Southeast Polk Community School District Board Policy

Code No. 100-00
LEGAL STATUS OF THE SCHOOL DISTRICT

lowa law authorizes the creation of a Common Schools System. As part of this Common Schools System, this
school district is a school corporation created and organized under lowa law. This school district is known as the
Southeast Polk Community School District.

This school corporation is located in Polk, Marion and Jasper counties, and its affairs are conducted by elected
school officials, the Southeast Polk Community School District Board of Directors. This school corporation has
exclusive jurisdiction over school matters in the territory of the school district.

Legal Reference: lowa Code §§ 274.1, .2, .6, .7; 279.8; 594A

Cross Reference: 200 Legal Status of the Board of Directors

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 102-00

SCHOOL DISTRICT INSTRUCTIONAL ORGANIZATION

The Southeast Polk Community School District offers an education program for grades
kindergarten through twelve. The levels of instruction are organized by the following levels:

Prekindergarten shall attend a designated elementary school.

Grades kindergarten through five shall attend Altoona Elementary, Centennial
Elementary, Clay Elementary, Delaware Elementary, Four Mile Elementary, Mitchellville
Elementary, Runnells Elementary, Willowbrook Elementary or other such attendance
centers as may be designated in the district.

Grade six shall attend Spring Creek — 6th Grade Center
Grades seven and eight shall attend Southeast Polk Junior High.

Grades nine through twelve shall attend the Southeast Polk High School

Each school building will have a principal responsible for the administration and management
of the school building, the school building employees and the education program. The
principals shall work closely with the superintendent, who shall oversee the administration and
management of the school district.

Legal Reference: lowa Code §§ 256.11, .11A; 275.1; 279.11; 280.14
2811.A.C12.1;12.3(11); 12.5

Cross Reference: 501 Student Attendance

Approved: 01/21/2016
Revised: 01/26/2012
Original: 01/26/2012
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Southeast Polk Community School District Board Policy

Code No. 103-00

EQUAL EDUCATIONAL OPPORTUNITY

It is the policy of the Southeast Polk Community School District not to discriminate on the basis of race, color,
national origin, sex, disability, religion, creed, age (for employment), marital status (for programs), sexual
orientation, gender identity and socioeconomic status (for programs) in its educational programs and its
employment practices. There is a grievance procedure for processing complaints of discrimination. If you have
questions or a grievance related to this policy, please contact Joseph M. Horton, Associate Superintendent, 8379
NE University Avenue, Pleasant Hill, lowa, 515-967-4294, joseph.horton@southeastpolk.org.

The board requires all person, agencies, vendors, contractors and other persons and organizations doing business
with or performing services for the school district to subscribe to all applicable federal and state laws, executive
orders, rules and regulations pertaining to contract compliance and equal opportunity.

Legal Reference: 20 U.S.C.§§ 1221 et seq.
20 U.5.C. §§ 1681 et seq.
20 U.S.C. §§ 1701 et seq.
29 U.S.C. §§ 206 et seq.
29 US.C. §§ 794
42 U.S.C. §§ 2000d and 2000e.
42 U.S.C. §§ 12101 et seq.
34 C.F.R. Pt. 100.
34 C.F.R. Pt. 104.
lowa Code §§ 216.6; 216.9; 256.11; 280.3.
2811.A.C.12.

Cross Reference: 101 Educational Philosophy of the School District
401-02 Equal Employment Opportunity
500 Objectives for Equal Educational Opportunities for Students
506-01 Student Records

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015

Page 1 of 1



Southeast Polk Community School District Board Policy

Code No. 103-00 E1

ANNUAL NOTICE OF NONDISCRIMINATION

The Southeast Polk Community School District offers career and technical programs in the following areas of study:

Agricultural Education
Business Education
Family Consumer Science
Industrial Technology

It is the policy of the Southeast Polk Community School District not to discriminate on the basis of race, color,
national origin, sex, disability, religion, creed, age (for employment), marital status (for programs), sexual
orientation, gender identity and socioeconomics status (for programs) in its educational programs and its
employment practices. There is a grievance procedure for processing complaints of discrimination. If you have
questions or a grievance related to this policy, please contact Joseph M. Horton, Assaciate Superintendent, 8379
NE University Avenue, Pleasant Hill, lowa, 515-967-4294, joseph.horton@southeastpolk.org.

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Southeast Polk Community School District Board Policy

Code No. 103-00 E2

CONTINUOUS NOTICE OF NONDISCRIMINATION

Itis the policy of the Southeast Polk Community School District not to discriminate on the basis of race, color,
national origin, sex, disability, religion, creed, age (for employment), marital status (for programs), sexual
orientation, gender identity and socioeconomics status (for programs) in its educational programs and its
employment practices. There is a grievance procedure for processing complaints of discrimination. If you have
questions or a grievance related to this policy, please contact Joseph M. Horton, Associate Superintendent, 8379
NE University Avenue, Pleasant Hill, lowa, 515-967-4294, joseph.horton@southeastpolk.org.

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Southeast Polk Community School District Board Policy

Code No. 103-00 E3
NOTICE OF SECTION 504 STUDENT AND PARENTAL RIGHTS

The Southeast Polk Community School District does not discriminate in its educational programs and activities on
the basis of a student’s disability. it has been determined that your child has a qualifying disability for which
accommodations may need to be made to meet his or her individual needs as adequately as the needs of other
students. As a parent, you have the right to the following:

e  Participation of your child in school district programs and activities, including extracurricular programs
"and activities, to the maximum extent appropriate, free of discrimination based upon the student’s
disability and at the same level as students without disabilities;

® Receipt of free educational services to the extent they are provided students without disabilities.

Notice of identification of your child as having a qualifying disability for which accommodations may need
to be made and notice prior to evaluation and placement of your child and right to periodically request a
re-evaluation of your child;

e Inspect and review your child’s educational records including a right to copy those records for a
reasonable fee; you also have a right to ask the school district to amend your child’s educational records if
you feel the information in the records is misleading or inaccurate; should the school district refuse to
amend the records, you have a right to a hearing and to place an explanatory letter in your child’s file
explaining why you feel the records are misleading or inaccurate; and

®  Hearing before an impartial hearing officer if you disagree with your child’s evaluation or placement; you
have a right to counsel at the hearing and have the decision of the impartial hearing officer reviewed.

It is the policy of the Southeast Polk Community School District not to discriminate on the basis of race, color,
national origin, sex, disability, religion, creed, age (for employment), marital status (for programs), sexual
orientation, gender identity and socio-economics status (for programs) in its educational programs and its
employment practices. There is a grievance procedure for processing complaints of discrimination. If you have
questions or a grievance related to this policy, please contact Joseph M. Horton, Associate Superintendent, 8379
NE University Avenue, Pleasant Hill, lowa, 515-967-4294, joseph.horton@southeastpolk.org.

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Code No. 103-00.E4

COMPLAINT FORM

(Discrimination, Anti-Bullying, and Anti-Harassment)
Date of complaint:

Name of Complainant:

Are you filling out this form for

yourself or someone else (please
identify the individual if you are
submitting on behalf of someone
else):

Who or what entity do you believe
discriminated against, harassed, or
bullied you (or someone else)?

Date and place of alleged
incident(s):

Names of any witnesses (if any):

Nature of discrimination, harassment, or bullying alleged (check all that apply):

Age ' Physical Attribute Sex J
Disability Physical/Mental Ability | Sexual Orientation '
Familial Status Political Belief Socio-economic Background
Gender Identity Political Party Preference Other — Please Specify:
Marital Status Race/Color
National Origin/Ethnic

| Background/Ancestry Religion/Creed

In the space below, please describe what happened and why you believe that you or someone else has been
discriminated against, harassed, or bullied. Please be as specific as possible and attach additional pages if necessary.

Tagree that all of the information on this form is accurate and true to the best of my knowledge.

Signature:

Date:

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Code No. 103-00.E5

WITNESS DISCLOSURE FORM

Name of Witness:

Date of interview:

Date of initial complaint:

Name of Complainant
(include whether the
Complainant is a student or
employee):

Date and place of alleged
incident(s):

Nature of discrimination, harassment, or bullying alleged (check all that apply):

Age Physical Attribute ’ Sex
Disability Physical/Mental Ability Sexual Orientation
Socio-economic
Familial Status Political Belief Background
Political Party
Gender Identity Preference Other — Please Specify:
Marital Status Race/Color
National
Origin/Ethnic
Background/Ancestry Religion/Creed J

Description of incident witnessed:

Additional information:

L agree that all of the information on this form is accurate and true to the best of my knowledge.

Signature: Date:

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Code No. 103-00.E6

DISPOSITION OF COMPLAINT FORM

Date:

Date of initial complaint:

Name of Complainant
(include whether the
Complainant is a student or
employee):

Date and place of alleged
incident(s):

Name of Respondent
(include whether the
Respondent is a student or
employee):

Nature of discrimination, harassment, or bullying alleged (check all that apply):

Age Physical Attribute | Sex
Disability Physical/Mental Ability Sexual Orientation
| Socio-economic
Familial Status Political Belief Background
Political Party
Gender Identity Preference Other — Please Specify:
Marital Status Race/Color
National -
Origin/Ethnic
Background/Ancestry Religion/Creed
Summary of Investigation:

I agree that all of the information on this form is accurate and true to the best of my knowledge.

Signature: Date:

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Southeast Polk Community School District Board Policy

Code No. 103-00-R1
GRIEVANCE PROCEDURE

Itis the policy of the Southeast Polk Community School District not to discriminate on the basis of race, color,
national origin, sex, disability, religion, creed, age (for employment), marital status {for programs), sexual
orientation, gender identity and socioeconomic status (for programs) in its educational programs and its
employment practices. There is a grievance procedure for processing complaints of discrimination. If you have
questions or a grievance related to this policy, please contact the Joseph M. Horton, Associate Superintendent,
8379 NE University Avenue, Pleasant Hill, lowa, 515-967-4294, joseph.horton@southeastpolk.org.

Students, parents of students, employees, and applicants for employment in the school district have the right to
file a formal complaint alleging discrimination. The district has policies and procedures in place to identify and
investigate complaints alleging discrimination. If appropriate, the district will take steps to prevent the recurrence
of discrimination and to correct its discriminatory effects on the Complainant and others.

A Complainant may attempt to resolve the problem informally by discussing the matter with a building principal or
a direct supervisor. However, the Complainant has the right to end the informal process at any time and pursue
the formal grievance procedures outlined below. Use of the informal or formal grievance procedure is not a
prerequisite to the pursuit of other remedies. Please note that informal processes and procedures are not to be
used in certain circumstances (e.g., sexual harassment and sexual assault).

Filing a Complaint

A Complainant who wishes to avail himself/herself of this grievance procedure may do so by filing a complaint with
the equity coordinator(s). An alternate will be designated in the event it is claimed that the equity coordinator or
superintendent committed the alleged discrimination or some other conflict of interest exists. Complaints shall be
filed within 180 days of the event giving rise to the complaint or from the date the Complainant could reasonable
become aware of such occurrence. The Complainant will state the nature of the complaint and the remedy
requested. The equity coordinator(s) shall assist the Complainant as needed.

Investigation
Within 15 working days, the equity coordinator wil begin the investigation of the complaint or appoint a qualified
person to undertake the investigation (hereinafter “equity coordinator”). If the Complainant is under 18 years of
age, the equity coordinator shall notify his or her parent(s)/guardian(s) that they may attend investigatory
meetings in which the Complainant is involved. The complaint and identity of the Complainant, Respondent, or
witnesses will only be disclosed as reasonably necessary in connection with the investigation or as required by law
or policy. The investigation may include, but is not limited to the following:

¢ Arequest for the Complainant to provide a written statement regarding the nature of the complaint;
A request for the individual named in the complaint to provide a written statement;
A request for witnesses identified during the course of the investigation to provide a written statement;
Interviews of the Complainant, Respondent, or witnesses;
An opportunity to present witnesses or other relevant information; and
Review and collection of documentation or information deemed relevant to the investigation.

Within 60 working days, the equity coordinator shall complete the investigation and issue a report with respect to
the findings.

The equity coordinator shall notify the Complainant and Respondent of the decision within 5 working days of
completing the written report. Notification shall be by U.S. mail, first class.

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 103-00-R1
GRIEVANCE PROCEDURE

Decision and Appeal

The complaint is closed after the equity coordinator has issued the report, unless within 10 working days after
receiving the decision, either party appeals the decision to the superintendent by making a written request
detailing why he/she believes the decision should be reconsidered. The equity coordinator shall promptly forward
all materials relative to the complaint and appeal to the superintendent. Within 30 working days, the
superintendent shall affirm, reverse, amend the decision, or direct the equity coordinator to gather additional
information. The superintendent shall notify the Complainant, Respondent, and the equity coordinator of the
decision within 5 working days of the decision. Notification shall be by U.S. mail, first class.

The decision of the superintendent shall be final.

The decision of the superintendent in no way prejudices a party from seeking redress through state or federal
agencies as provided by in law.

This policy and procedures are to be used for complaints of discrimination, in lieu of any other general complaint
policies or procedures that may be available.

If any of the stated timeframes cannot be met by the district, the district will notify the parties and pursue
completion as promptly as possible.

Retaliation against any person, because the person has filed a complaint or assisted or participated in an
investigation, is prohibited. Persons found to have engaged in retaliation shall be subject to discipline by
appropriate measures.

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 104-00

FUTURE USE

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 105-00

LONG-RANGE NEEDS ASSESSMENT

Long-range needs assessment enables the school district to analyze assessment data, get feedback from the
community about its expectation of students and determine how well students are meeting student learning
goals. The board will conduct ongoing and in-depth assessments, soliciting information from business, labor,
industry, higher education and community members, regarding their expectations for adequate student
preparation.

In conjunction with the in-depth needs assessment of the school district, the board will authorize the District
Advisory committee, representing administrators, employees, parents, students and community members, to
make recommendations and assist the board in determining the priorities of the school district in addition to the
basic skills areas of the education program.

The district values advice and feedback from a variety of stakeholders. Annually, the board appoints
members of the staff, students, parents, and community to the District Advisory Committee (DAC). This
committee meets three times a year (November, February and April) to review district operations and educational
programs. In addition to the DAC, the district invites public comments/feedback through an “open forum”
scheduled at monthly board of education meetings. PTA/O organizations, Parent Councils, and the district web
site are also available to provide feedback on an ongoing basis.

It is the responsibility of the superintendent to ensure the schoo! district community is informed of students’
progress on state and locally determined indicators. The superintendent will report annually to the board about
the means used to keep the community informed.

As a result of the board and committee’s work, the board will determine major educational needs and rank them
in priority order; develop long-range goals and plans to meet the educational needs; establish and implement
short-range and intermediate-range plans to meet the goals and to attain the desired levels of student
performance; evaluate progress toward meeting the goals and maintain a record of progress under the plan that
includes reports of student performance and results of school improvement projects; and annually report the
school district’s progress made under the plan to the committee, community and lowa Department of Education.

Legal Reference: lowa Code §§ 21; 256.7; 280.12
281 [.LA.C12.8(1)(b).

Cross Reference: 101 Educational Philosophy of the School District
200 Legal Status of the Board of Directors
209 Committees of the Board of Directors
603-01 Basic Instruction Program
801-01 Buildings and Sites Long-Range Planning
801-02 Buildings and Sites Surveys

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 105-00R1

LONG-RANGE NEEDS ASSESSMENT

The school district's long range needs assessment process includes these items:

*  provisions for collecting, analyzing and reporting information derived from local, state and national
sources;
*  provisions for reviewing information acquired on the following:
© state indicators and other locally determined indicators,
o locally established student learning goals,
o specific data collection required by state and federal programs;

*  provisions for collecting and analyzing assessment data on the following:
o state indicators,
o locally determined indicators,
o locally established student learning goals.

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015



Southeast Polk Community School District Board Policy

Code No. 106-00

FUTURE USE

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015

Page 1 of 1



Southeast Polk Community School District Board Policy

Code No. 107-00
STATE COMPETITIONS

Southeast Polk Community School District supports its students and the activities in which they elect to participate.
From time to time students may excel in an activity and make it to the state level of competition. This policy is
implemented to codify procedures in order to allow stakeholders in the district to focus their energies on students
and their needs.

The following procedures include:

At no time will school be cancelled for state activities/competitions. School, teaching, and learning in the
classroom will continue.

Participants are most certainly expected to participate in the events they have qualified to engage in.
They are excused from the classroom under the “school activity” reasoning.

All other students may attend as spectators in order to support their school, classmates, and friends.
Parental permission is required, and absences will be coded as “family business.”

Dismissal times and other recommendations will be dependent on the state competition schedule, travel,
other building activities, and other variables.

Procedures for staff attending/participating in state level activities/competitions will be as follows:

Board, administration, certified employees, classified employees, and those with supplemental contracts
including volunteers will execute and support this policy.

Contracted coaches/sponsors who lead these activities are to participate in their customary fashion. They
must complete a leave request by listing “professional leave” as the reason.

Head coach/sponsor will work with the Activities Director regarding which coaches/sponsors from
different levels of the activity will attend and what their roles at the event will be.

Volunteer coaches/sponsors who are also school employees in other areas may continue their voluntary
participation with the permission of the head coach/sponsor. They must complete a leave request but
will be required to use “personal leave.”

Article 12 Section 5 of the Certified Agreement speaks to the numbers of certified employees allowed to
take personal leave per school day. Those numbers may be collaboratively adjusted by building principals
and the Associate Superintendent in order to try to accommodate those employees wishing to attend
through the use of personal leave while being mindful of the quality of the school experience for students
who attend school on these days.

Any problems, issues, or concerns that arise are referred to supervisors of employees or divisions,
activities office/director, building principal where the issue resides or Central Office administration. See
also policy 402-05.

Approved: 01/21/2016
Revised: 02/21/2013
Original: 02/21/2013
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Southeast Polk Community School District Board Policy

Code No. 108-00
ANTI-BULLYING/ANTI-HARASSMENT POLICY

The Southeast Polk Community School District is committed to providing all students with a safe and civil school
environment in which all members of the school community are treated with dignity and respect. Bullying and/or
harassment of or by students, staff, and volunteers is against federal, state, and local policy and is not tolerated by
the board. Bullying and/or harassing behavior can seriously disrupt the ability of school employees to maintain a
safe and civil environment, and the ability of students to learn and succeed. Therefore, it is the policy of the state
and the school district that school employees, volunteers, and students shall not engage in bullying or harassing
behavior in school, on school property, or at any school function or school-sponsored activity.

Definitions
For the purposes of this policy, the defined words shall have the following meaning:

¢  “Electronic” means any communication involving the transmission of information by wire, radio, optic cable,
electromagnetic, or other similar means. “Electronic” includes but is not limited to communication via
electronic mail, internet-based communications, pager service, cell phones, and electronic text messaging.

e “Harassment” and “bullying” shall mean any electronic, written, verbal, or physical act or conduct toward a
student based on the individual’s actual or perceived age, color, creed, national origin, race, religion, marital
status, sex, sexual orientation, gender identity, physical attributes, physical or mental ability or disability,
ancestry, political party preference, political belief, socioeconomic status, or familial status, and which
creates an objectively hostile school or work environment that meets one or more of the following

conditions:
1. Places the student or employee in reasonable fear of harm to the student’s/employee’s person or
property.

2. Has a substantial detrimental effect on the student’s/employee’s physical or mental health.

3. Has the effect of substantially interfering with a student’s academic performance or employee’s
work performance.

4. Has the effect of substantially interfering with the student’s ability to participate in or benefit from
the services, activities, or privileges provided by a school or an employee’s ability to benefit from
the services, activities, or privileges provided at work.

e  “Trait or characteristic of the student or employee” includes but is not limited to age, color, creed, national
origin, race, religion, marital status, sex, sexual orientation, gender identify, physical attributes, physical or
mental ability or disability, ancestry, political party preference, political belief, socioeconomic status, or
familial status.

*  “Volunteer” means an individual who has regular, significant contact with students.
Filing-a Complaint
A Complainant who wishes to avail himself/herself of this procedure may do so by filing a complaint with the
superintendent or superintendent’s designee. An alternate will be designated in the event it is claimed that the
superintendent or superintendent’s designee committed the alleged discrimination or some other conflict of interest
exists. Complaints shall be filed within 180 days of the event giving rise to the complaint or from the date the
Complainant could reasonably become aware of such occurrence. The Complainant will state the nature of the
complaint and the remedy requested. The Complainant shall receive assistance as needed.

School employees, volunteers, and students shall not engage in reprisal, retaliation, or false accusation against a
victim, witness, or an individual who has reliable information about an act of bullying or harassment.

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 108-00
ANTI-BULLYING/ANTI-HARASSMENT POLICY

Investigation

The school district will promptly and reasonably investigate allegations of bullying or harassment. The associate
superintendent, Joseph M. Horton, (hereinafter “Investigator”) will be responsible for handling all complaints
alleging bullying or harassment. The Investigator shall consider the totality of circumstances presented in
determining whether conduct objectively constitutes bullying or harassment. The superintendent or the
superintendent’s designee shall also be responsible for developing procedures regarding this policy.

Decision

If, after an investigation, a student is found to be.in violation of this policy, the student shall be disciplined by
appropriate measures, which may include suspension and expulsion. If after an investigation a school employee is
found to be in violation of this policy, the employee shall be disciplined by appropriate measures, which may
include termination. If after an investigation a school volunteer is found to be in violation of this policy, the
volunteer shall be subject to appropriate measures, which may include exclusion from school grounds.

A school employee, volunteer, or student, or a student’s parent or guardian who promptly, reasonably, and in good
faith reports an incident of bullying or harassment, in compliance with the procedures in the policy adopted
pursuant to this section, to the appropriate school official designated by the school district, shall be immune from
civil or criminal liability relating to such report and to participation in any administrative or judicial proceeding
resulting from or relating to the report.

Individuals who knowingly file false bullying or harassment complaints and any person who gives false statements
in an investigation may be subject to discipline by appropriate measures, as shall any person who is found to have
retaliated against another in violation of this policy. Any student found to have retaliated in violation of this policy
shall be subject to measures up to, and including, suspension and expulsion. Any school employee found to have
retaliated in violation of this policy shall be subject to measures up to, and including, termination of employment.
Any school volunteer found to have retaliated in violation of this policy shall be subject to measures up to, and
including, exclusion from school grounds.

Publication of Policy
The board will annually publish this policy. The policy may be publicized by the following means:
¢ Inclusion in the student handbook,
e Inclusion in the employee handbook
e Inclusion in the registration materials
e Inclusion on the school or school district’s web site.

Legal References: 20 U.S.C. §§ 1221-1234i.
29 U.S.C. § 794.
42 U.S.C. §§ 2000d-2000d-7.
42 US.C. §§ 12101 2et. seq.
lowa Code §§ 216.9; 280.28; 280.3.
281 1.A.C. 12.3(6).
Morse v. Frederick, 551 U.S. 393 (2007)

Cross References: 102 Equal Educational Opportunity
502 Student Rights and Responsibilities
503 Student Discipline
506 Student Records

Approved: 01/21/2016
Revised: 12/15/2015
Original: 12/15/2015
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COMPLAINT FORM

Code No. 108-00.E1

(Discrimination, Anti-Bullying, and Anti-Harassment)

Date of complaint:
Name of Complainant:

Are you filling out this form
for yourself or someone else
(please identify the individual
if you are submitting on behalf
of someone else):

Who or what entity do you
believe discriminated against,
harassed, or bullied you (or
someone else)?

Date and place of alleged

incident(s):

Names of any witnesses (if
any):

Nature of discrimination, harassment, or bullying alleged (check all that apply):

| Age || Physical Attribute Sex
Disability ' Physical/Mental Ability Sexual Orientation
Socio-economic
Familial Status Political Belief Background
Political Party
Gender Identity Preference Other — Please Specify:
Marital Status Race/Color
National
Origin/Ethnic
Background/Ancestry Religion/Creed \

In the space below, please describe what happened and why you believe that you or someone else has been discriminated

against, harassed, or bullied. Please be as specific as possible and attach additional pages if necessary.

T agree that all of the information on this form is accurate and true to the best of my knowledge.

Signature:

Date:

Approved: 01/21/2016

Revised: n/a
Original: 12/15/2015



Code No. 108-00.E2

WITNESS DISCLOSURE FORM

Name of Witness:

Date of interview:

Date of initial complaint:

Name of Complainant

(include whether the
Complainant is a student or
employee):

Date and place of alleged
incident(s):

Nature of discrimination, harassment, or bullying alleged (check all that apply):

Age Physical Attribute ] Sex
Disability Physical/Mental Ability Sexual Orientation

| Socio-economic
Familial Status Political Belief Background

Political Party

Gender Identity Preference Other — Please Specify:
Marital Status Race/Color
National
Origin/Ethnic
Background/Ancestry Religion/Creed

Description of incident witnessed:

Additional information:

Lagree that all of the information on this form is accurate and true to the best of my knowledge.

Signature: Date:

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Code No. 108-00.E3

DISPOSITION OF COMPLAINT FORM

Date:

Date of initial complaint:

Name of Complainant
(include whether the
Complainant is a student or
employee):

Date and place of alleged
incident(s):

Name of Respondent
(include whether the
Respondent is a student or
employee):

Nature of discrimination, harassment, or bullying alleged (check all that apply):

Age Physical Attribute Sex
Disability Physical/Mental Ability ‘Sexual Orientation
Socio-economic
Familial Status Political Belief Background
Political Party
Gender Identity Preference | Other — Please Specify:
Marital Status Race/Color
National
Origin/Ethnic
| Background/Ancestry | Religion/Creed
Summary of Investigation:

T agree that all of the information on this form is accurate and true to the best of my knowledge.

Signature: Date:

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015



Southeast Polk Community School District Board Policy

Code No. 108-00R1
ANTI-BULLYING/ANTI-HARASSMENT INVESTIGATION PROCEDURES

The Southeast Polk Community School District is committed to providing all students with a safe and civil school
environment in which all members of the school community are treated with dignity and respect. Bullying and/or
harassment of or by students, staff, and volunteers is against federal, state, and local policy and is not tolerated by
the board. Bullying and/or harassing behavior can seriously disrupt the ability of school employees to maintain a
safe and civil environment, and the ability of students to learn and succeed. Therefore, it is the policy of the state
and the school district that school employees, volunteers, and students shall not engage in bullying or harassing
behavior in school, on school property, or at any school function or school-sponsored activity.

Definitions

For the purposes of this policy, the defined words shall have the following meaning:

e “Electronic” means any communication involving the transmission of information by wire, radio, optic cable,
electromagnetic, or other similar means. “Electronic” includes but is not limited to communication via
electronic malil, internet-based communications, pager service, cell phones, and electronic text messaging.

* “Harassment” and “bullying” shall mean any electronic, written, verbal, or physical act or conduct toward a
student based on the individual’s actual or perceived age, color, creed, national origin, race, religion, marital
status, sex, sexual orientation, gender identity, physical attributes, physical or mental ability or disability,
ancestry, political party preference, political belief, socioeconomic status, or familial status, and which
creates an objectively hostile school environment that meets one or more of the following conditions:

1.  Places the student in reasonable fear of harm to the student’s person or property.

2. Has a substantial detrimental effect on the student’s physical or mental health.

3. Has the effect of substantially interfering with a student’s academic performance.

4. Has the effect of substantially interfering with the student’s ability to participate in or benefit from
the services, activities, or privileges provided by a school.

*  “Trait or characteristic of the student” includes but is not limited to age, color, creed, national origin, race,
religion, marital status, sex, sexual orientation, gender identify, physical attributes, physical or mental ability
or disability, ancestry, political party preference, political belief, socioeconomic status, or familial status.

* “Volunteer” means an individual who has regular, significant contact with students.

Filing a Complaint

A Complainant who wishes to avail himself/herself of this procedure may do so by filing a complaint with the
superintendent or superintendent’s designee. An alternate will be designated in the event it is claimed that the
superintendent or superintendent’s designee committed the alleged discrimination or some other conflict of interest
exists. Complaints shall be filed within 180 days of the event giving rise to the complaint or from the date the
Complainant could reasonably become aware of such occurrence. The Complainant will state the nature of the
complaint and the remedy requested. The Complainant shall receive assistance as needed.

School employees, volunteers, and students shall not engage in reprisal, retaliation, or false accusation against a
victim, witness, or an individual who has reliable information about an act of bullying or harassment.

Investigation

The school district will promptly and reasonably investigate allegations of bullying or harassment. The associate
superintendent, Joseph M. Horton, (hereinafter “Investigator”) will be responsible for handling all complaints
alleging bullying or harassment.

Approved: 01/21/2016
Revised: n/a
Original: 12/15/2015
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ANTI-BULLYING/ANTI-HARASSMENT INVESTIGATION PROCEDURES

If the Complainant is under 18 years of age, the Investigator shall notify his or her parents(s)/guardian(s) that they
may attend investigatory meetings in which the Complainant is involved. The complaint and identity of the
Complainant, Respondent, or witnesses will only be disclosed as reasonably necessary in connection with the
investigation or as required by law or policy. The investigation may include, but is not limited to the following:

* Arequest for the Complainant to provide a written statement regarding the nature of the complaint;

¢ Arequest for the individual named in the complaint (hereinafter “Respondent”) to provide a written

statement;
* Arequest for witnesses identified during the course of the investigation to provide a written statement; and
¢ Review and collection of documentation or information deemed relevant to the investigation.

The Investigator shall consider the totality of circumstances presented in determining whether conduct objectively
constitutes bullying or harassment. Upon completion of the investigation, the Investigator shall issue a report with
respect to the findings. -

Decision

If, after an investigation, a student is found to be in violation of this policy, the student shall be disciplined by
appropriate measures, which may include suspension and expulsion. If after an investigation a school employee is
found to be in violation of this policy, the employee shall be disciplined by appropriate measures, which may
include termination. If after an investigation a school volunteer is found to be in violation of this policy, the
volunteer shall be subject to appropriate measures, which may include exclusion from school grounds.

A school employee, volunteer, or student, or a student’s parent or guardian who promptly, reasonably, and in good
faith reports an incident of bullying or harassment, in compliance with the procedures in the policy adopted
pursuant to this section, to the appropriate school official designated by the school district, shall be immune from
civil or criminal liability relating to such report and to participation in any administrative or judicial proceeding
resulting from or relating to the report.

Individuals who knowingly file false bullying or harassment complaints and any person who gives false statements
in an investigation may be subject to discipline by appropriate measures, as shall any person who is found to have
retaliated against another in violation of this policy. Any student found to have retaliated in violation of this policy
shall be subject to measures up to, and including, suspension and expulsion. Any school employee found to have
retaliated in violation of this policy shall be subject to measures up to, and including, termination of employment.
Any school volunteer found to have retaliated in violation of this policy shall be subject to measures up to, and
including, exclusion from school grounds.

Approved: 01/21/2016
Revised: nfa
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VACANCIES

A vacancy occurs as provided by law, which includes but is not limited to when a board member dies, resigns,
forferts or etherwise Ieaves the office or fails to reside in the school district. Avacancy-also-ineludesbutis-not

If a vacancy occurs prior to the expiration of a term of office, the vacancy will be filled by board appointment
within 30 days of the vacancy. The board shall publish notice stating that the board intends to fill the vacancy by
appointment, but the electors of the school district have the right to file a petition within 14 days of the
publication of the notice requiring the vacancy be filled by a special election.

A person appointed to fill a vacancy shall hold office until a successor is elected and qualified at the next regular
school election, unless there is an intervening special election for the school district, in WhICh eventa successor
shall be elected at the intervening special election. Fh A FRERA i g A

untitthenext-scheduled-schoolelection-

If the board is unable to fill a vacancy by appointment within 30 days after the vacancy occurs or if a valid petition
is submitted, the board secretary will call a special election to be held no sooner than 60 days and not later than 70
days after the vacancy occurred A board member elected at the special electlon will serve the remaining portion
of the unexpired term. Candids 2 selbyavasansy : A 3 ;
the-special-election{referto-201.00)
Legal Reference: lowa Code §§ 69; 277.29; 279

Good v. Crouch, 397 N.W.2d 757 (lowa 1986).

Board of Directors of Grimes Independent School Dist. v. County Board of Public

Instruction of Polk Co., 257 lowa 106, 131 N.W.2d 802 (1965).

Board of Directors of Menlo Consol. School Dist. v. Blakesburg, 240 lowa 910, 36 N.W.2d

751 (1949).
1944 Op. Att'y Gen. 39.

Cross Reference: 201 Board of Directors' Elections
202 Board of Directors’ Members
202-03 Term of Office
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BOARD OF DIRECTORS’ CONFLICTS OF INTEREST

Board members must be able to make decisions objectively. It is a conflict of interest for a board member to
receive direct compensation from the school district, unless exempted in law or policy, for anything other than
reimbursement of actual and necessary expenses, including travel, incurred in the performance of official duties. A
board member will not act as an agent for a school textbooks or school supplies including sports apparel or
equipment, in any transaction with a director, officer, or other staff member of the school district during the board
member’s term of office. it will not be a conflict of interest for board members to receive compensation from the
school district for contracts for the purchase goods or services which benefits a board member, if the benefit to
the board member does not exceed in a fiscal year or if the contracts are made by the board, upon
competitive bid in writing, publicly invited and opened.

The conflict of interest provisions do not apply to a contract that is a bond, note or other obligation of a school
corporation if the contract is not acquired directly from the school corporation, but is acquired in a transaction
with a third party, who may or may not be the original underwriter, purchaser, or obligee of the contract, orto a
contract in which a director has an interest solely by reason of employment if the contract was made by
competitive bid, in writing, publicly invited and opened, or if the remuneration for employment will not be directly
affected as a result of the contract and duties of employment do not involve any of the preparation or
procurement of any part of the contract. The competitive bid section of the conflict of interest provision does not
apply to a contract for professional services not customarily awarded by competitive bid.

It will also be a conflict of interest for a board member to engage in any outside employment or activity which is in
conflict with the board member’s official duties and responsibilities. In determining whether outside employment
or activity of a board member creates a conflict of interest, situations in which an unacceptable conflict of interest
is deemed to exist includes, but are not limited to, any of the following:

(1) The outside employment or activity involves the use of the school district’s time, facilities, equipment and
supplies or the use of the school district badge, uniform, business card or other evidence of office to give
the board member or member of the board member’s immediate family an advantage or pecuniary
benefit that is not available to other similarly situated members or classes of members of the general
public. For purposes of this section, a person is not “similarly situated” merely by being related to a board
member,

(2) The outside employment or activity involves the receipt of, promise of, or acceptance of money or other
consideration by the board member or a member of the board member’s immediate family from anyone
other than the state or the school district for the performance of any act that the board member would
be required or expected to perform as part of the board member’s regular duties or during the hours in
which the board member performs service or work for the school district.

(3) The outside employment or activity is subject to the official control, inspection, review, audit, or
enforcement authority of the board member, during the performance of the board member’s duties of
office or employment.

If the outside employment or activity is employment or activity in (1) or (2) above, the board member must cease
the employment of or activity. If the activity or employment falls under (3), then the board member must:

e  Cease the outside employment or activity; or;
Publicly disclose the existence of the conflict and refrain from taking any official action or performing any
official duty that would detrimentally affect or create a benefit for the outside employment or activity.
Official action or official duty includes, but is not limited to, participating in any vote, determining the
facts or law in a contested case or rulemaking proceeding, conducting any inspection, or providing any

Approved:
Revised: 11/2019
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other official service or thing that is not available generally to members of the public in order to further
the interests of the outside employment or activity.

When procurement is supported by Federal Child Nutrition funds, board members will not participate in the
selection, award, or administration of a contract if there is a real or apparent conflict of interest in the contract.
Contract, for purposes of this paragraph, includes a contract where the board member, board member’s
immediate family, partner, or a non-school district employer of these individuals is a party to the contract.

It is the responsibility of each board member to be aware of and take the action necessary to eliminate a potential
conflict of interest.

Legal Reference: 22 C.F.R. § 518.42.
lowa Code §§ 68B; 71.1; 277.27; 279.7A; 301.28.

Cross Reference: 201 Board of Directors’ Elections
202-01 Qualifications
204 Code of Ethics
219-02 Board of Directors’ Member Compensation and Expenses
221 Gifts to Board Members
401-04 Nepotism

Approved:
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CODE OF ETHICS

Board members' actions, verbal and nonverbal, reflect the attitude and the beliefs of the school district.
Therefore, board members must conduct themselves professionally and in a manner fitting to their position.

Each board member will follow the code of ethics stated in this policy.

AS A SCHOOL BOARD MEMBER:

1.

2.
3.
4

10.

11,

12.

13.
14.

15.

16.

1 will listen.

| will respect the opinion of others.

I will recognize the integrity of my predecessors and associates and the merit of their work.

I will be motivated only by an earnest desire to serve my school district and the children of my school
district community in the best possible way.

I will not use the school district or any part of the school district program for my own personal advantage
or for the advantage of my friends or supporters.

I will vote for a closed session of the board if the situation requires it, but | will consider "star chamber" or
"secret” sessions of board members unethical.

I will recognize that to promise in advance of a meeting how | will vote on any proposition which is to be
considered is to close my mind and agree not to think through other facts and points of view which may
be presented in the meeting.

| will expect, in board meetings, to spend more time on education programs and procedures than

on business details.

| will recognize that authority rests with the board in legal session and not with individual members

of the board, except as authorized by law.

I will make no disparaging remarks, in or out of the board meeting, about other members of the

board or their opinions.

I will express my honest and most thoughtful opinions frankly in board meetings in an effort to have
decisions made for the best interests of the children and the education program.

I will insist that members of the board participate fully in board action and recommend that

when special committees are appointed, they serve only in an investigative and advisory capacity.

| will abide by majority decisions of the board.

I will carefully consider petitions, resolutions and complaints and will act in the best interests of the
school district,

I will not discuss the confidential business of the board in my home, on the street or in my office; the
place for such discussion is the board meeting.

I will endeavor to keep informed on local, state and national educational developments of

significance so | may become a better board member.

IN MEETING MY RESPONSIBILITY TO MY SCHOOL DISTRICT COMMUNITY

1

I will consider myself a trustee of public education and will do my best to protect it, conserve it and
advance it, giving to the children of my school district community educational facilities that are as
complete and adequate as it is possible to provide.

I will consider it an important responsibility of the board to interpret the aims, methods and attitudes

of the school district to the community.

I will earnestly try to interpret the needs and attitudes of the school district community and do my best to
translate them into the education program of the school district.

Approved: 01/18/2018
Revised: 01/04/2018
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4, I will attempt to procure adequate financial support for the school district.

5. I will represent the entire school district rather than individual electors, patrons or groups.

6. I will not regard the school district facilities as my own private property but as the property of the
people.

IN MY RELATIONSHIP WITH SUPERINTENDENT AND EMPLOYEES

1. I will function, in meeting the legal responsibility that is mine, as a part of a legislative, evaluative,
policy-forming body, not as an administrative officer.

2. I will recognize that it is my responsibility, together with that of my fellow board members, to see
the school district is properly run and not to run them myself.

3. I will expect the school district to be administered by the best-trained technical and professional
people it is possible to procure within the financial resources of the school district.

4. | will recognize the superintendent as executive officer of the board.

5. I will work through the administrative employees of the board, not over and around them.

6. | will expect the superintendent to keep the board adequately informed through oral and written

. reports.

7. I will vote to employ employees only after the recommendation of the superintendent has been
received.

8. I will insist that contracts be equally binding on teachers and the board.

9, I will give the superintendent power commensurate with the superintendent's responsibility and will
not in any way interfere with, or seek to undermine, the superintendent's authority.

10. | will give the superintendent friendly counsel and advice.

11. I will present any personal criticism of employees to the superintendent.

12. | will refer complaints to the proper administrative officer;

TO COOPERATE WITH OTHER SCHOOL BOARDS:

1. I will not employ a superintendent, principal or teacher who is already under contract with another
school district without first securing assurance from the proper authority that the person can be
released from contract.

2. I will consider it unethical to pursue any procedure-calculated to embarrass a neighboring board or
its representatives.

5. I will associate myself with board members of other school districts for the purpose of discussing
school district issues and cooperating in the improvement of the education program.

Legal Reference: lowa Code §§ 21.6(3)(d); 68B; 69; 277.28; 279.8, 301.28.

Cross Reference: 202 Board of Directors Members
203 Board of Directors' Conflict of Interest

1)
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VICE-PRESIDENT

The vice-president of the board is elected by a majority vote at the organizational meeting in odd numbered years,
or at the annual meeting in even numbered years, to serve a one-year term of office.

By this election, if the board president is unable or unwilling to carry out the duties required, it is the responsibility
of the vice-president of the board to carry out the duties of the president. If the president is unable or unwilling to
complete the term of office, the vice-president will serve as president for the balance of the president's term of
office, and a new vice-president will be elected.

The vice-president will accept control of the meeting from the president when the president wishes to make or
second a motion a-secending-metion. The vice-president will take an active role in board decisions by discussing
and voting on matters before the board in the same manner as other board members.

Legal Reference: lowa Code § 279.5.

Cross Reference: 200-02 Organization of the Board of Directors
202-02 Oath of Office
206-01 President
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TREASURER

The board may appoint a treasurer from its employees, other than a position requiring a teaching certificate, or
from the public. To finalize the appointment, the treasurer will take the oath of office during the meeting at which
the individual was appointed or no later than ten days thereafter.

It is the responsibility of the treasurer to oversee the investment portfolio, to receive funds of the school district,

to pay out the funds for expenses approved by the board, to maintain accurate accounting records for each fund,
to report monthly regarding the investment portfolio and the status of each fund and to file required reports with
the appropriate state agencies and other entities.

If the treasurer is unable or unwilling to carry out the duties required, it is the responsibility of the board secretary
to carry out the duties of the treasurer.

The treasurer will give bond in an amount set by the board. The cost of the bond will be paid by the school district,

Legal Reference: fowa Code §§ 12B.10; 12C; 279.3, .31-.33; 291.2- 4, .8, .11 -.14.
2811.A.C12.3(1).
1978 Op. Att'y Gen. 328.

Cross Reference: 202-02 Oath of Office
206-03 Secretary
211-01 Annual Meeting
218 Board of Directors’ Records
704.3" Investments
707 Fiscal Reports
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MEETING NOTICE

Public notice will be given for meetings and work sessions held by the board. Public notice will indicate the time,
place, date and tentative agenda of board meetings. The public notice will be posted on the bulletin board

in the central administration office of each
building at least 24 hours before it is scheduled.

A copy of the public notice will be provided to those who have filed a request for notice with the secretary.
A copy of the public notice will also be accessible to employees and
students.

In the case of special meetings, public notice will be given in the same manner as for a regular meeting unless it is
an emergency meeting. In that case, public notice of the meeting will be given as soon as practical and possible in
light of the situation. The media and others who have requested notice will be notified of the emergency meeting.
Attendance at a special meeting or emergency meeting by the media, board members or other individuals will
constitute a waiver of notice

It is the responsibility of the board secretary to give public notice of board meetings and work sessions.

Legal Reference: Dobrovolny v. Reinhardt, 173 N.W.2d 837 (lowa 1970).
lowa Code §§ 21.2- .4; 279.1, .2.
1952 Op. Att'y Gen. 133.

Cross Reference: 211 Board of Directors’ Meetings
214 Board of Directors’ Meeting Agenda
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QUORUM

Action by the board regarding the affairs of the schoal district may be taken only when a quorum, a majority of the
board members, is in attendance at the board meeting.

While board members are encouraged to attend board meetings, four (4) members will constitute a quorum and
are a sufficient number to transact business of the school corporation. The adjournment of a meeting may be
executed without a quorum.

An affirmative vote of a majority of the votes cast is sufficient to pass a motion or take action unless law or board
policy requires a vote of a greater number.

It is the responsibility of each board member to attend board meetings.

Legal Reference: lowa Code § 21.5(1); 279.4.

Cross Reference: 211 Board of Directors’ Meetings
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RULES OF ORDER

An orderly board meeting allows the board members to participate in the discussion and decision process on an
issue confronting the school district. Rules of order for board. meetings allow school district business and the
relative information concerning the business to be brought to the attention of the board. They also allow the
board to discuss, act upon and make a clear record of school district business in a regular, ordered, reasonable and
consistent manner.

The board follow Robert's Rule of Order, Revised, latest edition as modified by this policy and subsequent
rule.

The purpose of modified rules adopted by the board are:

1. To establish guidelines by which the business of the governing board can be conducted in a regular and
internally consistent manner;

2. To organize the meetings so all necessary matters can be brought to the board and decisions of the board
can be made in an orderly and reasonable manner;

3. To ensure that members of the board, concentrating on the substantive issues at hand, have the
necessary information to make decisions and to ensure adequate discussion of decisions to be made; and,

4. To ensure meetings and actions of the board are conducted so as to be informative to the staff and the
public, and to produce a clear record of actions taken and decisions made.

It will be the responsibility of each board member to follow the rules of order stated in this policy at each meeting,
and it shall be the responsibility of the presiding officer to conduct the board meeting within these rules.

Legal Reference: lowa Code §§ 21.2, .7; 279.8.

Cross Reference: 211 Board of Directors’ Meetings
214 Board Meeting Agenda
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RULES OF ORDER REGULATION

The following rules of procedure have been by the board at the annual or
organizational meeting:

1. Board members need not rise to gain the recognition of the board president.

2. All motions will be made as a positive action.

3. A motion will be adopted or carried if it receives an affirmative vote from more than half of
the votes cast. Only "yes" and "no" votes are counted in this calculation. It should be noted that
some motions require larger numbers of affirmative votes, such as to move into a closed session.

4. All motions shall receive a second, prior to opening the issue for discussion of the board. Ifa
motion does not receive a second, the board president may declare the motion dead for lack of a

second.

5. The board president may decide the order in which board members will be recognized to
address an issue. An attempt should be made to alternate between pro and con positions.

6. The board president shall rule on all motions that come before the board.
7. The board president may rule on points of order brought before the board.
8. The board president shall have complete authority to recognize a member of the audience

regarding a request to participate in the board meeting. Members of the public who wish to
participate shall follow board policy.

9. The board president has the authority to declare a recess at any time for the purpose of
restoring decorum to the meeting.

10. The board president has the same authority and responsibility as each board member to vote
on all issues.

Approved: 01/19/2017
Reviewed: 12/15/2016
Revised: 01/26/2012
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OPEN MEETINGS

A gathering of a majority of board members in which deliberation of an issue
within the takes place is a board meeting. A
gathering for the purpose of social or ministerial action will not constitute a board meeting

- Meetings of the board will be conducted in an open meeting unless a closed session is authorized by law or
the meeting is exempt from the open meetings law.

Legal Reference: lowa Code §§ 21, 279.1-.2.
1982 Op. Att'y Gen. 162.
1980 Op. Att'y Gen. 167.

Cross Reference: 209-01 Ad Hoc Committees
211 Board of Directors' Meetings
213 Closed Sessions
214 Board of Directors' Meeting Agenda
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COMMUNICATION CHANNELS

Questions and problems are resolved at the lowest organizational level nearest to the complaint. School
employees are responsible for conferring with their immediate supervisor on questions and concerns. Students
and other members of the school district community will confer with a licensed employee and then with the
principal on questions and concerns.

If resolution is not possible by any of the above, individuals may bring it to the attention of the superintendent
within ten days of their discussion with the principal. If there is no resolution or plan for resolution by the
superintendent within ten school days of the individual’s discussion with the superintendent, the individual may
ask to have the question or problem placed on the board agenda. The action of the board will be final.

It shall be the responsibility of the administrators to resolve questions and problems raised by the employees and
the students they supervise and by other members of the school district community.

Legal Reference: lowa Code § 279.8.
Cross Reference: 215 Public Participation in Board Meetings

401-05 Employee Complaints
502-06 Student Complaints and Grievances
504-03 Student Publications
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EMPLOYEE TRAVEL COMPENSATION
Employees traveling on behalf of the school district and performing approved school district business will be
reimbursed for their actual and necessary expenses. Actual and necessary travel expenses will include, but not be
limited to, transportation and/or mileage costs, lodging expenses, meal expenses and registration costs.

Travel Outside the School District

Travel outside of the school district must be pre-approved. Pre-approval will include an evaluation of the necessity
of the travel, the reason for the travel and an estimate of the cost of the travel to qualify as approved school
district business. Overnight Travel outside the school district by employees, other than the superintendent, is
approved by the superintendent . Pre-approval of out-of-district travel with an
overnight stay shall be documented using an Qut-of-District Travel Form. This form and supporting documentation
will also be used to reimburse employees for business related expenses.

Reimbursement for actual and necessary expenses may be allowed for travel outside the school district if the
employee received pre-approval for the travel. Prior to reimbursement of actual and necessary expenses, the
employee must provide the school district with a detailed, receipt, indicating the date, purpose and
nature of the expense for each claim item. In exceptional circumstances, the superintendent may allow a claim
without proper receipt. Written documentation explaining the exceptional circumstances is maintained as part of
the school district's record of the claim.

Failure to have a detailed, receipt will make the expense a personal expense. Personal expenses

Reimbursement for actual and necessary expenses for travel outside the school district will be limited to the pre-
approved expenses. Pre-approved expenses for registration are limited to the actual cost of the registration.

Travel Within the School District
Employees required to travel in their personal vehicle between school district buildings or within close proximity to
the school district to carry out the duties of their position may be reimbursed

. Employees shall
use an In-District Travel Form to document business related expenses for travel within and in-close proximity to
the school district. It is the responsibility of the immediate supervisor to approve travel within and in close
proximity to the school district by employees. It is the responsibility of the board to review the travel within and in
close proximity to the school district by the superintendent through the board's audit and approval process.

The superintendent is responsible for developing administrative regulations regarding actual and necessary
expenses and in-school district travel allowances and assignment of school district vehicles. The
administrative regulations will include the appropriate forms to be filed for reimbursement to the employee from
the school district and the procedures for obtaining approval for travel outside of and within the school district.

Legal Reference: lowa Constitution, Art. I, § 31
lowa Code §§ 70A.9-.11
1980 Op. Att'y Gen. 512.

Cross Reference: 219-03 Board of Directors' Member Compensation and Expenses
401-11 Transporting of Students By Employees
401-16 Credit Cards
904-01 Transporting Students in Private Vehicles
Approved: 11/09/2017
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CREDIT AND PROCUREMENT CARDS

Employees may use school district credit cards and/or procurement cards (p-cards) for the actual and necessary
expenses incurred in the performance of work-related duties. Actual and necessary expenses incurred in the
performance of work-related duties include, but are not limited to,

fuel for school district transportation vehicles used for
transporting students to and from school and for school-sponsored events, payment of claims related to
professional development of the board and employees, and other expenses required by employees and the board
in the performance of their duties.

Employees and officers using a school district credit card must submit a detailed,

receipt in addition to a credit card receipt indicating the date, purpose and nature of the expense
for each claim item. Failure to provide a proper receipt will make the employee responsible for expenses
incurred. Those expenses are reimbursed to the school district no later than ten working days following use of the
school district's credit card. In exceptional circumstances, the superintendent or board may allow a claim without
proper receipt. Written documentation explaining the exceptional circumstances is maintained as part of the
school district's record of the claim.

The school district may maintain a school district credit card for actual and necessary expenses incurred by
employees and officers in the performance of their duties. The superintendent may maintain a school district
credit card for actual and necessary expenses incurred in the performance of the superintendent’s duties. The
transportation director may maintain a school district credit card for fueling school district transportation vehicles
in accardance with board policy.

It is the responsibility of the superintendent to determine whether the school district credit card use is for
appropriate school business. It is the responsibility of the board to determine through the audit and approval
process of the board whether the school district credit card used by the superintendent and the board is for
appropriate school business.

The superintendent is responsible for developing administrative regulations regarding actual and necessary
expenses and use of a school district credit card. The administrative regulations will include the appropriate forms
to be filed for obtaining a credit card.

Legal Reference: lowa Constitution, Art. lll, § 31.
lowa Code §§ 279.8, .29, .30.
281 ILA.C. 12.3(1).

Cross Reference: 216-03 Board of Directors’ Member Compensation and Expenses
401-07 Employee Travel Compensation

Approved:
Revised: 12/04/2012
Original: 12/04/2012
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Southeast Polk Community School District Board Policy
Code No. 401-17

EMPLOYEE USE OF CELL PHONES

The use of cell phones and other communication devices may be appropriate to provide for the effective and
efficient operation of the school district and to help ensure safety and security of people and property while on
school district property or engaged in school-sponsored activities.

The Board authorizes the purchase and employee use of cell phones as deemed appropriate by the
superintendent. School district-owned cell phones shall be used for authorized school district business purposes,
consistent with the school district’s mission and goals. Any expenses incurred for such personal use shall be
reimbursed to the school district.

Use of cell phones in violation of board policies, administrative regulations, and/or state/federal laws will result in
discipline, up to and including dismissal, and referral to law enforcement officials, as appropriate.

The superintendent is directed to develop administrative regulations for the implementation of this policy,
including a uniform and controlled system for identifying employee cell phone needs, monitoring use and
reimbursement. Provisions may also be included for staff use of privately owned cell phone for authorized school
district business.

Employees may possess and use cell phones during the school day as outlined in this policy

. Employees should not use cell phones for personal
business while on-duty, including staff development times, parent-teacher conferences, etc., except in the case of
an emergency or during prep time or break/lunch times. Employees, except for bus drivers, see below, are
prohibited from using cell phones while driving except in the case of an emergency

School
district-provided cell phones devices are not to be loaned to others.

School bus drivers are prohibited from using any communication device while operating the bus except in the case
of an emergency, or to call for assistance, after the vehicle has been stopped.

Employees violating the policy will be subject to discipline, up to and including, discharge. Itis the responsibility of
the superintendent to develop administrative regulations regarding this paolicy.

Legal Reference: Internal Revenue Comment Notice, 2009-46,
http://www.irs.gov/irb/2009-23 IRB/ar07.html
lowa Code § 279.8, 321.276

Cross Reference: 406 Licensed Employee Compensation and Benefits
412 Classified Employee Compensation and Benefits
707-05 Internal Controls

Approved: 11/09/2017
Revised: 01/17/2013
Original; 12/04/2012
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Southeast Polk Community School District Board Policy

Code No. 401-17R1
EMPLOYEE USE OF CELL PHONES REGULATION

Cell Phone Usage

1. Cell phones shall be used in a manner that does not disrupt instruction and should not be used during
school-sponsored programs, meetings, in-services, or other events where there exists a reasonable
expectation of quiet attentiveness unless there is a reason of personal health or safety involved.

2.

3. Employees are prohibited from using a cell phone while driving , unless in the
case of an emergency, unless the vehicle has come to a complete stop

4, Cell phones are provided specifically to carry out official school district business when other means of
communications are not readily available.

5.

6. Employees issued a cell phone are responsible for its safekeeping at all times. Defective, lost or stolen cell
phones are to be reported immediately to the superintendent or designee who will in turn notify the
service provider. Reckless or irresponsible use of school district equipment, resulting in loss or damage
may result in the employee having to reimburse the school district for any associated costs of
replacement or repair.

7. Cell phones and any other school district issued communication equipment issued for employees are to

be returned to their supervisor at the conclusion of their employment, activity or as otherwise specified
or immediately upon request.

Cell Phone Authorization - School district-provided cell phones may be purchased and authorized for staff use in
accordance with the following guidelines:

Cell phones may be assigned or made available on a temporary basis, by the superintendent, when it is
determined:

1. The assignment of a cell phone device to the employee is a prudent use of school district resources;
2. The employee’s job responsibilities require the ability to communicate frequently
3. The employee’s job involves situations where immediate communication is necessary to ensure the safety

of individuals and security of school district property.

Cell Phone Business Procedures
School district employees may be reimbursed for use of privately owned cell phones to conduct school district
business in accordance with board policy and this regulation, with prior approval of the superintendent.

Approved: 11/09/2017
Revised: 10/26/2017
Original: 12/04/2012

Page 1 of 2



Southeast Polk Community School District Board Policy

Code No. 401-17R1
EMPLOYEE USE OF CELL PHONES REGULATION

1. Requests for reimbursement for authorized use of employee owned cell phones are to be submitted on
school district provided forms accompanied by a copy of the billing statement with the school district
business related calls highlighted. A notation for each highlighted entry, indicating the nature of the call is
required. The employee’s immediate supervisor must sign-off on the billing statement verifying the calls
were school district business related. School district reimbursement for authorized use of employee
owned cell phones will be made in conformance with school district payment procedures. Requests for
reimbursement, including the highlighted billing statement must be submitted within thirty (30) days of
the end of the time period for which reimbursement is requested. Requests submitted after the
reimbursement deadline has passed will be denied.

Approved: 11/09/2017
Revised: 10/26/2017
Original: 12/04/2012
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Southeast Polk Community School District Board Policy

Code No. 404-00R1
CODE OF PROFESSIONAL CONDUCT AND ETHICS REGULATION

CHAPTER 25
282—25.1(272) Scope of standards. This code of professional conduct and ethics constitutes mandatory minimum
standards of practice for all licensed practitioners as defined in lowa Code chapter 272. The adherence to certain
professional and ethical standards is essential to maintaining the integrity of the education profession.

282--25.2(272) Definitions. Except where otherwise specifically defined by law:

“Administrative and supervisory personnel” means any licensed employee such as superintendent, associate
superintendent, assistant superintendent, principal, associate principal, assistant principal, or other person who
does not have as a primary duty the instruction of pupils in the schoals.

“Board” means the lowa board of educational examiners.

“Discipline” means the process of sanctioning a license, certificate or authorization issued by the board.

“Ethics” means a set of principles governing the conduct of all persons governed by these rules.

“Fraud” means knowingly providing false information or representations on an application for licensure or
employment, or knowingly providing false information or representations made in connection with the
discharge of duties.

“License” means any license, certificate, or authorization granted by the board.

“Licensee” means any person holding a license, certificate, or authorization granted by the board.

“Practitioner” means an administrator, teacher, or other licensed professional, including an individual who
holds a statement of professional recognition, who provides educational assistance to students.

“Responsibility” means a duty for which a person is accountable by virtue of licensure.

“Right” means a power, privilege, or immunity secured to a person by law.

“Student” means a person, regardless of age, enrolled in a prekindergarten through grade 12 school, who is
receiving direct or indirect assistance from a person licensed by the board.

“Teacher” means any person engaged in the instructional program for prekindergarten through grade
12 children, including a person engaged in teaching, administration, and supervision, and who'is required by law to
be licensed for the position held.

[ARC 79798, IAB 7/29/09, effective 9/2/09]

282—25.3(272) standards of professional conduct and ethics. Licensees are required to abide by all federal,
state, and local laws applicable to the fulfillment of professional obligations. Violation of federal, state, or local
laws in the fulfillment of professional obligations constitutes unprofessional and unethical conduct which can result
in disciplinary action by the board. In addition, it is hereby deemed unprofessional and unethical for any licensee
to violate any of the following standards of professional conduct and ethics:

25.3(1) Standard I—conviction of crimes, sexual or other immoral conduct with or toward a student, and child
and dependent adult abuse. Violation of this standard includes:

a. Fraud. Fraud means the same as defined in rule 282—25.2(272).

b.  Criminal convictions. The commission of or conviction for a criminal offense as defined by
lowa law provided that the offense is relevant to or affects teaching or administrative performance

(1) Disqualifying criminal convictions. The board shall deny an application for licensure and shall revoke a
previously issued license if the applicant or licensee has, on or after July 1, 2002, been convicted of, has pled guilty to,
or has been found guilty of the following criminal offenses, regardless of whether the judgment of conviction or
sentence was deferred:

1. Any of the following forcible felonies included in lowa Code section 702.11: child endangerment, assault,
murder, sexual abuse, or kidnapping;

2. Any of the following criminal sexual offenses, as provided in lowa Code chapter 709, involving a child:

Approved: 11/09/2017

Revised: nfa
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 404-00R1

CODE OF PROFESSIONAL CONDUCT AND ETHICS REGULATION
First-, second- or third-degree sexual abuse committed on or with a person who is under the age of 18;
Lascivious acts with a child;
Assault with intent to commit sexual abuse;
Indecent contact with a child;
Sexual exploitation by a counselor;
Lascivious conduct with a minor;
Sexual exploitation by a school employee;
Enticing a minor under lowa Code section 710.10; or
Human trafficking under lowa Code section 710A.2;
Incest involving a child as prohibited by lowa Code section 726.2;
Dissemination and exhibition of obscene material to minors as prohibited by lowa Code section
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5. Telephone dissemination of obscene material to minors as prohibited by lowa Code section
728.15;

6. Any offense specified in the laws of another jurisdiction, or any offense that may be prosecuted in a federal,
military, or foreign court, that is comparable to an offense listed in subparagraph 25.3(1)“b"(1).

7. Any offense under prior laws of this state or another jurisdiction, or any offense under prior law that was
prosecuted in a federal, military, or foreign court, that is comparable to an offense listed in subparagraph
25.3(1)“b"(1).

(2) Other criminal convictions and founded child abuse. In determining whether a person should be denied a
license or whether a licensee should be disciplined based upon any other criminal conviction, including a conviction
for an offense listed in 25.3(1)“b”(1) which occurred before July 1, 2002, or a founded report of abuse of a child,
the board shall consider:

1. The nature and seriousness of the crime or founded abuse in relation to the position sought;

2. The time elapsed since the crime or founded abuse was committed;

3. The degree of rehabilitation which has taken place since the crime or founded abuse was

committed;

4.  The likelihood that the person will commit the same crime or abuse again;

5. The number of criminal convictions or founded abuses committed; and

6. Such additional factors as may in a particular case demonstrate mitigating circumstances or heightened

risk to public safety.

¢. Sexual involvement or indecent contact with a student. Sexual involvement includes, but is not limited to, the
following acts, whether consensual or nonconsensual: fondling or touching theinner thigh, groin, buttocks, anus or
breasts of a student; permitting or causing to fondle or touch the practitioner’s inner thigh, groin, buttocks, anus,
or breasts; or the commission of any sex act as defined in lowa Code section 702.17.

d. Sexual exploitation of a minor. The commission of or any conviction for an offense prohibited by lowa Code
section 728.12, lowa Code chapter 709 or 18 U.S.C. Section 2252A(a)(5)(B).

e. Studentabuse. Licensees shall maintain professional relationships with all students, both inside and outside the
classroom. The following acts or behavior constitutes unethical conduct without regard to the existence of a criminal
charge or conviction:

(1) Committing any act of physical abuse of a student;

(2) Committing any act of dependent adult abuse on a dependent adult student;

(3) Committing or soliciting any sexual or otherwise indecent act with a student or any minor;

(4) Soliciting, encouraging, or consummating a romantic or otherwise inappropriate relationship with a
student;

Approved: 11/09/2017
Revised: n/a
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 404-00R1
CODE OF PROFESSIONAL CONDUCT AND ETHICS REGULATION

(5} Furnishing alcohol or illegal or unauthorized drugs or drug paraphernalia to any student or knowingly
allowing a student to consume alcohol or illegal or unauthorized drugs in the presence of the licensee;

(6) Failingtoreport any suspected act of child or dependent adult abuse as required by state law; or

(7) Committing or soliciting any sexual conduct as defined in lowa Code section 709.15(3)“b” or soliciting,
encouraging, or consummating a romantic relationship with any person who was a student within 90 days prior
to any conduct alleged in the complaint, if that person was taught by the practitioner or was supervised by the
practitioner in any school activity when that person was a student.

25.3(2) Standard ll—alcohol or drug abuse. Violation of this standard includes:

a. Being on school premises or at a school-sponsored activity involving students while under the influence of,
possessing, using, or consuming illegal or unauthorized drugs or abusing legal drugs.

b. Being on school premises or at a school-sponsored activity involving students while under the influence of,
possessing, using, or consuming alcohol.

25.3(3) Standard lli—misrepresentation, falsification of information. Violation of this standard includes:

a. Falsifying or deliberately misrepresenting or omitting material information regarding professional
qualifications, criminal history, college credit, staff development credit, degrees, academic award, or employment
history when applying for employment or licensure.

b. Falsifying or deliberately misrepresenting or omitting material information regarding compliance reports
submitted to federal, state, and other governmental agencies.

¢. Falsifying or deliberately misrepresenting or omitting material information submitted in the course of an
official inquiry or investigation.

d. Falsifying any records or information submitted to the board in compliance with the license renewal
requirements imposed under 282—Chapter 20.

e. Falsifying or deliberately misrepresenting or omitting material information regarding the evaluation of
students or personnel, including improper administration of any standardized tests, including, but not limited
to, changing test answers, providing test answers, copying or teaching identified test items, or using
inappropriate accommodations or modifications for such tests.

25.3(4) Standard IV—misuse of public funds and property. Violation of this standard includes:

a. Failing to account properly for funds collected that were entrusted to the practitioner in an

educational context.

b.  Converting public property or funds to the personal use of the practitioner.

. Submitting fraudulent requests for reimbursement of expenses or for pay.

d.  Combining public or school-related funds with personal funds.

e.  Failing to use time or funds granted for the purpose for which they were intended.

25.3(5) Standard V~—violations of contractual obligations.
A. Violation of this standard includes:

(1) Asking a practitioner to sign a written professional employment contract before the practitioner has
been unconditionally released from a current contract

(2) Abandoninga written professional employment contract without prior unconditional release by the
employer.

(3) As an employer, executing a written professional employment contract with a practitioner, which
requires the performance of duties that the practitioner is not legally qualified to perform.

Approved: 11/09/2017
Revised: n/a
Original: 12/15/2015
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Southeast Polk Community School District Board Policy

Code No. 404-00R1

CODE OF PROFESSIONAL CONDUCT AND ETHICS REGULATION
(4) As a practitioner, executing a written professional employment contract, which requires the
performance of duties that the practitioner is not legally qualified to perform.
b. In addressing complaints based upon contractual obligations, the board shall consider factors beyond
the practitioner’s control. For purposes of enforcement of this standard, a practitioner will not be found
to have abandoned an existing contract if:
(1) The practitioner obtained a release from the employing board before discontinuing services under
the contract; or
(2) The practitioner provided notice to the employing board no later than the latest of the following dates:

1. The practitioner’s last work day of the school year;
2. The date set for return of the contract as specifiedin statute; or
3. June 30.

25.3(6) Standard Vi—unethical practice toward other members of the profession, parents, students, and the
community. Violation of this standard includes:

a.  Denying the student, without just cause, access to varying points of view.

b.  Deliberately suppressing or distorting subject matter for which the educator bears responsibility.

¢.  Failing to make reasonable effort to protect the health and safety of the student or creating conditions
harmful to student learning.

d.  Conducting professional business in such a way that the practitioner repeatedly exposes students or other
practitioners to unnecessary embarrassment or disparagement.

e. Engagingin any act of illegal discrimination, or otherwise denying a student or practitioner
participation in the benefits of any program on the grounds of race, creed, color, religion, age, sex, sexual
orientation, gender identity, disability, marital status, or national origin.

f. Soliciting students or parents of students to purchase equipment, supplies, or services from the
practitioner for the practitioner’s personal advantage.

g.  Accepting gifts from vendors or potential vendors where there may be the appearance of or an actual
conflict of interest.

h.  Intentionally disclosing confidential information including, but not limited to, unauthorized sharing of
information concerning student academic or disciplinary records, health and medical information, assessment
or testing results, or family income. Licensees shall comply with state and federal laws and local school board
policies relating to the confidentiality of student records, unless disclosure is required or permitted by law.

i Refusing to participate in a professional inquiry when requested by the board.

J. Aiding, assisting, or abetting an unlicensed person in the completion of acts for which licensure is
required.

k. Failing to self-report to the board within 60 days any founded child abuse report, or any
conviction for a criminal offense listed in 25.3(1)“b*(1) which requires revocation of the practitioner’s license.

. Delegating tasks to unqualified personnel.

m.  Failing to comply with federal, state, and local laws applicable to the fulfillment of professional
obligations.

n. Allowing another person to use one’s practitioner license for any purpose.

o. Performing services beyond the authorized scope of practice for which the individual is licensed or prepared

or performing services without holding a valid license.

p. Falsifying, forging, or altering a license issued by the board.

q. Failure of the practitioner holding a contract under lowa Code section 279.13 to disclose to the school
official responsible for determining assignments a teaching assignment for which the practitioner is not properly
licensed.

Approved: 11/09/2017
Revised: n/a
Original: 12/15/2015
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Code No. 404-00R1
CODE OF PROFESSIONAL CONDUCT AND ETHICS REGULATION

. Failure of a school official responsible for assigning licensed practitioners holding contracts under lowa
Code section 279.13 to adjust an assignment if the practitioner discloses to the official that the practitioner is not
properly licensed for an assighment.

25.3(7) Standard Vil—compliance with state law governing obligations to state or local governments,

, child support obligations, and board orders. Violation of this standard includes:
a.  Failing to comply with 282—Chapter 8 concerning payment of debts to state or local governments.

b.  Failing to comply with 282—Chapter 10 concerning child support obligations.

d.  Failing to comply with a board order.

25.3(8) Standard Vill—incompetence. Violation of this standard includes, but is not limited to:

a.  Willfully or repeatedly departing from or failing to conform to the minimum standards of
acceptable and prevailing educational practice in the state of lowa.

Approved: 11/09/2017
Revised: n/a
Originak 12/15/2015
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Southeast Polk Community School District Board Policy
Code No. 501-05

ATTENDANCE CENTER ASSIGNMENT

The board will have complete discretion to determine the boundaries for each attendance center and to assign

students to the attendance centers are-te-assign-students-to-the-classroams-within the attendance conter.

Parents or guardians of siblings in the same grade level academically in grades kindergarten through grade five
may request the siblings be placed in the same or different classrooms. In order to be valid, the request must be
made in writing and submitted to the school principal at the time of registration for classes, or within fourteen
days after the children’s first day of attendance during the school year. If a valid request is received by the school
principal, the request must be honored. While a parent or guardian may make a placement request that siblings
be placed together or apart, the district administration retains complete discretion to select the classroom
teacher(s) to which siblings are assigned. If after the initial grading period following the placement of siblings in
the same or different classrooms the school principal determines the placement is disruptive to the class; the
principal may assign one or more of the siblings to different classrooms.

It is the responsibility of the superintendent to make a recommendation to the board annually regarding the
assigned attendance center for each student. In making the recommendation, the superintendent will consider
the geographical layout of the school district, the condition and location of the school district facilities, the location
of student population, possible transportation difficulties, the financial condition of the school district and other
factors deemed relevant by the superintendent or the board.

Note: The requirement for school principals to honor valid placement requests in paragraph two is a new legal
requirement effective July 1, 2019.

Legal Reference: lowa Code §§ 279.11; 282.7-8.

Cross Reference: 501 Student Attendance

Approved:
Revised: 11/2019
Original: 06/24/2013
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Southeast Polk Community School District Board Policy
Code No. 503-04

STUDENT CONDUCT CODE

Participation in school activities is a privilege. School activities provide the benefits of promoting additional
interests and abilities in the students during their school years and for their lifetimes.

Students who participate in extracurricular activities serve as ambassadors of the school district throughout the
full calendar year,whetheraway from-schosleratschool. The Student Conduct Code is in effect at all times and
in all locations, even out of the country. Students who wish to have the privilege of participating in
extracurricular activities must conduct themselves in accordance with board policy and-refrain-from-activities

which-are-illegal-immeral-orunhealthy.

Students who fail to abide by this policy and the administrative regulations supporting it may be subject to
disciplinary measures. The principal or his/her designee will keep records of violations of the Student good
Conduct Code.

It is the responsibility of the superintendent to develop rules and regulations for school activities. Students
wanting to participate in school activities must meet the requirements set out by the sanctioning bodies (IGHSAU,
IHSAA, IHSMA, IHSSA) and school district for participation in the activity.

Legal Reference: Bunger v. lowa High School Athletic Assn., 197 N.W.2d 555 (lowa 1972).
In re Jason Clark, 1 D.P.I. App. Dec. 167 (1978).
lowa Code §§ 280.13, .13A.
281 1.A.C. 12.3(6); 36.15(1).

Cross Reference: 502 Student Rights and Responsibilities
503 Student Discipline
504 Student Activities

Changes in blue are submitted from Principal Pettit and Activities Director Campbell.

Approved: 01/18/2018
Revised: 10/09/2013
Qriginal: 10/09/2013
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Code No. 505-06

GRADUATION REQUIREMENTS

Students must successfully complete the courses required by the board and lowa Department of Education in
order to graduate

It is the responsibility of the superintendent to ensure that students complete grades one through twelve and that
high school students complete 48 credits prior to graduation. The following credits will be required:

The following credits will be required:

English 8 credits

Science 6 credits

Mathematics 6 credits

Social Studies 6 credits

Physical Education 4 credits/8 semesters

Health 1 credit

Fine Arts 1 credit

Career & Tech Ed 1 credit

Financial Literacy 1 credit* (Beginning with graduating class )
Electives 14 credits

Total required credits for graduation: 48
The required courses of study will be reviewed by the board annually.

raduation requirements for special education students will

Legal Reference: lowa Code §§ 256.7, 11, .11A; 41, 279.8; 280.3, .14
2811.A.C. 12.2; .5; 12.3(5)

Cross Reference: 505 Student Scholastic Achievement
603-03 Special Education

Approved:
Revised: 11//19
Original: 06/24/2013
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Code No.507-08R2
SPECIAL HEALTH SERVICES REGULATION

DO MNOT RESUSCITATE[DRR-DRDERS
IOWA PHYSICIAN ORDERS FOR SCOPE OF TREATMENT (IPOST)

The Board of Directors recognized that there may be students attending schools in the District who are subject to
“Do-Not-Resuscitate”{DNR} erders lowa Physician Orders for Scope of Treatment (IPOST) as per parental
decision. The Board is mindful that these situations present complex and difficult issues for parents and school
personnel It is the pollcy of the Board of Dlrectors of the Southeast Polk Communlty School District that sehoel

should-such-measures-become-necessary-school nurses and other school-based health professionals must

comply; and other school personnel may reasonably comply with instructions described in IPOST documents.

If the response includes calling emergency medical providers, school personnel will take reasonable steps to
provide a copy of the student’s BNR-arderIPOST, as provided to the school by the parents and with written

consent to do so, to the emergency medical personnel l-t%—the—#espens&b:ht—y—ef—tlae—eme;geney-;nedmal

Parents are responsible for promptly notifying the appropriate school district personnel of any changes to or
revocation of the BMNR-crder IPOST.

Legal reference:
lowa Code §§144A; 144D; 279.8
lowa Atty Gen. Oop. No. 88-3-3(L) (March 10, 1988)
29 D.O.E. App Dec. 145 (2019)

Items in blue are suggestions from SEP nurses.

Approved: 01/18/2018
Revised: N/A
Original: New 12/06/2016
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Southeast Polk Community School District Board Policy

Code No. 603-01

BASIC INSTRUCTION PROGRAM

The basic instruction program will include the courses required for each grade level by the State Department of
Education. The instructional approach will be gender fair and multicultural.

The basic instruction program of students enrolled in kindergarten is designed to develop healthy emotional and
social habits, language arts and communication skills, the capacity to complete individual tasks, character
education and the ability to protect and increase physical well-being with attention given to experiences relating to
the development of life skills and human growth and development.

The basic instruction program of students enrolled in grades one through six will include English-language arts,
social studies, mathematics, science, health, human grown and development, physical education, traffic safety,
music, and visual art.

The basic instruction program of students enrolled in grades seven and eight will include English-language arts,
social studies, mathematics, science, health, human growth and development, family and consumer, career,
technology education, physical education, music, and visual art.

The basic instruction program of students enrolled in grades nine through twelve will include English-language arts
(6 units), social studies (5 units), health (1 unit), physical education (1 unit), fine arts {3 units), foreign language (4
unit), and vocational education (12 units).

The board may, in its discretion, offer additional courses in the instruction program for any grade level.

Each instructional program shall be carefully planned for optimal benefit taking into consideration the financial
condition of the school district and other factors deemed relevant by the board or superintendent. Each
instructional program's plan should describe the program, its goals, the effective materials, the activities and the
method for student evaluation.

It is the responsibility of the superintendent to develop administrative regulations stating the required courses and
optional courses for pre-K, kindergarten, grades one through six, grades seven and eight, and grades nine through
twelve

Legal Reference: 20U.S.C. §1232h.
34 CF.R.Pt. 98.
Iowa Code §§ 216.9; 256.11; 279.8; 280.3-.14.
2811LA.C.125,

Cross-Reference: 103 Equal Educational Opportunity

105 Long Range Needs Assessment
505 Student Scholastic Achievement
602 Curriculum Development

603 Instructional Curriculum

Approved:
Revised: 11//2019
Original: 02/25/2013
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Southeast Polk Community School District Board Policy

Code No. 704-05

STUDENT ACTIVITIES FUND

Revenue raised by students or from student activities is deposited and accounted for in the student activities fund.
This revenue is the property of and is under the financial control of the board. Students may use this revenue for
purposes approved by the superintendent or building principal for the purpose of the student group or
organization that raised the funds.

Whether such revenue is collected from student contributions, club dues, and special activities, or result from
admissions to special events or from ather fund-raising activities, all funds will be under the jurisdiction of the
board and under the specific control of the building principal. They will be deposited in a designated depository
and will be disbursed and accounted for in accordance with instructions issued by the superintendent.

It is the responsibility of the board secretary to keep student accounts up-to-date and complete.

Any unencumbered class or activity account balances will automatically revert to the activity fund of when a class
graduates or an activity is discontinued.

Legal Reference: fowa Code §§ ; 279.8.

Cross Reference: 504 Student Activities
701 Financial Accounting System

Approved: 08/02/2018
Revised: 02/27/2014
Qriginal: 02/27/2014
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Code No. 712-08

SCHOOL BUS SAFETY INSTRUCTION

The school district will conduct school bus safe riding practices instruction and emergency safety drills at least
twice during the school year for all students who utilize school district

transportation.

Each school bus vehicle will have, in addition to the regular emergency safety drill, a plan for helping those
students who require special assistance to safety during an emergency. This will include, but not be limited to,
disabled students.

Employees are responsible for instructing the proper techniques to be followed during an emergency, as well as
safe riding practices. It is the responsibility of the superintendent to develop administrative regulations regarding
this policy.

Legal Reference: lowa Code §§ 279.8; 321.
281 1.A.C. 41.412
281 1.A.C. 43.40.

Cross Reference: 503 Student Discipline
507 Student Health and Well-Being
804-02  Warning Systems and Emergency Plans

Approved: 08/02/2018
Revised: 07/19/2018
Original: 10/08/2013
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Southeast Polk Community School District Board Policy

Code No. 712-11

SCHOOL BUS PASSENGER RESTRAINTS

The district will utilize three-point lap-shoulder belts on district school buses as required by state law.
All three-point lap-shoulder belts available on district buses will be used by passengers when the
vehicle is in any non-stationary gear.

Note: All lowa school districts utilizing school buses must have a policy in place on this topic. This
policy applies even to districts who contract out their bussing services with a third party.

Legal References: 281 1.A.C. 43.10(6)

Cross References: 712-10 School Bus Safety Instruction

Approved:
Revised: n/a
Original: 11/2019 (new)



