keep and self-administer such medication.

Epinephrine Auto-Injectors and  Inhalers

A student is permitted the self-administration of medication administered by way of a metered-dose inhaler by a pupil for asthma or other potentially life-threatening respiratory illness or by way of an epinephrine auto-injector for severe allergic reaction (anaphylaxis).

(a) “Medication” means an epinephrine auto-injector, metered-dose inhaler or a dry powder inhaler, prescribed by a physician and having an individual label; and
(b) “Self-administration” means a student’s use of medication pursuant to prescription or written direction from a physician.

A student who is permitted to self-administer medications shall be permitted to possess and use a prescribed inhaler or epinephrine auto-injector at all times.

Such authorized pupils may be asked to maintain current duplicate prescription medications with the school administrator.

Adopted: 3/11/2002 Reviewed: 8/11/2008	Revised: 9/8/2008

Legal Reference:	IC 33-506(1)
Handbook Reference: Elementary Student Planner
Secondary Student Planner
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Communicable Diseases/Infections

Exclusions for Communicable Diseases

Pursuant to authority in Section 33-512(7), Idaho Code, appropriate school officials shall have power to exclude students with contagious or infectious diseases from school and to close school on order of the State Board of Health or local health authorities.

The Superintendent or designee shall determine the need to exclude from school students who are diagnosed with contagious or infectious diseases or, students suspected as having a contagious or infectious disease or, students who are not immune and have been exposed to a contagious or infectious disease. The District shall also close school on order of the State Board of Health or the local health authorities.

Communicable Diseases/Infections:

It is the responsibility of the District to meet Idaho State requirements and regulations with regard to the control of communicable diseases in school settings. It is also the responsibility of the District to protect the rights of employees and students who may be infected with a communicable disease, and/or a life-threatening illness. Therefore, the following policies are adopted to implement District responsibilities in this area:

1. Communicable Diseases
A Communicable Disease is any illness or condition which is identified as such by the Idaho Department of Health and Welfare. With any infectious communicable diseases, the District will consult with Central District Health and follow recommended guidelines specific to each disease concerning exclusion and treatment contacts.

When an employee or student reports that he/she has contracted a communicable disease, the District will determine whether the employee or student poses a risk of harm to students and other staff members after consulting with Central District Health and reviewing recommended guidelines, specific to the disease, concerning exclusion and treatment contacts. In addition, the District will determine what precautions, if any, are necessary.

Each school year, new staff will be instructed on  established routines for handling body fluids and providing sanitary environments.
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2. Head Lice
Students having symptoms of head lice, such as scratching of the scalp, or appearance of possible nits, shall be referred to the school nurse or designee for inspection. If head lice or nits are found, to the extent possible, the school nurse or designee will take the following precautions:
a. 	call the parent/guardian to request that they take their child home from school and follow the recommended treatment before allowing the child to return to school;
b. 	send a letter home with those students who may be at risk of infection which advises the parent/guardian of the problem and the appropriate actions that they should take; and,
c.	examine all students who have been in close contact with the infected person.

Council School District has a “no nit” policy, which requires that all live lice and all nits be removed before a student can be readmitted to school.

3. Reporting of Communicable Diseases to the Local Health Department
Pursuant to the Idaho Reportable Disease Regulations, IDAPA 16.02.10.010.01,  et seq, the District will file a report with Central District Health in the event an employee or student is known, or reasonably suspected, to have a reportable communicable disease.

4. Confidentiality
Information regarding an employee’s or student’s medical status, including the presence of a communicable disease, shall be treated as confidential. No information known to the District or its employees regarding an employee’s or student’s medical status shall be divulged, directly or indirectly, to any other individuals or groups unless: 1) the employee or student’s parent/guardian gives prior approval for the disclosure; or 2) such disclosure is required by law.

Adopted: 3/11/2002 Reviewed: ________________Revised: _______________

Legal References:	IC 33-512(4)
4-CFR part 104 section 504
28-CFR part 35
			IC 33-512(7)
        		 	IC 33-512(4) (7)
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Disclosure of Suicidal Tendencies

If teachers or other District personnel have knowledge or evidence of a student’s suicidal tendencies, they have a duty to warn others of a student’s suicidal tendencies.

Adopted: 3/11/2002 Reviewed: _________________Revised: _________________

Legal Reference:	IC  33-512-B
			Brooks and Logan, 903 P.2d 73 (Idaho 1995)
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Wellness/Healthy Environment

A healthy school environment goes beyond school meals in the cafeteria.  A healthy lifestyle and maintaining a healthy weight requires a combination of healthy food choices, appropriate amount of physical activity, and educating students and staff on healthy choices.  All foods made available on school campuses should offer children nutritious choices, and physical activity should be incorporated into the school day as often as possible.  The healthy, physically active child is more likely to be academically successful. Educating students on appropriate healthy choices in diet, exercise, and lifestyle is integral in helping students lead a healthy life.

Quality nutrition education, which is presented creatively and is grade appropriate, builds knowledge and skills throughout the child’s school experience.  It addresses factual information and explores the health, social, cultural and personal issues influencing food choices.  Nutrition and nutrition education are recognized as important contributors to overall health.

Comprehensive nutrition education programs extend beyond the classroom into the larger school environment.  The school cafeteria serves as a laboratory where students apply critical thinking skills taught in the classroom.  Physical education programs, after-school sports and school health services are appropriate avenues for nutrition education efforts.

The District has a comprehensive curriculum approach to nutrition in kindergarten through grade twelve.  All instructional staff, including aides, are encouraged to integrate nutritional themes into daily lessons when appropriate.

All nutrition education will be scientifically based, consistent with the United States Department of Agriculture’s (USDA) Dietary Guidelines for Americans.

Nutrition education will be offered in the school cafeteria as well as in the classroom, with coordination between school foodservice staff and teachers.

The Council School District is committed to providing a school environment that enhances learning and development of lifelong wellness practices.
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Wellness/Healthy Environment

To accomplish these goals:

· Child Nutrition Programs comply with federal, state and local requirements.  Child Nutrition Programs are accessible to all children.

· Sequential and interdisciplinary nutrition education is provided and promoted.

· Patterns of meaningful physical activity connect to students’ lives outside of physical education.

· All school-based activities are consistent with local wellness policy goals.

· All foods and beverages made available on campus (including vending, concessions, a la carte, student stores, parties, snacks, and fundraising) during the school day are consistent with the current Dietary Guidelines for Americans.

· All foods made available on campus adhere to food safety and security guidelines.

· The District will make available information that encourages parents to provide their children with nutritious food, regular exercise, and healthy lifestyle choices.

· The school environment is safe, comfortable, pleasing and allows ample time and space for eating meals.

The Superintendent or designee will establish measures to evaluate the implementation of the CSD Healthy Environment policy.  

Adopted: 08/14/2006	 Reviewed:________________Revised:_____________
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Mission Statement

The mission of the Council School District, in partnership with the community, is to provide a safe, positive teaching and learning environment.  Our students will acquire the attitudes, knowledge, skills, and values necessary to succeed in a changing world.
Recognizing that parents are a most important teacher resource, Council School District No. 13 makes every effort to include parents in the educational process.


Adopted: 6/10/2002	Reviewed:___________	Revised:___________
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Setting of Agenda

Requests for items of business on the School Board’s agenda may be placed with the District Clerk or Superintendent anytime prior to Thursday at 4:00 p.m. of the week immediately preceding the Board meeting.

It is the policy of the Board that items of business may be suggested by the Board members, Clerk, administration, staff, or patrons of the District for inclusion on the agenda for a future Board meeting.

Requests for items of business on the Board of Trustees’ agenda may be placed in the following manner:

A. All requests for placement on the agenda, other than regular business must be submitted in writing to the Clerk of the Board no later than the Thursday prior to the Monday Board meeting. An agenda form is available for this purpose.
Board members may submit items of an urgent or emergency nature after the
Thursday date. 
B. Requests for placement on the agenda will be referred by the Clerk for initial review.  Recommended items will be reviewed by the Superintendent and the Board Chairperson prior to the finalization of the agenda.  The person submitting the request will be notified of the decision.
C.  Non-agenda items may not be suggested for discussion and/or action by patrons attending the meeting.


Adopted: 12/11/00 Reviewed: _________________ Revised: ______________

Legal Reference: 	IC 67-2343  	Notice of Meetings
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Name___________________________________________ Phone #_________________

Address_________________________________________________________________ 

I would like to place the following item on the agenda for the School Board meeting to be held on ____________________.
		(Date)
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Supporting materials must either be attached or presented below.  They should be relevant and specific. ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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Rules of Order/Annual Meeting
		
In matters not covered by Idaho Code or Board of Trustee By-laws, Robert’s Rules of Order, Revised, shall govern.

The Board recognizes the value of public comment on educational issues and the importance of involving members of the public in its meetings.  Comments on agenda issues are welcomed.  However the Board Chair may terminate an individual’s statement when it is too lengthy, personally directed, abusive, obscene, repetitive, or irrelevant.  The Board as a whole shall have the final decision in determining the appropriateness of all such rulings.

Annual Meeting

The annual meeting of the Board of Trustees shall be the first regular meeting in July.  

The annual meeting is primarily devoted to electing officers, organizing the Board of Trustees, administering the oath of office, and conducting regular business.

Notice of the annual meeting shall be given as provided in Section 33-401 of the Idaho Code.


Adopted: 12/11/00	 Reviewed: _________________ 	Revised: ______________

Legal Reference: 	IC 33-506(1)
			IC 33-510
			IC 33-401
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Notice of Budget Hearing/Annual Financial Report

A copy of the proposed budget shall be available for inspection at the administrative offices prior to the Board of Trustee’s annual meeting. The District shall publish as part of the notice for the public meeting a summary statement of the budget for the next fiscal year. The summary statement shall be prepared in a manner consistent with standard accounting practices and in such form as the State Superintendent of Public Instruction shall prescribe. The statement shall show amounts budgeted for all major classifications of income and expenditures, with total amounts budgeted for salary and wage expenditures in each such classification shown separately. The statement shall show amounts budgeted for the two previous years for the same classifications.

The District shall prepare and publish an annual statement of financial condition as of the end of the fiscal year. The statement shall be in a form prescribed by the State Superintendent of Public Instruction. The statement shall report the amounts budgeted and received and from what sources and the amounts budgeted and expended for salaries and other expenses by category. The report is to be published within one hundred twenty (120) days from the last day of the fiscal year. The District Clerk-Treasurer shall certify the annual statement of financial condition to be true and correct, and the certification shall be included in the published statement.

Adopted: 6/10/2002  Reviewed:__________________Revised:_____________

Legal Reference: 	IC 33-701-5
			IC 33-801			
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Community Education

The District shall offer and provide for a community education program.  This program shall utilize District facilities and community volunteer instructors.  The goal of the program is to encourage continuous, life long learning for District patrons at a minimal cost.


Adopted: 6/11/01 Reviewed: _________________ Revised: ______________

Legal Reference:	IC 33-506(1)
			IC 33-601(7)
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Public Access to District Website

In order to comply with various state laws and to ensure that the public is provided with web accessible information, the District shall develop and maintain a publically available internet based website for the posting of District information.

The District shall make available to the public on its internet based website the annual budget approved by the Board which will be posted within thirty (30) days after its approval.

The District shall make available to the public on its internet based website any current master collective bargaining agreement approved by the Board.

The District shall make available to the public on its internet based website the posting of District expenditures that is easily accessible from the main District webpage.  The expenditure data shall be provided as open structure data that can be downloaded by the public in one of the following formats:
1. Non-searchable PDF
2. Searchable PDF
3. Spreadsheet
4. Database

The District shall ensure that the expenditure website includes the following data concerning all expenditures made by the District:
1. The name and location or address of the entity receiving moneys;
2. The amount of expended moneys;
3. The date of the expenditure;
4. A description of the purpose of the expenditure, unless the expenditure is self-describing;
5. Supporting contracts and performance reports upon which the expenditure is related when these documents already exist; and
6. To the extent possible, a unique identifier for each expenditure. 

The District shall update the expenditure data contained on the website at least every thirty (30) days and archive all expenditures so that they remain accessible for three (3) years after the fiscal year in which they were made consistent with the District’s records retention policy.

Adopted: 10/10/2011	Reviewed:____________	Revised:_________

Cross Reference: 	4305		Records Available to Public

Legal Reference:	Title 9, Chapter 3 	Public Records
			§I.C. 33-357		Creation of Internet Based Expenditure Website
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Complaints Against School Personnel

Most complaints between two people can be solved at the level of human relationships.  When this person-to-person contact is used first, complaints are less likely to reach an adversarial level.  It is the intent of the Council School District to satisfy complaints in the most direct manner possible and at the lowest level of the complaint procedure that is possible.  Rarely should it be necessary for a complaint to be carried to the level of the Board of Trustees.

Any student, parent, or other community member who has a complaint against an employee of the Council School District should first go directly to that employee for a discussion of the alleged wrong.  If this is not possible or not appropriate, the person making the complaint should go directly to the immediate supervisor of the employee involved.  For the purposes of this policy, building principals shall be considered the supervisors of teachers.  A staff member who has a complaint with a fellow staff member should also follow this procedure.  A student with a complaint against a fellow student should go to the supervising teacher or the principal.

District employees shall have a right to know of any parent or citizen complaints being made against them, unless the supervisor dismisses the complaint immediately.  However, the appropriate Idaho statutes will be followed in the cases involving child abuse.

DEFINITIONS:
Grievance:  a job-related dissatisfaction of an employee against an employer (the District) 
alleging a violation of Master Contract terms.
Complaint:  a dissatisfaction that is not employee-employer related..  This may include:
a.  a complaint by a student against another student.
b.  a complaint by a student against a school  employee
c.  a complaint by  a parent or other community member against a school employee
d.  a complaint by a non-supervisor school employee against another non-supervisor school 
     employee.
Affirmative Action Complaint:  when a student, parent, or district employee seeks redress against the District for discrimination on the basis of sex, race, national or ethnic origin, exceptionality, age or religion.

Adopted: 6/10/2002 Reviewed_________________Revised__________________

Legal Reference:	IC 33-1209
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Complaint Procedure
Step 1:	A person having a complaint should arrange an informal meeting with the employee involved.  If this is impossible or inappropriate, or if the complaint is not resolved, the complainant may proceed to Step 2.

Step 2:	The complainant meets with the immediate supervisor of the employee involved.  This meeting may result in:
a.	the supervisor dismisses the complaint immediately, or
b.	the supervisor informs the complainant  that the employee will be told the details of the complaint and the supervisor and employee will attempt to solve the problem informally.  The complainant shall be informed within five (5) days of this meeting about the results  of this meeting.  The supervisor shall be responsible for carefully documenting the dates and progress of the complaint.

Step 3:	If the complaint is not resolved  to the satisfaction of all parties in Step 2, a meeting shall be arranged with the employee, the complainant, and the supervisor within  ten (10) days.

If this meeting does not resolve the matter the supervisor shall investigate further and attempt a resolution.  The teacher may be represented by the Idaho Education Association at any meetings regarding the complaint after Step 2.
a. If a record of the complaint is to be placed in the employee’s personnel file, the employee will be notified of this placement.
b. The employee may make a written statement relating to the complaint which shall be placed in the file.
c. If the teacher feels there is cause for a grievance, at this point he or she may initiate the grievance procedure as outlined in the Master Contract.

Step 4:	If satisfaction is not reached at Step 3, the complainant may submit the complaint in writing to the Superintendent within 20  days  of Step 2.  The Superintendent shall issue, within  ten (10) days of receipt of the written complaint, a written decision which may recommend that the complaint proceed to Step 5.
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Complaint Procedure


Step 5:	The decision of the superintendent may be appealed to the Board of Trustees under the following conditions:
a. The written complaint shall be presented to the Clerk of the Board within 60 days of Step 2.  
b. The employee involved shall be given every opportunity for explanation, comment, and presentation of facts.
c. If necessary the administration, the complainant, or the employee may request an executive session of the Board to study the complaint.   The Board shall conduct this session in a fair and just manner. Rumor and emotion shall be discounted.  All individuals concerned, including administration, shall be present for the purpose of presenting additional facts, making explanations, and clarifying issues.
d. Any action taken by the Board regarding the complaint shall be made in public session and the persons involved shall be informed of the decision in writing.



Adopted: 6/10/2002 Reviewed: _____________ Revised:____________
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Books and Materials

The Board delegates to the Superintendent or designee the authority to select instructional and library materials in accordance with this policy.  The selection process shall allow for input from students, parents/guardians, the patrons of the District, and educators.  Non-supplemental materials are subject to adoption by the Board.

Objectives
The following principles from the School Library Bill of Rights shall serve as District objectives in the selection of instructional and library materials.
1. To provide materials that will enrich and support the curriculum and personal needs of the users, taking into consideration the varied interests, abilities, learning styles, maturity levels, socioeconomic, and ethnic backgrounds.
2. To provide materials that will stimulate growth in factual knowledge and ethical standards and that will develop literary, cultural, and aesthetic appreciation.
3. To provide a background of information which will enable students to make intelligent judgments in their daily lives.
4. To provide materials on opposing sides of controversial issues so the users may develop, under guidance, the practice of critical analysis.
5. To provide materials which realistically represent our pluralistic society and reflect the contributions made by all groups and individuals to our American and global heritage.
6. To place principles about personal opinion and reason above prejudice in the selection of materials of the highest quality in order to ensure a comprehensive collection appropriate for users.

Criteria for Selection of Materials
Persons responsible for selecting materials shall strive to:
1. Provide for the needs of the individual school based on knowledge of the curriculum, the existing collection, and requests from students, parents, and school personnel.
2. Provide materials of high artistic, historical, and literary quality.
3. Provide a balanced collection, with a fair proportion of each type of material selected to meet the needs of the curriculum, the students, and professional staff at all levels.
4. Provide materials for students with a wide range of skills and abilities as well as materials with diversity of appeal and different points of view
5. Provide fair and objective presentations of sensitive subjects at the maturity level for which selected.
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Books and Materials

6. Consider materials on the basis of overall purpose; timeliness or permanence; importance of the subject matter; appropriateness of the subject matter for the intended audience; quality of the writing and production; readability and popular 
appeal; authoritativeness; format and price; reputation and significance of the  author, artist, composer, producer, or publisher.

7. Select materials on the basis of their strengths rather than reject them on the basis of their weaknesses.

Gift Materials
Gifts to libraries may be accepted if they meet the criteria established for the selection of all instructional materials.  There shall be no commitment regarding their use.

Disposal of Instructional and Library Materials
In order to maintain a current and highly usable collection of materials, the Superintendent’s designee shall provide for continuing renewal of the collection, not only by addition of up-to-date materials, but also by the judicious elimination of materials which no longer meet needs or find use.

DEFINITIONS:
Non-supplemental Materials: Textbooks and other curricular materials, including instructional media such as software, audio/visual media, and Internet resources, which are, in general, used by all District teachers of a particular subject or course.

Adopted: 6/11/01 Reviewed: _________________ Revised: ______________

Cross-Reference:	Disposal of Surplus Equipment and Material #9.04
			Non-supplemental Materials Selection and Adoption #2711

Legal Reference:	IC 33-506(1)
			IC 33-118A
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Non-Supplemental Materials Selection and Adoption

Non-supplemental materials are subject to adoption by the Board.

The selection and review of non-supplemental materials proposed for adoption by the Board is open to public involvement.  District parents/guardians, students, employees, and patrons may offer to participate on the materials adoption committee, which is appointed by the Superintendent or his designee, and/or provide written or oral comment about any proposed non-supplemental materials prior to Board adoption.  Materials adoption committee meetings are open to the public.

The objectives stated in the Criteria for Selection of Instructional and Library Materials, under Books and Materials, Policy #2710, shall apply to the selection of textbooks and other classroom materials.

Non-supplemental materials used in pilot situations are not subject to Board adoption until the pilot is complete and the committee makes a recommendation.  A pilot program shall continue for no longer than one school year unless it has Board approval.

DEFINITION:
Non-supplemental materials: Textbooks and other curricular materials, including instructional media such as software, audio/visual media, and Internet resources, which are in general use by all teachers of a particular subject or course.


Adopted: 6/11/01 Reviewed: _________________ Revised: ______________

Cross-Reference: 	Selection of Instructional and Library Materials #2710
			Request for Reconsideration of Books and Other Materials # 2712

Legal Reference:	IC 33-512A
			IC 33-118A
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Request for Reconsideration of Books and Other Materials			                                      

When a parent/guardian requests that his/her own child not use a given book or other materials, the request should be made to the teacher.  If satisfactory arrangements cannot be made, the request should next be made to the principal or designee.  This request shall be addressed in the following manner:

1. Form completed stating request for reconsideration.

2. A committee of five (5) will be appointed by the principal to study the request.  This committee will include the teacher who is utilizing the book, the principal, and three additional teachers.

3. This committee, after studying the request, will meet with the person(s) initiating the study, and report their findings along with the rationale behind their decision(s).

4. If Step 3 is not satisfactory, the person(s) may request a review of the material and the committee decision by the Superintendent.

5. If the decision in Step 4 is not satisfactory at this point, the item will be placed on the agenda of the next regular Board meeting.  When all information is presented, the Board will make the final determination.



Adopted: 6/11/01 Reviewed: _________________ Revised: ______________

Legal Reference:	IC 33-512A
			IC  33-512
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Records Available to Public

Subject to the limitation provided herein, and as provided by law, full access to information concerning the administration and operations of the District shall be afforded to the public.  Public access to District records shall be afforded according to appropriate administrative procedures.

Every person has the right to examine and take a copy of any public record at all reasonable times.  All District records except those restricted by state and federal law shall be made available to citizens upon written request for inspection at the Clerk's office.

The Superintendent shall serve, or appoint someone to serve, as “public records coordinator” with the responsibility and authority for ensuring compliance with the display, indexing, availability, inspection, and copying requirements of federal law, state law, and this policy.  The public records coordinator shall authorize the inspection and copying of the District's records only in accordance with the criteria set forth in this policy and in compliance with state and federal laws.

A written copy of the Board’s minutes shall be available to the general public within a reasonable time after the meeting in which they are approved.  

A “Public record” includes any writing containing information relating to the conduct or administration of the public's business prepared, owned, used or retained by any state agency, independent public body corporate and politic, or local agency regardless of physical form or characteristics.  

A "Writing" includes, but is not limited to, handwriting, typewriting, printing, photocopying, photographing, and every means of recording, including letters, words, pictures, sounds or symbols, or combination thereof, and all papers, maps, magnetic or paper tapes, photographic films and prints, magnetic or punched cards, discs, drums or other documents. 

Public records of the District do not include the personal notes and memoranda of staff that remain in the sole possession of the maker and which are not generally accessible or revealed to other persons.

In accordance with Title 9, Chapter 3, Idaho Code, the following records shall not be subject to public inspection and/or copying: 

1. Any public record exempt from disclosure by federal or state law or federal regulations to the extent specifically provided for by such law or regulation;
2. All other personnel information relating to a public employee or applicant including, but not limited to, information regarding sex, race, marital status, birth date, home address and 
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telephone number, net pay, applications, testing and scoring materials, grievances, correspondence, and performance evaluations, shall not be disclosed to the public without the employee's or applicant's written consent; 
3. Retired employees' and retired public officials' home addresses, home telephone numbers, and other financial and non-financial membership records; 
4. Records of a current or former employee other than the employee's duration of employment with the District, position held, and location of employment. This exemption from disclosure does not include the contracts of employment or any remuneration, including reimbursement of expenses. All other personnel information relating to an employee or applicant including, but not limited to, information regarding sex, race, marital status, birth date, home address and telephone number, applications, testing and scoring materials, grievances, correspondence, retirement plan information and performance evaluations, shall not be disclosed to the public without the employee's or applicant's written consent;
5. Records relating to the appraisal of real property, timber, or mineral rights prior to its acquisition, sale, or lease by the District; 
6. Any estimate prepared by the District that details the cost of a public project until such time as disclosed or bids are opened, or upon award of the contract for construction of the public project;
7. Records of any risk retention or self-insurance program prepared in anticipation of litigation, or for analysis of, or settlement of potential or actual money damage claims against the District and/or its employees except as otherwise discoverable under the Idaho or federal rules of civil procedure. These records shall include, but are not limited to, claims evaluations, investigatory records, computerized reports of losses, case reserves, internal documents, and correspondence relating thereto. At the time any claim is concluded, only statistical data and actual amounts paid in settlement from public funds shall be deemed a public record unless otherwise ordered to be sealed by a court of competent jurisdiction. Provided however, nothing in this subsection is intended to limit the attorney client privilege or attorney work product privilege otherwise available to any public agency or independent public body corporate and politic;
8. Computer programs developed or purchased by or for the District for its own use. As used in this subsection, "computer program" means a series of instructions or statements which permit the functioning of a computer system in a manner designed to provide storage, retrieval, and manipulation of data from the computer system, and any associated documentation and source material that explain how to operate the computer program. Computer program does not include:
a. The original data including, but not limited to, numbers, text, voice, graphics, and images;
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b. Analysis, compilation, and other manipulated forms of the original data produced by use of the program; or
c. The mathematical or statistical formulas that would be used if the manipulated forms of the original data were to be produced manually.
9. Personal information from any file maintained for students.  Information from student records shall be disclosed only in accordance with the requirements of the Family Educational Rights and Privacy Act of 1974 and adopted District policy;
10. Test questions, scoring keys, or other examination data used to administer academic tests;
11. Records that are relevant to a controversy to which the District is a party but which records would not be available to another party under the rules of pre-trial discovery for cases pending resolution;
12. Records of buildings, facilities, infrastructures, and systems when the disclosure of such information would jeopardize the safety of persons or the public safety.  Such records may include emergency evacuation, escape or other emergency response plans, vulnerability assessments, operation and security manuals, plans, blueprints or security codes.

However, all personnel records of a current or former public official reflecting public service or employment history, classification, pay grade and step, longevity, gross salary and salary history, status, workplace, and employing agency are subject to public inspection and/or copying.

If the record requested for inspection and/or copying contains both information exempted from disclosure and non-exempt information, the District shall, to the extent practicable, produce the record with the exempt portion deleted and shall provide a written explanation for the deletion.

The District may require that a public records request be submitted in writing with the requester’s name, mailing address, email address, and telephone number.  The District may provide the requester information to help the requester narrow the scope of the request or to help the requester make the request more specific when the records requested are voluminous or costly.

The District shall either grant or deny a person’s request to examine or copy public records within three (3) working days of the date of the receipt of a request for public records.  If a longer period of time is needed to locate or retrieve the records, the District shall notify the person requesting the records of the same and provide the records to such person not later than ten (10) working days following the request.  In the event an individual requests a record be provided in electronic format, the District shall provide the record in electronic format if the 
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record is available in that format.  If a record is requested in electronic format and the record cannot easily be converted to electronic format within ten (10) working days, the District shall notify the person requesting the records of this fact and provide them with an estimate of the time necessary to complete the conversion.  The documents shall then be provided at a time mutually agreeable to the parties giving consideration to any limitations that may exist regarding electronic conversion.  

If the District fails to respond, the request shall be deemed to be denied within ten (10) working days following the request. If the District denies the person's request for examination or copying the public records or denies in part and grants in part the person's request for examination and copying of the public records, the public records coordinator shall notify the person in writing of the denial or partial denial of the request for the public record. The notice of denial or partial denial shall state that the attorney for the District has reviewed the request or shall state that the District has had an opportunity to consult with an attorney regarding the request for examination or copying of a record and has chosen not to do so. The notice of denial or partial denial also shall indicate the statutory authority for the denial and indicate clearly the person's right to appeal the denial or partial denial and the time periods for doing so.  

The public records coordinator is authorized to seek an injunction to prevent the disclosure of records otherwise suitable for disclosure when it is determined that there is reasonable cause to believe that the disclosure would not be in the public interest and would substantially or irreparably damage any person or would substantially or irreparably damage vital governmental functions.

Unless a person requesting the public record can demonstrate an inability to pay or if the requester’s interest is in litigation in which the requester is, or may become, a party, or the public’s interest or understanding of the operation or activities of the District or its records would suffer by the assessment or collection of any fee, the District will adhere to its copying fee schedule.

The public records coordinator shall determine if there is an inability to pay by the requester or whether the request is likely to contribute significantly to the public’s understanding of the operations or activities of government. The public records coordinator shall notify the requester in writing of their decision within ten (10) working days following the request. If the fee waiver is denied, the requester shall then have seven (7) days to file an appeal of the denial with the Superintendent. The Superintendent shall review the denial and either affirm or reverse the denial of the public records coordinator in writing within ten (10) working days of receipt of the appeal. In the event that the Superintendent is the public records coordinator then the appeal shall be filed within seven (7) days to the Board. At the Board’s next regularly scheduled meeting, the Board shall review the denial of fee waiver and either affirm or reverse it. There shall be no further appeal beyond the Board.  The request 
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shall not be fulfilled or prepared until such time as the denial has been reversed.  If the denial is reversed then the time for response shall run from the date of the written reversal of the denial.  If the denial is affirmed and there are no further appeals available then the requester shall be required to pay in advance the estimated costs for the request.

A requester may not file multiple requests for public records solely to avoid payment of fees.  If the District suspects that this is the case then it can aggregate the related requests and charge based upon its copying fee schedule.    

The copying fee schedule of the District is as follows:  

a) The District shall not charge a fee for the first 100 pages of records or the first two (2) hours of labor in responding to a request;
b) Copies of public records - 5¢ per page (cannot exceed actual cost) for copies beyond the first 100 pages or beyond the first (2) hours of labor in responding to a request;
c) The District will charge for the labor costs associated with locating and copying documents if:
(1) The request is for more than 100 pages of records;
(2) The request includes non-public information that must be redacted from the public records; and/or
(3) The labor associated with locating and copying the records exceeds two (2) hours.	
d) The fees for labor associated with responding to a public records request shall be charged at the per hour pay rate of the lowest paid administrative staff employee of the District who is necessary and qualified to process the request. 
e) The fees associated with redactions required to be made by an attorney employed by the District shall be charged at the lowest paid hourly rate of the lowest paid attorney employed by the District or if there are no attorneys employed by the District than the rate shall be no more than the usual and customary rate of the attorney retained by the District.
f) Copy of a duplicate computer disc or similar record system the fee shall not exceed:
(1) The District’s cost of copying the information in that form; 
(2) The District’s cost of conversion, or the cost of conversion charged by a third party, if the electronic record must be converted to electronic form.

Fees shall be collected in advance.  The District shall provide requesters with an itemized statement of fees to show the per-page costs for copies and the hourly rate of employees and attorneys involved in responding to the request. 
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A request for public records may be conducted by electronic mail.
























Adopted: 6/10/2002 	Reviewed:  09/12/2011	Revised: 10/10/2011


Cross Reference: 	3114-3114P	Student Records
	4130	Public Access to District Website

Legal Reference:	I.C. § 9-338	Public Records – Right to Examine
	I.C. § 9-339	Response to Request for Examination of Public Records
	I.C. § 67-2344	Written Minutes of Meetings
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To Be Completed By Requester:

													
Requester’s Name					Date of Request 

													
Requester’s Mailing Address 				City, State, Zip Code

															
Requester’s Telephone Number			Requester’s Email Address


Record(s) Requested:  										

													

													



To Be Completed By District Personnel:		

Date Request Received in District Office:  				

· 10-Day Extension Requested.  Document(s)/Item(s) Due:  					

· Record Requested Granted.  Date Mailed to Requester:  					

· Record Request Partially Denied.  Date Letter Mailed to Requester:				

· Record Request Denied.  Date Letter Mailed to Patron: 					

District Personnel Comments/Notes:  								
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Itemized Statement of Fees:

Per page cost for copies $________

Hourly rate of employees $_________

Hourly rate of attorneys $_________

Actual time spent responding to request: ________

Estimated Fees $__________	Collected Fees $__________	Returned Fees $_______________









Adopted:  ____________	Reviewed:____________	Revised:______________


Cross Reference:	4305	Records Available to Public

Legal Reference:	Title 9, Chapter 3	Public Records
	I.C. 9-339	Response to Request for Examination of Public Records  
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Notices and Commercial Activity

No money is to be collected from students without approval of the building principal.

No tickets shall be sold and no notices of concerts, lectures or other entertainments shall be made except those that have been approved by the building principal or superintendent.  Ticket sales to students in classrooms during school hours are limited to school-sponsored or approved activities.

All information relative to student activities and school-related functions in the District may be announced to students.

Materials and/or advertisements that promote private gain of any individual or commercial firm shall not be distributed in the schools unless school related and cleared through the principal.  

Materials that disseminate information relative to any religious or political group shall not be distributed through school children.

Adopted: 6/10/2002 Reviewed:______________Revised:_________________

Cross-reference:	Student Money-Raising Activities #3525/4325	

Legal Reference:	IC 33-506(1)
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Distribution of Materials

The District is a nonpublic forum for the purpose of speech and distribution of materials. Reasonable restrictions on the speech of students, staff, and other members of the community may be imposed that are related to legitimate educational concerns.

Permission of the principal, Superintendent or designee is required before students, staff or other members of the community may distribute or display on school property materials from sources outside the school. School property shall include, but not be limited to bulletin boards, walls, doors, lockers, bathrooms, the school parking area, or on cars.

Materials allowed to be distributed under the terms of the Master Contract between the Council School District and the Council Education Association do not require prior permission.

DEFINITION:
Sources Outside the School include any person(s) or organizations, including, but not limited to business, religious, non-profit, social service, or educational organizations, which are not sponsored by the District.

Adopted: 3/11/2002 Reviewed: _________________ Revised: ________________

Cross-reference:	Distribution of Materials #3322

Legal Reference: 	Hazelwood School District v. Kuhlmeier, 108S.Ct.562(1988)
Muller v. Jefferson Lighthouse School, 98F.3d1530(7th Cir. 1996)
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Recognition of Religious Beliefs and Customs

No religious belief or non-belief shall be promoted by the Council School District or its employees, and none shall be discouraged.  Instead, the District shall encourage all students and staff members to appreciate and be tolerant of each other’s religious views.

The district should utilize its opportunity to foster understanding and mutual respect among students and parents, whether it involves race, culture, economic background or religious beliefs.  In that spirit of tolerance, students and staff members should be excused from participating in practices which are contrary to their religious beliefs unless there are clear issues of overriding concern that would prevent it.

Adopted: 6/10/2002 Reviewed:__________________Revised:_____________

Legal Reference:	
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Student Money-raising Activities

Student groups undertaking any money-raising activity in the school or in the community must have the approval of the Superintendent, principal or designee.  Any funds raised by student organizations must be held in a school-sponsored account handled by the school secretary.

In the interest of student safety and welfare, the Board discourages the use of door-to-door fund raising.

Adopted: 3/11/2002 Reviewed: _________________ Revised: _______________

Legal Reference:	IC 33-506(1)
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Senior Citizen Activity Pass

Persons presenting evidence at the admissions gate of being age 62 or older may be admitted free of charge to activities held in local District facilities.  Any type of identification in general use is acceptable.

Local senior citizen passes are available in the District office for those who wish this type of identification

Adopted: 6/10/2002 Reviewed:  8/8/2011	Revised: 9/12/2011
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Use of School Facilities and Property

Community groups shall be permitted to use the school facilities and limited equipment items for worthwhile purposes provided that:

1. The use thereof does not interfere with normal school operations.
2. Arrangements have been made in advance through the building principal for building use and through the custodians for equipment use.
3. An agreement has been signed by the organization requesting use of the facilities or equipment, agreeing to all conditions listed, and approved by the District administration.
4. Fees may be charged according to the level of use, and for for-profit, non-community-related activities. Payment of any fees will be made to the school office.

A complete copy of the agreement, including conditions relating to the use of the buildings, facilities, equipment and grounds, is available in each school office.

Specific guidelines apply to the use of kitchen facilities.  


Adopted: 6/10/2002 Reviewed: ______________ Revised:_____________

Cross Reference:	Kitchen Facilities #8220
			Use of School Facilities and Property #9400
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Use of School Facilities and Property

General Rules for Use of School Facilities, Classrooms, Equipment, and Grounds
1. No smoking on school property.
2. No alcoholic beverages are allowed on the premises.
3. All doors are to be locked and lights turned off upon departure.  The alarm should be set if applicable. Please double check.
4. Only adults or children with an adult supervisor may use school facilities outside of school hours.  Unattended children are not allowed inside school facilities. 
5. For each group using the facilities, one person will be designated as the responsible individual and assumes liability for the group.  This person will be responsible for cleaning up and for any fees.
6. Equipment must be checked out through the building custodian and must be returned on time and in good condition.
7. Report any damage to the building principal.
8. Any request that falls outside the scope of these rules must be approved by the Board.
9. If these rules are violated in any way, privileges for use of facilities and equipment will be terminated.

Special and extended use programs will be evaluated individually by the Board of Trustees and may be charged a fee.

Rules specific to the elementary multi-purpose room:
1. Approval must be obtained from the building principal two weeks in advance.
2. Learn how to operate the lights in the switch box on the stage.
3. Only the multi-purpose room and lavatories are to be used, unless otherwise specified.
4. Keys should be returned to either the principal or the custodian.
5. Clean-up must pass the inspection of either or both the principal and the custodian and must be done by noon of the day following the activity, unless otherwise specified.  This clean-up will include both the building and the grounds.
6. There must be a law enforcement officer in attendance for public dances.
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Use of School Facilities and Property

Rules specific to the high school gymnasium:
1. Arrangements for use must be made with the building principal at least twenty-four (24) hours in advance.
2. No drinks except water will be permitted in the gym.
3. All coaches’ offices are off limits and use of the locker room facilities will only be allowed with the permission of the athletic director.
4. Gym shoes are required for play on the gym floor.  Please do not use gym shoes that have been used for outdoor recreation on the gym floor surface.
5. Use no more lights than necessary.
6. Do not adjust the heat in the gym.
7. The floor must be swept after use and all garbage in the gym and the main hall must be picked up.  The custodian will leave dust mops for your use.
8. Prior arrangements must be made for use of the scoreboard.
9. Use care opening the stage curtains.
10. Any equipment used should be put away.
11. Check the restrooms for garbage and damage.
12. Keys should be returned to either the principal or the custodian.


Adopted: 6/10/2002 Reviewed:_______________ Revised:_____________
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Name of Program, Group or Individual:______________________________________________

Facility Needed:  Multi-purpose room______     Gymnasium_______      Classroom_______

Date(s) Needed:________________________________________________________________

Time(s) Needed: _______________________________________________________________


The undersigned being an agent of the above named user and on behalf of the user does hereby agree to indemnify, protect, save and keep harmless Council School District No. 13 of and from any losses, damages, injuries, claims, demands and expenses, including legal expenses, arising out of the use by the user of any facilities of said school district.

I have received a copy of the rules for use of school district facilities and agree to abide by these rules.  I understand that violation of these rules will result in termination of privileges for use of school facilities.



_____________________________________		____________________
Signature of Responsible Party or User			Date



Please note any damage__________________________________________________________

Key Returned:_____________	User Initial_____	Custodian Initial_____
		Date



School Use Only

Amount of Fee (if applicable):____________	Fee Paid:  Yes_____	Date______________
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Name of Program, group or individual:______________________________________________

Equipment Needed:	______________________________	Quantity_______

______________________________	Quantity_______
				
______________________________	Quantity_______


Equipment checked out on: ________________________ at: ________________
					Date				Time

Equipment will be returned on: ________________________ at: ________________
					Date				Time

Condition of equipment upon checkout: ___________________________________________

Please note any damages: _______________________________________________________

The undersigned being an agent of the above named user and on behalf of the user does hereby agree to indemnify, protect, save and keep harmless Council School District No. 13 of and from any losses, damages, injuries, claims, demands and expenses, including legal expenses, arising out of the use by the user of any equipment of said school district.

I have received a copy of the rules for use of school district equipment and agree to abide by these rules.  I understand that violation of these rules will result in termination of privileges for use of school facilities.



_____________________________________		____________________
Signature of Responsible Party or User			Date


School Use Only

Equipment returned on: _________________ at: _______________ Condition: _____________
				Date			Time				
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Patron Visitation to the Schools

Patrons of Council School District No. 13 are welcome to visit the schools and administrative offices within the District.

Prior arrangements should be made with the building principal for classroom visitations.

During each school year, District schools normally schedule an Open House to encourage all patrons to visit the schools.

Adopted: 6/10/2002 Reviewed:________________Revised:_______________

Legal References: 	IC 33-506(1)
IC 33-512(4)(11)(16)
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Releasing Students to Authorized Individuals

District personnel will make every effort to release a student to only a parent/guardian.  A student may be released to an individual who has authorization from the parent/guardian only if prior arrangements have been made with the principal or designee.

The District will take steps to be in compliance with court orders, provided that it has been given a copy of such orders. It is the responsibility of the parent/guardian to provide the school principal or designee with a copy of the most recent court orders, if restricted access to a student or student information is requested.

Adopted: 3/11/2002 Reviewed:________________ Revised:_______________

Legal Reference:	 IC 32-717A
 IC 32-717B(4)
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Use of Private Automobiles for Trips

The Board does not encourage the use of private automobiles for transportation of students.  In those instances where volunteers use private automobiles to transport students for a school activity, the following applies:

· The owner-operator must carry his/her own liability insurance on his/her private automobile.
· The District’s insurance company will only provide secondary coverage for liability after the owner-operator’s first $100,000 per person/$300,000 per accident.
· The owner-operator and the school principal must jointly sign a transportation form stating that the automobile carries $300,000 of liability insurance, $300,000 per accident, and $100,000 per individual.  A new form must be co-signed by the principal or designee and the owner-operator for each school year.  The owner-operator must be willing to transport school children according to the laws of the State of Idaho.
· There must be a seat belt available for, and used by, each passenger.
· The operator of the vehicle must be at least twenty-one (21) years of age.


Adopted: 6/11/01  Reviewed: _________________  Revised: ______________

Cross-Reference:	Field Trips #2730

Legal Reference:	IC 6-901 et seq.
			IC 33-506
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Disruptive Public Conduct

The Board has the power and duty to prohibit entrance, to prohibit loitering, and to provide for the removal from any District premises or any school-sponsored activity, regardless of location, of any individual or individuals who disrupt the educational processes, or whose presence is detrimental to the morals, health, safety, academic learning, or discipline of the students or other individuals.
Examples of disruptive conduct include, but are not limited to:
any conduct intended to, or having the effect of, obstructing, disrupting, or interfering with teaching, service, administrative disciplinary functions, or any school sponsored activity;
physical abuse or threat of harm to any person;
sexual harassment of any person;  (see also Sexual Harassment # 3341)
forceful or unauthorized entry to or occupation of school facilities or the facilities of a school authorized activity.
The Board authorizes the principal or designee to implement this policy and determine whether the conduct of an employee or visitor is disruptive to the educational program. The principal or designee is authorized to take immediate action necessary to prevent the disruptive conduct and/or remove the disruptive individual from school property, including, but not limited to seeking assistance from local law enforcement.
If determined to be appropriate by the Superintendent or designee, and the offender is:
1. a visitor, discipline may involve actions up to and including future prohibition from entering any school premises or attending any school sponsored activity, regardless of location.
2. an employee, discipline may involve actions up to and including dismissal.
The Superintendent or designee shall submit the case to the appropriate law enforcement agency when the circumstances warrant such action.
DEFINITIONS:
On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activities. This includes instances in which the perpetrator is off the school premises or away from the location for a school sponsored activity, but the victim of the policy violation is on school premises or is at the location of a school sponsored activity.

Adopted: 6/10/2002 Reviewed:___________________Revised:_______________

Legal References:	 IC 33-512
 IC 33-512 (4)(11)
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Public Use of Weapons

The Board has a no tolerance for individuals who use, threaten to use, possess, or bring a firearm, destructive device, weapon, dangerous instrument, explosive, or look-alike weapon on any school premises, or at any school sponsored activity, regardless of location, or store them in their personal vehicle on school campuses or for individuals who assist others in doing any of the above. For the purposes of this policy, no tolerance means that consequences will occur if this policy is violated, and that the consequences will be commensurate with the circumstances of each situation.

The Board delegates authority to the Superintendent, principal, or designee to determine when exceptions will be made and permission will be given for an individual or a group to bring any of the weapons listed above to school. Such permission will be based on a determination by the Superintendent, principal, or designee that the circumstances do not constitute a threat and/or disruption to the health, safety, and/or educational process of other individuals, and that adequate safeguards are in place.

Discipline
The Superintendent, principal or designee has the authority to determine the threat and/or
potential disruptiveness to the health, safety, and/or educational process by an individual or group. Discipline for violation of this policy may involve actions up to and including future prohibition from entering any school premises or attending any school sponsored activity, regardless of location. The Superintendent or designee shall submit the case to the appropriate law enforcement agency when the circumstances warrant such action.

DEFINITIONS:
Firearm:
A) is any weapon (including a starter gun) which will or is designed to or may readily be converted to expel a projectile by the action of an explosive;
B) is the frame or receiver of any such weapon;
C) is any firearm muffler or firearm silencer; or 
D) is any destructive device.
Destructive Device:
A) any explosive, incendiary, or poison gas: a) bomb, b)grenade, c)rocket having a propellant charge of more than four ounces, d)missile having an explosive or incendiary charge of more than one-quarter ounce, e)mine, f)device similar to any of the devices described in the preceding clauses.  
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Public Use of Weapons

B) any type of weapon which will, or which may be readily converted to, expel a projectile by the action of an explosive or other propellant, and which has any barrel with a bore of more than one-half inch in diameter.
C) The definition of a destructive device shall not include: 1) an antique firearm, 2) a rifle or shotgun which the owner intends to use solely for sporting, recreational or cultural purposes, 3) any device which is neither designed nor redesigned for use as a weapon
Weapon:
anything that is commonly designed or may be used to cause injury or to put someone
in fear other than those items defined above. Examples of weapons include pocket knives, pellet guns, clubs, razor blades, chemical irritants, shotguns or rifles which the owner intends to use solely for sporting, recreational or cultural purposes, antique guns, etc.
Dangerous Instrument:
anything that, although not specifically designed to hurt someone, is used to cause injury or to put someone in fear. Examples include belts, combs, writing utensils, compasses, chains, etc. Such items should be considered dangerous instruments when they are
used to cause injury or to put someone in fear.
Explosive:
any substance or item other than a destructive device (as defined in above) that can
potentially generate a release of mechanical or chemical energy. Examples include
firecrackers, cherry bombs, gun shells, bottle bombs, etc.
Look-Alike Weapon:
objects which closely resemble a weapon or explosive and could put
persons in fear for their safety. Examples include, toy guns, smoke bombs, etc.
On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activities. This includes instances in which the perpetrator is off the school premises or away from the location for a school sponsored activity, but the victim of the policy violation is on school premises or is at the location of a school-sponsored activity.
Adopted: 6/10/2002 Reviewed:__________________Revised:______________

Cross-Reference: 	Weapons  #3344

Legal Reference:	 I.C. 18-3302D
 I.C. 33-512(11)
 I.C. 18-3302C
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Public Use of Drugs or Alcohol 

A visitor is in violation of District policy if he/she is involved with drug paraphernalia, controlled substances, or drugs, on any school premises or at any school sponsored activity, regardless of location, including, on his/her person; in his/her vehicle; or among the visitor’s other property, in any of the following ways:

1	unlawfully manufacturing;
2.	attempting to secure or purchase;
3.	using or being under the influence;
4.	possessing;
5.	intending or attempting to sell or distribute;
6.	selling or giving away; or
7.	being knowingly present when any of the above are used, possessed, or consumed. 

Discipline for violation of this policy may involve actions up to and including future prohibition from entering any school premises or attending any school sponsored activity, regardless of location.  The Superintendent or designee shall report violations to the appropriate law enforcement agency when the circumstances warrant such action.

DEFINITIONS:
Drug paraphernalia: means all equipment, products and materials of any kind which are used, intended for use, or designed for use, in planting, propagating, cultivating, growing, harvesting, manufacturing, compounding, converting, producing, processing, preparing, testing, analyzing, packaging, repackaging, storing, containing, concealing, injecting, ingesting, inhaling, or otherwise introducing into the human body a controlled substance or drug as defined in this policy.
Controlled substances: include, but are not limited to opiates, opium derivatives, hallucinogenic substances, including cocaine, and cannabis and synthetic equivalents of the substances contained in the plant, any material, compound, mixture or preparation with substances having a depressant effect on the central nervous system, and stimulants.
Drugs: shall include any alcohol or malt beverage, inhalant, controlled substance, illegal substance, abused substance, look-alike or counterfeit drug,  medication not approved and registered by the school authorities and/or any substance whose use is intended to alter mood, and/or any substance which is represented and sold or distributed as a restricted or illegal drug, even if the substance is not what it is represented to be.
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Public Use of Drugs or Alcohol 


On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activities. This includes instances in which the perpetrator is off the school premises or away from the location for a school sponsored activity, but the victim of the policy violation is on school premises or is at the location of a school-sponsored activity.

Adopted: 6/10/2002 Reviewed:___________________Revised:__________________

Legal Reference:	IC 37-2739B(b)(2)
US Code: Title 41, Section 702
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Smoking

In compliance with a State Board of Education resolution, smoking is prohibited in all buildings and on all property owned or leased by public school districts in Idaho.
A visitor who violates this policy will be asked to comply with the policy or to leave.



Adopted: 6/10/2002 Reviewed:_________________Revised:__________

Cross-Reference:	Drug, Alcohol, and Tobacco Use 
Legal Reference:	State Board of Education Resolution, March 18, 1994
			IC 39-5701
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Abuse of Property
Any stealing, unauthorized selling, destroying, or defacing of District property whether the actions take place on any school premises or at any school sponsored activities, regardless of location, or any location, is prohibited.

It is the intent of the Board to seek damages, as permitted by law, from individuals who abuse school property. The Superintendent or designee shall initiate the investigation and reporting of damage or loss and may initiate action, on behalf of the District, to collect for damages.

Discipline for violation of this policy may involve actions up to and including future prohibition from entering any school premises or attending any school sponsored activity, regardless of location. The Superintendent or designee shall submit the case to the appropriate law enforcement agency when the charges warrant such action.

DEFINITION:
On any school premises or at any school sponsored activity, regardless of location: shall include, but not be limited to buildings, facilities, and grounds on the school campus, school buses, school parking areas; and the location of any school sponsored activities. This includes instances in which the perpetrator is off the school premises or away from the location for a school sponsored activity, but the victim of the policy violation is on school premises or is at the location of a school-sponsored activity.

Adopted: 3/11/2002 Reviewed: ________________Revised: _____________

Legal Reference:	 IC 6-210
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School Resource Officers

The District shall support the School Resource Officer (SRO) Program. SROs are Sheriff’s Office deputies who are assigned to District schools. They assist the District in providing a safe school environment through education, enforcement and cooperative efforts with school staff, students, parent/guardians, courts, and community service organizations. The aim of this program in the schools is to hold juveniles responsible for their actions and prevent individual problems from developing into patterns of delinquency
.
Program Objectives
Prevention of crime or delinquent behavior by juveniles in their assigned areas
Protection of children against molestation, involvement with law violators, and other harmful influences, such as gangs
Friendly contact between District students and law enforcement
Assistance and realistic information during times of stress and crisis
Education of young people regarding the role of laws, courts, and police in society
Investigation of cases involving juveniles and use of effective alternatives to court whenever possible


Adopted: 6/10/2002 Reviewed:________________Revised:____________


Legal Reference:	 IC 33-506(1)
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Board Goals/Personnel

The human resources of the District are valuable and significant in creating an effective
educational program and learning environment. Schools function most efficiently and
successfully when highly qualified individuals are employed to staff the needs of the District.

The board seeks to promote an efficient and positive school climate in all educational endeavors, in order that students may work toward their greatest potential, and the community will be proud of its investment.

Nothing contained in the policies or administrative procedures included herein is intended to limit the legal rights of the Board or its agents except as expressly stated.
Should any provision of Board policy or administrative procedure be held to be illegal by a court of competent jurisdiction, all remaining provisions shall continue in full force and effect.



Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________
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Hiring Process and Criteria

The Board of Trustees has the legal responsibility of hiring all employees.  The Board assigns to the Superintendent the process of recruiting staff personnel.  The Superintendent may involve various administrative and teaching staff personnel as may be needed in recruiting staff personnel.  All personnel selected for employment must be recommended by the Superintendent and approved by the Board.  All certificated personnel selected for employment must also go through the screening process outlined in Idaho Code 33-1210 and be approved for hire by the building principal in the building to which they will be assigned.

To aid in obtaining quality staff members, the following factors will be considered:  qualifications, training, experience, personality, character, and ability to relate well with students.  Every effort will be exerted to maintain wide diversity in staff experience and educational preparation.  However, the welfare of the children of the District will be a paramount consideration in the selection of teachers and administrators.

Guidelines

1. There will be no discrimination in the hiring process.  See Policy 5120.

2. Applicants for teaching positions shall provide evidence of meeting state requirements for regular certification and sign a statement authorizing current and past school district employers to release to the District all information relating to job performance or job related conduct.  Applicants who do not sign the statement/release shall not be considered for employment.  The District will consider information received from current and past school district employers only for the purpose of evaluating applicants’ qualifications for employment in the position for which they have applied and no one shall disclose such information to anyone, other than the applicant, who is not directly involved in the process of evaluating the applicants’ qualifications for employment.  Non-certificated applicants may be employed on a conditional basis pending receipt of information from current and past school district employers.  Applicants shall not be prevented from gaining employment if current or past out-of-state employers are prevented from or refuse to cooperate with the District’s request.  See Forms 5100F1 and 5100F2.  

3. Applicants  for high school and middle school positions should have a major or its equivalent in the specific teaching field(s).  Elementary applicants should have a major or its equivalent in elementary education or in the special area of assignment(s).  Applicants for specific teaching 
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Hiring Process and Criteria

positions shall also meet the State’s highly qualified standards.

4.  Applicants for all teaching positions should have a minimum over-all grade point average of 2.5 (A-4, B-3, C-2, D-1).  All candidates should a grade point average of 2.75 in their respective major teaching field(s).

5. When considering coaching assignments in secondary schools, preference for hiring will be given to a qualified teacher in the school where the coaching vacancy exists.  The building principal will certify that all qualified applicants within the building have been given consideration.

6. As required in Idaho Code 65-505, the District will observe preference for veterans and disabled veterans when considering hiring employees to fill vacancies, selecting new employees, or implementing a reduction in force.

7. As required in Idaho Code 33-130, the District will conduct a criminal history check for applicable positions.  See Policy 5110.

8. Each newly hired employee must complete an Immigration and Naturalization Service form, as required by federal law.

The employment of any certified staff member is not official until the contract is approved by the building principal, the Board, and signed by both the Board Chairman and the applicant.

To assist administration in compliance with the above policy for the hiring of professional staff, the following guidelines shall be utilized:

I. Notice of Vacancies
A. Vacancies will be posted only after the Board has approved written resignation of a contracted professional employee of the District or if a new position is created within the District.  When that official resignation has been received, the Superintendent will post notices in all school buildings and the District office.

The Superintendent’s office will post notice of any vacancy within the District for ten (10) 
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school days for current teachers or administrators to apply for the position.

B. Upon the conclusion of the ten (10) school day period, the appropriate administrator will meet with the appropriate building or program administrator, and review all requests for transfer.  The building/program administrator will have the responsibility to interview all applicants who meet the qualifications needed for the position, and may or may not make recommendations for such in-District transfer after review.

C. If a transfer is recommended and approved by the Building Principal, it will be submitted in writing to the Superintendent immediately following such determination.  Since such transfer would automatically create a vacancy in another location, notice of that vacancy will be posted as specified above, with the exception that if the same grade level vacancy for the school has already been posted, the above building notice requirement will be waived.

D. Should the building/program administrator determine that he/she does not wish to accept the request for transfer of any individual, or no individuals have requested a transfer, the principal will notice to the appropriate administrator, who will prepare a job notice to be posted externally.

E. An application or letter of interest will be maintained within the District file for a period of one year from the date of inquiry.  It is the responsibility of any applicant who desires to be considered for positions within the District to reactivate his/her file annually.

II. Job Vacancy Notices

             Any notice from Council School District No. 13 will contain the following information:

A. Position available and job description.

B. Requirements for completed application, as applicable for position, include but are not limited to,:  1) completed District application form; 2) official transcript of all university or college credits; 3) placement center file; 4) personal resume; 5) verification or eligibility of 
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Idaho certification; and 6) signed statement/release for current and past school district employers.

C. Timeline for receiving application.

D. Process notification of how applications will be handled.

III.  Application Procedures

            It will be the responsibility of any applicant to provide the information listed in II B above.

A. Such information must be received prior to the cutoff date for receiving applications as specified in the vacancy notice.

B. It will be the discretion of the Superintendent, the appropriate administrator, and the building administrator to determine whether such deadlines should be extended to accommodate individuals where placement center files, transcripts or other materials are not yet received by the District for consideration.  Such time extension will be restricted to a reasonable time frame.

C. Upon receipt of the complete applications, those applications will be placed in a file for review and consideration at the District office.

IV. Preliminary Screening

A. At either the time the job vacancy is published, or prior to the conclusion of the application period, the school administrator will provide notice to the appropriate administrator of the desired number qualified individuals to be included in the “screening pool”.  The screening pool shall be defined as the number of individuals having completed applications that will be submitted to the building or program administrator for final screening.

B. Should the building or program administrator desire to have applicants prioritized, he/she shall make such known to the appropriate administrator who will provide the prioritized list of a number consistent with the pool.
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Hiring Process and Criteria


V. Screening

A. The building or program administrator may establish a committee to assist in the final screening process.

B. The committee, upon receiving the written applications from the appropriate administrator will review those applications for the purpose to:

1. Determine those most suited to the position.

2. Make personal telephone contact with one or more references submitted by the   applicant.

3. Contact individuals who might know the candidate, but were not listed as references, if needed.

4. Invite the top candidates to be interviewed for the position.

C. The committee will establish the procedures at the building or program level for interviewing the successful applicants.

D. Upon determining the qualified applicant, the building administrator will submit to the Superintendent the written recommendation for the applicant to be offered a contract.

VI. Acceptance Procedure

 	Once the committee has selected the final candidate, the name will be provided to the    
 	Superintendent who will review the applicant’s credentials with the building/program 
 	administrator.  If the Superintendent and Building Principal concur with the recommendation, 
 	the Superintendent will:

A. Authorize a verbal of employment, pending Board approval, to be made to the candidate.
               
                           COUNCIL SCHOOL DISTRICT NO. 13 POLICY

PERSONNEL 

5100
Page 6 of 7

Hiring Process and Criteria

B. Upon receiving verbal acceptance by the candidate, the Superintendent will prepare the necessary papers for recommendation to the Board of Trustees at the next regular or special Board meeting.

C. Submit to the Board of Trustees such recommendation.

VII. Board Action

 	The Board of Trustees of Council School District No. 13 will:

A. Have placed before it all candidate names for the position; and

B. Approve candidates, unless they personally have knowledge not available to the building administrator and the screening committee.  In that case, the Board will not take action until all concerns have been reviewed by the building/program administrator.

VIII. Approval

Upon approval by the Board of Trustees, a contract, in a form approved by the State Superintendent of Public Instruction, will be sent or given to the applicant pursuant to the requirements set out in I.C. 33-513.  The applicant must sign the contract and return it within ten (10) days from the date the contract is delivered to them. Should the person willfully refuse to acknowledge receipt of the contract or the contract is not signed and returned to the Board in the designated period of time, the Board may declare the position vacant.  Should the candidate not be approved, or the person willfully refuse to acknowledge receipt of the contract or the contract is not signed and returned to Board the Superintendent will remand the situation to the building administrator and screening committee to provide the next applicant’s name for consideration.

IX. Certification

To qualify for employment, each teacher or administrator must have a valid Idaho  teaching/administrative certificate on file in the District office at the beginning of the school year.  Salary will be withheld if the certificate is not on file by September 10 of the given year.
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Adopted: 8/14/2006	Reviewed:  8/8/2011 	Revised: 9/12/2011

Cross Reference:	5110 	Fingerprinting and Criminal Background Investigations
			5120 	Equal Employment Opportunity and Non-Discrimination
			5100F1-5100F3   Hiring Process and Criteria Forms

Legal Reference:	I.C. § 33-130 		Criminal history checks for school district employees or 
				applicants for certificates
I.C. § 55-512 		Governance of schools
			I.C. § 33-513 		Professional personnel
			I.C. §33-1210		Information on past job performance
			I.C. §65-505		Officials to observe preference
			I.C. §27-2345(a)	Executive sessions

COUNCIL SCHOOL DISTRICT NO. 13 FORM
AUTHORIZATION FOR RELEASE OF INFORMATION ON PAST
EMPLOYMENT WITH SCHOOL EMPLOYERS
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Council School District No. 13
P. O. Box 468	  101 E. Bleeker Avenue    Council, ID  83612
Phone: (208)253-4217 Fax: (208)253-4297

Idaho Law requires Applicants for any position at any Idaho Public School to allow the hiring School District Employer to obtain a copy of any past public school employer personnel file materials and other documentation relating to the performance of the Applicant when such Applicant was employed by any other public school, whether in Idaho or any other state.

Before hiring an Applicant for any position, the District must request the applicant sign this form.  Should the Applicant refuse or fail to sign this form, the District is not permitted to hire the Applicant for any position.  This authorization does not limit any employer from seeking additional information or disclosures from any Applicant.

This form:
1. Authorizes current and past public school employer of the Applicant/undersigned on this form, including Applicants outside of the State of Idaho, to release to the hiring School District all information relating to the job performance and/or job related conduct of the Applicant and make available to the hiring School District copies of all documents in the previous employer’s personnel file, investigative file or other files relating to the job performance of the Applicant; and
2. Releases the Applicant’s/undersigned’s current and past employers, and employees acting on behalf of the employer, from any liability for providing the above-mentioned information.

§33-1210 RELEASE:
I understand that the above requirements are a condition of my obtaining employment with the District and I consent to my current and former employers, both inside and outside the State of Idaho, upon receipt of this signed authorization, to comply with Idaho law.  I further consent that such authorization may be provided to the hiring District via electronic means.

_______________________________________			_________________________
Signature of Applicant						Date

_____________________________		______________________________________________
Printed Name of Applicant			Identifying Employee Number/Name of Applicant or 
						Other Identifying Information for Past Employer

*Information obtained through the use of this Release will be used only for the purpose of evaluating the qualification of the Applicant for employment.  This information will not be disclosed in any manner other than as provided by Statute.

*A copy of this Release and all information obtained through use of this Release will be placed into the Applicant’s Personnel File with the District upon employment of the Applicant, in any.

*An Applicant’s failure to disclose any former School District employer, whether within or outside of the State of Idaho, will serve as the basis for immediate termination and, for certificate personnel, may also result in the District’s reporting of the individual to the Idaho Professional Standards Commission for a potential violation of the Code of Ethics for Professional Educators.

*By accepting an executed copy of this form, the hiring School District makes no guaranty or promise of employment to the Applicant.  Further, the hiring School District may employ the Applicant on a conditional basis pending review of information gathered pursuant to this Release.  Such conditional employment is not a guarantee or promise of continued employment with the hiring School District for any length of time or pursuant to any additional conditions.

Adopted:  9/12/2011	Reviewed:____________	Revised:____________
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Council School District No. 13
P. O. Box 468	  101 E. Bleeker Avenue    Council, ID  83612
Phone: (208)253-4217 Fax: (208)253-4297

Idaho Code 33-1210 requires all Idaho School District employers to obtain past School District employer performance information regarding any individual they are considering for hire, with regard to any position at an Idaho Public School District.  Specifically, the code section language states:

Before hiring an applicant, a School District shall request, in writing,
Electronic or otherwise, the Applicant’s current or past employers,
Including out-of-state employers, to provide the information described
In subsection (2)(a) of this section, if any.

The aforementioned subsection (2)(a) of the statute requires Applicants to sign a statement “authorizing the applicant’s current and past employers [meaning school district employers], including employers outside of the State of Idaho, to release to the hiring School District all information relating to the job performance and/or job related conduct, if any, of the applicant and making available to the hiring School District copies of all documents in the previous employer’s personnel, investigative or other files relating to the job performance by the Applicant.”

Enclosed please find a copy of the signed Authorization for Release of Information from ______________________, an Applicant for employment with the Council School District.  This individual has identified your District as a prior employer.  Accordingly, we are requesting that you please provide to the District a copy of all information relating to this individual’s performance as an employee with your District.  In accordance with the terms of the statute in question, we request receipt of this information within twenty (20) business days after receipt of this request.  This information may be sent as written documentation or in electronic format.  We would request that you advance this information to:
Cathy Lakey, District Clerk-Treasurer
P.O. Box 468
Council, ID  83612
clakey@csd13.ort

It should be noted that this statute provides that any School District or employee acting on behalf of the School District, who in good faith discloses information pursuant to this section either in writing, printed material, electronic material or orally is immune from civil liability for the disclosure.  An employer is presumed to be acting in good faith at the time of the disclosure under this section unless the evidence establishes one (1) or more of the following:  (a) that the employer knew the information disclosed was false or misleading; (b) that the employer disclosed the information with reckless disregard for the truth; (c) that the disclosure was specifically prohibited by a state or federal statute.

Should you have any questions regarding this matter, please contact Superintendent Murray Dalgleish at the above contact information.


Adopted:  9/12/2011	Reviewed:____________	Revised:_________________
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Council School District No. 13
P. O. Box 468	  101 E. Bleeker Avenue    Council, ID  83612
Phone: (208)253-4217 Fax: (208)253-4297

Attn:  Christina P. Linder
Director of Certification/Professional Standards
Idaho Department of Education
P.O. Box 83720
Boise, ID 83720-0027

Pursuant to §33-1210(5), Idaho Code, the District is seeking information regarding the following individual:
	Name of Applicant______________________________
	D.O. B.:_______________________________________

Specifically, pursuant to the above-referenced statute, the District is seeking the following information in order to address a hiring decision:
1. Certificate Status
2. The existence of any past findings or complaints relating to violations of the Code of Ethics for Professional Educators.
3. The existence of any current complaints or investigations relating to alleged violations of the Code of Ethics for Professional Educators.
4. Any information relating to job performance as defined by the State Board of Education, pursuant to Subsection (11) of Idaho Code 33-1210, for any applicants for certificated employment.

The District would greatly appreciate it if this information could be advanced to the attention of Cathy Lakey on or before the ______________day of_________________ in order to allow a timely decision as to employment matters.  This information may be mailed at the above address or sent via electronic format to:  clakey@csd13.org.

Sincerely,

District HR Department


Adopted:  9/12/2011	Reviewed:___________	Revised:_________
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Procedures for Obtaining Personnel Records for Applicants
1. Before hiring an applicant for employment in a certificated or non-certificated position the District shall have the applicant sign the statement/release (Form 5100F1) and provide a list of their previous school district employers (the list may be obtained via resume or application).  The District will not hire an applicant who refuses or fails to sign the statement/release.

2. The signed statement/release will then be sent by the District to all of the applicant’s current or past, in state or out of state, school district employers along with a request for information relating to job performance and/or job related conduct (Form 5100F2).  Note – the District does not have to request the information for all applicants.  The District only has to request the information for the top applicant(s) for the positions.

3. The District may follow up with current or past school district employers if the information requested has not been received within thirty (30) days from the date the request was sent.  The District may hire non-certificated applicants on a conditional basis pending receipt of the information requested.  Applicants shall not be prevented from being hired if an out of state current or past school district employer refuses to comply with the request.  The District will attempt to obtain a written refusal along with the reason for the refusal from the non-compliant out of state school district employer.  The written refusal shall be kept as a part of the applicant’s file.

4. The District shall also request State Department of Education verification of certification status as well as any past or pending violations of the Professional Code of Ethics and information related to the job performance of the applicants for any certificated position (Form 5100F3).

5. The District shall use information received from applicant’s current or past employers only for the purposes of evaluating an applicant’s qualifications for employment in the position for which the applicant has applied.  No Board member or District employee shall disclose the information received to any person, other than the applicant, who is not directly involved in the process of evaluating the applicant’s qualifications for employment.

Cross Reference:	5100		Hiring Process and Criteria
			5100F1	Authorization for Release of Information Form
			5100F2	Request to Employer Form
			5100F3	Request for Verification of Certificate Form

Adopted:  9/12/2011	Reviewed:____________	Revised:______________
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Certificated Personnel Reemployment

Definitions

Non-Renewable Contract Certificated Employees
Non-renewable contracts shall be issued at the sole discretion of the Board.

Category A Certificated Employees–-Certificated personnel hired on a limited one-year contract as provided in I.C. § 33-514.

Category B Certificated Employees—Certificated personnel in the fourth or greater years of continuous employment within the same school district as provided in I.C. § 33-514 and who, at the sole discretion of the Board, are eligible to be offered a two (2) year contract.  The Board, at its sole discretion, may add an additional year to such a contract upon the expiration of the first year.


Renewable Contract Certificated Employees
Only certificated employees that attained renewable contract status prior to January 31, 2011 shall be employed on a grandfathered renewable contract and shall have the right to continued automatic renewal of their employment contract.

The District shall have the option to grant renewable contract status when it hires a certificated employee who has been on a renewable contract with another Idaho school district. Alternatively, the District can place the certificated employee on a Category A or B contract. A certificated employee hired with previous out-of-state experience shall not be eligible for a renewable contract.

1. Category A Certificated Employees
Category A Certificated Employees’ contract is a limited one year contract for certificated personnel in their first or greater year of continuous employment with the same school district.  Upon a decision by the local school board not to reemploy the person for the following year, the certificated employee shall be provided a written statement of reasons for non-reemployment by no later than July 1st.

2. Category B Certificated Employees	
Category B Certificated Employees shall be provided a written statement of reason for non-reemployment by no later than July 1st
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Category B Certificated Employees shall, upon written request, be given the opportunity for an informal review of such decision by the Board. The parameters for the informal review will be determined by the District. 

Grandfathered Renewable Contract 
The Board shall provide written notification to each person entitled to be employed on a renewable contract by July 1st.  All employees on grandfathered renewable contracts must give written notice of acceptance of automatic renewal of contract to the Board no later than July 20th.  The employee’s failure to provide written acceptance of renewal of contract may be interpreted by the Board as a declination of the right to automatic renewal or the offer of another contract.  Before the Board determines not to renew the contract for the unsatisfactory performance of grandfathered renewable contracted certificated employees such employees shall be entitled to a defined period of probation as established by the Board, following an observation, evaluation, or partial evaluation.  The probation shall be preceded by written notice from the Board, or its designee, with the reasons for the probationary period and with provisions for adequate supervision and evaluation of the employees’ performance during the probationary period

3.	Superintendents, Principals, and Administrators
The Board shall make a determination as to how long administrators have to sign and return their contracts. If the Board makes no such determination the default time limit shall be twenty-one (21) days after the contract is delivered to the administrator.
		
Supplemental Contracts
The Board shall provide the same rights to due process and procedures for supplemental contracts as those provided by the underlying contract (Category A, Category, B, or grandfathered renewable).

Delivery of Contract
Delivery of a contract may be made only in person or by certified mail, return receipt requested. If delivery is made in person, the delivery must be acknowledged by a signed receipt.

Return of the Contract
A person who receives a proposed contract from the district shall have _____days (no less than ten days) from the date of delivery to sign and return the contract.

Failure to Accept or Acknowledge
Should a person willfully refuse to acknowledge receipt of the contract or the contract is not signed and returned to the board within the designated time period, the board may declare the position vacant. 
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Adopted:  10/10/2011		Reviewed:____________	Revised:_________

Cross Reference:	Policy 5230	Evaluation of Certificated Personnel
	Policy 6110	Superintendent

Legal Reference	I.C. § 33-513	Professional Personnel
	I.C. § 33-514	Issuance of Annual Contracts – Support programs – Categories of Contracts – Optional Placement
	I.C. § 33-515	Issuance of Renewable Contracts
	I.C. § 33-515A	Supplemental Contracts
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Criminal History/Background Checks

General:
It is the policy of this District to perform criminal history checks as required by Idaho law and to perform other types of background checks on employees or volunteers including, but not limited	to:
1. Contacting prior employers for references;
2. Contacting personal references; and/or
3. Contacting other persons who, in the discretion of the District, could provide
valuable information to the District.

Initial Hires/Those employed less than 5 years:
In order to protect the health, safety and welfare of the students of the District, Idaho law
requires the following certificated and classified employees to subject to criminal history checks:
(1) Those initially hired by a school district;
(2) Those in the employ of the District for less than five (5) years

A criminal history check shall include the following:
(1) Statewide criminal identification bureau;
(2) Federal bureau of investigation (FBI) criminal history check;
(3) National crime information center; and
(4) Statewide sex offender register.

Employees will be required to undergo a criminal history check within three (3) months of starting employment, or within three (3) months from the date the employee is requested to submit to a criminal history check, whichever the case may be.  The fee charged to an employee shall be forty dollars ($40.00). All criminal history check
records will be kept on file at the state department of education. A copy of the records will be given to the employee.  The District has the discretion to terminate, dismiss or take other action against any employee that has been convicted of one (1) or more of the felony offenses set forth in I.C. § 33-1208.
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Criminal History/Background Checks

Substitute teachers:
If a substitute teacher has undergone a criminal history check within three (3) years as a result of employment with another District, the District, may in its sole discretion, not require a substitute to undergo a criminal history check.  If the District does desire substitute teacher who has undergone a criminal history check within the last three (3) years to undergo an additional criminal history check, the District will pay the costs of such check.

Other employees:
The District may require that employees in the employ of the District for greater than five (5) years be subjected to criminal history checks. If required, the District will pay the costs of such checks.

Volunteers:
Any volunteer in the District who has regular unsupervised access to students, as determined by the Superintendent or designee, shall submit to a fingerprint criminal background investigation conducted by the appropriate law enforcement agency prior to consideration for volunteering in the schools of this District.

Any requirement of a volunteer to submit to a fingerprint background check shall be in
compliance with the Volunteers for Children Act of 1998 and applicable federal regulations.  At the discretion of administration the $40 fee may be waived.  If a volunteer has any prior record of arrest or conviction by any local, state, or federal law enforcement agency for an offense other than a minor traffic violation, the facts must be reviewed by the Superintendent, who shall decide whether the volunteer is suitable to be in the presence of the students in the District. Arrests resolved without conviction shall not be considered in the hiring process unless the charges are pending.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Legal Reference: 	I.C. § 33-130 Criminal history checks 
I.C. §33-512 Governance of schools
Public Law 105-251, Volunteers for Children Act
Cross-reference:	5560 Volunteers/Contractors
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Equal Employment Opportunity and Non-Discrimination

The District shall provide equal employment opportunities to all persons, regardless of their race, color, religion, creed, national origin, sex, sexual orientation, age, ancestry, marital status, military status, citizenship status, use of lawful products while not at work, physical or mental handicap or disability, if otherwise able to perform the essential functions of the job with reasonable accommodations, and other legally protected categories. The District will make reasonable accommodation for an individual with a disability known to the District, if the individual is otherwise qualified for the position, unless the accommodation would impose an undue hardship upon the District.

Inquiries regarding discrimination should be directed to the Title IX Coordinator. Specific written complaints should follow the Uniform Grievance Procedure.

Adopted: 8/14/2006	Reviewed:  8/8/2011	 Revised:  9/12/2011

Cross Reference:	5250 Uniform Grievance Procedure
	5100 Hiring Process and Criteria
Legal Reference: 	29 U.S.C. §§ 621, et seq. Age Discrimination in Employment Act,
                            	42 U.S.C. §§ 12111, et seq. Americans with Disabilities Act,Title I,
                            	29 U.S.C. § 206(d) Equal Pay Act,
                            	8 U.S.C. §§ 1324(a), et seq. Immigration Reform and Control Act,
                            	29 U.S.C. §§ 791, et seq. Rehabilitation Act of 1973,
    	42 U.S.C. §§ 2000(e), et seq., 29 C.F.R., Part 1601Title VII 
   	20 U.S.C. §§ 1681, et seq., 34 C.F.R., Part 106 Title IX 
   	I.C. § 67-5909 Acts Prohibited
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Applicability of Personnel Policies

Except where expressly provided to the contrary, personnel policies apply uniformly to the employed staff of the District.  However, where there is a conflict between the terms of a collective bargaining agreement and the District’s policy, the law provides that the terms of the collective bargaining agreement shall prevail for the staff covered by that agreement.

When a matter is not specifically provided for in an applicable collective bargaining agreement, the policies of the Board to effectively and efficiently manage the District shall govern.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________
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Terms of Employment for Certified Employees

Work Day:  The length of the work day will be no less than 7 ½ hours per FTE.  Terms of the work day are defined in the Master Contract.  

Assignments, Reassignments, Transfers:  All staff shall be subject to assignment, reassignment and/or transfer of position and duties by the Superintendent. Teachers shall be assigned at the levels and in the subjects for which their certificates are endorsed, and meet the State’s Highly Qualified requirements. The Superintendent shall provide for a system of assignment, reassignment and transfer of classified staff, including voluntary transfers and promotions. Nothing in this policy shall prevent the reassignment of a staff member during the school year.

All teachers shall be given notice of their teaching assignments relative to grade level, building and subject area before the beginning of the school year.   Emergency situations may require teaching assignment changes.  Provisions governing vacancies, promotions and voluntary or involuntary transfers may be found in District Policy 5220 and the Master Contract.

Adopted: 8/14/2006	Reviewed:_______________ Revised:_______________

Legal Reference: 29 USC 201 to 219 Fair Labor Standards Act of 1985
    29 CFR 516, et seq. FLSA Regulations
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Personnel Records

The District maintains a complete personnel record for every employee (certificated and
classified). Much of the information contained in employee personnel files is confidential and access to such files should be limited to the Superintendent, Principal, the employee, the employee’s designee or representative, and school districts requesting information based upon Idaho Code 33-1210.

A log of those persons other than the Superintendent, Principal or other administrative staff, will be kept indicating the date and time of inspection, name of person requesting access, description of the records copies, if any, and the initials of the person providing the access and/or copies requested.

In accordance with federal law, the District shall release information regarding the professional qualifications and degrees of teachers and the qualifications of paraprofessionals to parents upon request, for any teacher or paraprofessional who is employed by a school receiving Title I funds, and who provides instruction to their child at that school.  Access to other information contained in the personnel records of District employees is governed by Policy 4130.

In accordance with state law including Idaho Code 33-1210, not later than twenty (20) days after receiving a request the District shall release information regarding job performance or job related conduct to school districts requesting such information for hiring purposes.  See Policy 5100 and Procedure 5100P.

The District shall maintain official District files for employees.  An employee’s official file shall be kept in the District administrative office.  It shall, at a minimum, contain the following records:

1. Application materials
2. Contracts of employment
3. Communications from the administration
4. Performance evaluations
5. Rebuttals to performance evaluations
6. Parental input materials
7. Written reprimands
8. Original statements/releases to/from hiring school districts
9. Original acknowledgment of receipt of professional liability insurance providers list
10. A copy of the employee’s job description signed by the employee
11. A signed acknowledgment that the employee has received a copy of the District’s sexual harassment policy
12. A signed acknowledgment that the employee has received a copy of the District’s email and internet use policy
13. Documentation of additional training received, course work complete, in-service attended, etc.
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The file may contain notes and observations. Letters of recommendation will be kept in a separate, sealed file maintained by the Superintendent. Personal notes of supervisors need not be placed in the file, but may be maintained in the supervisor’s own file(s).  Each employee will be provided written notice of all materials placed in an employee’s personnel file. Notice shall be provided within ten (10) days of placement of information in the employee’s file or, if possible, presented to the employee prior to placement in the file. An employee will have the opportunity to attach a rebuttal to any information placed in the employee’s personnel file. An employee will have thirty (30) days (from the date of written notice of placement) to attach a statement or notification of rebuttal.

Upon request, an employee or the employee’s designee or representative will have access to the employee’s personnel file and will be provided copies, upon request within a reasonable period of time.  The request, inspection, and/or copying of the file will be logged indicating the date and time, name of person requesting access, description of the records copied, if any, and the initials of the person providing the access and/or copies requested.
	
Record Keeping Requirements Under the Fair Labor Standards Act:
	In addition to the information to be placed in an employee’s personnel file set forth hereinabove, any and all payroll information required by the Fair Labor Standards Act shall also be kept for each employee as follows:
1. Records required for ALL employees:
A. Name in full (same name as used for Social Security);
B. Employee’s home address, including zip code;
C. Date of birth if under the age of 19;
D. Sex (may be indicated with Male/Female, M/F);
E. Time of day and day of week on which the employee’s work week begins;
F. Basis on which wages are paid (such as $5/hour, $200/week, etc.);
G. Any payment made which is not counted as part of the “regular rate”;
H. Total wages paid each pay period.
I.  I-9

2. Additional records required for non-exempt employees:
A. Regular hourly rate of pay during any week when overtime is worked;
B. Hours worked in any work day (consecutive twenty-four-(24)-hour period);
C. Hours worked in any work week (or work period in case of 207[k]);
D. Total daily or weekly straight-time earnings (including payment for hours in excess of forty (40) per week, but excluding premium pay for overtime);
E. Total overtime premium pay for a work week;
F. Date of payment and the pay period covered;
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G. Total deductions from or additions to wages each pay period;
H. Itemization of dates, amounts and reason for the deduction or addition,
maintained on an individual basis for each employee;
I. Number of hours of compensatory time earned each pay period;
J. Number of hours of compensatory time used each pay period;
K. Number of hours of compensatory time compensated in cash, the total amount paid and the dates of such payments;















Adopted: 8/14/2006	 Reviewed:  8/8/2011 	Revised:  9/12/2011

Cross Reference: 	4130 	Public Access to District Records
			5100	Hiring Process and Criteria
			5260F	Sexual Harassment/Intimidation in the Workplace 
				Policy Acknowledgment
			5255F	Employee Electronic Mail and On-line Services
				Use Acknowledgment

Legal Reference: 	29 USC 201, et seq. Fair Labor Standards Act
I.C. § 33-517 	Non-certificated Personnel
I.C. § 33-518 	Employee personnel files
I.C. §33-1210	Information on past job performance
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Procedures for Releasing Personnel Records to Hiring School Districts

1. No later than twenty (20) days after receiving a request from a hiring school district under the provisions of Idaho Code 33-1210 the District shall provide the information requested and make available to the hiring school district copies of all documents in the past or current employee’s personnel file relating to job performance or job related conduct.  Note – the District may provide records in electronic format.

2. No Board member or District employee shall enter into any agreement that has the effect of suppressing information about negative job performance by a present or former employee or expunge information about performance or misconduct from any document in an employee personnel file.

3. In fulfilling a request from a hiring school district, the District may choose to expunge information from an employee’s personnel file relating to alleged verbal or physical abuse or sexual misconduct that has not been substantiated.

4. In fulfilling a request from a hiring school district, the District shall expunge information from an employee’s personnel file on any materials for which disclosure would violate FERPA, HIPAA, or any other applicable federal law.  The District shall also redact student names from investigative or other documentation in the employee’s/former employee’s file as well as any medical documentation.

5. No District employee who in good faith discloses information to the hiring school district either in writing, printed material, electronic material, or orally shall be held civilly liable for the disclosure.



Adopted:  9/12/2011	Reviewed:_____________	Revised:______________

Cross Reference:	5100	Hiring Process and Criteria
			5215	Personnel Files

Legal Reference:  I.C. §33-1210	Information on past job performance
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Reduction in Force

It is recognized that the Board has the responsibility to maintain good public elementary and secondary schools and to implement the educational interest of the state, consistent with state and federal educational requirements, including District and school attainment of Adequate Yearly Progress, improvement plans, accreditation requirements, and other school-based issues.  However, recognizing also that it may become necessary to eliminate certificated staff positions in certain circumstances, this policy is adopted to provide a fair and orderly process should such elimination become necessary.

The Board has the sole and exclusive authority to determine the appropriate number of certificated employees and to eliminate certified staff positions consistent with the provisions of the State statutes.  A reduction of certified employees may occur as a result of, but not be limited to, the following examples or from other conditions necessitating reductions:

a) Decreases in student enrollment
b) Changes in curriculum
c) Financial conditions or limitations of the District

The need for implementation of a Reduction in Force and/or the elimination of certificated positions is left to the sole discretion of the Board.

The Board may choose to implement a RIF through:

a) the elimination of an entire program or portions of programs;
b) the elimination of positions in certain grade levels only;
c) the elimination of positions by category;
d) the elimination of positions in an overall review of the District;
e) the elimination of positions through other considerations and implementation decisions;
f) the elimination of a portion or percentage of a position(s) or any combination of the above.



Adopted: 8/14/2006	Reviewed:  8/8/2011	Revised: 9/12/2011
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Reduction in Force Procedure

The following definition and procedures shall be used for conducting a Reduction in Force.

Definition

As used in this policy, “teacher” shall apply to any employee of the District who holds a certificate issued by the State Board of Education who is employed in a teaching or administrative position, below the rank of Superintendent.

Procedure

1) Prior to commencing action to terminate teacher contracts under these procedures, the Board will give due consideration to its ability to effectuate position elimination and/or reduction in staff by:

a) Voluntary retirements
b) Voluntary resignations
c) Transfer of existing staff members
d) Voluntary leaves of absence

2) In the event a Reduction in Force is required, teachers who are retained pursuant to these procedures may be reassigned if suitable position openings are available in instructional areas for which they are Highly Qualified and for which the principal has approved transfer pursuant to Idaho Code.

3) In the Board’s determination as to the individuals to be released pursuant to the Reduction in Force consideration will be given to the criteria set out below.  Each criterion shall be considered in terms of the total context when selecting those employees who are to be considered for release pursuant to the provisions of these procedures.  The following criteria will be considered:

a) Area(s) of certification for which the teacher is Highly Qualified which are classified by the District as Hard to Fill positions
b) Number of areas of certification for which the teacher is Highly Qualified
c) Educational/Degree Status
d) National Certifications held
e) Position as a Lead or Master Teacher within the District 
f) Whether or not the teacher is Highly Qualified in a course necessary for high school graduation requirements
g) whether or not the teacher is Highly Qualified in a course necessary for middle school advancement
h) Contribution and/or involvement in extra-curricular or co-curricular positions with students
i) Compliance with Professional Standards and Conduct over the course of employment with the District
j) Teacher evaluations, including components required by Idaho Code to be encompassed in teacher evaluation

It is the intent of the Board that the individual and cumulative effect of each criterion on the welfare of students and the best long-term and short-term interest of the District be considered.

It is further the intent of the Board that primary consideration be the quality of instruction and the progress that students are making throughout the course of the school year as well as properly endorsed Highly Qualified instructors to be classroom positions in order for the District to be compliant with federal and state education requirements.  Thus, each criterion shall be considered in terms of this total context.

The factors for consideration shall be reviewed on an annual basis by the District’s administration to determine whether factors should be added, eliminated, or weighted differently.  Such recommendations for modification will then be brought before the Board for consideration.

4) The Human Resources Department shall advance notice of the possible Reduction in Force to all teachers who may be released, based upon the number of teachers who may be released, in full or in part, and the school programs, teacher positions, or categories of positions that may be affected.

5) Upon receipt of this notification, it is recommended that the subject teachers review their personnel file materials with the District’s Administrative Office to assure that the school has appropriate information relating to the various criteria referenced above.
 
a) If a teacher receiving a Teacher Profile believes that there is an error, the teacher shall notify the District’s Administrative Office of their concerns of an error, in writing, by the close of the school day on the fifth (5th) school day after the teacher has received notice of the possible Reduction in Force.
b) This written notice shall specifically identify what element or elements of the teacher’s personnel file and criteria are believed to be erroneous and explain specifically why the element(s) is believed to be error.
c) If the District receives notice of possible error, each such written notice, timely received, shall be individually reviewed for possible reconsideration or evaluation of the information used in consideration of the Reduction in Force.
d) Should a teacher fail to inspect their personnel file and have inaccurate information in their personnel file and/or have failed to provide the District with updated information, the information contained in the file will be utilized for the Reduction in Force determination and the teacher will not have the opportunity to subsequently correct such information after the Reduction in Force has been implemented.


6) If the Board determines that a Reduction in Force in fact will be implemented, the Superintendent shall submit a list of the teachers recommended for release, through use of the above process, and shall make recommendation to the Board as to what due process, if any, the Board needs to implement for each individual personnel situation.

7) All releases shall be done in conformance with the applicable provisions of Idaho Code and all affected teachers will be promptly notified, in writing, of the Board’s decision or actions that need to be taken by the Board relating to applicable due process activities if any.







Legal Reference:	§I.C. 33-514 Issuance of Annual Contracts
			§I.C. 33-515 Issuance of Renewable Contracts
			§I.C. 33-522 Reductions in Force
			§I.C. 33-523 Principals to Determine New Staffing


Adopted: 8/8/2011	Reviewed:______________	Revised:____________
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Staff Complaints and Grievances

It is the Board’s desire that administrative procedures for settling staff complaints and grievances be an orderly process within which solutions may be pursued; further, that the procedure provide prompt and equitable resolution at the lowest possible administrative level. Additionally, it is the Board’s desire that each employee be assured an opportunity for orderly presentation and review of complaints without fear of reprisal.

Grievance Procedure
All staff should use this grievance procedure if they believe that the Board, its employees or agents have violated their rights guaranteed by the State or federal constitution, State or federal statute, or Board policy.

The District will endeavor to respond to and resolve complaints without resorting to this
grievance procedure and, if a complaint is filed, to address the complaint promptly and
equitably. The right of a person to prompt and equitable resolution of the complaint filed
hereunder shall not be impaired by the person’s pursuit of other remedies. Use of this grievance procedure is not a prerequisite to the pursuit of other remedies, and use of this grievance procedure does not extend any filing deadline related to the pursuit of other remedies.

Level 1: Informal
A staff member with a complaint is encouraged to first discuss it with the teacher, counselor, or building administrator involved, with the objective of resolving the matter promptly and informally. An exception is that complaints of sexual harassment should be discussed with the first line administrator that is not involved in the alleged harassment.

Level 2: Principal
If the complaint is not resolved at Level 1, the grievant may file a written grievance stating: 1) the nature of the grievance and 2) the remedy requested. It must be signed and dated by the grievant. The Level 2 written grievance must be filed with the principal within sixty (60) days of the event or incident, or from the date the grievant could reasonably become aware of such occurrence.

If the complaint alleges a violation of Board policy or procedure, the principal shall investigate and attempt to resolve the complaint. If either party is not satisfied with the principal’s decision, the grievance may be advanced to Level 3 by requesting in writing that the Superintendent review the principal’s decision. This request must be submitted to the Superintendent within fifteen (15) days of the principal’s decision.


	COUNCIL SCHOOL DISTRICT NO. 13 POLICY

PERSONNEL 
5225
Page 2 of 2
Staff Complaints and Grievances

If the complaint alleges a violation of Title IX, Title II, Section 504 of the Rehabilitation Act, or sexual harassment, the principal shall turn the complaint over to the Nondiscrimination Coordinator who shall investigate the complaint. The District has appointed Nondiscrimination Coordinators to assist in the handling of discrimination complaints. The Coordinator will complete the investigation and file the report with the Superintendent within thirty (30) days after receipt of the written grievance. The Coordinator may hire an outside investigator if necessary. If the Superintendent agrees with the recommendation of the Coordinator, the recommendation will be implemented. If the Superintendent rejects the recommendation of the Coordinator, and/or either party is not satisfied with the recommendations from Level 2, either party may make a written appeal within fifteen (15) days of receiving the report of the Coordinator to the Board for a hearing.

Level 3: Superintendent
Upon receipt of the request for review, the Superintendent shall schedule a meeting between the parties and the principal. The parties shall be afforded the opportunity to either dispute or concur with the principal’s report. The Superintendent shall decide the matter within ten (10) days of the meeting and shall notify the parties in writing of the decision. If the Superintendent agrees with the recommendation of the principal, the recommendation will be implemented. If the Superintendent rejects the recommendation of the principal, the matter may either be referred to an outside investigator for further review or resolved by the Superintendent. If either party is not satisfied with the decision of the Superintendent, the Board is the next avenue for appeal. A written appeal must be submitted to the Board within fifteen (15) days of receiving the Superintendent’s decision. The Board is the policy-making body of the school, however, and appeals to that level must be based solely on whether or not policy has been followed. Any individual appealing a decision of the Superintendent to the Board bears the burden of proving a failure to follow Board policy.

Level 4: The Board
Upon receipt of a written appeal of the decision of the Superintendent, and assuming the individual alleges a failure to follow Board policy, the matter shall be placed on the agenda of the Board for consideration not later than their next regularly scheduled meeting. A decision shall be made and reported in writing to all parties within thirty (30) days of that meeting. The decision of the Board will be final.


Adopted: 8/14/2006 Reviewed:_______________ Revised:_______________
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Evaluation of Certificated Personnel	

The District has a firm commitment to performance evaluation of District personnel, whatever their category and level, through the medium of a formalized system. The primary purpose of such evaluation is to assist personnel in professional development and in achieving District goals. The procedures outlined in this policy apply to certificated personnel.

Each certificated staff member shall receive at least one (1) written evaluation to be completed by no later than January 31 for each annual contract year of employment.

Objectives 
The formal performance evaluation system is designed to:
 • Maintain or improve each employee's job satisfaction and morale by letting him/her
  know that the supervisor is interested in his/her job progress and personal development.
• Serve as a systematic guide for supervisors in planning each employee's further training.
• Assure considered opinion of an employee's performance and focus maximum attention
  on achievement of assigned duties.
• Assist in determining and recording special talents, skills, and capabilities that might
  otherwise not be noticed or recognized.
• Assist in planning personnel moves and placements that will best utilize each
  employee’s capabilities.                                                           
• Provide an opportunity for each employee to discuss job problems and interests with
  his/her supervisor.
• Assemble substantiating data for use as a guide, although not necessarily the sole
  governing factor, for such purposes as wage adjustments, promotions, disciplinary
  action, and termination.          

Responsibility
The Superintendent, or the Superintendent’s designee, shall have the overall responsibility for the administration and monitoring of the Performance Evaluation Program and will ensure the fairness and efficiency of its execution, including:
· Distributing proper forms in a timely manner.
· Ensuring completed forms are returned for filing by a specified date.
· Reviewing forms for completeness.
· Identifying discrepancies.
· Ensuring proper safeguard and filing of completed forms.
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· Creating a plan for ongoing training for evaluators and teachers on the District’s evaluation standards, forms, and process.  The plan will include identification of the actions, if any, available to the District as a result of the evaluation as well as the procedure(s) for implementing each action.
· Creating a plan for ongoing review of the District’s Performance Evaluation Program that includes stakeholder input from teachers, board members, administrators, and other interested parties.
· Creating a procedure for remediation for employees that receive evaluations indicating that remediation would be an appropriate course of action.

The Immediate Supervisor (Evaluator) is the employee’s “evaluator” and has the responsibility for:
· Continuously observing and evaluating an employee’s job performance.
· Holding periodic counseling sessions with each employee to discuss job performance.
· Completing Performance Evaluation Forms as required.

Procedures
Evaluation Form:  An Evaluation Form will be completed for each certificated employee.  A copy will be given to the employee.  The original will be retained by the immediate supervisor.  This form should be reviewed annually and revised as necessary to indicate any significant changes in duties and/or responsibilities.  The form is designed to increase planning and relate performance to assigned responsibilities through joint understanding between the immediate supervisor (evaluator) and the employee as to the job description and major performance objectives.

Periodic classroom observations will be included in the evaluation process.

The evaluation form will identify the sources of data used in conducting the evaluation.  The evaluation form will include a section for input received from parents or guardians.  Parental or guardian input forms will be made available on the main District webpage.

The evaluation form will be aligned with minimum State Standards and based upon Charlotte Danielson’s Framework for Teaching and will include, at a minimum, the following general criteria upon which the performance evaluation system will be based:
· Planning and Preparation
· Learning Environment
· Instruction and Use of Assessment
· Professional Responsibilities

COUNCIL SCHOOL DISTRICT NO. 13 POLICY

PERSONNEL 
5230
Page 3 of 4
Evaluation of Certificated Personnel

Counseling Sessions:  Counseling sessions between supervisors and employees may be scheduled periodically.  During these sessions, an open dialogue should occur which allows the exchange of performance oriented information.  The employee should be informed of how he/she has performed to date.  In the case of derogatory comments, the employee should be informed of the steps necessary to improve performance to the desired level.  Counseling sessions should include, but not be limited to, the following:  Job responsibilities, performance of duties, and attendance.  A memorandum for record will be prepared following each counseling session and maintained by the supervisor.

Meeting with the Employee
Each evaluation shall include a meeting with the affected employee.  At the scheduled meeting with the employee, the supervisor will:
· Discuss the evaluation with the employee, emphasizing strong and weak points in job performance.  Commend the employee for a job well done if applicable and discuss specific corrective action if warranted.  Set mutual goals for the employee to reach before the next performance evaluation.  Recommendations should specifically state methods to correct weaknesses and/or prepare the employee for future promotions.
· Allow the employee to make any written comments he/she desires.  Inform the employee that he/she may turn in a written rebuttal of any portion of the evaluation within seven (7) days and outline the process for rebuttal.  Have the employee sign the evaluation form indicating that he/she has been given a copy and initial after supervisor’s comments.

No earlier than seven (7) days following the meeting, if the supervisor has not received any written rebuttal, the supervisor will forward the original evaluation form in a sealed envelope, marked Personnel—Evaluation Form, to the Superintendent, or the designee, for review.  The supervisor will also retain a copy of the completed form.

Rebuttals
Within seven (7) days from the date of the evaluation meeting with their supervisor the employee may file a written rebuttal of any portion of the evaluation form.  The written rebuttal shall state the specific content of the evaluation form with which the employee disagrees, a statement of the reason(s) for disagreement, and the amendment to the evaluation form requested.

If a written rebuttal is received by the supervisor within seven (7) days, the supervisor may conduct additional meetings or investigative activities necessary to address the rebuttal.  Subsequent to these activities, and within a period of ten (10) working days, the supervisor may provide the employee with a written response either amending the evaluation as requested by the employee or state the reason(s) why the supervisor will not be amending the evaluation as requested.
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If the supervisor chooses to amend the evaluation form as requested by the employee then the amended copy of the evaluation form will be provided to, and signed by, the employee.  The original amended evaluation form will then be forwarded to the Superintendent, or the designee, for review in a sealed envelope, marked Personnel—Evaluation Form.  The supervisor will also retain a copy of the completed form.

If the supervisor chooses not to amend the evaluation form as requested by the employee then the evaluation form along with the written rebuttal, and the supervisor’s response, if any, will forwarded to the Superintendent, or the designee, for review in a sealed envelope, marked Personnel—Evaluation Form.  The supervisor will also retain a copy of the completed form including any rebuttals and responses.

Action
Should any action be taken as a result of an evaluation to not renew an individual’s contract, the District will comply with the requirements and procedures established by State law.

Adopted: 8/14/2006	 Reviewed: June 13, 2011 Revised: July 11, 2011 

Legal Reference: 	I.C. § 33-514 Issuance of Annual Contracts – Support programs –
Categories of Contracts – Optional Placement – Written Evaluation
I.C. § 33-515 	Issuance of Renewable Contracts
	I.C. § 33-518   Employee Personnel Files
IDAPA 08.02.02.120 Local District Evaluation Policy
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Resignations/Release from Contract

Certified personnel will generally be expected to fulfill the terms of their contract, unless in the judgment of the District there are clearly compelling, mitigating circumstances which prevent the certified or exempt individual from doing so; and until such time as the Board releases the certified individual from the terms of the contract upon the recommendation of the Superintendent.

Classified employees are expected to give due written notice that will permit the District to conduct a search for a suitable replacement. Generally speaking, the Board expects a two-(2)week notice.

All resignations should be in writing. Requests for resignation shall be transmitted to the Board as part of the regular personnel report.


Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________
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Accommodating Individuals With Disabilities

Individuals with disabilities shall be provided a reasonable opportunity to participate in  
school-sponsored services, programs, or activities on an equal basis to those without disabilities and will not be subject to illegal discrimination. The District will provide auxiliary aids and services where necessary to afford individuals with disabilities equal opportunity to participate in or enjoy the benefits of a service, program, or activity.

Each service, program, or activity operated in existing facilities shall be readily accessible to, and useable by, individuals with disabilities. New construction and alterations to facilities existing before January 26, 1992, will be accessible when viewed in their entirety.

The Superintendent is designated the Americans With Disabilities Act, Title II Coordinator and, in that capacity, is directed to:
1. Oversee the District’s compliance efforts, recommend necessary modifications to the Board, and maintain the District’s final Title II self-evaluation document and keep it available for public inspection.
2. Institute plans to make information regarding Title II’s protection available to any interested party.

Individuals with disabilities should notify the Superintendent or building principal if they have a disability which will require special assistance or services and, if so, what services are required.  This notification should occur as far as possible before the school-sponsored function, program, or meeting.

Cross Reference: 5250 Uniform Grievance Procedure

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Legal Reference :	Americans with Disabilities Act, 42 U.S.C. §§ 12111, et seq., and            12131, et seq.; 28 C.F.R. Part 35.
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Abused and Neglected Child Reporting

A District employee who has reasonable cause to suspect that a student may be an abused, abandoned or neglected child, or who observes a child being subjected to conditions which would reasonably result in abuse, abandonment or neglect, shall report or cause to be reported such conditions or circumstances to local law enforcement or the Department of Health and Welfare within twenty four (24) hours. The employee shall notify the Superintendent or Principal that a report has been made by the employee. 

Please refer to the Adams County Child Abuse Protocol Agreement, available from the school counselor’s office.

Adopted: 8/14/2006 Reviewed:__________Revised:______________

Legal Reference:       IC 16-1605, 1602, 1606, 1607
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Personal Conduct

Employees are expected to maintain high standards of honesty, integrity and impartiality in the conduct of District business and required to comply and conform to the Idaho law and the Code of Ethics of the Idaho Teaching Profession.  In addition to the conduct enumerated in Idaho law and the Code of Ethics of the Idaho Teaching Profession, an employee should not dispense or utilize any information gained from employment with the District, accept gifts or benefits, or participate in business enterprises or employment which create a conflict of interest with the faithful and impartial discharge of the employee’s District duties. 

A District employee may, prior to acting in a manner which may impinge on any fiduciary duty, disclose the nature of the private interest which creates a conflict. Care should be taken to avoid using, or avoid the appearance of using, official positions and confidential information for personal advantage or gain.  Further, employees should hold confidential all information deemed to be not for public consumption as determined by law and Board policy. Employees shall also respect the confidentiality of people served in the course of the employee’s duties and use information gained in a responsible manner. Discretion should be employed even within the school system’s own network of communication.

All financial transactions must follow District procedures, and have prior approval of the District Clerk.

Administrators and supervisors may set forth specific rules and regulations governing an
employee’s conduct on the job within a particular building.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Legal Reference: 	I.C. § 33-1208 Revocation, Suspension or Denial of Certificate – Grounds
Code of Ethics of the Idaho Teaching Profession
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Employee Electronic Mail and On-Line Services Usage

Electronic mail (“e-mail”) is defined as a communications tool whereby electronic messages are prepared, sent and retrieved on personal computers. On-line services (i.e., the Internet) are defined as a communications tool whereby information, reference material and messages are sent and retrieved electronically on personal computers.  Because of the unique nature of e-mail/Internet, and because of the District’s desire to protect its interest with regard to its electronic records, the following rules have been established to address e-mail/Internet usage by all employees:

	1.  The District e-mail and Internet systems are intended to be used for 			educational purposes only. Use for informal or personal purposes is 			permissible within reasonable limits.

	2.  All email/Internet records are considered District records and should be 			transmitted only to individuals who have a need to receive them. Additionally, 
 	District records, e-mail/Internet records are subject to disclosure to law 
 	enforcement or government officials or to other third parties through subpoena
 	or other process. Consequently, employees should always ensure that the 
 	educational information contained in e-mail/Internet messages is accurate,
 	 appropriate and lawful. E-mail/Internet messages by employees may not 
 	necessarily reflect the views of the District. 

	3.  Abuse of the e-mail or Internet systems, through excessive personal use, 			or use in violation of the law or District policies, will result in disciplinary 			action, up to and including termination of employment.

While the District does not intend to regularly review employees’ e-mail/Internet records,
employees have no right or expectation of privacy in e-mail or the Internet. The District, and therefore the public, owns the computer and software making up the e-mail and Internet system and permits employees to use them in the performance of their duties for the District; personal use should be kept to a minimum.  E-mail messages and Internet records are to be treated like shared paper files, with the expectation that anything in them is available for review by the Superintendent.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________
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I have read and been informed about the content, procedures, and expectations of the Employee Electronic Mail and On-Line Services Use Policy.  I have received a copy of the policy and agree to abide by the guidelines as a condition of employment and continuing employment by the District.



__________________________________
Employee Signature



__________________________________
Employee Printed Name



___________________________________
Date

















Adopted:  9/12/2011	Reviewed:__________________	Revised:_______________
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Sexual Harassment/Sexual Intimidation in the Workplace

The District shall do everything in its power to provide employees an employment environment free of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communications constituting sexual harassment, as defined and otherwise prohibited by state and federal law.

District employees shall not make sexual advances or request sexual favors or engage in any conduct of a sexual nature when:
1. 	Submission to such conduct is made either explicitly or implicitly a term of  condition of an individual’s employment;
2. 	Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or
3. 	Such conduct has the purpose of effect of substantially interfering with the
individual’s work performance or creating an intimidating, hostile, or offensive working environment.

Sexual harassment prohibited by this policy includes verbal or physical conduct. The terms “intimidating”, “hostile”, or “offensive” include, but are not limited to, conduct which has the effect of humiliation, embarrassment, or discomfort. Sexual harassment will be evaluated in light of all of the circumstances.

A violation of this policy may result in discipline, up to and including discharge. Any person making a knowingly false accusation regarding sexual harassment will likewise be subject to disciplinary action, up to and including discharge. 

Aggrieved persons who feel comfortable doing so, should directly inform the person engaging in sexually harassing conduct or communication, that such conduct or communication is offensive and must stop. Employees who believe they may have been sexually harassed or intimidated should contact the Title IX coordinator or an administrator, who will assist them in filing a complaint. An individual with a complaint alleging a violation of this policy shall follow the Uniform Grievance Procedure.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Cross Reference: 5230 Uniform Grievance Procedure
Legal Reference: Title VII of the Civil Rights Act, 42 U.S.C. §§ 2000(e), et seq., 
     29 C.F.R. §1604.11 Title IX of Education Amendments, 
     20 U.S.C. §§ 1681, et seq.
                             I.C. § 67-5909 Acts Prohibited

COUNCIL SCHOOL DISTRICT NO. 13 FORM
SEXUAL HARASSMENT/INTIMIDATION IN THE WORKPLACE
POLICY ACKNOWLEDGMENT
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I have read and been informed about the content and expectations of the Sexual Harassment/Intimidation in the Workplace Policy.  I have received a copy of the policy and agree to abide by the guidelines as a condition of employment and continuing employment by the District.



______________________________
Employee Signature



_______________________________
Employee Printed Name



______________________________
Date







Adopted: 9/12/2011	Reveiwed:_____________	Revised:_____________
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Political Activity - Staff Participation

The Board recognizes its individual employees’ rights of citizenship, including, but not limited to, engaging in political activities. An employee of the District may seek an elective office, provided that the staff member does not campaign on school property during working hours, and provided all other legal requirements are met. The District assumes no obligation beyond making such opportunities available.

No person may attempt to coerce, command or require a public employee to support or oppose any political committee, the nomination or election of any person to public office, or the passage of a ballot issue.  No District employee may solicit support for, or opposition to, any political committee, the nomination or election of any person to public office, or the passage of a ballot issue while on the job or at his place of employment. However, nothing in this section is intended to restrict the right of a District employee to express his personal political views.

Adopted: 8/14/2006 Reviewed:_______________ Revised:_______________

Legal Reference: 5 USC 7321, et seq. Hatch Act
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Tobacco-Free Workplace

The District maintains tobacco-free buildings and grounds. Use of tobacco will not be allowed in any buildings or grounds nor will employees be allowed to use tobacco while on duty. New employees of the District will be hired with the understanding that they will be directed not to use tobacco in school buildings or grounds. Limitations or prohibitions on tobacco use are applicable to all hours.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Legal Reference: I.C. § 39-5501 et seq. Clean Indoor Air Act
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Drug-Free Workplace	

All District workplaces are drug- and alcohol-free workplaces. All employees are prohibited from:
1. Unlawful manufacture, dispensing, distribution, possession, use, or being under the influence of a controlled substance while on District premises or while performing work for the District;
2. Distribution, consumption, use, possession, or being under the influence of 
alcohol while on District premises or while performing work for the District.
For purposes of this policy, a controlled substance is one which is:
1. not legally obtainable;
2. being used in a manner different than prescribed;
3. legally obtainable, but has not been legally obtained; or
4. referenced in federal or state controlled substance acts.

As a condition of employment, each employee shall:
1. abide by the terms of the District policy respecting a drug- and alcohol-free
workplace; and
2. notify his or her supervisor of his or her conviction under any criminal drug statute for a violation occurring on the District premises or while performing work for the District, no later than five (5) days after such a conviction.

In order to make employees aware of dangers of drug and alcohol abuse, the District will
endeavor to:
1. provide each employee with a copy of the District Drug- and Alcohol-Free
Workplace policy;
2. post notice of the District Drug- and Alcohol-Free Workplace policy in a place where other information for employees is posted;
3. enlist the aid of community and state agencies with drug and alcohol informational and rehabilitation programs to provide information to District employees; and
4. inform employees of available drug and alcohol counseling, rehabilitation, re- entry, and any employee assistance programs.
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Drug-Free Workplace

District Action Upon Violation of Policy:
An employee who violates this policy may be subject to disciplinary action, including
termination. Alternatively, the Board may require an employee to successfully complete an appropriate drug- or alcohol-abuse, employee-assistance rehabilitation program. The Board shall take disciplinary action with respect to an employee convicted of a drug offense in the workplace, within thirty (30) days after receiving notice of the conviction.

Should District employees be engaged in the performance of work under a federal contract or grant, or under a state contract or grant of $5,000 or more, the Superintendent shall notify the appropriate state or federal agency from which the District receives contract or grant moneys of the employee’s conviction, within ten (10) days after receiving notice of the conviction.


Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Legal Reference: Drug Free Workplace Act of 1988
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Staff Health/Medical Examinations

Through its overall safety program and various policies pertaining to school personnel, the Board shall promote the safety of employees during working hours and assist them in the maintenance of good health. It shall encourage all its employees to maintain optimum health through the practice of good health habits.

Under the circumstances defined below, the Board may require physical examinations of its employees. Results of such physical examinations shall be maintained in separate medical files and not in the employee's personnel file and may be released only as permitted by law.

Physical Examinations
If the work is of a physically demanding nature, subsequent to a conditional offer of employment and prior to a commencement of work, the District may require an applicant to have a medical examination and to meet any other health requirements that may be imposed by the State. The District may condition an offer of employment on the results of such examination, if all entering employees in the applicable job category are subject to such examination. If approved by personnel services, a thirty (30)-day grace period beginning from the date of employment may be allowed for the employee to obtain the required medical examination.

All bus drivers, including full-time, regular part-time or temporary part-time drivers, shall be required to have a satisfactory medical examination prior to employment.

Contagious or Infectious Diseases
If a staff person has a contagious or infectious disease and has knowledge that a person with compromised or suppressed immunity attends the school, the staff person must notify the school nurse or other responsible person designated by the District that he has a contagious or infectious disease which could be life threatening to an immune compromised person. The school nurse or other designated person must determine, after consultation with and on the advice of public health, if the immune compromised person needs appropriate accommodation to protect their health and safety.

An employee with a contagious or infectious disease shall not report to work during the period of time in which the employee is infectious. An employee afflicted with a contagious or infectious disease capable of being readily transmitted in the school setting (e.g., airborne transmission of tuberculosis) shall be encouraged to report the existence of the illness in case there are precautions that must be taken to protect the health of others. 
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Staff Health/Medical Examinations

The District reserves the right to require a statement from the employee’s primary care provider prior to the employee's return to work.

Confidentiality
In all instances, District personnel shall respect the individual’s right to privacy and treat any medical diagnosis as confidential information. Any information obtained regarding the medical condition or history of any employee shall be collected and maintained on separate forms and in separate medical files and be treated as confidential information. Only those individuals with a legitimate need to know (i.e., those persons with a direct responsibility for the care of or for determining work place accommodation for the staff person) will be provided with necessary medical information.

Supervisors and managers may be informed of the necessary restrictions on the work or duties of the employee and necessary accommodations. First aid and safety personnel may be informed, when appropriate, if the disability might require emergency treatment.

Adopted: 8/14/2006	Reviewed:_____________Revised:___________
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Prevention of Disease Transmission

All District personnel shall be advised of routine procedures to follow in handling body fluids.  These procedures shall provide simple and effective precautions against transmission of diseases to persons exposed to the blood or body fluids of another. These procedures shall be standard health and safety practices. No distinction shall be made between body fluids from individuals with a known disease or infection and from individuals without symptoms or with an undiagnosed disease.

The administration shall develop, in consultation with public health and medical personnel, procedures to be followed by all staff. The procedures shall be distributed to all staff, and training on the procedures shall occur on a regular basis. Training and appropriate supplies shall be available to all personnel, including those involved in transportation and custodial services.

Adopted: 8/14/2006 Reviewed:_______________ Revised:_______________

Legal Reference:	29 U.S.C. 794, Section 504 of the Rehabilitation Act
29 CFR, Section 1630.14(c)(1)(2)(3)
41 U.S.C. 12101, et seq. Americans with Disabilities Act
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Leaves of Absence, Medical Leave, Illness and Disability

Sick Leave
Certified employee shall be granted sick leave in accordance with the current collective
bargaining agreement. Classified employees shall be granted sick leave and other leaves in accordance with State law.

“Sick leave” means a leave of absence, with pay, for a sickness suffered by an employee or his or her immediate family. “Immediate family” shall mean the employee’s spouse and children residing in the employee’s household. Nothing in this policy guarantees approval of the granting of such leave in any instance. Each request will be judged by the District in accordance with this policy and the needs of the District.

It is understood that seniority shall accumulate while a teacher or employee is utilizing
accumulated sick leave credits. Seniority will not accumulate unless an employee is in a paid status. Abuse of sick leave is cause for discipline up to and including termination.

Bereavement Leave
An employee who has a death in the immediate family shall be eligible for bereavement leave. The Superintendent shall have the authority to give bereavement leave for up to five (5) days. Bereavement leave of greater than five (5) days must be approved by the Board. Such leave shall not exceed ten (10) days, unless prescribed by a physician.

Personal and Emergency Leave
Teachers will be granted personal and emergency leave according to the terms of the current collective bargaining agreement. Upon recommendation of the Superintendent, and in accordance with law and District policy, classified staff may be granted personal leave. 

Family Medical Leave
In accordance with the provisions of the Family Medical Leave Act of 1993, a leave of absence of up to twelve (12) weeks during a twelve-(12)-month period may be granted to an eligible employee for the following reasons: 1) the birth of a child; 2) the placement of a child for adoption or foster care; 3) because of a serious health condition that makes the employee unable to perform the functions of the job; or 4) to care for the employee's spouse, child or parent with a serious health condition.  At the discretion of the Superintendent, medical certification may be required to determine FMLA initial or continued eligibility as well as fitness for duty.
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Leaves of Absence, Medical Leave, Illness and Disability

Long-Term Illness/Temporary Disability/Maternity Leave
Employees may use sick leave for long-term illness or temporary disability, and upon the
expiration of sick leave, the Board may grant eligible employees leave without pay if requested. Medical certification of the long-term illness or temporary disability may be required at the Board’s discretion.

Long-term illness or temporary disability shall be construed to include pregnancy, miscarriage, childbirth and recovery therefrom. Maternity leave includes only continuous absence immediately prior to delivery, absence for delivery, and absence for post-delivery recovery, or continuous absence immediately prior to and in the aftermath of miscarriage or other pregnancy related complications. Such leave shall not exceed six (6) weeks unless prescribed by a physician.  Leave without pay arising out of any long-term illness or temporary disability, including pregnancy, miscarriage, childbirth and recovery therefrom, shall commence only after sick leave has been exhausted. 

The duration of leaves, extensions, and other benefits for privileges such as health and long-term illness or temporary disability plans in the event of maternity leave, shall apply under the same conditions as other long-term illness or temporary disability leaves. The Superintendent shall devise procedures within the intent of Title VII of the 1964 Civil Rights Act as amended in 1978 by the Pregnancy Discrimination Act, and within the scope of applicable law and court rulings in the state of Idaho.

The following procedures will be used when an employee has a long-term illness or temporary disability, including maternity.

1. When any illness or temporarily disabling condition is “prolonged”, an employee will be asked by the administration to produce a written statement from a physician stating that the employee is temporarily disabled and is unable to perform the duties of his/her position.  If possible, the physician will provide the District with a timeline for the employee’s return to work.

2. Maternity leave will be treated as any other disability. Generally, unless mandated otherwise by a physician, maternity leave does not exceed six (6) weeks. As a disabling condition, maternity leave is not available to fathers.
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Leaves of Absence, Medical Leave, Illness and Disability


3. In the case of any other extended illness, procedures for assessing the probable duration of the temporary disability will vary. The number of days of disability will vary according to different conditions, individual needs and the assessment of individual physicians. Normally, however, the employee should expect to return on the date indicated by the physician unless complications develop which are further certified by a physician.

Adopted: 8/14/2006	Reviewed:_______________ Revised:_______________

Legal Reference: 	42 USC 2000e Equal Employment Opportunities
I.C. § 33-1216 et seq. Sick and other leave
I.C. § 33-1228 Severance allowance at retirement
			29 CFR 825, 29 USC 2601, et seq. Family Medical Leave Act –
			Pregnancy Discrimination Act
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Insurance Benefits for Employees

Newly hired certificated employees will be eligible for insurance benefits offered by the District consistent with the terms of the current collective bargaining agreement, if applicable. 

Classified employees who qualify by State law (I.C. 33-517A) shall be entitled to the same group health insurance benefits as applicable to certificated personnel.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________


Legal Reference: 	I.C. § 33-517A School districts – Non-certificated employees – Group health insurance
I.C. § 67-5763 Governmental body authorized to make contracts for group insurance for officers and employees
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School Holidays/Vacation Leave

The District designates the following days as school holidays:
1. New Year’s Day
2. Martin Luther King Day
3. Presidents Day
4. Labor Day
5. Thanksgiving Day
6. Christmas Day

In those cases where an employee, as defined above, is required to work any of these holidays, another day shall be granted in lieu of such holiday unless the employee elects to be paid for the holiday in addition to the employee’s regular rate of pay for all time worked on the holiday. If a holiday occurs during the period in which vacation is being taken by an employee, the holiday shall not be charged against the employee’s annual leave.

Vacation Leave
12-month classified employees shall accrue annual vacation leave benefits according to the following schedule:

Year of Service with the District Days of Annual Vacation Leave
1-10: 		10 days
10-20: 		15 days
20+: 		20 days

Vacation leave is intended to be used during that year in which it is earned.  Leave credits may not be advanced nor may leave be taken retroactively.

Prior approval by the administration must be given before vacation leave is taken. Nothing in this policy guarantees approval of the granting of specific days as annual vacation leave in any instance. Each request will be judged by the District in accordance with staffing needs.

Employees of less than six (6) months duration will not accrue vacation benefits.

Adopted: 8/14/2006 Reviewed:_______________ Revised:_______________

Legal Reference: 	I.C. § 33-512 Governance of schools
I.C. § 73-108 Holidays enumerated
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Workers’ Compensation Benefits

All employees of the District are covered by Workers’ Compensation benefits. In the event of an industrial accident, an employee should:
	1. attend to first aid and/or medical treatment if emergency prevails;
	2. correct, or report as needing correction, the hazardous situation as soon as 	    	possible after the emergency is stabilized;
	3. report the injury or disabling condition (whether actual or possible) to the 	immediate supervisor within forty-eight (48) hours; and
	4. call or visit the administrative office after medical treatment if needed to 	complete the necessary report of accident and injury.

The administrator shall notify the immediate supervisor of the report, and shall include the immediate supervisor in completing any and all reporting as required.  An employee who is injured in an industrial accident may be eligible for Workers’ Compensation benefits.  The District will not automatically and simply defer to a report of industrial accident. The District shall investigate as it deems appropriate to determine (1) whether continuing hazardous conditions exist that need to be eliminated, and (2) whether in fact an accident attributable to the District’s working environment did occur as reported. 

The District may require the employee to authorize the employee’s physician to release pertinent medical information to the District or to a physician of the District’s choice, should an actual claim be filed against the Workers’ Compensation Division which could result in additional fees levied against the District.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Legal Reference: I.C. § 72-101, et seq. Workers’ Compensation Act
Policy History:
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Classified Employment and Assignment

Classified employees are those non-certificated employees who are employed by the District, or personnel hired in positions which do not require certification. With the exception of those classified employees who are hired for a stated specified time, all classified employees shall be regarded as “at-will” employees and may be dismissed at the will of either party and the employment relationship may be terminated at any time for any or no reason (so long as the same does not violate public policy or violate any other provision of law). Such at-will designation will be included in all job descriptions as mandated by I.C. § 33-517 and in written contracts, should the same be implemented by the District. 

The right of assignment, reassignment and transfer shall remain that of the District. Written notice of a reassignment or involuntary transfer shall be given the employee. Opportunity shall be given for the staff member to discuss the proposed transfer or reassignment with the Superintendent.

An employment period, as well as other terms and conditions of employment set forth in a job description and/or written contract shall not create a property right as such are included for the specific purpose only of providing notice to the employee of the service and expectations of the District so long as the employment relationship continues. Classified employees shall have no expectation of continued employment, unless so expressly specified by the District. The District reserves the right to change employment conditions affecting the employee’s duties, assignment, supervisor or grade.

Length of Workday:  
The length of a classified workday is governed by the number of hours for which the employee is assigned. A “full-time” employee shall be considered to be an eight (8)-hour per day/forty (40)-hour per week employee. The workday is exclusive of lunch but inclusive of breaks. The schedule will be established by the supervisor.  Normal work hours in the district will be 8:00 a.m. to 4:00 p.m. or as designated by the superintendent.

The Board shall determine the salary and wages for classified personnel.

Grievance Procedure:   
The grievance procedure for classified employees shall be the procedure set forth in I.C. § 33-517. Classified employees may file a written grievance alleging unfair treatment or a violation of District policy. However, neither the rate of pay nor the decision to terminate an employee during the initial 180 days of employment shall be regarded as a proper grievable matter.
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Compensatory Time and Overtime:
Classified employees who work more than forty (40) hours in a given work week with the permission of their supervisor may receive compensatory time for all hours worked in 
excess of forty (40) hours in any work week.  No overtime is authorized for any classified employee without the specific approval of the Superintendent and/or their immediate supervisor.

A classified employee may not volunteer work time in an assignment similar to his or her regular work without pay. A non-exempt employee who works overtime without authorization may be subject to disciplinary action.

Adopted: 8/14/2006 Reviewed:_______________ Revised:_______________

Legal Reference: 	29 USC 201, et seq. Fair Labor Standards Act
			I.C. § 33-517 Non-certificated personnel
I.C. § 33-1201 Certificate required
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Drug and Alcohol Testing for School Bus and Commercial Vehicle Drivers

The District shall adhere to federal law and regulations requiring a drug and alcohol testing program for school bus and commercial vehicle drivers. This program shall comply with the requirements of the Code of Federal Regulations, Title 49, §§ 382, et seq. The Superintendent shall adopt and enact regulations consistent with the federal regulations, defining the circumstances and procedures for the testing.

Adopted: 8/14/2006	Reviewed:_______________ Revised:_______________

Legal Reference: 	49 U.S.C. § 2717, Alcohol and Controlled Substances Testing (Omnibus Transportation Employee Testing Act of 1991)
49 C.F.R. Parts 40 (Procedures for Transportation Workplace Drug and Alcohol Testing Programs), 382 (Controlled Substance and
Alcohol Use and Testing), and 395 (Hours of Service of Drivers)
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Substitutes

The Board authorizes the use of substitute teachers as necessary to replace teachers who are temporarily absent. The building secretary shall arrange for the substitute to work for the absent teacher. Under no condition is a teacher to select or arrange for a private substitute.  However, a teacher may request a particular substitute.

The Board annually establishes a daily rate of pay for substitute teachers. Subject to the terms of a current collective bargaining agreement, no fringe benefits are given to substitute teachers.  Substitutes for classified positions will be paid by the hour.

Substitute applicants must be approved by the Board, and submit to background checks.  Whenever possible, substitutes will receive annual District training.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Cross Reference: 	5110 Criminal History/Background Checks
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Teaching Assistants/Aides

Teaching assistants and aides, as defined in the appropriate job descriptions, are under the supervision of a principal, and a teacher to whom the principal may have delegated responsibility for close direction. The nature of the work accomplished by aides will encompass a variety of tasks that may be inclusive of “limited instructional duties.”

Aides are employed by the District mainly to assist the teacher. An aide is an extension of the teacher, who legally has the direct control and supervision of the classroom or playground and responsibility for control and the welfare of the students. It is the responsibility of each principal to allow aides to participate in District staff training. This training should take into account the unique situations in which an aide works, and should be designed to cover the general contingencies that might be expected to pertain to their duties.

Adopted: 8/14/2006 Reviewed:_______________ Revised:_______________
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Volunteers/Contractors

The District recognizes the valuable contributions made to the total school program by members of the community who act as volunteers. A volunteer by law is an individual who:
1.  has not entered into an express or implied compensation agreement with the District;
2.  is excluded from the definition of “employee” under the appropriate state and federal statutes;
3.  may be paid expenses, reasonable benefits and/or nominal fees in some situations; and
4.   is not employed by the District in the same or similar capacity for which he/she is volunteering.

District employees who work with volunteers shall clearly explain duties for supervising
children in school, on the playground and on field trips. An appropriate degree of training and/or supervision of each volunteer shall be administered commensurate with the responsibility undertaken.

Volunteers who have unsupervised access to children are subject to the District’s policy mandating criminal background checks. In order to maintain a safe environment for the students of this District, the names of all contractors (including subcontractors) who perform work on school property may be provided to the District in advance of performing work on school property. The names of contractors will be checked against the statewide sex offender register and any contractor who is listed on such registry may not be allowed to perform work on school property.

Adopted: 8/14/2006	 Reviewed:_______________ Revised:_______________

Cross Reference: 	5110 Fingerprints and Criminal Background Investigations
Legal Reference: 	I.C. § 33-512 Governance of schools













	COUNCIL SCHOOL DISTRICT NO. 13 POLICY

PERSONNEL 

5460F
Page 1 of 1

Volunteers/Contractors


VOLUNTEER -- AUTHORIZATION TO RELEASE INFORMATION

TO WHOM IT MAY CONCERN:
I,______________________________ , am seeking a volunteer assignment with the Council School District. I acknowledge that a complete investigation into my background is necessary to protect the safety and welfare of the children in the Council School District. I hereby expressly and voluntarily give the Council School District the right to make a thorough investigation of my past employment, education, and activities. I understand that the Council School District reserves the right to use any lawful method of investigation that, in its sole discretion, it deems reasonable and necessary.

This document is effective until revoked in writing by me.

______________________________________________________________________________
SIGNATURE 							DATE

Print Full Name:_______________________________________
Print Full Address:_____________________________________________________________________
Birth Date: Social Security Number:_______________________________________________________
STATE OF IDAHO )
: ss.
County of )
On this _____ day of ________________________, 200_, before me, a notary public of the State
of Idaho, personally appeared _________________________________, known to me to be the person
named in the foregoing Release, and acknowledged to me that _________________ executed the same as___________________ free act and deed, for the uses and purposes therein mentioned.
IN WITNESS WHEREOF, I have hereunto set my hand and affixed my notarial seal the day and
year in this certificate first above written.
________________________________
Notary Public, State of Idaho
County of _______________________
My commission expires ____________
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GOALS

The administrative staff’s primary functions are to manage the District and to facilitate the implementation of a quality educational program. It is the goal of the Board that the
administrative organization:
1. 	provide for efficient and responsible supervision, implementation, evaluation and improvement of the instructional program, consistent with the policies established by the Board;
2.	provide effective and responsive communication with staff, students, parents and other citizens; and
3. 	foster staff initiative and rapport.

The District's administrative organization shall be designed so that all divisions and departments of the District are part of a single system guided by Board policies which are implemented through the Superintendent.  Principals and other administrators are expected to administer their facilities in accordance with Board policy and the Superintendent’s rules and procedures.


Adopted: 8/8/2005	 Reviewed: _____________	Revised: ______________
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SUPERINTENDENT

Superintendent Duties
The Superintendent is the District’s executive officer and is responsible for the administration and management of the District schools, in accordance with Board policies and directives and state and federal law.  The Superintendent is hereby granted authority to act on behalf of the Board and the District in all administrative matters with the exception of those matters specifically reserved for the Board in law or rule for which there lawfully cannot be any delegation by the Board.  The Superintendent is also authorized to develop administrative procedures, to implement Board policy and to delegate duties and responsibilities.  Delegation of power or duty, shall not relieve the Superintendent of responsibility for the action which was delegated.

Qualifications and Appointment
The Superintendent must be of good character and of unquestionable morals and integrity. The Superintendent shall have the experience and the skills necessary to work effectively with the Board, District employees, students, and the community. The Superintendent shall have a valid superintendent’s endorsement.

When the office of the Superintendent becomes vacant, the Board will conduct a search to find the most capable person for the position. Qualified staff members who apply for the position will be considered for the vacancy.

Evaluation
The Board will conduct a written formal evaluation, at least annually, of the performance of the Superintendent, using standards and objectives developed by the Superintendent and Board, which are consistent with the District’s mission and goal statements. A specific time shall be designated for a formal evaluation session. The evaluation should include a discussion of strengths and weaknesses, as well as performance areas needing improvement.   

Compensation and Benefits
The Board and the Superintendent shall enter into a contract approved by the State
Superintendent of Public Instruction. This contract shall govern the employment relationship between the Board and the Superintendent.

Adopted: 8/8/2005	 Reviewed: June 13, 2011	Revised:  July 11, 2011
Legal Reference:	 I.C. § 33-513 Professional personnel
			Hancock v. Idaho Falls School District no. 91, No. CV-04-537-E-BLW, 2006
			U.S. Dist. Ct. LEXIS 52243
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BOARD/SUPERINTENDENT RELATIONS

The Board shall:					The Superintendent shall:
Select the Superintendent and delegate		Serve as chief executive officer of the
to him/her all necessary administrative		District.
Powers.

Adopt policies for the operations of the		Recommend policies or policy changes
school system and review				to the Board and develop procedures
administrative procedures.				that implement Board policy.

Formulate a statement of goals			Provide leadership in the development,
reflecting the philosophy of the District.		operation, supervision and evaluation of
							the educational program.

Adopt annual objectives for 				Recommend annual objectives for
improvement of the District.				improvement of the District.

Approve courses of study.				Recommend courses of study.

Approve textbooks.					Recommend textbooks.

Approve the annual budget.				Prepare and submit the annual budget.

Employ certificated and classified staff,		Recommend candidates for employment
in its discretion, upon recommendation		as certificated and classified staff.
of the Superintendent.

Authorize the allocation of certificated		Recommend staff needs based on
and classified staff.					student enrollment, direct and assign
							teachers and other employees of the
							schools under his/her supervision; shall
							organize, reorganize and arrange the
							administrative and supervisory staff,
							including instruction and business
							affairs, as best serves the District,
							subject to Board approval.
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BOARD/SUPERINTENDENT RELATIONS

The Board shall:					The Superintendent shall:
Approve contracts for construction,			Recommend contracts for major
remodeling, or major maintenance.			construction, remodeling or maintenance.

Approve payment of vouchers and 			Recommend payment of vouchers and
payroll.						payroll.

Approve proposed major changes of			Prepare reports regarding school plant
school plant and facilities.				and facilities needs.

Approve collective bargaining			Supervise negotiation of collective
agreements.						bargaining agreements.

Assure that appropriate criteria and			Establish criteria and processes for
processes for evaluating staff are in			evaluating staff.
place.

Appoint citizens and staff to serve on			Recommend formation of ad hoc
special Board committees, if necessary.		citizens’ committees.

Conduct regular and special meetings.		As necessary attend all Board meetings
							and all Board and citizen committee
							meetings, serve as an ex-officio member
							of all Board committees and provide
							administrative recommendations on each
							item of business.

Serve as final arbitrator for staff,			Inform the Board of appeals and implement
citizens and students.					any such forthcoming Board decisions.

Promptly refer all criticisms,				Respond and take action on all criticism,
complaints, and suggestions called to its		complaints, and suggestions as appropriate.
attention to the Superintendent.
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BOARD/SUPERINTENDENT RELATIONS

The Board shall:					The Superintendent shall:
Authorize the ongoing professional			Undertake consultative work, speaking
enrichment of its administrative leader		engagements, writing, lecturing, or
as feasible.						other professional duties and obligations.

Approve appropriate District				Diligently investigate and make purchases
expenditures recommended by the			that benefit the most efficient and functional
Superintendent for the purpose of			operation of the District.
Ongoing District operations.

*A copy of the Superintendent’s evaluation may be included.




Adopted: 8/8/2005	Reviewed:___________	Revised:______________
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AMINISTRATIVE PROCEDURES
 The Superintendent shall develop such administrative procedures as are necessary to ensure consistent implementation of policies adopted by the Board, and to delegate duties and responsibilities.  Delegation of power or duty, however, shall not relieve the Superintendent of responsibility for the action which was delegated.

When a written procedure is developed, the Superintendent may submit it to the Board as an information item. Such procedures need not be approved by the Board, though it may revise them when it appears they are not consistent with the Board's intentions as expressed in its policies. Procedures need not be reviewed by the Board prior to their issuance; though on controversial topics, the Superintendent may request prior Board approval.

Board Approved Administrative Procedures
Changes to Board Approved Administrative Procedures require Board approval. Such changes may be approved in the same meeting as presented.

The Superintendent shall have the authority in unusual or emergency circumstances to make changes to Board Approved Administrative Procedures. It shall be the duty of the Superintendent to inform the Board promptly of such action and to make any appropriate recommendations for changes in the procedure at the next scheduled Board meeting.

Administration in Policy Absence (also Policy# 1530)
In cases when action must be taken and the Board has provided no guidelines in policy for such action, the Superintendent shall have the power to act, keeping in mind the educational philosophy and financial condition of the school district.  It shall be the duty of the Superintendent to inform the Board within 72 hours of such action and of the need for policy.  The rationale and supporting information for such action shall also be provided to the Board.

DEFINITION:
Procedures:  are detailed directions developed by the administration to put policy into practice. They tell how, by whom, where and when things are to be done.
Board Approved Administrative Procedures: procedures developed by the Superintendent or designee to implement Board policy and submitted to the Board by the Superintendent or designee for approval. Board Approved Administrative Procedure may be approved in the same meeting as it is presented.

Adopted: 8/8/2005	Reviewed:___________Revised:______________

Cross Reference: 	Board of Trustees  1540
Legal Reference: 	IC 33-506(1)
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DISTRICT ORGANIZATION

The Superintendent shall develop an organizational chart indicating the channels of authority and reporting relationships for school personnel. These channels should be followed, and no level should be bypassed, except in unusual circumstances.

The organization of District positions of employment for purposes of supervision, services, leadership, administration of Board policy, and all other operational tasks shall be on a “line and staff” basis. District personnel occupying these positions of employment shall carry out their duties and responsibilities on the basis of line and staff organization.

Adopted: 8/8/2005	Reviewed:_____________	Revised:________________
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DUTIES AND QUALIFICATIONS OF ADMINISTRATIVE STAFF OTHER THAN SUPERINTENDENT	

Duty and Authority
As authorized by the Superintendent, administrative staff shall have full responsibility for the day-to-day administration of the area to which they are assigned. Administrative staff are governed by the policies of the District and are responsible for implementing the administrative procedures that relate to their assigned responsibilities. Each administrator’s duties and responsibilities shall be listed in the job description for that position.

Qualifications
All administrative personnel shall have a valid certificate and appropriate endorsements issued by the State Board of Education, and other qualifications as specified in the position’s job description.

Administrative Work Year
The administrators’ work year shall be the same as the District’s fiscal year, unless otherwise stated in the employment agreement. In addition to legal holidays, the administrators shall have vacation periods as approved by the Superintendent.  Full-time year-round administrative staff are allowed 10 days vacation if they have been employed with the District less than 10 years, or 15 days vacation if more than 10 years.

Compensation and Benefits
All administrators shall be placed on a written contract approved by the State Superintendent of Public Instruction.


Adopted: 8/8/2005	Reviewed:_____________	Revised:________________

Legal Reference: 	I.C. § 33-513 Professional personnel.
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EMPLOYMENT RESTRICTIONS FOR AMINISTRATIVE PERSONNEL

Time taken from the regularly assigned work schedule for such paid activities as consulting, college teaching, lecturing, etc., shall be subject to prior approval by the Superintendent. The amount of time lost to the District will be, but is not restricted to be: deducted from vacation time; granted as additional personal leave as specified by board policy; or that time prorated to a dollar amount and that amount deducted from the next regularly scheduled pay period. Time taken from the regularly assigned work schedule for non-paid activities shall follow the format established above.

Adopted: 8/8/2005	 Reviewed:______________	Revised:_________________
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PRINCIPALS

Principals are the chief administrators of their assigned schools. The primary responsibility of principals is to supervise the operation and management of their assigned schools and shall be under the direct supervision of the Superintendent. The majority of the Principals’ time shall be spent on curriculum and staff development through formal and informal activities, establishing clear lines of communication regarding the school rules, accomplishments, practices, and policies with parents and teachers. 

Principals are responsible for management of their staff, maintenance of the facility and equipment, administration of the educational program, control of the students attending the school, management of the school’s budget, and communication between the school and the community. 

Principals will be evaluated on their instructional leadership ability and their ability to maintain a positive education and learning environment.

Adopted: 8/8/2005	 Reviewed:__________	Revised:___________

Legal Reference: 	I.C. § 33-513 Professional personnel
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EVALUATION OF ADMINISTRATIVE STAFF

Each administrator shall be evaluated annually in order to provide guidance and direction to the administrator in the performance of his/her assignment. Such evaluation shall be based on the job description, accomplishment of annual goals and performance objectives, and established evaluative criteria.  For building based school administrators such evaluation, except for that of the Superintendent, will include a section for input received from parents or guardians.  Parental or guardian input forms will be made available on the main District webpage.

The Superintendent shall establish procedures for the conduct of these evaluations. Near the beginning of the school year, the Superintendent shall inform the administrator of the criteria to be used for evaluation purposes, including the adopted goals for the District. Such criteria shall include performance statements dealing with leadership; administration and management; school financing; professional preparation; effort toward improvement; interest in students, staff, citizens and programs; and staff evaluation.

Both staff members involved in the evaluation conference shall sign the written report and retain a copy for their records. The person being evaluated shall have the right to submit and attach a written statement to the evaluation within a reasonable time following the conference.  See also 6140, Duties and Qualifications of Administrative Staff Other Than Superintendent.

Adopted: 8/8/2005	Reviewed: 6/13/2011	Revised:  7/11/2011

Legal Reference: 	I.C. § 33-513 Professional Personnel
			I.C. § 33-518 Employee Personnel Files
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PROFESSIONAL GROWTH AND DEVELOPMENT

The Board recognizes that training and study for administrators contributes to skill development necessary to better serve the needs of the District. Each year the Superintendent should develop an administrative in-service program based upon the needs of the District, as well as the needs of individual administrators.

Administrative staff are encouraged to be members of and participate in professional
associations which have as their purposes the upgrading of school administration and the
continued improvement of education in general.

Leave may be granted to administrators for professional development by the Superintendent, with Board notification.

Adopted: 8/8/2005	 Reviewed:__________	Revised:_________________
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GOALS

Since educational programs are dependent on adequate funding and the proper management of those funds, District goals can best be attained through efficient fiscal management. As trustee of local, state and federal funds allocated for use in public education, the Board shall fulfill its responsibility to see that funds are used to achieve the purposes intended.

Because of resource limitations, fiscal concerns often overshadow the educational program. Recognizing this, the District must take specific action to ensure that education remains primary. This concept shall be incorporated into Board operations and into all aspects of District management and operation.


Adopted: 8/8/2005	Reviewed:_________________	Revised:________________
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ANNUAL BUDGET

The annual budget is evidence of the Board's commitment to the objectives of the instruction programs. The budget supports the immediate and long-range goals and established priorities within all areas, instructional, non-instructional and administrative programs.

Prior to presentation of the proposed budget for adoption, the Superintendent shall prepare, for the Board's consideration, recommendations (with supporting documentation) which shall be designed to meet the needs of students within the limits of anticipated revenues. Program planning and budget development shall provide for staff participation and the sharing of information with patrons prior to action by the Board.

Budget Implementation and Execution
Once adopted by the Board, the operating budget shall be administered by the Superintendent and his/her designees. All actions of the Superintendent/designees in executing the programs and/or activities delineated in that budget are authorized according to these provisions:
1.	Expenditure of funds for the employment and assignment of staff shall meet the legal requirements of the State of Idaho and adopted Board policies.
2.        Funds held for contingencies may not be expended without approval from      the Board.
3.	A listing of invoices describing goods and/or services for which payment has been made must be presented for Board approval each month.
4.	Purchases shall be made according to the legal requirements of the State of Idaho and adopted Board policy.

Budget Adjustments
Any person(s) proposing a budget amendment must provide written notice of the same to each board member at least seven (7) days in advance of the meeting at which such budget amendment will be proposed.  Prior to the final vote on a budget amendment proposal, notice shall be posted and published once in the manner prescribed by Idaho law. The meeting to adopt a budget amendment shall be open and shall provide opportunity for any taxpayer to appear and be heard. Budget procedures
shall be consistent with statutory requirements.

With timely notice of a public meeting, trustees, by sixty percent (60%) of the members of the Board of Trustees, may declare by resolution that a budget amendment is necessary to reflect the availability of funds and the requirements of the District. Budget amendments are specifically authorized by I.C. § 33-701.
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ANNUAL BUDGET

Revenue derived from maintenance and operation levies made pursuant to I.C. § 33-802(2) are excluded from budget adjustments.

Budget amendments shall be submitted to the state superintendent of public instruction.

Adopted: 8/8/2005	 Reviewed:_____________	Revised:_____________

Legal Reference	 I.C. § 33-701 et seq. Fiscal Affairs of School District
	 Title 20, Chapter 7, Idaho Code Fiscal Affairs of School Districts
			 I.C. § 33-701 Fiscal year – Payment and accounting of funds
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ACCOUNTING AND AUDITS

The District accounting system shall be established to present with full disclosure the financial position and results of the financial operations of the District funds and account groups in conformity with generally accepted accounting principles. The accounting system must be in compliance with the accounting system requirements established by legislative action. The accounting system shall be able to demonstrate compliance with finance-related legal and contractual provisions.

Documentation and Approval of Claims
All financial obligations and disbursements must be documented in compliance with the
statutory provisions and audit guidelines. The documentation will specifically describe acquired goods and/or services, the budget appropriations applicable to payment, and the required approvals. All purchases, encumbrances and obligations, and disbursements must be approved by the administrator designated with the authority, responsibility and control over the budget appropriations. The responsibility for approving these documents should not be delegated.  The District business office will be responsible for the development of the procedures and forms to be used in the requisition, purchase and payment of claims.

Financial Reporting and Audits
The Board directs that financial reports of all District funds shall be prepared in compliance with statutory provisions and generally accepted accounting and financial reporting standards. In addition to the reports required for local, state, and federal agencies, financial reports will be prepared monthly and annually and presented to the Board. The financial reports shall reflect the financial activity and status of the District funds. Appropriate interim financial statements and reports of financial position, operating results and other pertinent information will be prepared to facilitate management control of financial operations.

The Board directs that District audits shall be conducted in accordance with Idaho law (I.C. § 67- 450B). Each audit shall be a comprehensive audit of the affairs of the District and the District funds. The audits shall comply with all statutory provisions and generally accepted governmental auditing standards.

Adopted: 8/8/2005	 Reviewed:_____________	Revised:______________

Legal Reference:	I.C. § 33-701 Fiscal year – Payment and accounting of funds
I.C. § 67-405B Independent Financial Audits by Government 
		Entities
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PURCHASING

Authorization and Control
The Superintendent is authorized to direct expenditures and purchases within the limits of the detailed annual budget for the school year.  The Superintendent shall establish requisition and purchase order procedures as a means of controlling and maintaining proper accounting of the expenditure of funds.

Staff members shall not obligate the District without express authority. Staff members who obligate the District without proper authorization may be held personally responsible for payment of such obligations.

Bids and Contracts
With the exception of the purchase of curricular materials, whenever the cost of any
construction, repair or improvement or the acquisition, purchase or repair of any equipment, or other personal property necessary for the effective operation of the District exceeds Twenty-five Thousand and 00/100 Dollars ($25,000.00), formal bids shall be called for by issuing public notice as specified in statute. Specifications shall be prepared and be made available to all vendors interested in submitting a bid. 

The contract shall be awarded to the lowest responsible bidder, except that the trustees may reject any bid, reject all bids and publish notice for bids once again. If after calling for bids a second time, no satisfactory bid is received, the Board may proceed under its own direction, subject to the approval of the state board of education.

In determining what bid is the lowest responsible bidder, the District will not only take into consideration the amount of the bid, the District will also consider the skill, ability and integrity of a bidder to do faithful and conscientious work and promptly fulfill the contract according to the letter and spirit. References may be contacted.The Superintendent shall establish bidding and contract awarding procedures.

Cooperative Purchasing
The District may cooperatively enter into contracts with one (1) or more districts to purchase materials necessary or desirable for the conduct of the business of the District.

Adopted: 8/8/2005 	Reviewed:_____________	Revised:__________________

Legal Reference: 	I.C. § 33-601 Real and personal property 
 I.C. § 33-402 Notice requirements
 I.C. § 33-316 Cooperative contracts
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REIMBURSEMENTS

While it is recommended that all purchases of goods or services be made within established purchasing procedures, there may be an occasional need for an employee to make a purchase for the benefit of the District from personal funds. In that event, an employee will be reimbursed for a personal purchase under the following criteria:
1.	It is clearly demonstrated that the purchase is of benefit to the District.
2. 	The purchase was made with the prior approval of an authorized administrator.
3. 	The item purchased was not available from resources within the District.
4. 	The claim for personal reimbursement is properly accounted for and documented with an invoice/receipt.
The District business office will be responsible for the development of the procedures and forms to be used in processing claims for personal reimbursements.

Travel Allowances and Expenses
Every District employee and trustee will be reimbursed for travel expenses while traveling outside of the District and engaged in official District business. All travel expenses must be reported on the established travel expense and voucher forms and, for employees, approval must be granted prior to traveling by the employee's supervisor and the Superintendent.  The District business office will be responsible for the development of procedures and forms to be used in connection with travel expense claims and reimbursements.

Adopted: 8/8/2005	 Reviewed:_____________	Revised:_______________

Legal Reference: 	I.C. § 33-701 Fiscal year – Payment and accounting of funds
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Goals

In order for students to obtain the maximum benefits from their educational program, a complex set of support services must be provided by the District.  These services are essential to the success of the District, and the staff that provides them is an integral part of the educational enterprise.  Because resources are always scarce, all assets of District operations, including non-instructional support services, shall be carefully managed in order to obtain maximum efficiency and economy.  To that end, the goal of the District is to seek new ways of supporting the instructional program that shall maximize the resources directly available for students’ learning programs.



Adopted: 02/10/2003	Reviewed:______________ Revised:________________
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Transportation

The Board’s primary concerns in providing transportation services to students are the safety and protection of the health of students.

The District shall provide transportation to and from school for a student who:
1. resides at least one and one-half (1-1/2) miles from the nearest appropriate school (determined by the nearest and best route from the junction of the driveway of the student’s home and the nearest public road to the nearest door of the school the student attends or to a bus stop, whichever the case may be); or
2. is a student with a disability, whose IEP identifies transportation as a related service.

The type of transportation provided by the District may be by a school bus or van, agreement for use of a charter bus, agreement with individuals, firms, corporations or private carriers, or by making payments to parents/guardians for individually transporting the pupil.

Summer School
The District does not provide transportation for the regular summer school program.  The Superintendent may provide transportation for alternative programs or in unusual circumstances.

Kindergarten
The District does not provide special transportation for the kindergarten program.  However, students may use regular District busing before and after school.

Voluntary Attendance from Out of District
The parent/guardian of a student living outside the District who voluntarily attends Council School District schools shall assume the responsibility of providing his/her student’s transportation.

Adopted: 02/10/2003	Reviewed:_______________ Revised:______________

Legal Reference:	IC 33-1501 Transportation authorized
			IC 33-1503 Payments when transportation not furnished
			IDAPA 08.02.03.109 Special Education
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Bus Routes, Stops, and Non-Transportation Zones

Each year, on or before the regular August board meeting, the Board will determine, upon the recommendation of the Superintendent, the following:
1. Recommended bus routes for the coming school year
2. Recommended school bus backing-up locations
3. Recommended school safety busing zones
4. Recommended non-transportation zones
When conditions of roads or the numbers of pupils being transported change, the Board delegates to the Superintendent the authority to alter bus routes or non-transportation zones during the school year.

DEFINITIONS:
Safety Busing Zone: the transportation of students who reside less than one and one-half (1-1/2) miles) from school when, in the judgement of the Board, extraordinary circumstances regarding the age, health or safety of the students warrants such action.  The parent/guardian is responsible for transporting a student to the nearest bus stop.
School Bus Backing-up Location: is a location approved by the Board which allows backing up of school buses on certain public or private roadways.  Bus drivers are prohibited from backing up to turn around on all other roadways.
Non-Transportation Zone: is an area of the District designated by the Board which is not served by District transportation because scarcity of students, remoteness, or condition of roads makes such service impractical.  In areas more than one and one-half (1-1/2) miles from school where it is not practical to send a bus, the Board may declare such an area as a non-transportation zone.  The Superintendent may pay to the parent or guardian an amount (in-lieu) for transporting such pupil to the school or to the bus stop, as determined by Idaho Code 33-1503 and the Superintendent.  The parent/guardian shall sign an agreement stating that they have insurance meeting state requirements.

In order to operate the transportation system as safely and efficiently as possible, the following factors shall be considered in establishing bus routes:
1. A school bus route shall be established with due consideration of the sum total of local conditions affecting the safety, economic soundness and convenience of its operation, including road conditions, condition of bridges and culverts, hazardous crossings, presence of railroad tracks and arterial highways, extreme weather conditions and variations, length of route, number of families and children to be serviced, availability of turn-around points, capacity of bus, and other related factors.




COUNCIL SCHOOL DISTRICT NO. 13 POLICY

NON-INSTRUCTIONAL OPERATIONS
8110
Page 2 of 2

2. School bus drivers are encouraged to make recommendations in regard to establishing or changing routes.
3. Parents should be referred to the Superintendent for any request of change in routes, stops, or schedules.  Requests for changes should be made prior to the August Board meeting.

Bus Stops
Buses should stop only at designated places approved by school authorities.  Stops beyond the regular existing routes will not be designated where less than five (5) students are served.  Exceptions should be made only in cases of emergency and inclement weather conditions.  Bus stops shall be chosen with safety in mind and protection of the health of the student.

School loading and unloading zones are to be established and marked to provide safe and orderly loading and unloading of students.  The principal of each building is responsible for the conduct of students waiting in loading zones.

Responsibilities – Pupils
Pupils must realize that safety is based on group conduct.  Talk should be in conversational tones at all times.  There should be no shouting or loud talking which may distract the bus driver.  There should be no shouting at passersby.  Pupils should instantly obey any commands or suggestions from the driver and/or his/her assistants.

A pupil may be denied transportation upon a showing of good cause.  The reason for the denial of transportation services shall be provided to the parent(s)/guardian(s) in writing.

Responsibilities – Parents
The interest and assistance of each parent is a valued asset to the transportation program.  Parents’ efforts toward making each bus trip a safe and pleasant experience are requested and appreciated.  The following suggestions are only three of the many ways parents can assist:
1. Ensure that students are at the bus stop in sufficient time to efficiently meet the bus.
2. Properly prepare children for weather conditions.
3. Encourage school bus safety at home.  Caution children regarding safe behavior and conduct while riding on the school bus.

Adopted: 02/10/2003	Reviewed:_________________ Revised:_________________

Legal Reference:	IC 33-1501 Transportation authorized
			IC 33-1502 Bus routes – Non-transportation zones
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Transportation of Students with Disabilities

Transportation shall be provided as a related service when a student with a disability requires special transportation in order to benefit from special education or to have access to an appropriate education placement.
Transportation is defined as:
(a) travel to and from school and between schools;
(b) travel in and around school buildings or to those activities which are a regular part of the student’s instructional program;
(c) specialized equipment (such as special or adapted buses, lifts, and ramps) if required to provide  special transportation for a student with disabilities.
The Child Study Team who develops the disabled student’s Individualized Education Program will determine on an individual basis when a student with a disability requires this related service.  Such recommendations must be specified on the student’s IEP.  Only those children with disabilities who qualify for transportation as a related service under the provisions of the IDEA shall be entitled to special transportation.  All other children with disabilities in the District have access to the District’s regular transportation system under policies and procedures applicable to all students of the District.  Utilizing the District’s regular transportation service shall be viewed as a “least restrictive environment”.

Mode of Transportation
One of the District’s special education buses will be the preferred mode of transportation.  Exceptions may be made in situations where buses are prohibited from entering certain areas, due to inadequate turning space, road conditions, safety issues, excessive cost, or distance from school that may seriously impact bus scheduling.  In such situations, other arrangements may be made, such as an individual transportation contract with the parents, or other privately contracted service.  Such voluntary agreement shall stipulate in writing the terms of reimbursement.

Adopted: 02/10/2003	Reviewed:_____________ Revised:______________

Legal Reference:	20 U.S.C. 1400 et seq. Individuals with Disabilities in Education Act 
			  (IDEA)
			IDAPA 08.02.03.109 Special Education 
			Idaho Special Education Manual
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Contracting for Transportation Services

If the Board enters into a contract for transportation services, the contractor and its employees shall operate in accordance with District policy, the rules and regulations of the State Board of Education, and other laws which are applicable.

Prior to entering into a contract for transportation services, the District must advertise and bid for such services.  The contract shall be awarded to the lowest responsible bidder, keeping the protection of student health and safety as a high priority.  In determining what bid is the lowest responsible bidder, in addition to other enumerated specifications, the District will not only take into consideration the amount of the bid, the District will also consider the skill, ability and integrity of a contractor to do faithful and conscientious work and promptly fulfill the contract according to the letter and spirit.  References may be contacted.

The contract shall be in writing on a form approved by the State Department of Public Instruction, and a copy of the contract for transportation services will be filed with the Supervisor of Pupil Transportation in the Department of Education.

Adopted: 02/10/2003	 Reviewed:________________ Revised:_______________

Legal Reference:	IC 33-1501 Transportation authorized
			IC 33-1510 Contracts for transportation service
			IDAPA 08.02.02.190.05 Contract for Transportation Services 

Cross-reference:	Bus Driver Training, Responsibility, and Authority #8125
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Bus Driver Training, Responsibility, and Authority

Bus drivers shall observe all federal and state statutes, administrative rules, and District policy and procedure governing traffic safety and school bus operation.  The District shall, at the beginning of each school year, provide each driver with a copy of the District’s written rules for bus drivers and for student conduct on buses.

Each bus driver shall meet the qualifications established by the State Department of Education, including, but not limited to the following:
1. Over the age of 18 years;
2. Be of good moral character;
3. Not be addicted to the use of intoxicants or narcotics;
4. Possess a valid and appropriate commercial driver’s license and other endorsements required by law;
5. Transportation personnel hires must be approved by the Board;
6. Be medically qualified under the physical examination standards of the federal motor carrier safety regulations.

When a teacher, coach or other certified staff member is assigned to accompany students on a bus, such person shall be primarily responsible for the behavior of the students in his/her charge.  The bus driver shall have final authority and responsibility for the bus.  The Superintendent shall establish written procedures for bus drivers.

The bus driver is responsible for the safety of his/her passengers.  The bus driver may hold students accountable for their conduct during the course of transportation and may recommend corrective action against a student.  Each bus driver shall be responsible for reporting any student whose behavior is such as may endanger the operation of the bus, or who damages the bus, or whose language is obscene.  Additionally, each bus driver shall report any condition on, or bordering his/her route which constitutes a hazard to the safety of the students being transported.

Adopted: 02/10/2003	Reviewed:______________ Revised:_____________

Legal Reference:	IC 33-1509 School Bus Drivers
			IC 33-1508 
			IDAPA 08.02.02.170 School Bus Drivers and Vehicle Operation
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District-Owned Vehicles

The District owns and maintains certain vehicles.  Included among them are pickups, school buses and vans.  These are for use by properly authorized personnel of the District for District business purposes.  Staff should use District-owned vehicles for District business whenever possible.

Any driver who receives a citation for a driving violation while operating a District vehicle shall personally pay all fines levied.  All citations received while the driver is a District employee, whether operating a District vehicle or not, must be reported and may result in disciplinary action up to and including termination.

District Bus and Vehicle Maintenance
Buses used in the District’s transportation program shall be in safe and legal operating condition.  All buses shall conform to standards of construction prescribed by the State Board of Education and inspections as required by law.  The Superintendent shall establish a specific list of tasks that bus drivers shall perform on a daily basis.  All other District vehicles shall be maintained following established programs as developed by the Superintendent.

Adopted: 02/10/2003	Reviewed:______________	Revised:______________

Legal Reference:	IC 33-1506 
			IDAPA 08.02.02.159 Transportation
			IDAPA 08.02.02.160	Maintenance Standards and Inspections
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School Bus Emergencies

In the event of an accident or other emergency, the bus driver shall follow the emergency procedures developed by the Superintendent.  A copy of the emergency procedures shall be located in each bus.  To ensure the success of such emergency procedures, each bus driver shall conduct an emergency evacuation drill within the first six (6) weeks of each school semester.  The District shall conduct such other drills and procedures as may be necessary.

Delays in Schedule

The driver is to notify the administration of a delay in schedule.  The administration will notify parents on routes, and radio stations if necessary.

Inclement Weather

The Board recognizes the unpredictability and resulting dangers associated with the weather in Idaho.  To achieve the maximum safety for children and efficiency of operation, the Superintendent is authorized to make decisions as to the emergency operation of buses, the cancellation of bus routes and the closing of school in accordance with her/her best judgement.  The Board may develop guidelines in cooperation with the Superintendent to assist him/her in making such decisions.

Adopted: 02/10/2003	Reviewed:___________	Revised:______________

Legal Reference:	IC 33-506(1)
			IDAPA 08.02.02.180
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Bus Discipline

Responsibility of Students
Riding a school bus is not an undeniable right.  It is a privilege which each rider is responsible for retaining by maintaining the appropriate behavior while loading, riding and unloading.  Parents should make it clear to their children that because of the inherent danger involved with transporting them to and from school and activities, there must be strict rules of behavior and strong consequences for those who choose not to follow them.

Denial of Transportation
The board of trustees may deny transportation to any pupil in any school bus, upon good cause being given, in writing, to the parents or guardian of the pupil. (33-1501 Idaho Code)

Duties:
A. The student should have a strong sense of responsibility for the safety of himself and others.
B. The pupil should stay away from the bus except when loading or unloading.
C. The student should remain seated until the bus stops to unload.
D. If it is necessary to cross the road, then cross the road in front of the bus, waiting at right front of the bus for the signal from the driver before proceeding to cross.
E. The student should be careful in approaching bus stops and always walk on left of highway toward the oncoming traffic.
F. The student should be on time for the bus.
G. The student should reach assigned seat without disturbing other pupils and remain seated while the bus is moving.
H. The student should follow the driver’s directions promptly and cheerfully.
I. The student should keep all parts of the body inside the bus at all times.
J. Students will not be let off the bus other than at assigned home stop or school without a written request by parents or principal.  THIS INCLUDES ALL STUDENTS UNDER AGE 18.
K. Except when prior approval is granted, students are to carry on only objects that can be held on their laps.
L. Students should remember that yelling and unnecessary confusion can momentarily divert the driver’s attention and may result in a serious accident.
M. Students going on activity trips will go on the bus and return on the bus unless arrangements are made before the bus leaves for the activity.
N. Transportation will not be provided for students living less than 1-1/2 miles away from school unless in the judgement of the superintendent, the age, health, or safety of the student warrants picking up a student less than 1-1/2 miles from the school.
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Rules
1. Follow directions the first time given.
2. Stay in your seat at all times.
3. Keep hands, feet, and objects to yourself.
4. No swearing, yelling or teasing.
5. No eating, drinking or gum chewing.
6. Littering, writing on, or damaging the bus in any way is prohibited. (Parent will be held financially responsible for damage done by child.)

Consequences
1. Driver warns student.
2. Student assigned designated seat; parents and principal called by transportation supervisor.
3. Principal, parent, student and bus driver conferences.
4. Suspension of bus privileges for designated period of time (1-3 days); parents notified and made responsible for transportation.

Severe Clause
Suspension of bus privileges for extended period to be determined by superintendent/school board.

What Constitutes Severe
1. Student commits or threatens to commit physical harm to another child or adult.
2. Student damages bus or another student’s or driver’s property.
3. Student refuses to follow directions of driver.
4. Student engages in any behavior that keeps the bus from functioning safely.

Violations will be accumulated for five days; then the student begins again with a clean slate.  Repeated misbehavior will result in a dropping down of consequences.  We are committed to providing safe transportation for students.

Adopted: 3/11/2002	Reviewed: 02/10/2003	Revised: 02/10/2003

Legal Reference:	IC 33-506(1)
			IDAPA 08.02.02.180
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Activity Trips

The use of school buses is strictly limited to school activities.  Buses may not be loaned or leased to non-school groups unless permission is specifically granted by the Board.  On all activity runs, buses will be operated by a qualified bus driver, and only authorized activity participants, professional staff and chaperones assigned by the administration may ride the bus.

A duplicate copy of the passenger list will be made for all activity trips. One (1) copy will remain with the professional staff member in charge on the bus and one (1) copy will be given to the school office before the bus departs.

All buses used to transport students on activity trips shall be in safe mechanical and good working condition.

Adopted: 02/10/2003	Reviewed:_____________	Revised:______________

Legal Reference:	IDAPA 08.02.02.190 Program Operations

Cross-reference:	Field Trips #2730
			Extra-curricular Trips #2732
			Use of Private Automobiles for Trips #2733
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Food Services
The District supports the philosophy of the National School Lunch Program and shall provide wholesome, appetizing and nutritious meals for children in the District’s schools.  Because of the potential liability of the District, the food services program shall not accept donations of food without the approval of administration.  Should the administration approve a food donation, the Superintendent shall establish inspection and handling procedures for the food and determine that the provisions of all state and local laws have been met before selling the food as part of the school meals.

Commodities
The District shall use food commodities made available under the Federal Food Commodity Program for school meals.

Free and Reduced Price Food Services
The District shall provide free and reduced price meals to students according to the terms of the National School Lunch Program and the laws, rules and regulations of the state.  The District shall inform parents of the eligibility standards for free and reduced price meals.  Identity of students receiving free or reduced price meals will be confidential in accordance with the National School Lunch Program guidelines.  A parent has the right to appeal any decision with respect to his/her application for free or reduced price food services to a designated hearing official.

The Board may establish programs whereby meals may be provided in the District in accordance with National School Lunch Program guidelines.

No charges will be allowed unless prior approval has been made through the lunch program supervisor.  Students will be notified in writing when they have three (3) or less pre-paid lunches remaining.  Parents will be contacted by telephone when the account has no pre-paid lunches remaining.  If a student has not pre-paid his lunch, he will not be served lunch.  Elementary students who do not pre-pay their lunch will be served a sandwich at no charge in place of lunch the first two days.  After the first two days, students will not be served anything until they bring lunch money. Administration will make every effort to see that the amount charged for such meals is sufficient to cover all costs of the meals to the extent possible, including preparation labor, food costs, handling costs, and equipment.

Adopted: 02/10/2003	Reviewed: 7/16/2007	Revised:  8/13/2007

Legal Reference:	42 U.S.C. 1751 et seq. National School Lunch Act
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Nutrition and Safety
The District shall provide school meals which meet or exceed the nutritional standards required by state and federal school lunch programs.

The Superintendent shall establish rules for the sale of foods during the school day.  To encourage the eating of nutritious lunches, competitive food services shall not be permitted to operate anywhere on school premises during or for the period of one (1) hour before and after the lunch period.

Any food sales of an occasional nature must have the prior approval of the principal.

Food Service Safety

The health and safety to the District’s students and employees is among the Board’s highest priorities.  As such, the Board directs the Superintendent or designee to implement and regularly review the procedures for:
1. Ensuring food safety;
2. Providing sanitary work conditions;
3. Eliminating, to the extent possible, safety hazards; and
4. Complying with applicable health regulations.

The District shall maintain a current license for the food service program.

Adopted: 02/10/2003	Reviewed:_____________	Revised:______________

Legal Reference:	IC 39-1601 et seq.
			IDAPA 16.02.19
			42 U.S.C. 1751 et seq. National School Lunch Act
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Use of Kitchen Facilities

If an individual or an organization requests the use of a school kitchen, a District food service employee, or other approved staff member, must be hired by the organization and be in the kitchen for the entire time that the kitchen is open.  The Superintendent shall establish procedures for community use of school kitchen facilities.  Any damage to the equipment, facilities, or supplies and the repair and/or replacement will be charged to the sponsoring group.

Requests for rental of kitchen facilities should be referred to the Superintendent/Principal.

If an organization uses the kitchen facilities, a school food service employee must be on duty the entire time the kitchen facility is open and the following guidelines adhered to:
1. The food service employee must be paid at a rate set by the District.
2. The food service employee will be responsible to see that equipment is properly used for safety and sanitation.  The food service employee will assist as needed, but the  primary responsibility for the work remains with the leasing organization.
3. The food service employee will check to see that storage areas, refrigeration, and freezers are locked and that the kitchen is left in an orderly manner.

Adopted: 02/10/2003	Reviewed:______________	Revised:______________

Legal Reference:	IC 33-506(1)
			IC 33-601(1) and (7)

Cross-reference:	Use of District Facilities and Property #4340
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Allergy Accommodations

The Board believes all students, through accommodations where necessary, should have the opportunity to participate in school programs and activities.  In order to minimize the incidence of severe or life-threatening allergic reactions, which can result in anaphylaxis, the following policy is adopted.

Physician’s Statement
Parents or guardians of students with severe or life-threatening allergies are requested to provide a physician’s statement to the school their child is attending that includes all pertinent information concerning ways to manage the student’s allergies, including, but not limited to: the nature of the student’s allergies; typical allergy symptoms; substances which must be avoided; the reason the allergies prevent the student from eating the regular school meals; foods to be omitted from the student’s diet; and the specific diet prescription along with the substitution(s) needed and closing instructions.


Council School District No. 13 Section 504 Manual shall be followed to identify and evaluate students with allergies who may be in need of special services or programs in order that such students receive a free appropriate public education pursuant to the provisions of Section 504.

Food Substitutions
Substitutions to regular meals may be made, within the limitations of the supplies available in the kitchen, for students who are unable to eat school meals because of the student’s allergies or conditions, when their needs are identified in writing in a Physician’s Statement.  Parents are responsible for providing foods for unusual dietary or allergic needs.

DEFINITION:
Anaphylaxis: A rapid, severe allergic response that occurs when a person is exposed to an allergen, an allergy-causing substance.  Anaphylaxis is also known as anaphylactic shock, a medical emergency requiring immediate treatment.

Adopted: 02/10/2003	Reviewed:____________	Revised:______________

Cross-reference:	Administering Medication #3622
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Guiding Principles

The Board recognizes the importance the physical plant plays in enhancing the instructional program.  The Board’s goals for facilities are:
· to have an environment that supports learning and teaching
· to have safe learning and work conditions
· to have facilities which are well-maintained, comfortable, equitable, appropriately equipped, and energy-efficient

The Board further recognizes the importance of planning in order to provide the anticipated facility needs of the future.  The District will review demographic factors as changes make such reviews necessary.

The Board of Trustees shall have full and final responsibility for the selection of sites, employment of personnel, contracting for services, approval of plans, authorization and acceptance of bids, payment for work performed on contractual agreements, and final acceptance or rejection of work done.  All of the related actions shall be taken only through official resolutions based upon formal recommendations at legal board meetings.

The superintendent shall be responsible for organizing and coordinating the efforts of the various individuals and groups to best achieve the established objectives of the Board of Trustees.











Adopted: 8/9/2004	Reviewed:___________	Revised:______________
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Acquisition and Disposal of School Property

Real Property:
Prior to acquiring real property, such property shall be appraised by an appraiser certified in the State of Idaho.  The appraised value will be used to establish the fair market value of the property.  If the Board is purchasing a site for educational purposes, such building site shall be located within the boundaries of the city limits, unless, by resolution of the Board, it is determined that it would be in the best interest of the District to acquire a site outside city limits, but within the boundaries of the District.

Personal Property:
The District may purchase personal property as deemed necessary for the effective operation of the District by any means deemed appropriate when the expenditure of funds will be less than twenty-five thousand dollars ($25,000).  When the purchase of personal property (with the exception of curricular materials) is reasonably expected to cost twenty-five thousand dollars ($25,000) or more, the District shall comply with the statutory bidding requirements.

Conveyance of Property:
Less than $500:  For property that has an estimated value of less than five hundred dollars ($500) and the value is determined to be in insufficient in comparison to the costs of arranging a sale, the Board may, by unanimous vote of those present, dispose of such property in a manner deemed appropriate by the Board or the Board’s designee.
Less than $1,000:  For property that has an estimated value of less than one thousand dollars ($1,000), the Board may dispose of such property by sealed bid or by public auction.  However, prior to disposal of the same at least one (1) published advertisement is required.
$1,000 or greater:  For property with a value of one thousand dollars ($1,000) or greater, such property will be appraised.  The Board may dispose of such property by sealed bids or by public auction to the highest bidder.  Notice of the time and method of sale shall be published twice in accordance with I.C. 33-402.  Such property may be sold for cash or upon such terms and conditions as the Board determines not to exceed ten (10) years with as annual interest rate of not less than seven percent (7%).  Title to property sold on contract shall remain in the District until full payment is received.

Donated Property:
If property is donated to the District, the Board may sell the property without advertising or bidding within one (1) year of the time the initial appraisal was conducted.
COUNCIL SCHOOL DISTRICT NO. 13 POLICY

SCHOOL FACILITIES

9100
Page 2 of 2

The Board may exchange real or personal property for other property provided that:
1. such property is appraised;
2. one-half (1/2) plus one (1) of the members of the FULL Board determine such conveyance/exchange is in the best interest of the District;
3. a resolution is passed authorizing such exchange of real and/or personal property to any of the following:
· U.S. Government
· City
· County
· State of Idaho
· Hospital District
· School District
· Library District
· Community College District
· Junior College District
· Recreation District
















Adopted: 8/9/2004	Reviewed:__________	Revised:___________

	Legal Reference:	IC 33-601
				IC 33-402
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Use of Contracted Services

No contract for the acquisition, purchase, construction, or repair of any school building, other property, or equipment necessary for the operation of the school district shall be executed which entails the expenditure of twenty-five thousand dollars ($25,000) or more without notice first being given by posting and publishing twice in the manner required by law.  The Board of Trustees may let the contract to the lowest bidder, reject any bid, or reject all bids and post and publish notice for bids, as before.  If, thereafter, no satisfactory bid is received, the Board shall proceed under its own direction, subject to the approval of the State Board of Education.  The Board may authorize designated administrators to accept and award bids when give specific Board direction.

Contractor License, Surety Bonds and Insurance:
No contract shall be let to any contractor who is not licensed as required by the laws of this state.  Before any contract is awarded to any person, such person shall furnish to the District performance and payment bonds that shall become binding upon award of the contract to a contractor as follows:
1. Performance bonds in an amount no less than eighty-five percent (85%) of the contract amount for the sole protection of the District: and
2. Payment bond in an amount less than eighty-five percent (85%) of the contract amount for the protection of persons supplying labor or materials, or renting or otherwise supplying equipment to the contractor and/or his subcontractors in the prosecution of the work performed under the contract.








Adopted: 8/9/2004	Reviewed:__________	Revised:__________

	Legal Reference:	IC 54-1902
				IC 54-1925 et seq.
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Operations and Maintenance

The district seeks to maintain and operate facilities in a safe and healthful condition, and to provide for an adequate and trained staff of custodians and maintenance personnel.

The superintendent, and then the building principals, shall supervise the Facilities Manager.  The Facilities Manager shall provide for a program to maintain the District physical plant by way of a continuous program of repair, maintenance and reconditioning.  Budget recommendations shall be made each year to meet these needs and any such needs arising from an emergency.

The facilities manager shall formulate and implement energy conservation measures.  Principals and staff are encouraged to exercise other cost-saving procedures in order to conserve the resources of the District in their buildings.

The principal of each building shall have day-to-day oversight of custodian(s) assigned to his/her building.  The principal shall, through the staff and students, seek to maintain as clean and pleasing an environment as possible.

Procedures shall be established for the periodic inspection of school buildings to ensure that each has adequate light, heating and ventilation and that the premises are clean and sanitary and conform to current fire, safety and health codes.












Adopted: 8/9/2004	Reviewed:___________	Revised:______________

	Legal Reference:	IC 33-701
				IC 33-1613
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Security

Security means not only maintenance of buildings, but also protection from fire hazards and faulty equipment, and safe practices in the use of electrical, plumbing, and heating equipment.  The Board requires close cooperation with local police, fire and sheriff departments, and with insurance company inspectors.

Access to school buildings and grounds outside of regular school hours shall be limited to staff whose work requires access.  An adequate key control system shall be established which shall limit access to buildings to authorized staff and shall safeguard against the potential entry of unauthorized persons.

Records and funds shall be kept in a safe place and under lock and key when required.

Locks and other protective devices designed to be used as safeguards against illegal entry and  vandalism shall be installed when appropriate to the individual situation.  All incidents of vandalism and burglary shall be reported to the Superintendent immediately and to law enforcement agencies as appropriate.















Adopted: 8/9/2004	Reviewed:___________	Revised:______________

Cross Reference:	Disruptive Public Conduct, Community Relations #4420
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Facility Safety

The Superintendent and the Facilities Manager shall ensure that each school principal supervises the operation of his/her school so as to assure compliance with state and federal safety and health requirements.  When conditions of disrepair or hazard appear, they must be reported immediately to the Superintendent or building principal.  If they constitute a significant threat to the safety of students or others, school operations shall be altered in such a way as to eliminate the threat with as little disruption of the school program as possible.

In accordance with Idaho Code, the Superintendent or Facilities Manager shall provide for an independent inspection of all District school facilities at least annually to determine whether those facilities comply with the requirements of state laws, rules, and regulations.  For the identified problems, the Superintendent or Facilities Manager shall either take immediate corrective measures or identify a plan of action to address the hazard.

The Superintendent or Facilities Manager shall present the results of the inspection to the Board for review and consideration.

District Wide Asbestos Program:
It is the intent of the District that the Asbestos Hazard Emergency Response Act (AHERA) and all of its amendments, alterations and changes be complied with by all District employees, vendors and contractors.











Adopted: 8/9/2004	Reviewed:___________	Revised:__________

COUNCIL SCHOOL DISTRICT NO. 13 POLICY

SCHOOL FACILITIES

9330
Recycling

In order to increase the efficiency of Council School District No. 13’s waste management system, the District will implement a comprehensive, school-wide recycling program.  This program will follow the model of the three R’s:  Reduce, Reuse, and Recycle.  Procedures will be developed to ensure a successful recycling program; all staff and students are expected to follow and assist in these procedures.

The goals of this program are to inform, educate and aid in the following:

1. Reduce the volume of waste and recyclables generated by the schools.
2. Where possible purchase reusable containers and materials.
3. Recycle all recyclable materials used by Council School District No. 13.
4. Trash is only those materials that cannot be recycled or reused.
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COUNCIL SCHOOL DISTRICT NO. 13 POLICY

SCHOOL FACILITIES

9400
Page 1 of 1
(also 4340, Community Relations)


Use of School Facilities and Property

Community groups shall be permitted to use the school facilities and limited equipment items for worthwhile purposes provided that:

1. The use thereof does not interfere with normal school operations.
2. Arrangements have been made in advance through the building principal for building use and through the custodians for equipment use.
3. An agreement has been signed by the organization requesting use of the facilities or equipment, agreeing to all conditions listed, and approved by the District administration.
4. Fees may be charged according to the level of use, and for for-profit, non-community-related activities.  Payment of any fees will be made to the school office.

A complete copy of the agreement, including conditions relating to the use of the buildings, facilities, equipment and grounds, is available in each school office.

Specific guidelines apply to the use of kitchen facilities. 
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Cross Reference:	Use of School Facilities and Property #4340, 4340P, 4340F(a)&(b)
			Use of Kitchen Facilities #8220
