Board of Education Regular Meeting
Monday, July 12, 2021 7:00 PM

HS CONFERENCE ROOM

705 N 9th Street

Arlington, NE 68002

e

OPENING PROCEDURES
1.1. Call Meeting to Order
1.2.Roll Call
1.3. Pledge of Allegiance
1.4. Approval of Regular Meeting Agenda
WELCOME TO GUESTS AND PUBLIC FORUM
CONSENT AGENDA
3.1. Minutes of the Previous Board Meeting(s)
3.2. Monthly Financial Reports
CURRICULUM/INSTRUCTION REPORTS
SUPERINTENDENT’S REPORT
5.1.NRCSA Report
5.2. NASB Report
5.3.Renovation and Construction Project Update
5.4. Projected Enrollment for 2021-2022
5.5. Set Meeting of Finance Committee to Review Preliminary Budget
5.6. Update of ARP (ESSER III) Application Requirements
5.7.Review of Rule 10 Safety Report
5.8. Discussion of Fuel Tank at Bus Barn
COMMITTEE AND REPRESENTATIVE REPORTS
6.1. Ad Hoc Grade Scale Committee
UNFINISHED BUSINESS
7.1. Discuss and Compare NASB Superintendent Evaluation Tool with Current Tool
NEW BUSINESS
8.1. Discuss, Consider, and Take Necessary Action to Enter Interlocal Agreement with
Blair Community Schools for Occupational Therapist for 2021-2022 as discussed
8.2. Policy Updates From Legislation--Second Reading
8.3. Discuss, Consider and Adopt of First Reading policy 6028-The Extracurricular
Activities Program on First Reading
8.4. Discuss, review and approve Handbooks for 2021-2022 year
High school
Staff
Elementary
Para
Coaches
8.5. Discuss and Consider Return to Learn in Person Plan 2021-2022
8.6. Discuss, Consider, and Take Action to Revise Policy 5204--Grading System



8.7. Discuss, Consider, and Take Necessary Action to approve proposal for cameras in

new addition as discussed
9. EXECUTIVE SESSION
9.1. Coaching Staff member wishing to address concerns with the board

10. ACTION ON EXECUTIVE SESSION ITEMS
11. ADJOURNMENT



Board of Education Regular Meeting HS CONFERENCE ROOM
705 N 9th St

Monday, June 14, 2021 7:00 PM Central Arlington, Nebraska 68002

1. OPENING PROCEDURES

1.1. Call Meeting to Order

Shanon Willmott called the meeting to order at6:59

1.2. Roll Call

Motion to excuse Matt O'Daniel Passed with a motion by Janet Warner and a second by Shanon
Willmott.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

1.3. Pledge of Allegiance

1.4. Approval of Regular Meeting Agenda

Motion to approve the regular meeting agenda as presented Passed with a motion by Janet
Warner and a second by Bruce Scheer.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

2. WELCOME TO GUESTS AND PUBLIC FORUM
No guests present.

3. CONSENT AGENDA

Motion to approve the consent agenda as presented Passed with a motion by Shanon Willmott
and a second by Bruce Scheer.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

3.1. Minutes of the Previous Board Meeting(s)

3.2. Monthly Financial Reports

4. REVIEW OF ANNUAL DISTRICT PLAN

5. PRINCIPALS REPORTS

5.1. Mr. Shada's Activity Report for 2020-2021 School Year
5.2. Mr. Pfingsten's Report
5.3. Mrs. Morgan's Elementary Report

6. SUPERINTENDENTS REPORT

6.1. Final Enrollment totals for 2020-2021 school year.

6.2. Review of Building/Renovation Project progress

Update from Mark and Andy from Boyd Jones regarding construction progress and asbestos
abatement

6.3. NASB Monthly Update

6.4. Review Leave Log

6.5. NRCSA Report

6.6. Final Legislative Report

6.7. ESSER III (ARP) Information



7. COMMITTEE AND REPRESENTATIVE REPORTS

7.1. Finance Committee

The committee met last week. Will be reviewing budget items later.
7.2. Grade Scale Ad Hoc Committee

Meeting will be set after this meeting.

8. UNFINISHED BUSINESS
9. NEW BUSINESS

9.1. Policy Updates From Legislation--First Reading

Will be read again in July.

9.2. Discuss, Consider, and Take Necessary Action to Establish Substitute Teacher Rate for
2021-2022

Motion to increase substitute teacher daily rate to $150 per day, increasing to $165 on day 10 in
the same classroom (long term subs) Passed with a motion by Shanon Willmott and a second by
Chase Kratochvil.

Janet Warner: Abstain (With Conflict), Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer:
Yea, Shanon Willmott: Yea

9.3. Discuss, Consider, and Take Necessary Action to Establish Activity Worker Pay Rate as
Discussed

Motion to set rate for non-certificated staff to take tickets at games to $10 per hour Passed with a
motion by Janet Warner and a second by Chase Kratochvil.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

9.4. Discuss, Consider, and Take Necessary Action to Approve Purchase of 30 Computers Using
ARP (ESSERS III Federal Grant) funds

Motion to approve purchase of 30 computers as presented Passed with a motion by Jason Arp
and a second by Chase Kratochvil.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

9.5. Discuss, Consider, and Reaffirm Policy 5415 Anti-Bullying

No changes.

9.6. Discuss, Consider, and Reaffirm Policy 6400 Parental Involvement

9.7. Discuss, Consider and Reaffirm Policy 5416 Students Fees and Student Fees Appendix

9.8. Discuss, Consider, and Approve Cabinets in Library

APS cabinets, Library north wall $6,860.00. Classroom 109 $8,140.00. Library computer area $
4360.00. Library computer area northwest wall upper only $1,860.00

Motion to approve library case work estimate for area(s) as discussed Passed with a motion by
Janet Warner and a second by Bruce Scheer.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

9.9. Discuss, Consider and Approve 2021-22 Purchase of 120 Hurdles as Discussed

Motion to purchase 120 hurdles out of 2021-22 budget as discussed Passed with a motion by
Janet Warner and a second by Chase Kratochvil.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea



9.10. Discuss, Consider and Approve 2021-22 Purchase of Wrestling Mat as Discussed
AYS Wrestling club will contribute $7000 toward this purchase

Motion to purchase wrestling mat in 2021-22 budget as discussed Passed with a motion by Bruce
Scheer and a second by Jason Arp.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

9.11. Discuss, Consider, and Approve Athletic Trainer Contract for 2021-22

Motion to Approve Athletic Trainer Contract for 2021-22 Passed with a motion by Shanon
Willmott and a second by Bruce Scheer.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

9.12. Discuss, Consider, and Take Necessary Action to Enter into Interlocal Agreement for
Occupational Therapist with Blair Community Schools

Tabled until July - we don't have the necessary information.

9.13. Resolution to adopt the Papio-Missouri River NRD Hazard Mitigation Plan 2021
Motion to Approve Resolution to Adopt Papio-Missouri NRD Hazard Mitigation Plan 2021
Passed with a motion by Jason Arp and a second by Chase Kratochvil.

Jason Arp: Yea, Chase Kratochvil: Yea, Bruce Scheer: Yea, Janet Warner: Yea, Shanon
Willmott: Yea

10. EXECUTIVE SESSION
11. ACTION ON EXECUTIVE SESSION ITEMS

12. ADJOURNMENT
Shanon Willmott adjourned at 8:46pm.

Matt O’ Daniel, Board President Dawn Lewis, Board Secretary

Date Date



Fund Name
2 Rivers Bank

General Fund - 864
Activities - 109
Activities Saving - 713
Activities CD - 5826
Sweep - 956
Hot Lunch - 487
Employee Benefit Fund
Depreciation Fund
Depreciation CD - 5826
2017 Bond Refunding
QCPUF
Spec Bldg Fund

Sp Building CD - 5826

Total Special Funds

Arlington Public Schools
June 30, 2021

Starting Balance

W N

203,105.85
94,151.28
220.00
106,405.95
3,347,381.26
205,888.92
841.95
1,567,559.98
253,807.05
720,741.82
354,110.95
3,945,020.07

6,842,081.82
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481,925.68
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27,910.56

237.36
19,169.68
17,859.49
48,064.34

85,330.87
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Total Activities:
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Ending Balance
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297,995.50
102,509.13
220.03
106,405.95
209,135.11
3,127,236.06
215,183.90
841.95
1,566,382.98
253,807.05
1,820,150.03
661,590.25
371,970.44
3,993,084.42

3,993,084.42

6,847,677.08



ARLINGTON PUBLIC SCHOOLS
GENERAL FUND
June 30, 2021

Beginning Fund Balance 6/30/2021

Receipts

Disbursements

Payroll Taxes and Electronic Submissions
Net Payroll

Outstanding Liabilities

Adjustments **

Ending Fund Balance 5/31/2021

FUND BALANCE ASSETS 5/31/2021
Two Rivers Bank
General Fund Checking

General Fund Sweep Account

TOTAL GENERAL FUND ASSETS

* %

HL transfer

“r 0 U

5
5

3,550,487.11

482,367.28
(170,624.51)
(125,336.07)
(330,277.83)

18,615.58

3,425,231.56

297,995.50
3,127,236.06

3,425,231.56



ARLINGTON PUBLIC SCHOOLS

SPECIAL FUND
June 30, 2021
Beginning Fund Balance 5/31/2021 S 6,842,081.82
Receipts S 85,330.87
Disbursements S (79,735.61)
Adjustments **
Ending Fund Balance 6/30/2021 S 6,847,677.08
FUND BALANCE ASSETS 6/30/2021
Two Rivers Bank Balance Special Funds S 6,593,870.03
CD - Spec Bldg S -
CD - Depreciation S 253,807.05
S 6,847,677.08

* %



CHECK REGISTER FOR JULY 2021 BOARD MEETING

PAYEE NAME

Ace Hardware

Ace Hardware
American Broadband
Airgas inc

Brainpop LLC

Border States Industries
Bomgaars Supply
Border States Industries
Capitla One (Walmart)
Campus Agenda
Culligan

Dennis supply

Cashwa Distributing
ESU #3

Enterprise Publishing
EAI Education
Enterprise Publishing
Egan Supply
Earthgrains (Bimbo Bakeries)
Fort Calhoun Community Schools
Fremont Chamber of Commerce
Fiber Platform (United Private Networks)
Hometown Leasing
Huss, Jamie

Hiland Dairy

Jackson Service
KevanKavan

LE Learn to Move
Lincoln Journal Star
Menards

Menards

Menards

Menards

Methodist Fremont Health
Menards

Noredink Corp

One Source

OPPD

Paper Corp

Payflex

Respondus Inc

Sysco Pegler

Staples Credit Plan
Sedlacek, Hanna
Sheffield Potter inc

Two Rivers Bank
Teaching Strategies
Turnitin LLC

T&T Electric

US Foods

UNMC Continuing Ed

(Includes special fund checks)

DESCRIPTION

Mower service

Battery for Gator

Telephone service

Plasma cutter for shop repair
Licence renewal

Ballfield updates

Maintenance supplies

Ballfield updates

supplies

2021-2022 student agendas
Softner Salt

AC filters

Food Order

Student record systems 2020-2021
Meeting for 6/14/21

LER 2996 Primary time teacher 12 hr clo
minutes and financials June mig
Floor wax

Food Order

OT Services

Bronze membership dues
Distance learning

Printer Copier Lease

Athletic Sves May

Milk/Dairy Order

Kitchen Supplies

Audit and Safety inspection 2021
PT Services

Help wanted add for paras
Ballfield maintenance
Maintenance supplies
Maintenance supplies
Maintenance supplies

DOT physicals Buckley and Krause
Maintenance supplies

Noredink license renewal
Background checks

Electricity

paper for 2021-2022 school year
Payflex

Lockdown browser license renewal
Food Order

Paper for Graduation

Reimb for flash cards

Pottery wheel

Direct Deposit Payment Fee
Gold Nebraska bundle

Turnitin feedback license renewal
Ballfield sprinkler and sewer lines
Food Order

Rib plates, HS DVD and BLS DVD for nu
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$

AMOUNT
512.11
64.99
497.63
235.55
3,250.00
282.66
24.99
1,161.09
72.34
509.95
339.00
944.06

2,705.00
10.35
28.49

184.05
604.95

2,133.57
325.00
569.33

1,723.15

325.00
172.59
201.68
89.79
237.49
52.57
52.31
300.00
97.12
5,700.00
87.00
7,764.61
3,314.90
100.00
2,795.00

116.32
17.14
1,459.00
18.00
418.25
1,942.00
2,900.00

395.00



Village of Arlington Water $ 974.62

VISA Supplies $ 12,052.67
Wordware Lunch program license renewal $ 1,814.00
Steve Weiss Music 26" Standard Timpani $ 2,159.95
Weldon parts bus parts $ 214.04
Waste Connections Trash Service $ 510.08
Winnelson Ballfields water softner and plumbing par $ 5,052.59
Total Payables (checks not mailed until approved by the BOE) $ 67,500.98
HANDPAYABLES (Paid and mailed after previous board meeting but before this board meeting)

Wex Bank Shell Bill $ 1,862.85
Casey's Fuel for mini vans $ 144.31
Total Handpayables $ 2,007.16
Total General Fund $ 69,508.14

SPECIAL FUNDS (Cut in previous month but may not have cleared bank yet)
DLR Group Construction Services $ 1,982.70

Total Special Funds $ 1,982.70



EFINANCE - POWERSCHOOL PAGE NUMBER: 1
DATE: 07/09/2021 ARLINGTON PUBLIC SCHOOL VENCHK11
TIME: 09:24:03 CHECK REGISTER ACCOUNTING PERIOD: 11/21

FUND - 99 - DISBURSEMENT FUND

CHECK NUMBER CASH ACCT  DATE ISSUED ==-----o—m—o—o VENDOR--=-=-=—=--—-——- ACCT  ==mmmmm DESCRIPTION------- AMOUNT
42205 4607 VISA VOID: MULTI STUB CHECK

42206 4607 VISA VOID: MULTI STUB CHECK

42207 4607 VISA VOID: MULTI STUBR CHECK

42208 9001 07/09/21 4607 VISA 2734 2 APPLE IPADS ORDERED FOR 598.00
42208 9001 07/09/21 4607 VISA 2610 21-22 SUPPLIES FOR 5TH GR 160.79
42208 9001 07/09/21 4607 VISA 2733 3RD GRADE SUPPLIES FOR 21 68.43
42208 9001 07/09/21 4607 VISA 2650 5 PACK KINGSTON FLASH DRI 30.27
42208 9001 07/09/21 4607 VISA 2650 5 PACK LENOVO SCREENS 349.75
42208 9001 07/09/21 4607 VISA 2734 5 PACK USB TYPE-C TO USB 41.85
42208 9001 07/09/21 4607 VISA 2650 50 FT HDMI CABLE 29.99
42208 9001 07/09/21 4607 VISA 2330 ALL AMERINCA YEMENI GIRLS 17.74
42208 9001 07/09/21 4607 VISA 2610 AMAZON - 18 MONTH DESK CA 20.99
42208 9001 07/09/21 4607 VISA 2610 AMAZON - BITSBOX CODING S 19.95
42208 9001 07/09/21 4607 VISA 2610 AMAZON - DISPOSABLE CAMER 1,074.60
42208 9001 07/09/21 4607 VISA 2610 AMAZON - HEAVY DUTY WHITE 54.99
42208 9001 07/09/21 4607 VISA 2733 AMAZON - PADDED STOOL 5 P 109.22
42208 9001 07/09/21 4607 VISA 2640 AMAZON - READING STREET T 11.04
42208 9001 07/09/21 4607 VISA 2640 AMAZON - READING STREET T 33.00
42208 9001 07/09/21 4607 VISA 2650 APPLE DIGITAL AV ADAPTER 41.98
42208 9001 07/09/21 4607 VISA 2734 APPLE MACBOOK AIR FOR MUS 1,798.00
42208 9001 07/09/21 4607 VISA 2734 APPLE TV HD ORDERED FOR J 149.00
42208 9001 07/09/21 4607 VISA 2640 BOOK ORDERS. SEE ATTACHED 49.88
42208 9001 07/09/21 4607 VISA 2610 CAKES FOR END OF YEAR REC 212.72
42208 9001 07/09/21 4607 VISA 2610 CLASSROOM SUPPLIES FOR 21 189.82
42208 9001 07/09/21 4607 VISA 2610 CLASSROOM SUPPLIES FOR 4T 201.32
42208 9001 07/09/21 4607 VISA 2610 CLASSROOM SUPPLIES FOR 6T 48.98
42208 9001 07/09/21 4607 VISA 2610 COSTCO - SNACKS FOR SUMME 205.83
42208 9001 07/09/21 4607 VISA 2610 COSTCO - SUPPLIES FOR SUM 126.39
42208 9001 07/09/21 4607 VISA 2735 CUTE PDF PROFESSIONAL LIC 49,95
42208 9001 07/09/21 4607 VISA 2610 DEEP FRYER AND AIR FRYER 169.91
42208 9001 07/09/21 4607 VISA 2733 ELEMENTARY CLASSROOM FLEX 117.05
42208 9001 07/09/21 4607 VISA 2610 ELEMENTARY SUPPLIES FOR C 119.00
42208 9001 07/09/21 4607 VISA 2640 ESTIMATED SHIPPING/HANDLT 19.95
42208 9001 07/09/21 4607 VISA 2610 FCS SUPPLIES FOR REMODEL 100.88
42208 9001 07/09/21 4607 VISA 2330 HEINEMANN - REGISTRATION 500.00
42208 9001 07/09/21 4607 VISA 2734 INTEL DUAL BAND WIRELESS 95,60
42208 9001 07/09/21 4607 VISA 2650 IPAD CASES ORDERED FOR HI 27.96
42208 9001 07/09/21 4607 VISA 2610 KINDERGARTEN 21-22 169.94
42208 9001 07/09/21 4607 VISA 2610 KINDERGARTEN SUPPLIES 21- 113.32
42208 9001 07/09/21 4607 VISA 2610 KINDERGARTEN SUPPLIES FOR 123.75
42208 9001 07/09/21 4607 VISA 2650 LAPTOP SPEAKERS 15.95
42208 9001 07/09/21 4607 VISA 2650 LENOVO N22 KEYBOARDS 1,002.00
42208 9001 07/09/21 4607 VISA 2650 LENOVO N24 MOTHERBOARD 18330
42208 9001 07/09/21 4607 VISA 2650 LENOVO SPEAKERS 15.95
42208 9001 07/09/21 4607 VISA 2330 LUNCH FOR ADMIN MEETING O 78.17
42208 9001 07/09/21 4607 VISA 2530 PIONEER PHONE BILL FOR MA 104.55
42208 9001 07/09/21 4607 VISA 2610 PLANNER FOR WINSLAGER 39.99
42208 9001 07/09/21 4607 VISA 2610 POSTAGE FOR DISTRICT OFFI 58.00
42208 9001 07/09/21 4607 VISA 2640 READING STREET TEXTBOCK 4 90.00
42208 9001 07/09/21 4607 VISA 2610 SCIENCE SUPPLIES FOR HS F 50.01
42208 9001 07/09/21 4607 VISA 2650 SCREEN CLEANER KIT 61.16
42208 9001 07/09/21 4607 VISA 2643 SCREENCASTIFY RENEWAL FOR 800.00

42208 9001 07/09/21 4607 VISA 2610 SPED SUPPLIES FOR 21-22 87.05



EFINANCE - POWERSCHOOL PAGE NUMBER: 2
DATE: 07/09/2021 ARLINGTON PUBLIC SCHOOL VENCHK11
TIME: 09:24:03 CHECK REGISTER ACCOUNTING PERIOD: 11/21

FUND - 99 - DISBURSEMENT FUND

CHECK NUMBER CASH ACCT  DATE ISSUED ---=---=--o—-—— VENDOR- === === == m e ACCT  ——=——-- DESCRIPTION------- AMOUNT
42208 9001 07/09/21 4607 VISA 2610 SPED SUPPLIES FOR ELEMENT 436.83
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR 2ND GRADE FO 177.09
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR CLASSROOMS F 159.18
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR CLASSROOMS F 308.21
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR CLASSROOMS F 163.49
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR ELEM 21-22 S 15.99
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR ELEMENTARY S 234.95
42208 9001 07/09/21 4607 VISA 2610 SUPPLIES FOR KINDERGARTEN 211.72
42208 9001 07/09/21 4607 VISA 2580 TED WARD LODGE - HOTEL RO 86.68
42208 9001 07/09/21 4607 VISA 2610 THE WEDNESDAY WARS BOOK F 12.78
42208 9001 07/09/21 4607 VISA 2650 TOSHIBA STRATA STATION CA 49.95
42208 3001 07/09/21 4607 VISA 2610 TPT - 6TH GRADE MATH PROJ] 8.79
42208 9001 07/09/21 4607 VISA 2610 TPT - BOY IN THE GIRL'S B 5,25
42208 9001 07/09/21 4607 VISA 2330 TPT - DATA TALK/COLLECTIO 10.72
42208 9001 07/09/21 4607 VISA 2610 TPT - END OF YEAR STEM SP 6.50
42208 9001 07/09/21 4607 VISA 2330 TPT - INSTRUCTIONAL COACH 57.78
42208 9001 07/09/21 4607 VISA 2610 TPT - STEM CHALLENGE BUCK 315
42208 9001 07/09/21 4607 VISA 2610 TPT - STEM CHALLENGE INDE 3.50
42208 9001 07/09/21 4607 VISA 2610 TPT - WATER BOTTLE FLIP C 5.95
42208 9001 07/09/21 4607 VISA 2610 TPT - WINTER SKI STEM CHA 4.00
42208 9001 07/09/21 4607 VISA 2650 TRENDNET 4-PORT SWITCH 44.99
42208 9001 07/09/21 4607 VISA 2650 TRIPOD PROJECTOR SCREEN 207.20
TOTAL CHECK 12,052.67

TOTAL FUND 12,052.67

TOTAL REPORT 12,052.67



Source
Code:
701
736
702
703
704
705
706
789
762
708
790
783
709
734
765
770
771
768
772
773
720
785
721
722
724
732
726
766
758
727
791
784
735
761
744
740
739
764
792
723
737
787
756
742

Account

One School One Team
Activities Interest
Always For Kids
Art Class

Art Club

Athletics

Band

Baseball Fund
Baylor/ACT

Book Club

Boys Basketball
Boys Golf
Cheerleading
Class of 2018
Class of 2019
Class of 2020
Class of 2021
Class of 2022
Class of 2023
Class of 2024
Concessions

Cross Country
Dance Squad
Drama

Elem Lounge

Fam Cons Science
FBLA

FFA

Floor Fund

Football

Girls Baskethall
Girls Golf

Honer Society
Honors History

HS Lounge
Industrial Tech / Woods
Library Fund Elem/HS
Metro

MS Girls Basketball
MS STEM

MS Student Council
MS Track

Pepsi

Quiz Bowl

ACTIVITY BALANCE as of 6/30/2021

Beginning Bal
881.20
8,486.00
41,079.07
8,173.26
2,791.26

(7,944.06)

5,479.32
4,896.53
2,979.09
270.55
1,323.06
1,250.35
317.65
1,453.91
1,016.13
646.85
734.77
4,352.77
1,759.20
481.35

(4,476.00)

732.05
402.73

(55.16)

2,683.23
15,654.83
10,667.39
427.95
2,500.50
834.74
2,853.08
1,215.16
0.09
581.60
1,285.63
3,457.43
47,277.01
120.14
144.33
3,871.41
22212

1,728.76

$
$
$
3
b
$
$
$
$
$
$
$
$
¥
3
3
$
$
$
$
$
$ 2,853.59
$
$
$
$
$
$
$
$
¥
$
3
$
R
5
$
$
$
$
¥
¥
$
3 1,139.64

YTD
Revenues

$11,005.00
$2,299.49
$4,881.86
$2,017.02
$99.95
$76,740.51
$3,765.75
$1,404.00
$0.00
$0.00
$6,016.00
$265.00
$16,175.89
$0.00
$0.00
$0.00
$811.34
$4,440.53
$1,893.15
$505.90
$21,575.14
$1,682.00
$7,516.75
$85.20
$0.00
$1,318.69
$2,072.63
$5,228.46
$0.00
$3,224.00
$4,916.90
$253.00
$729.60
$0.00
$10.98
$2,715.00
$5,067.85
$0.00
$437.00
$237.64
$170.90
$0.00
$1,307.59
$0.00

YTD
Expenditures

$1,5630.41
$0.00
$7,961.50
$3,0561.58
$1,561.90
$93,921.24
$5,775.97
$2,434.79
$0.00
$0.00
$5,973.34
$221.00
$15,350.00
$0.00
$0.00
$218.59
$1,087.23
$3,197.92
$320.50
$0.00
$24,668.00
$2,067.63
$3,187.07
$150.77
$0.00
$2,097.55
$4,693.38
$3,057.98
$0.00
$900.68
$3,976.39
$0.00
$860.90
$0.00
$163.78
$3,145.32
$6,198.94
$0.00
$471.50
$239.80
$500.00
$0.00
$0.00
$90.82

Balance

$
$
3
$
$
2
$
$
$
$
$
$
$
$
3
$
$
5
$
$
$
$
$
$
$
$
3
$
$
$
$
$
$
$
$
$
$
$
b
$
3
$
3
$

10,355.79
10,785.49
37,999.43

7,138.70
1,329.31
(25,124.79)
3,469.10
3,865.74
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782
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733
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Reimbursement (general $
SKILLS

Softball

Spanish Club
Sped

Speech

Spring Musical
Striv

Student Council
Student Vending
Swing Choir
Track Fund
Transition
Volleyball
Welding
Wrestling
Yearbook

Totals
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6,771.00
679.48

(653.69)
181.94
942.06
4,443.86
150.00
4,146.52
1,396.71
2,091.67
1,513.82
1,613.51
2,612.28

(353.79)
4,404.67
4,757.21

$102.00
$0.00
$3,339.40
$0.00
$194.00
$0.00
$7,306.09
$845.00
$1,874.00
$58.26
$2,428.20
$1,430.44
$0.00
$3,095.02
$0.00
$997.99
$6,240.00

$211,347.76 $218,781.12

$102.00
$0.00
$806.00
$31.97
$115.65
$292.56
$8,321.78
$595.00
$2,831.80
$0.00
$2,516.49
$1,189.79
$0.00
$2,833.17
$51.62
$1,802.67
$3,472.12
$224,039.10
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6,771.00
679.48
1,879.71
149.97
78.35
649.50
3,428.17
400.00
3,188.72
1,454.97
2,003.38
1,754.47
1,613.51
2,874.13

(405.41)
3,599.99
7,525.09

$206,089.78
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School District/System Census Report f+Home  £Admin~ @Help (& Logout

School District/System Census Report
2021

District Mumber: 29-0024-000
District Name: ARLINGTON PUBLIC SCHOOLS
District Phone: (402)478-4173

Look up another District

District Status

Date Collection Status Total Census
£/28/2021 12:00:00 AM Iniitial County Total Current | Total Prior | % Difference
DODGE 28 24 16.67
71212021 8:26:20 AM Frocessing
DOUGLAS 30 28 7.14
71212021 8:34:59 AM Submitted
f WASHINGTON | 727 715 168
TOTAL 789 767 2.39




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Policies *

Yes

No

N/A

Comments

The District has an Emergency Operation Plan that
addresses all potential hazards in the community.

The District utilizes a Flip Chart that
is in every classroom.

The school reviews the plan annually.

The Administration consulted with an outside agency
on the EOP.

The District has a Safety Team.

The Safety Team meets at least annually.

Bi-monthly meetings.

The District has a Bullying Policy

The District has a Policy on Dating Violence.

The District has a Policy on Sexual Harassment.

The District has a Crisis Team.

Roles for the Crisis Team are clearly defined.

The District has a Safe Pupil Transportation Plan.

XXX [X[X]| X|X[X]| X|X]| X

The District has a Policy addressing Continuity
Of Operations.

Further training regarding this matter
will be provided by the Nebraska
Department of Education.

The District has a Restraint and Seclusion Policy.
(Maintains a list of certified staff.)




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Procedures *

Yes

No

N/A

Comments

Procedures are in place to deal with suicide.

Suicide Prevention Training is provided to all staff.

>

Safe Schools Training.

Procedures are in place for students and parents
to express their concerns regarding safety and
security issues.

Procedures are in place to document and maintain
data on disciplinary issues, violent behavior and
weapons violations.

X

Procedures with dealing with Law Enforcement
clearly defined.

Procedures are in place for conducting Search and
Seizure.

Procedures for dealing with the Media are clearly
defined.

Procedures are in place to notify
parents/guardians of school closings or
emergency situations.

X| X | X[ X

Texting, emails and local media
outlets..

Procedures are in place for addressing the
aftermath of grief and loss, counseling, support
groups & memorials.

>

Procedures are in place to monitor student arrival,
departure and during passing periods in the
hallways.




Arlington Public Schools

School Security & Safety Audit May 25, 2021
Interior *
Entrance, Exits and Hallways Yes [ No N/A | Comments
There is a controlled access entry system in X There are two entrances to the
place for all buildings. facility, one for the Elementary School
located on the north side and one for
the High School located on the east
side of the building.
Is the main entrance of the school readily X Entrances are clearly marked.
identifiable.
Exterior doors are locked and secured at all X
times.
Exterior doors facilitate exiting from the building X
in the event of an emergency.
e Unused portions of the building are kept X
locked during and after school hours.
e Main parts of the building are sealed off
during after school events. X
Interior roof access is locked and secured. X The door to this room is always
locked.
Hallways are unobstructed and wide enough for X
clear passage.
e Spills are cleaned up promptly, “Wet X
Floor” signs are utilized as needed.
Doormats are provided at entrances to collect X
water, slush and snow.
Floors are in good condition, no slip, trip or fall X

hazards.




Arlington Public Schools

School Security & Safety Audit May 25, 2021
Classrooms * Yes |No |N/A [Comments
Classrooms can be locked from the inside of the X There is a key slot on the outside
room. and inside of each classroom door.
(Classroom doors can only be locked
by a key)

e Substitute teachers are aware of X Substitute Teachers are given a
emergency procedures and how to lock Substitute Lanyard which has a room
the classroom door. key attached.

Windows are in good condition and proper X

working order.

Window blinds are in proper working condition. X

Adequate aisle spacing provided for quick X

unobstructed exits.

Potential hazards are recognized and avoided, X

i.e.: extension cords across the aisle, overhead

projectors above desk or in walkways.

Floors are in good condition. X

Desks, chairs and tables are in good repair. X

Hard corners (safe corners) not cluttered with X The classrooms are large enough to
desks or cabinets preventing students and staff easily place a typical sized class into
from quickly moving to the area to be out of sight the hard corners.

from the hallway.

SRP Posters prominently displayed in the room. X

Evacuation routes prominently displayed for both X

Fire and Shelter Events.

The Art Room is neat and orderly. X

The Locker Rooms are neat and orderly. X




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Exits and Lighting

Yes

No

N/A

Comments

Emergency Exit and Emergency Lighting is
operational.

Emergency Exit Signs prominently displayed, and
in proper condition.

Emergency exits are unobstructed.

Communications *

Yes

No

N/A

Comments

The Intercom is in proper working
condition.

All classrooms can hear a Public Address
Announcement.

Band Room, Vocational Rooms

All classrooms have a working two-way
communication system with the front
office.

The District has emergency
communications capabilities with
Emergency Responders.

Landlines, cellular phones, SRO
Portable Radio.

The Main Office has communication with
any staff while outside the building,
recess, classroom activities, etc.

Staff are required to have portable
radios while outside the building.

The Main Office can communicate
effectively with the Industrial Tech
Department while machines are in full
operation.

The Band and Vocal Music Rooms can
hear messages while performing.

There is an emergency communication
plan in place in case of a natural or
man-made disaster.




Arlington Public Schools

School Security & Safety Audit May 25, 2021
Surveillance/Alarm System * |Yes |No |N/A|Comments

e Staff are present and in position to watch X
all areas during passing periods.

e The Alarm System is in proper working X This system is rarely activated after
order (If so equipped). hours due to the frequency of false

alarms.

e Cameras are in proper working condition X
and there is adequate video storage (at
least 30 days).

e Several staff members are X There are two staff members that
knowledgeable on how to retrieve video are capable of retrieving data from
footage for an incident. the video surveillance system.

Identity and Access Yes No N/A | Comments

Management *

Is there a single point of entry for access control X There are two entry points, one for

into the facility? the Elementary School and one for
the High School.

There is a controlled access X Both entrances are controlled by

cameral/intercom/buzzer system at the entry cameral/intercom systems.

point of the school.

e School employees are required to wear X Staff ID is required to be worn but
photo identification. compliance is not enforced.

e Students have hall passes while not in X
class.

e Staff members are familiar with the X
school's Visitor Policy.

e Employees are trained and empowered X

to ask anyone they don’t recognize to
present their visitor pass (badge) and/or
escort them to the Main Office.




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Visitor Policy *

Yes

No

N/A

Comments

Main entrance for visitor access is clearly
identified.

Signage advising visitors to sign-in at the
office clearly visible.

But visitors do sign in at the front
desk.

e Visitors are asked for identification
unless they have a School ID Badge or
are known by the secretary.

Visitor badges are unique and easily
identifiable (i.e. color coded, dated, etc.)

e Substitute teachers are checked in and
given ID badges.

Substitute Teachers are given a
Substitute Lanyard which also has a
room key.

e Vendors and contractors are
identified on an approved list
managed by front office personnel.
These parties follow the same
check-in procedures and wear
district approved visitor passes.

e All delivery services are managed and
visually verified by district personnel.
They are never left alone while
deliveries are conducted.

Storage/Receiving Area *

Yes

No

N/A

Comments

Storage areas are neat and orderly.

Mechanical Rooms are reasonably clean/free
of clutter.

Mechanical Rooms are locked.

Receiving areas are free of obstructions.

e Material Safety Data Sheets are stored
in a convenient location if needed.

XX [X| X[ X




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Emergency Protocols *

Yes

No

N/A

Comments

The District follows the | Love You
Guys Foundation Standard Response
Protocol, as recommended by the
Nebraska Department of Education.

The school practices “Lock Down”
Drills.

The school practices two Shelter
Events regarding Tornados.

One within the first two weeks of the
school year and the other during
Tornado Awareness Month, (March).

The school performs two Bus
Evacuations throughout the school
year involving all students.

Only one was performed this school
year.

The school conducts a Fire
Evacuation Drill every 30 days for a
total of 10 completed throughout the
school year.

The school has Reunification Plans
and Procedures established.

Progress is being made on this
procedure.

Reunification sites have been
established.

One Reunification site has been
identified.

A Reunification Drill has been
conducted by the District.

Fire Extinguishers have current inspection
tags and are properly located throughout the
building.

Fire doors are not tied or blocked.

A Fire Suppression System is installed
throughout the building.

Substitute teachers are familiar with
the school's emergency procedures.




Arlington Public Schools
School Security & Safety Audit May 25, 2021

Emergency Protocols (cont) |Yes |No [N/A |Comments

e The school has a plan to deal with
Bomb Threats.

Washington County Sheriff's Deputy
Ashley Judkins

The District has a School Resource Officer.

e The school documents emergency
situations or events.

e Blueprints of school are readily
available for First Responders.

X | X | X | X

o

Kitchen and Cafeterias s |No |N/A | Comments

Kitchen floors are constructed of a non-skid
surface.

Slicers and other equipment are properly
guarded when not in use.

Loading areas are free of slip, trips and fall
hazards.

X | X | X[ X

Cafeteria furniture is sturdy and free of rough
edges or loose hardware.

Office Area Yes No |[N/A | Comments

Cords for office equipment do not create a X
tripping hazard.

Storage in file cabinets is properly arranged X
so the lowest drawers contain the heaviest
items.

There is a direct line of sight from the main X
office area to the front entrance.




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Vocational Departments

Yes

No

N/A

Comments

e All students are trained before they
are allowed to operate equipment.

e Eye protection and other personal
protection equipment is required.

Appropriate warning signs are posted on walls
and equipment.

All power equipment is properly guarded.

There is proper ventilation in the Welding
Shop area.

Shelving is properly secured and free from
excessive loads.

X | X [X|[ X| X[ X

The room is secured when not occupied.

e Eye Wash Stations are in the Science
Classrooms.

Playgrounds/Playing Fields

Yes

No

N/A

Comments

Fencing is well maintained.

e Adequate exterior lighting is
provided, including weekends.

e Playground equipment is inspected
on a regular basis.

e Staff have two-way communication
with office personnel.

e There is video surveillance of the
playground equipment.

X | X | X[ X |[X

10




Arlington Public Schools

School Security & Safety Audit

May 25, 2021

Exterior

Yes

No

N/A

Comments

Shrubs are trimmed and kept back from the
building so parties cannot hide behind them.

Drug Free Zone Signs are posted on school
property.

There is only one sign around the
building grounds.

Graffiti is quickly removed from all school
property.

Ladders are kept in storage areas and not
accessible to the public.

e Visual surveillance of the parking lots
is available.

Exterior doors are in proper working order.

There is adequate exterior lighting in the
parking lot.

X | X | X | X| X| X[ X

There are signs posted stating that there is
Video Surveillance of the school property.

Roof access to the building is completely
blocked off.

X

Exterior Doors numbered for First
Responders.

Numbers should also be posted on the
interior of each door.

Employee Safety

Yes

No

N/A

Comments

e Employees are periodically instructed
on safety regulations through online
training programs which include a wide
variety of subjects, i.e. slips, trips and
falls hazards, Ladder Safety, etc.

Safe Schools on-line training provided to
all staff.

e Emergency Drills are practiced
routinely and include all staff.

11




Arlington Public Schools

School Security & Safety Audit May 25, 2021
Stairs and Ramps Yes | No N/A | Comments
Handrails are in place and secure. X
Landings are hazard free of obstructions. X
Lighting is adequate. X
Stair treads are provided and in good X
condition.
Stairwell doors are not blocked. X

Ramps are provided with non-skid surfaces. X

Buses Yes | No [N/A | Comments

e Daily Bus Inspections are conducted
by drivers.

Buss loading and drop-off zones are clearly
defined.

Fire Extinguishers are in all vehicles that
transport students.

e Fire Extinguishers are inspected
monthly.

Monthly

First Aid Kits are in all vehicles that transport
students.

e Emergency contact numbers are in
every vehicle that transport students.

X[ X | X | X| X| X| X

e The 90 Day Inspection is completed
on all buses by licensed
professionals.

Bus Cameras X There are cameras in four of the eight

buses.

X

12




Arlington Public Schools
School Security & Safety Audit May 25, 2021

Summary

The entrances to the Elementary and High School Offices are clearly defined and are controlled by
buzzer/intercoms. Office personnel have a direct line of sight to these entrances and have the ability to properly
ask questions prior to admitting anyone into the building.

Other noteworthy items include video surveillance cameras, exterior lighting, newer playground equipment, a
full-time School Resource Officer and training students and staff on emergency procedures.

Establishing proper communication to the Vocational Rooms while machines are in use or students are
performing will be challenging. A bright light or loud buzzer activation may be a solution.

The District has made considerable safety and security strides over the last several years and the effort is
commendable!

May 26, 2021

Disclaimers:

The representative performing this audit maintains no liability regarding any actions taken, or
not taken on behalf of the school district being audited. This representative is simply reporting
on policies and procedures in place for this District.

Kevin Kavan

3850 Old Hwy 8
Fremont, NE 68025
402-720-6301
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INTERLOCAL AGREEMENT TO SHARE OCCUPATIONAL THERAPIST

This agreement is made and entered into under the provisions of the
Nebraska Interlocal Cooperation Act, NEB. REV. STAT. §§ 13-801 to 13-827, by
Washington County School District No. 89-0001, commonly known as Blair
Community Schools (referred to herein as "Blair "); Washington County
School District No. 89-0003, commonly known as Fort Calhoun Community
Schools (referred to herein as "Fort Calhoun”) and Washington County School
District No. 89-0024, commonly known as Arlington Public Schools (referred
to herein as "Arlington").

WHEREAS, the Parties are political subdivisions of the State of Nebraska
and desire to make the most efficient use of their taxing authority and other
powers to enable them to cooperate with each other and other entities as
further agreed on the basis of mutual advantage to provide goods, services,
and facilities in a manner and pursuant to forms of governmental organization
that will accord the best results in terms of geographic, economic, population,
and other factors that will influence the needs and development of the Parties;

WHEREAS, the Parties have passed resolutions authorizing each party to
approve and enter into this Agreement;

NOW, THEREFORE, in consideration of the mutual covenants contained
herein, it is agreed by the parties as follows:

1. No Separate Legal Entity. This Agreement does not establish a
separate legal or joint entity.

2. Purposes. The purposes of this agreement are:

A.  To permit the school districts to make the most efficient use
of their powers and resources by sharing the services of an
Occupational Therapist who will provide services on a 1.00 Full-time
Equivalent (FTE) basis (186 days). Arlington shall receive 57 days;
Blair shall receive 85 days; and Fort Calhoun shall receive 44 days.

B. To provide consistency in delivery of service;
C. To facilitate the school districts' use of an Occupational

Therapist on a shared basis by providing for the scheduling of the
Occupational Therapist's time in a coherent and efficient manner.
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3. Term. This Agreement shall have a duration of one year,
commencing with the 2021-22 school year, which shall begin on August 12,
2021 and end on July 31, 2022. Subsequently, this Agreement shall
automatically renew from year to year for an additional one-year term unless
one of the parties gives written notice to the others on or before March 1st of
its intention to terminate it at the conclusion of the then-current contract term.
The parties may by mutual agreement terminate this agreement at anytime
prior to August 31, 2022.

4. Administration. Fort Calhoun's, Blair's and Arlington's
Superintendent or their designee, ("Administrators") shall be responsible for
jointly administering the cooperative undertaking described in this Agreement.
The Administrators, may take any action authorized, either explicitly or
implicitly, by the Interlocal Cooperation Act, including any action that may be
necessary to perform the duties and functions as provided in this Agreement.

5. Nature of the Occupational Therapist's Employment. Blair
Community Schools has entered into a written agreement with the Occupational
Therapist whereby she is employed to provide services on a 1.00 FTE basis
during the 2021-22 school year (attached hereto as Exhibit "A"). Blair
Community Schools agrees to provide the services of the Occupational Therapist
to Arlington and Fort Calhoun on a part-time basis. For the purposes of this
Agreement, the Occupational Therapist shall be an employee of Blair Community
Schools and will not be an employee of Arlington or Fort Calhoun or a "joint
employee" of Blair and Arlington or of Blair and Fort Calhoun for any purpose.

6. Sharing of Services Provided by Occupational Therapist. The
Occupational Therapist shall provide Occupational Therapy services to all three
school districts. The type of services to be provided by the Occupational Therapist
to Arlington and For Calhoun shall be the same as those which are described in
the Occupational Therapist's contract and/or job description with Blair. The three
District's will work out a schedule reflecting their base days of service (Arlington
57, Blair 85 and Fort Calhoun 44 days) for the Occupational Therapist prior to
schools start in August of 2021.

7. Occupational Therapist's Salary and Fringe Benefits. Blair
Community Schools will pay the Occupational Therapist's salary for the 2021-
2022 school year pursuant to the terms of the Occupational Therapist's
Contract (Exhibit A). The parties agree that, for the 2021-22 school year, Blair
has established the amount of the Occupational Therapist's salary at
$54,168.00. Blair Community Schools shall also provide the Occupational
Therapist with those additional fringe benefits specified in the Occupational
Therapist's Contract orrequired by any applicable collective bargaining
agreement.
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8. Payment to Blair by Arlington and Fort Calhoun. Arlington and
Fort Calhoun shall make the following payments to Blair:

A. An amount equal to their percentage of hours of service, Arlington
30.645%, Fort Calhoun 23.656% of the Occupational Therapist's
annual salary as set forth in paragraph 7 above.

B. An amount equal to their percentage of hours of service, Arlington
30.645%, Fort Calhoun 23.656% of all expenses incurred by Blair for
FICA and retirement (NPERS), as a consequence of the
Occupational Therapist's employment by Blair.

C. An amount equal to their percentage of hours of service, Arlington
30.645%, Fort Calhoun 23.656% of the cost of fringe benefits
specified in the Occupational Therapist's Contract with Blair (Exhibit
A) or as required by any applicable collective bargaining agreement
(which includes, but is not necessarily limited to, Blair's share of
premiums for group health, dental, long-term disability, and life
insurance, the District's share of the cost for 403(b) and a Flexible
spending account if they choose to participate in these benefits).

D. A reasonable amount will be budgeted and paid for professional
development expense (training), travel and/or mileage, and dues as
agreed between the parties.

Blair shall bill Arlington and Fort Calhoun on a monthly basis for all
payments pursuant to this paragraph beginning in September 2021 and
ending in August 2022. Arlington will be billed 12 monthly installments of
$1,768.00 and Fort Calhoun will be billed 12 monthly installments of $1,364.78
the monthly cost of all amounts listed in sections A., B., and C. above. The
amount billed is due on the 1st of each month and should be paid no later than
the 20th of each month. Additional hours over and above the base of 456 for
Arlington, 680 for Blair and 352 for Fort Calhoun will be billed at $46.53 per
hour. Actual expenses incurred in section D. above will be split according to the
base hours and invoiced on a separate invoice in August.

9. Occupational Therapist Not a Third-Party Beneficiary. This
agreement does not create any enforceable rights in favor of the Occupational
Therapist and she is not a third-party beneficiary of the agreement.

10. No Joint Employment. This agreement does not make the parties

joint employers of the Occupational Therapist for purposes of liability, Workers'
Compensation, unemployment compensation, or any other purpose.
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11. Management, Evaluation, Discipline and Discharge. Blair shall
have the right to manage, evaluate, discipline, and discharge the
Occupational Therapist in a manner consistent with its employment contract,
and as otherwise provided by law. The Arlington and Fort Calhoun
Superintendent shall have the right to direct the Occupational Therapist in his
or her work with respect to the services he or she performs for Arlington and
Fort Calhoun, respectively. Blair shall evaluate the Occupational Therapist as
required by law and school policy, provided that it shall consider the positive
and negative comments, if any, of the Arlington and/or Fort Calhoun
Superintendent or other representatives in preparing the Occupational
Therapist's evaluation. Arlington's and Fort Calhoun's superintendent, or their
designee, shall conduct at least one evaluation of the Occupational Therapist
and participate in the Occupational Therapist's annual review.

12. Termination During Term of Agreement. Either party may
terminate this agreement during its term if the Occupational Therapist serving
at its commencement:

A. Submits a resignation with an effective date prior to the end of
the term of the agreement, and the Blair Board of Education
accepts the resignation.

Dies prior to the end of the school year;

Is discharged by the Blair Board of Education prior to the end
of the school year.

aw

13. Manner of Acquiring, Holding, and Disposing of Real and
Personal Property. The Parties do not anticipate a need to acquire, hold, or
dispose of real or personal property to accomplish the purposes of this
Agreement. The Parties' respective governing boards shall determine the manner
of acquiring, holding, or disposing of real or personal property in the event that
such a need arises.

14. Provision of Supplies. Each party shall provide such supplies and
equipment as are necessary for the Occupational Therapist's performance of
services at its school district.

15. Financing and Budgeting. Each party will budget separately to pay
the costs and expenses that it will reasonably and necessarily incur to fulfill its
obligations under this agreement.

16. Taxes. This Agreement does not grant the school districts any

authority to levy, collect, or account for any tax authorized under sections 13-
318 through 13-326 or 13-2813 through 13-2816.
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17. Liability Insurance. Each party shall obtain and pay for its own
liability insurance coverage for their participation in this Agreement.

18. Indemnification. To the extent permitted by applicable law, but
without waiving any rights under any applicable state governmental immunity
act, the Parties hereto agree to indemnify each other from any and all
liabilities, claims, expenses, losses or damages, including attorneys' fees,
which may arise in connection with the execution of the work herein specified
and which are caused, in whole or in part, by the negligent act or omission of
the Indemnifying Party.

19. Disposal of Property upon Termination. The parties do not
contemplate that this agreement will require the acquisition of any jointly held
property. However, if it becomes necessary to dispose of property held jointly
under this Agreement, it shall be divided and distributed as agreed between the
school districts upon termination of this Agreement. If a dispute arises as to the
value of such property or as to how it will be distributed, such property shall be
sold by taking bids at public auction and selling said property to the highest bidder
with the proceeds therefrom being distributed equally to the school districts.

20. Nondiscrimination. The school districts shall not discriminate
against any employee or applicant who is to be employed for performance of
this Agreement with respect to his or her hire, tenure, terms, conditions, or
privileges of employment, because of his race, color, religion, sex, disability,
or national origin.

21. Employment Eligibility Verification. The school districts shall use
a federal immigration verification system to determine the work eligibility status of
employees hired on or after October 1, 2009 and who are physically performing
services within the State of Nebraska. If a school district employs or contracts
with any subcontractor in connection with this Agreement, the contracting party
shall include a provision in the contract requiring the subcontractor to use a federal
immigration verification system to determine the work eligibility status of new
employees physically performing services within the State of Nebraska.

22. Review of Agreement. Each party shall review the effectiveness of
this agreement at least annually.

23. Notice. A school district giving any Notice ("Notice") under this

Agreement must give written Notice by personal delivery, registered or
certified Mail (in each case, return receipt requested and postage prepaid), or
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electronic mail (to the respective Superintendents, with receipt confirmed).
Notice shall be sent to the following addressees at the following addresses:

Fort Calhoun: Fort Calhoun Public Schools
Attn: Superintendent
5876 County Road P43
Fort Calhoun, NE 68023-0430

Arlington: Arlington Public Schools
Attn: Superintendent
705 N. 9th Street
Arlington, NE 68002-0580

Blair: Blair Public Schools
Attn: Superintendent
PO Box 288
1100 Deerfield Blvd
Blair, NE 68008

Notice is effective only if the party giving the Notice has complied with
this section.

24. Amendment and/or Extension of Agreement. The school districts
may amend or extend this agreement. Any such amendment or extension shall
require the approval of both boards of education and shall be in writing.

25. Severability. Ifany provision of this Agreement is determined to
be unenforceable, the remaining provisions of this Agreement remain in full force,
if the essential terms and conditions of this Agreement for each party remain
enforceable.

26. Counterparts. The school districts may execute this Agreement
in multiple counterparts, each of which constitutes an original, and all of which,
collectively, constitute only one agreement. The signatures of all of theschool
districts need not appear on the same counterpart, and delivery of an
executed counterpart signature page by facsimile or other electronic means is
as effective as executing and delivering this Agreement in the presence of the
other school district to this Agreement. This Agreement is effective upon
delivery of one executed counterpart from each school district to the other. In
proving this Agreement, a school district must produce or account only for the
executed counterpart of the school district to be charged.

27. Assignment. The school district shall not assign or otherwise
dispose of this Agreement or any duty, right, or responsibility contemplated
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in this Agreement to any other person or entity without the previous written
consent of the other party.

28. Entirety of Agreement. This agreement contains the school

districts' entire agreement. It fully supersedes any and all prior agreements
or understandings between them pertaining to the subject matter hereof.

ARLINGTON PUBLIC SCHOOLS

Date: =~ , 2021
_______ , Board President
BLAIR PUBLIC SCHOOLS
Date: 2021
.Board President
FORT CALHOUN PUBLIC SCHOOLS
Date: 2021

__, Board President
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James B. Gessford
Daniel F. Kaplan
Gregory H. Perry
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R.]. Shortridge*
Joshua J. Schauer*
Derek A. Aldridge**
Justin J. Knight***
Charles Kaplan
Haleigh B. Carlson
Daniel K. Kaplan

LRRY

LAW FIRM

PERRY, GUTHERY, HAASE & GESSFORD, P.C., L.L.O.

Of Counsel
Thomas M. Haase
Rex R. Schultze

*Also admitted in Iowa
** Also admitted in Kansas
***Also admitted in Colorado

Ernest B. Perry (1876-1962)
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MEMORANDUM

To:  Dr. Dan Schnoes, ESU 3 Administrator
From: Perry Law Firm

Date: May 28, 2021

RE:  School District Annual Policy Service Update

The Nebraska Legislature adjourned on May 27th. This session involved several legislative bills
that will require policy changes, as discussed in this memo. In addition, new federal and state
auditing guidelines and procedures will require updates to school policies in certain areas. Finally,
we have included several other policies that school districts may consider adopting, based upon
scenarios that have occurred over the past year or so.

A REQUIRED POLICY UPDATES

1. Policy 1200 — Anti-Harassment — Due to the enactment of LB 451, and to be
consistent across policies, we have added the new non-discriminatory references to the general
anti-harassment policy.

2. Policy 3132 — Internal Controls — NDE’s “Fiscal Desk Reviews” have started
asking for each District’s “written Internal Controls and Policies and Procedures,” pursuant to 2
C.F.R. §200.303, et seq. Policy 3132 includes those required policies and procedures.

3. Policy 4003 and Attachments — Employee Antidiscrimination — LB 451 adds
protections under the Nebraska Fair Employment Practice Act with regard to race and hairstyles.
Policy 4003 and its attachments are updated to reflect this change in the law.

4. Attachments to Policy 4007 — (FMLA) — The United States Department of Labor
updated its Family and Medical Leave Act forms. To that end, the updated FMLA forms can
replace the old versions of Forms 2-7. The FMLA Application itself (Form 1) remains the same.

5. Attachment to Policy 5002 — “Affidavit” — LB 528 removed the requirement that
disenrollment forms be notarized for those students ages 16 through 18. NDE may issue an
updated “Nebraska Withdrawal From Mandatory Attendance Form” in light of LB 528. If that
occurs, we will replace the existing NDE form with the updated NDE form. No other
disenrollment form needs to be changed.

6. Policy 5401 and 5401z — Equal Opportunity — Similar to Policy 1200, we have
updated the new non-discrimination language to be consistent across all policies.

233 South 13 Street, Suite 1400 « Lincoln, Nebraska 68508
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7. Policy 6600 — Special Education Policies — Recently, NDE’s special education
audits have asked for more specifics and detail in policy. As such, we have updated Policy 6600
to conform with these new standards.

B. POLICY UPDATES TO CONSIDER

1. Policy 1110 — Bulletin Boards — As some schools move towards distributing
messages electronically, each Board should revisit Policy 1110. Some districts may no longer
need this Policy. Each district should review their policy to make sure it reflects current and
intended practice, including what may be posted and whether outside groups may post on school
bulletin boards.

2. Policy 4025 — Professional Boundaries (NDE Model Policy) — Neb. Rev. Stat. §
79-879 requires that every school district have a professional boundaries policy to address, among
other things, grooming of students. NDE has developed a model policy that a school district may
adopt, though NDE’s policy itself is not required. Many school districts already have a
professional boundaries policy. Our preference is to continue using our current professional
boundaries policy, but each board can decide if they want to adopt NDE’s model policy or keep
their existing professional boundaries policy. If a district wants to keep its current professional
boundaries policy, that district should confirm that the policy includes all requirements contained
in Neb. Rev. Stat. § 79-879.

3. Policy 6111 — Classroom Environment — This year, several districts struggled
with staff members who displayed controversial flags or had political posters in their classroom.
To avoid this situation in the future, Boards may want to consider adding a provision in Policy
6111 to limit non-curricular posters, flags and other displays.

4. Policy 6212 — Assessments — Academic Content Standards — In light of the
proposed health standards, Boards may want to review their policy on academic content standards.
In the past, our policy has allowed Boards to automatically adopt the State Board’s recommended
content standards. However, with the controversy over the proposed health standards, Boards may
want to change their policy to require an affirmative vote to adopt a standard recommended by the
State Board.

5. Policy 8130 — Annual Organizational Meeting — During this past year, a handful
of school boards struggled to select their officers, including multiple votes and stalemates to elect
a Board President. We have provided two options to address this apparent, ongoing problem.
Option #1 is our current recommended policy, which allows Boards to decide how many votes
will be taken before a stalemate is called. In some cases, this resulted in (at least the appearance
of) board members “stalling” to “run out the clock.” With that in mind, we are providing Option
#2, which resolves a stalemate with a coin flip. These policies are optional and will likely be
district-specific on how the Board wants to handle the election of Board officers.
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6. Policies 8151 & 8152 — Standing Committees — In some districts, the Board
President appoints committees. In other districts, the Superintendent facilitates committee
assignments. To align with each district’s practices, we have provided Policy 8151 for those
districts that wish to have their Board President handle committee assignments. (Districts that
prefer to delegate committee assignments to the Superintendent should review their policies to
ensure that their current policies align with such practice.)

C. OTHER CONSIDERATIONS

1. COVID Policy and Planning for 2021-2022. Some districts have asked about
developing a COVID-related policy or Board-approved procedures for the 2021-2022 school year,
including requirements (or not) for masks, quarantining, employee leaves and absences, student
attendance and remote learning, and other issues related to returning to school. Given how quickly
things can change with COVID, we have not yet distributed any type of draft policy and are leery
of recommending a formal board policy that may need to be continually updated and revised.
Instead of a new, formal policy addressing COVID and the 2021-2022 school year, we see several
other options, depending on the circumstances of each district:

a. Extend the Superintendent Authority resolution that many schools passed last
March to allow the Superintendent to make decisions on a timely basis (without
needing formal board approval);

b. Follow your typical health screening process and prevent symptomatic students
from attending school. (A number of current board policies should already give the
school the ability to address students who are sick, including Policies 1501
(Emergency Exclusion of Persons from School), 4012 (Infectious Diseases) and
6900 (Chronic Infectious Disease Practice and Procedure); and/or

C. Approve a general framework at a Board meeting that will indicate the Board’s
intent, without giving too many specifics to “pin down” the district if the COVID
situation in the community changes unexpectedly.

There are obviously pros and cons with each approach and/or a combination of these approaches.
Given that we are still three months away from the beginning of the 2021-2022 school year, we
may need to revisit this topic (from a policy perspective) as we get closer to August.

2. Employee Vaccinations — Employee vaccinations are a “hot topic” in the
employment law world. We have not heard from any Nebraska public school district who plans
to require or incentivize employees to receive the COVID-19 vaccination. However, if your
district would like to discuss a policy or requirement like this, please let us know and we can talk
through the logistics of what that requirement would look like. Rather than issue a blanket policy
for all districts, each district’s particular circumstances will (in all likelihood) need to be
incorporated into a district-specific board policy or handbook provision.
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3. Purple Star Schools Program. This year, LB 5 was signed into law. LB 5 allows
for school districts to designate a staff member as a “military liaison” to identify and support
military-connected students. LB 5 does not impose any requirements on schools. Rather, LB 5 is
optional for each district, and each Board can determine if they would like to participate in the
program or not.

4. Open Meetings Act Update. LB 83 updated and modernized statutory language
in the Open Meetings Act. However, LB 83 did not allow public school boards to meet virtually,
except in certain emergency situations. As such, public school boards need to continue meeting
in-person. Each school district will need to update their Open Meetings Act poster to conform
with the new Open Meetings Act language.

5. Title IX. On May 17th, the United States Department of Education announced that
it will hold public hearings in June to “gather information for improving enforcement of Title X
of the Education Amendments of 1972.” If the federal government begins revising the recently
enacted Title IX regulations, districts may need to update their Title IX policies in the middle of
the school year. Until then, we will wait to see what happens.

6. Safety Hotline. LB 322 creates the “School Safety and Security Reporting
System,” where individuals can report concerns about students to a statewide reporting system.
LB 322 requires the Nebraska Department of Education to undertake certain efforts, but there is
nothing in LB 322 that requires a change to board policies.

7. Substitute Teaching. LB 147 focused largely on transitioning the administration
of the Omaha School Employees’ Retirement System to the Nebraska Public Employees
Retirement Systems. LB 147 also included provisions that would generally allow a retired or
terminated employee to substitute teach up to eight days per month. With that being said, LB 147
includes the following language: ‘“Nothing in this subdivision precludes an employer from
adopting a policy which limits or denies employees who have terminated employment from
providing voluntary or substitute service within one hundred eighty days after termination.” We
presume that most schools do not want a policy that limits the ability of terminated employees
from volunteering or substitute teaching. However, if your district would like a policy to reflect
this prohibition, please let us know.

8. Student Discipline Data. LB 154 requires the Nebraska Department of Education
to implement a statewide system for tracking individual student discipline. LB 154 does not
require any policy change or update, but LB 154 requires that each school “designate at least one
discipline data coordinator for the purposes of gathering and reporting the discipline data required
pursuant to [LB 154].” A school district can presumably designate the data coordinator without
needing formal board action.
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9. Transition Services. LB 527 changed the law regarding transition services. Under
the old law, each school district was required to begin providing transition services to students
with disabilities no later than the age of 16. LB 527 modified that law to provide that schools are
now required to begin providing transition services to students to age 14. LB 527 does not require
a policy change, but each district should ensure that their transition services will comply with LB
527.

10. Budget Notice. LB 528 amended 13-506, the statute governing the public hearings
on proposed budgets, to require that each school district include the following statement in the
notice:

For more information on statewide receipts and expenditures, and to
compare cost per pupil and performance to other school districts, go
to: [Insert Internet address for the web site established pursuant to
section 5 of this act]. In addition, each school district shall
electronically publish such statement on the school district web site.
Such electronic publication shall be prominently displayed with an
active link to the Internet address for the web site established
pursuant to section 5 of this act to allow the public access to the
information.

LB 528 requires NDE to create a website to include data and information about school district
finances. We will send out the Internet address once we learn the website address.

11.  Student Identification Cards. LB 528 requires that, beginning with the 2022-
2023 school year, all school districts require the telephone number for a national suicide prevention
hotline, a local suicide prevention hotline, or a crisis text line is printed on each new student
identification card issued to a student enrolled in a middle school grade or a high school grade.
LB 528 does not require schools to begin issuing student identification cards if the school does not
currently issue student identification cards. If a district issues student identification cards, then
that school should ensure that identification cards next year (2022-2023) comply with the new law.

12.  Financial Literacy. LB 452 requires that, beginning with the 2022-2023 school
year, each school district “in consultation with the State Department of Education, shall include
financial literacy instruction, as appropriate, in the instructional program of its elementary and
middle schools and require each student to complete at least one five-credit high school course in
personal finance or financial literacy prior to graduation.” In addition, on or before December 31,
2024, each school district must “provide an annual financial literacy status report to its school
board, including, but not limited to, student progress in financial literacy courses and other district
determined measures of financial literacy progress from the previous school year.” Since these
requirements are not effective until next school year (2022-2023), we will wait to update the
associated policies until next summer (2022).
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13.  Seizure Safe Schools Act. LB 639 generally requires certain training and planning
for students with seizures. Most schools already comply with LB 639. However, since LB 639 is
not effective until the 2022-2023 school year, we will wait to update the associated policies until
next summer (2022).

14. Property Tax Request Act. LB 644 generally imposes new requirements on
political subdivisions seeking to increase its property tax request by the allowable growth
percentage. Although LB 644 does not require any policy update, school districts will need to
become familiar with these new requirements over this summer. We will provide more
information on LB 644 in the coming weeks.

15. United States Supreme Court Case. Over the next month or two, the United
States Supreme Court is expected to release its opinion in Mahanoy Area School District v. B.L.
The Supreme Court’s opinion will likely address how off-campus, social media speech interacts
with the First Amendment. Depending on how the Court rules, we may need to update student
handbooks and extracurricular handbooks to reflect the high court’s ruling.

As always, please let us know if you have any questions or concerns.



Article 1 COMMUNITY RELATIONS Policy No. 1110

Community Relations

Bulletin Boards, Display Case, and Posted Material

School bulletin boards, display cases, and posting areas are for the purposes of conveying information
about school activities and programs to students, staff, and the visiting public as deemed appropriate
by the respective principals; however, building principals may use their discretion on posting or
displaying non-school related information which is not political or commercial in nature. No
information, poster or other display may be posted on any school bulletin board, display case or other
areas without the prior permission of the building principal. The building principal shall have the final
determination as to whether any posting is political and/or commercial in nature, and there shall be
no appeal process if the principal denies a request to post or display non-school related information.

Legal Reference: Neb. Rev. Stat. Sec. 79-526 Board Authority for Supervision and Control
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Article 1 COMMUNITY RELATIONS Policy No. 1110

Date of Adoption: [Insert Date]
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Article 1 COMMUNITY RELATIONS Policy No. 1200

Community Relations

Personnel - All Employees and Students

Anti-discrimination

A.

Elimination of Discrimination.

The policy of [Name] Public Schools is to not discriminate on the basis of sex, disability,
race (including skin color, hair texture and protective hairstyles), color, religion, veteran
status, national or ethnic origin, age, marital status, pregnancy, childbirth or related
medical condition, sexual orientation or gender identity, or other protected status, in
admission or access to, or treatment with regard to employment or with regard to its
programs and activities.

[Name] Public Schools and its staff shall comply with all state and federal laws
prohibiting discrimination. The Board of [Name] Public Schools intends to take any
necessary measures to assure compliance with such laws against any prohibited form of
discrimination and directs its staff to take all actions necessary to meet this objective.

The Superintendent shall be the Coordinator for anti-discrimination laws (including Title
VI, Title IX; the Americans with Disabilities Act of 1990 (ADA), and Section 504 of the
Rehabilitation Act of 1973 (Section 504)) and complaints or concerns involving
discrimination or compliance with those laws should be addressed to said Coordinator.

Preventing Harassment and Discrimination of Employees and Students.

1. Purpose: [Name] Public Schools is committed to offering employment and
educational opportunity to its employees and students based on ability and
performance in a climate free of discrimination. Accordingly, unlawful
discrimination or harassment of any kind by administrators, teachers, co-workers
or other persons is prohibited. In addition, [Name] Public Schools will try to
protect employees or students from reported discrimination or harassment by non-
employees or others in the work place and educational environment.

For purposes of this policy, discrimination or harassment based on a person's sex,
disability, race (including skin color, hair texture and protective hairstyles), color,
religion, veteran status, national or ethnic origin, age, marital status, pregnancy,
childbirth or related medical condition, sexual orientation or gender identity, or
other protected status, is prohibited. The following are general definitions of what
might constitute prohibited harassment.

a. In general, ethnic or racial slurs or other verbal or physical conduct relating to
a person's sex, disability, race (including skin color, hair texture and
protective hairstyles), color, religion, veteran status, national or ethnic origin,
age, marital status, pregnancy, childbirth or related medical condition, sexual
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Article 1

2.

COMMUNITY RELATIONS Policy No. 1200

orientation or gender identity, or other protected status, constitutes harassment
when they unreasonably interfere with the person's work performance or
create an intimidating work, instructional or educational environment.

Age harassment has been defined by federal regulations as a form of age
discrimination. It can consist of demeaning jokes, insults or intimidation
based on a person's age.

Sexual harassment has been defined by federal and state regulations as a form
of sex discrimination. It can consist of unwelcome sexual advances, requests
for sexual favors, or physical or verbal conduct of a sexual nature by
supervisors or others in the work place, classroom or educational
environment.

Sexual harassment may exist when:

(a) Supervisors or managers make submission to such conduct either an
explicit or implicit term and condition of employment (including hiring,
compensation, promotion, or retention);

(b) Submission to or rejection of such conduct is used by supervisors or
managers as a basis for employment related decisions such as promotion,
performance evaluation, pay adjustment, discipline, work assignment, etc.

(c) The conduct has the purpose or effect of unreasonably interfering with an
individual's work or educational performance or creating an intimidating,
hostile, or offensive working, class room or educational environment.

Sexual harassment may include explicit sexual propositions, sexual innuendo,
suggestive comments, sexually oriented "kidding" or "teasing", "practical
jokes", jokes about gender-specific traits, foul or obscene language or
gestures, displays of foul or obscene printed or visual material, and physical
contact, such as patting, pinching or brushing against another's body.

Procedures:

Employees or students should initially report all instances of
discrimination or harassment to their immediate supervisor or teacher.
However, if the employee or student is uncomfortable in presenting the
problem to the supervisor or teacher, or if the supervisor or teacher is the
problem, the employee or student is encouraged to go to the next level of
supervision.

If the report is not satisfactorily resolved within ten calendar days, or if the

discrimination or harassment continues, please report your complaint to
the Superintendent of [Name] Public Schools.
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Legal Reference:

Date of Adoption:

COMMUNITY RELATIONS Policy No. 1200

If a satisfactory arrangement cannot be obtained through the
Superintendent, the complaint may be processed to the Board of
Education.

The person to whom the complaint is made is to thoroughly investigate the
complaint and work with the person filing the complaint to seek an
appropriate resolution so the discrimination or harassment can be
remedied and put to an end.

Complaints of discrimination or harassment will be treated with the utmost
confidence, consistent with resolution of the problem.

Based on the results of the investigation, appropriate corrective action, up
to and including discharge of offending employees, etc., may be taken.

Under no circumstances will a supervisor or a teacher or the Board
threaten or retaliate against a person for alleging discrimination or
harassment.

Title VI, 42 U.S.C. Sec. 2000d, Title VII, 42 U.S.C. Sec. 2000e, Title IX;
20 U.S.C. Sec. 1681, and the Nebraska Fair Employment Practices Act,
Neb. Rev. Stat. Sec. 48-1101 et seq.

Age Discrimination in Employment Act (ADEA), the Older Workers
Benefit Protection Act (OWBPA), 29 U.S.C. Sec. 621 et seq., and the
Nebraska Age Discrimination in Employment Act, Neb. Rev. Stat. Sec.
48-1001 et seq.;

Americans with Disabilities Act (ADA), 42 U.S.C. Sec. 12101 et seq.
Section 504 of the Rehabilitation Act of 1973 (Section 504)

Pregnancy Discrimination Act, 42 U.S.C. Sec. 2000e(k)

Uniform Service Employment and Reemployment Rights Act (USERRA),
38 U.S.C. Sec. 4301 et seq.

Neb. Rev. Stat. Sec. 79-2,115, et seq

[Insert Date]
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Article 3 BUSINESS OPERATIONS Policy No. 3132

Business Operations

Internal Controls

The District will develop and maintain internal control procedures as required by law and in
accordance with sound fiscal monitoring practices that will ensure appropriate oversight of state
and federal funds. The following internal control procedures will be utilized for all federal grants:

Management requirements: The District will manage equipment (including replacement
equipment), whether acquired in whole or in part under a federal award, until the District disposes
of such equipment. The District will, as a minimum, meet the following requirements:

1) Maintain property records of the equipment (including equipment description, serial
number or other identification number, source of funding, acquisition date, and the
like);

2) Maintain a physical inventory procedure, with an inventory occurring at a minimum of
every two years;

3) Implement a Control System procedure;

4) Continue to develop and implement adequate maintenance procedures for the
equipment;

5) Continue to develop and implement sales procedures for the equipment; and

6) Continue to develop and implement disposition procedure for the equipment.

Legal Reference: 2 C.F.R. §§ 200.313 & 200.33.

Procurement: The District will use its own documented procurement procedures which reflect
applicable State, local, and tribal laws and regulations, provided that the procurements conform to
applicable Federal law and the requirement standards imposed by law, including:

1) A procedure for micro-purchases (Under $10,000);
2) A procedure for small purchases (between $10,000 to $250,000);
3) A procedure for sealed bids;
4) A procedure for competitive proposals; and
5) A procedure for noncompetitive bids.
Legal Reference: 2 C.F.R. §§ 200.317 through 200.326.
Cross-Reference: Policies 3130 & 3131.

Record Retention: Financial records, supporting documents, statistical records, and all other
related records pertinent to a federal award will be retained for a period of three years from the
date of submission of the final expenditure report or, for Federal awards that are renewed quarterly
or annually, from the date of the submission of the quarterly or annual financial report,
respectively, as reported to the federal awarding agency or pass-through entity in the case of a sub-
recipient.

For all other records, the District will retain such records for the length of time as required by law.
Legal Reference: 2 C.F.R. § 200.333.
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Article 3 BUSINESS OPERATIONS Policy No. 3132

Suspension and Debarment: The District will not contract with any entity or individual who has
been debarred, suspended, or otherwise excluded from or ineligible for participation in federal
assistance programs or activities. Before entering into a contract regarding a federal award, the
District will verify that a vendor has not been debarred, suspended or otherwise excluded, and the
District will maintain a copy of said verification.

Legal Reference: 2 C.F.R. § 200.213.

Financial Management: The District will maintain financial management systems to account for
the federal funds, including records documenting compliance with federal statutes, regulations,
and the terms and conditions of the federal award. These records will be sufficient to permit the
District to prepare reports required by general and program-specific terms and conditions; and the
tracing of funds to a level of expenditures adequate to establish that such funds have been used
according to the Federal statutes, regulations, and the terms and conditions of the Federal award.
The financial management system will provide for the following:

1) Identifying all of the federal awards received and expended and the federal programs
under which they were received;
2) Ensuring that accurate, current, and complete disclosure of the financial results of each

federal award or program are maintained in accordance with reporting requirements;
3) Identifying adequately the source and application of funds for federally-funded

activities;

4) Ensuring effective controls over and accountability for all funds, property, and other
assets;

5) Comparing actual expenditures with budget amounts for each federal award,

6) Ensuring payments of federal funds are made in accordance with applicable law,
including 2 CFR § 200.305; and

7) Determining the allowability of costs in accordance with applicable law and the

conditions of the federal award.
Legal Reference: 2 C.F.R. § 200.302.

Program Income: The District will consult with the federal awarding agency and refer to the
applicable law and federal program terms and conditions to determine how to account for, deduct
and otherwise handle income from federal programs.

Legal Reference: 2 C.F.R. § 200.307.

Cost Sharing or Matching: For all federal awards, any shared costs or matching funds and all
contributions, including cash and third party in-kind contributions, must be accepted as part of the
District's cost sharing or matching, when such contributions meet all of the following criteria:

1) Are verifiable from the District's records;

2) Are not included as contributions for any other Federal award,;

3) Are necessary and reasonable for accomplishment of project or program objectives;
4) Are allowable under the applicable Cost Principles requirements;

5) Are not paid by the Federal Government under another Federal award, except where

the federal statute authorizing a program specifically provides that Federal funds made
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Article 3 BUSINESS OPERATIONS Policy No. 3132

available for such program can be applied to matching or cost sharing requirements of
other Federal programs;
6) Are provided for in the approved budget when required by the federal awarding agency;
and
7) Conform to other provisions of the law or terms and conditions of the federal award,
as applicable.
Legal Reference: 2 C.F.R. § 200.306.

Compensation: Compensation for personal services includes all remuneration for services of
employees rendered during the period of performance under the federal award, including, but not
limited to wages, salaries, and fringe benefits. Costs of compensation may be allowable under
federal law and the federal grant to the extent that they satisfy the following requirements:

1) Is reasonable for the services rendered; and
2) Conforms to the established written expectations of the District, as applied consistently
to both Federal and non-Federal activities.

If the District intends to charge compensation to federal awards, such charges will be based on
records that accurately reflect the work performed, and will:

1) Be supported by a system of internal control which provides reasonable assurance that
the charges are accurate, allowable, and properly allocated;

2) Be incorporated into the official records of the District;

3) Reasonably reflect the total activity for which the employee is compensated by the
District, not exceeding 100% of compensated activities;

4) Encompass both federally-assisted and all other activities compensated by the District
on an integrated basis, but may include the use of subsidiary records as defined in the
District’s written procedures;

5) Comply with the established accounting policies and practices of the District; and

6) Differentiate and account for the distribution of the employee's salary or wages among
specific activities or cost objectives if the employee works on more than one Federal
award; a Federal award and non-Federal award; an indirect cost activity and a direct
cost activity; two or more indirect activities which are allocated using different
allocation bases; or an unallowable activity and a direct or indirect cost activity.

Budget estimates will generally not be used to support charges to Federal awards but may be used
for interim accounting purposes.
Legal Reference: 2 C.F.R. §§ 200.430 & 200.431.

Unexpected or Extraordinary Circumstances: For all federal awards, if the District does not
currently have in place a sufficient policy that addresses extraordinary circumstances, such as those
caused by COVID-19, the District may amend or create a policy at a later date in order to put
emergency contingencies in place for federal and non-federal similarly situated employees. If the
conditions exist for charges to be made to the federal grant, then charges may also be made to any
non-federal sources that are used by the District in order to meet a matching requirement. The
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District will take other steps to comply with federal award requirements in the event of unexpected
or extraordinary circumstances.
Legal Reference: 2 C.F.R. §§ 200, et seq.

Date of Adoption: [Insert Date]
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Article 4 EMPLOYEES Policy No. 4003

Personnel - All Emplovyees (& Students)

Anti-discrimination, Anti-harassment, and Anti-retaliation

A. Elimination of Discrimination.

The [Name] Public Schools hereby gives this statement of compliance and intends to comply
with all state and federal laws prohibiting discrimination. This school district intends to take any
necessary measures to assure compliance with such laws against any prohibited form of
discrimination.

The [Name] Public Schools does not discriminate on the basis of sex, disability, race (including
skin color, hair texture and protective hairstyles), color, religion, veteran status, national or
ethnic origin, age, marital status, pregnancy, childbirth or related medical condition, sexual
orientation or gender identity, or other protected status in its programs and activities and provides
equal access to the Boy Scouts and other designated youth groups. Reasonable accommodations
will be provided to employees with disabilities and to those who are pregnant, have given birth,
or have a related medical condition, as required by law. The following persons have been
designated to handle inquiries regarding the non-discrimination policies:

Students: [Name of Director], Director of Student Services [or other title], [Street Address],
[City], NE [Zip Code] () - ([Email Address]).

Employees and Others: [Name of Director], Human Resources Director [or other title],
[Street Address], [City], NE [Zip Code] () - ([Email Address]).

Complaints or concerns involving discrimination or needs for accommodation or access should
be addressed to the appropriate Coordinator. For further information about anti-discrimination
laws and regulations, or to file a complaint of discrimination with the Office of Civil Rights in
the U.S. Department of Education (OCR), please contact the OCR at One Petticoat Lane, 1010
Walnut Street, 3" Floor, Suite 320, Kansas City, Missouri 64106, (816) 268-0550 (voice), Fax
(816) 268-0599, (800) 877-8339 (telecommunications device for the deaf), or
ocr.kansascity@ed.gov.

B. Prohibited Harassment, Discrimination, and Retaliation of Emplovees, Students and
Others.

1. Purpose:
The [Name] Public Schools is committed to offering employment and educational

opportunities to its employees and students in a climate free of discrimination.
Accordingly, unlawful discrimination, harassment or retaliation of any kind by District
employees, including, co-workers, non-employees (such as volunteers), third parties, and
others is strictly prohibited and will not be tolerated.

Harassment is a form of discrimination and includes verbal, non-verbal, written, graphic,
or physical conduct relating to a person's sex, disability, race (including skin color, hair
texture and protective hairstyles), color, religion, veteran status, national or ethnic origin,
age, marital status, pregnancy, childbirth or related medical condition, sexual orientation
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or gender identity, or other protected status, that is sufficiently serious to deny, interfere
with, or limit a person's ability to participate in or benefit from an educational or work
program or activity, including, but not limited to:

a. Conduct that is sufficiently severe or pervasive to create an intimidating,
hostile, or abusive educational or work environment, or
b. Requiring an individual to endure the offensive conduct as a condition of

continued employment or educational programs or activities, including the
receipt of aids, benefits, and services.

Educational programs and activities include all academic, educational, extracurricular,
athletic, and other programs of the school, whether those programs take place in a
school's facilities, on a school bus, at a class or training program sponsored by the school
at another location, or elsewhere.

Discriminatory harassment because of a person's sex, disability, race (including skin
color, hair texture and protective hairstyles), color, religion, veteran status, national or
ethnic origin, age, marital status, pregnancy, childbirth or related medical condition,
sexual orientation or gender identity, or other protected status, may include, but is not

limited to:
a. Name-calling,
b. Teasing or taunting,
C. Insults, slurs, or derogatory names or remarks,
d. Demeaning jokes,
e. Inappropriate gestures,
f. Graffiti or inappropriate written or electronic material,
g. Visual displays, such as cartoons, posters, or electronic images,
h. Threats or intimidating or hostile conduct,
1. Physical acts of aggression, assault, or violence, or
] Criminal offenses

The following examples are additional or more specific examples of conduct that may
constitute sexual harassment:

a. Unwelcome sexual advances or propositions,

b. Requests or pressure for sexual favors,

C. Comments about an individual’s body, sexual activity, or sexual
attractiveness,

d. Physical contact or touching of a sexual nature, including touching

intimate body parts and inappropriate patting, pinching, rubbing, or
brushing against another's body,

e. Physical sexual acts of aggression, assault, or violence, including criminal
offenses (such as rape, sexual assault or battery, and sexually motivated
stalking), against a person’s will or where a person is incapable of giving
consent due to the victim’s age, intellectual disability, or use of drugs or
alcohol,

f. Requiring sexual favors or contact in exchange for aids, benefits, or
services, such as grades, awards, privileges, promotions, etc., or
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Article 4 EMPLOYEES Policy No. 4003

g. Gender-based harassment; acts of verbal, nonverbal, written, graphic, or
physical conduct based on sex or sex-stereotyping, but not involving
conduct of a sexual nature.

If the District knows or reasonably should know about possible harassment, including
violence, the District will conduct a prompt, adequate, reliable, thorough, and impartial
investigation to determine whether unlawful harassment occurred (see section entitled
“Grievance Procedures,” below), and take appropriate interim measures, if necessary. If
the District determines that unlawful harassment occurred, the District will take prompt
and effective action to eliminate the harassment, prevent its recurrence, and remedy its
effects, if appropriate. If harassment or violence that occurs off school property creates a
hostile environment at school, the District will follow this policy and grievance
procedure, within the scope of its authority.

All District employees are expected to take prompt and appropriate actions to report and
prevent discrimination, harassment, and retaliation by others. Employees who witness or
become aware of possible discrimination, including harassment and retaliation, must
immediately report the conduct to his or her supervisor or the compliance coordinator
designated to handle complaints of discrimination (designated compliance coordinator).

2. Anti-retaliation:

The District prohibits retaliation, intimidation, threats, coercion, or discrimination against
any person for opposing discrimination, including harassment, or for participating in the
District's discrimination complaint process or making a complaint, testifying, assisting, or
participating in any manner, in an investigation, proceeding, or hearing. Retaliation is a
form of discrimination.

The District will take immediate steps to stop retaliation and prevent its recurrence
against the alleged victim and any person associated with the alleged victim. These steps
will include, but are not limited to, notifying students, employees, and others, that they
are protected from retaliation, ensuring that they know how to report future complaints,
and initiating follow-up contact with the complainant to determine if any additional acts
of discrimination, harassment, or retaliation have occurred. If retaliation occurs, the
District will take prompt and strong responsive action, including possible discipline,
including expulsion or termination, if applicable.

3. Grievance (or Complaint) Procedures:

Employees or students should initially report all instances of discrimination, harassment
or retaliation to their immediate supervisor or teacher or to the compliance coordinator
designated to handle complaints of discrimination. If the employee or student is
uncomfortable in presenting the problem to the supervisor or teacher, or if the supervisor
or teacher is the problem, the employee or student may report the alleged discrimination,
harassment or retaliation to the designated coordinator, or in the case of students, to
another staff person (such as a counselor or principal).
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Other individuals may report alleged discrimination to the designated coordinator. If the
designated coordinator is the person alleged to have committed the discriminatory act,
then the complaint should be submitted to the Superintendent for assignment. A
discrimination complaint form is attached to this grievance procedure and is available in
the office of each District building, on the District's website, and from the designated
coordinators.

Under no circumstances will a person filing a complaint or grievance involving
discrimination be retaliated against for filing the complaint or grievance.

i Level 1 (Investigation and Findings):

Once the District receives a grievance, complaint or report alleging discrimination,
harassment, or retaliation, or becomes aware of possible discriminatory conduct, the
District will conduct a prompt, adequate, reliable, thorough, and impartial investigation to
determine whether unlawful harassment occurred. If necessary, the District will take
immediate, interim action or measures to protect the alleged victim and prevent further
potential discrimination, harassment, or retaliation during the pending investigation. The
alleged victim will be notified of his or her options to avoid contact with the alleged
harasser, such as changing a class or prohibiting the alleged harasser from having any
contact with the alleged victim pending the result of the District’s investigation. The
District will minimize any burden on the alleged victim when taking interim measures to
protect the alleged victim.

The District will promptly investigate all complaints of discrimination, even if an outside
entity or law enforcement agency is investigating a complaint involving the same facts
and allegations. The District will not wait for the conclusion or outcome of a criminal
investigation or proceeding to begin an investigation required by this grievance
procedure. If the allegation(s) involve possible criminal conduct, the District will notify
the complainant of his or her right to file a criminal complaint, and District employees
will not dissuade the complainant from filing a criminal complaint either during or after
the District’s investigation.

The District will aim to complete its investigation within ten (10) working days after
receiving a complaint or report, unless extenuating circumstances exist. Extenuating
circumstances may include the unavailability of witnesses due to illness or incapacitation,
or additional time needed because of the complexity of the investigation, the need for
outside experts to evaluate the evidence (such as forensic evidence), or multiple
complainants or victims. If extenuating circumstances exist, the extended timeframe to
complete the investigation will not exceed ten (10) additional working days without
the consent of the complainant, unless the alleged victim agrees to a longer timeline.
Periodic status updates will be given to the parties, when appropriate.

The District’s investigation will include, but is not limited to:

a. Providing the parties with the opportunity to present witnesses and provide
evidence.
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b. An evaluation of all relevant information and documentation relating to
the alleged discriminatory conduct.
c. For allegations involving harassment, some of the factors the District will

consider include: 1) the nature of the conduct and whether the conduct
was unwelcome, 2) the surrounding circumstances, expectations, and
relationships, 3) the degree to which the conduct affected one or more
students' education, 4) the type, frequency, and duration of the conduct, 5)
the identity of and relationship between the alleged harasser and the
suspect or suspects of the harassment, 6) the number of individuals
involved, 7) the age (and sex, if applicable) of the alleged harasser and the
alleged victim(s) of the harassment, 8) the location of the incidents and the
context in which they occurred, 9) the totality of the circumstances, and
10) other relevant evidence.

d. A review of the evidence using a “preponderance of the evidence”
standard (based on the evidence, is it more likely than not that
discrimination, harassment, or retaliation occurred?)

The designated compliance coordinator (or designated investigator) will complete an
investigative report, which will include:

a. A summary of the facts,

b. Findings regarding whether discrimination, harassment or other
inappropriate conduct occurred, and

c. If a finding is made that discrimination, harassment or other inappropriate

conduct occurred, the recommended remedy or remedies necessary to
eliminate such discrimination, harassment or other inappropriate conduct.

If someone other than the designated compliance coordinator conducted the investigation,
the compliance coordinator will review, approve, and sign the investigative report. The
District will ensure that prompt, appropriate, and effective remedies are provided if a
finding of discrimination, harassment, or retaliation is made. The District will maintain
relevant documentation obtained during the investigation and documentation supportive
of the findings and any subsequent determinations, including the investigative report,
witness statements, interview summaries, and any transcripts or audio recordings,
pertaining to the investigative and appeal proceedings.

The District will send concurrently to the parties written notification of the decision
(findings and any remedy) regarding the complaint within one (1) working day after the
investigation is completed. The Family Educational Rights and Privacy Act (FERPA), 20
U.S.C. Sec. 11232g; 34 C.F.R. Part 99, permits the District to disclose relevant
information to a student who was discriminated against or harassed.

ii. Level 2 (Appeal to the Superintendent):

If a party is not satisfied with the findings or remedies (or both) set forth in the decision,
he or she may file an appeal in writing with the Superintendent within five (5) working
days after receiving the decision. The Superintendent will review the appeal and the
investigative documentation and decision, conduct additional investigation, if necessary,
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and issue a written determination about the appeal within ten (10) working days after
receiving the appeal. The party who filed the appeal will be sent the Superintendent’s
determination at the time it is issued, and a copy will be sent to the designated
compliance coordinator. [If the Superintendent is the subject of the complaint, the party
will file the appeal directly with the Board.]

iii. Level 3 (Appeal to the Board):

If the party is not satisfied with the Superintendent’s determination, he or she may file an
appeal in writing with the Board of Education within five (5) working days after
receiving the Superintendent’s determination. The Board of Education will review the
appeal, the Superintendent’s determination, the investigative documentation and decision,
and allow the party to address the Board at a Board meeting to present his or her appeal.
The party will be allowed to address the Board at the Board’s next regularly scheduled
Board meeting (unless the Board receives the appeal within one week of the next
regularly scheduled Board meeting) or at a time and date agreed to by the Board,
designated compliance officer and the party. The Board will issue a written
determination about the appeal within thirty (30) days after the party addresses the
Board. The party who filed the appeal will be sent the Board’s determination at the time
it is issued, and a copy will be sent to the designated compliance coordinator. The
Board’s determination, and any actions taken, will be final on behalf of the District.

4. Confidentiality:

The identity of the complainant will be kept confidential to the extent permitted by state
and federal law. The District will notify the complainant of the anti-retaliation provisions
of applicable laws and that the District will take steps to prevent retaliation and will take
prompt and strong responsive actions if retaliation occurs.

If a complainant requests confidentiality or asks that the complaint not be pursued, the
District will take all reasonable steps to investigate and respond to the complaint
consistent with the request for confidentiality or the request not to pursue an
investigation, as long as doing so does not prevent the District from responding
effectively to the harassment and preventing harassment of other students. If a
complainant insists that his or her name or other identifiable information not be disclosed
to the alleged perpetrator, the District will inform the complainant that its ability to
respond may be limited. Even if the District cannot take disciplinary action against the
alleged harasser, the District will pursue other steps to limit the effects of the alleged
harassment and prevent its recurrence, if warranted.

5. Training:

The District will ensure that relevant District employees are adequately trained so they
understand and know how to identify acts of discrimination, harassment, and retaliation,
and how to report it to appropriate District officials or employees.

In addition, the District shall ensure that employees designated to address or investigate

discrimination, harassment, and retaliation, including designated compliance
coordinators, receive training to promptly and effectively investigate and respond to
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complaints and reports of discrimination, and to know the District's grievance procedures
and the applicable confidentiality requirements.

6. Designated Compliance Coordinators:
Designated compliance coordinators will be responsible for:
a. Coordinating efforts to comply with anti-discrimination, anti-harassment,
and anti-retaliation laws and regulations.
b. Coordinating and implementing training for students and employees

pertaining to anti-discrimination, anti-harassment and anti-retaliation laws
and regulations, including the training areas listed above.

c. Investigating complaints of discrimination (unless the coordinator
designates other trained individuals to investigate).
d. Monitoring substantiated complaints or reports of discrimination, as

needed (and with the assistance of other District employees, if necessary),
to ensure discrimination or harassment does not recur, and that retaliation
conduct does not occur or recur.

e. Overseeing discrimination complaints, including identifying and
addressing any patterns or systemic problems, and reporting such patterns
or systemic problems to the Superintendent and the Board of Education.

f. Communicating regularly with the District's law enforcement unit
investigating cases and providing current information to them pertaining
to anti-discrimination, anti-harassment, and anti-retaliation standards and
compliance requirements.

g. Reviewing all evidence in harassment or violence cases brought before the
District's disciplinary committee or administrator to determine whether the
complainants are entitled to a remedy under anti-discrimination laws and
regulations that was not available in the disciplinary process.

h. Ensuring that investigations address whether other students or employees
may have been subjected to discrimination, including harassment and
retaliation.

1. Determining whether District employees with knowledge of allegations of

discrimination, including harassment and retaliation, failed to carry out
their duties in reporting the allegations to the designated compliance
coordinator and responding to the allegations.

] Recommending changes to this policy and grievance procedure.
k. Performing other duties as assigned.
7. Preventive Measures:

The District will publish and widely distribute on an ongoing basis a notice of
nondiscrimination (notice) in electronic and printed formats, including prominently
displaying the notice on the District's website and posting the notice at each building in
the District. The District also will designate an employee to coordinate compliance with
anti-discrimination laws (see Designated Compliance Coordinator section, above, for
further information on compliance coordinator), and widely publish and disseminate this
grievance procedure, including prominently posting it on the District’s website, at each
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building in the District, reprinting it in District publications, such as handbooks, and
sending it electronically to members of the school community.

The District also may distribute specific harassment and violence materials (such as
sexual violence), including a summary of the District’s anti-discrimination, anti-
harassment, and anti-retaliation policy and grievance procedure, and a list of victim
resources, during events such as school assemblies and back to school nights, if recent
incidents or allegations warrant additional education to the school community.

Legal Reference:

Date of Adoption:

Title VI, 42 U.S.C. Sec. 2000d, Title VII, 42 U.S.C. Sec. 2000e, Title IX;
20 U.S.C. Sec. 1681, and the Nebraska Fair Employment Practices Act,
Neb. Rev. Stat. Sec. 48-1101 et seq.

Age Discrimination in Employment Act (ADEA), the Older Workers
Benefit Protection Act (OWBPA), 29 U.S.C. Sec. 621 et seq., and the
Nebraska Age Discrimination in Employment Act, Neb. Rev. Stat. Sec.
48-1001 et seq.;

Americans with Disabilities Act (ADA), 42 U.S.C. Sec. 12101 et seq.
Section 504 of the Rehabilitation Act of 1973 (Section 504)

Pregnancy Discrimination Act, 42 U.S.C. Sec. 2000e(k)

Uniform Service Employment and Reemployment Rights Act (USERRA),
38 U.S.C. Sec. 4301 et seq.

Neb. Rev. Stat. Sec. 79-2,115, et seq

[Insert Date]
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Notice of Nondiscrimination

The [Name] Public School District does not discriminate on the basis of sex, disability, race
(including skin color, hair texture and protective hairstyles), color, religion, veteran status,
national or ethnic origin, age, marital status, pregnancy, childbirth or related medical condition,
sexual orientation or gender identity, or other protected status in its programs and activities and
provides equal access to the Boy Scouts and other designated youth groups. The following
persons have been designated to handle inquiries regarding the non-discrimination policies:

Students: [Name of Director], Director of Student Services [or other title], [Street Address],
[City], NE [Zip Code] () - ([Email Address]).

Employees and Others: [Name of Director], Human Resources Director [or other title],
[Street Address], [City], NE [Zip Code] () - ([Email Address]).

Complaints or concerns involving discrimination or needs for accommodation or access should
be addressed to the appropriate Coordinator. For further information about anti-discrimination
laws and regulations, or to file a complaint of discrimination with the OCR at One Petticoat
Lane, 1010 Walnut Street, 3rd Floor, Suite 320, Kansas City, Missouri 64106, (816) 268-0550
(voice), Fax (816) 268-0599, (800) 877-8339 (telecommunications device for the deaf), or
ocr.kansascity@ed.gov.
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Complaint Form
Discrimination, Harassment or Retaliation

The [Name] Public School District does not discriminate on the basis of sex, disability, race (including skin
color, hair texture and protective hairstyles), color, religion, veteran status, national or ethnic origin, age,
marital status, pregnancy, childbirth or related medical condition, sexual orientation or gender identity,
or other protected status, in its programs and activities and provides equal access to the Boy Scouts and
other designated youth groups. This complaint form is to be used when a person has a complaint related to
discrimination, harassment or retaliation on such bases in regard to employment or the programs and
activities of the school district.

Refer to Board Policy 4003 and/or 5401 for the particulars of the complaint and grievance process. You may
attach additional materials to this form if needed.

The applicable coordinator may be contacted if you have questions about filling out this complaint form:
Students: [Name of Director], Director of Student Services [or other title], [Street Address], [City], NE
[ZipCode] () - ([Email Address]).

Employees and Others: [Name of Director], Human Resources Director [or other title], [Street Address],
[City], NE [Zip Code] () - ([Email Address]).

Name: Date:

(1) Description of the complaint:

(2) Names of any witnesses to the matter being complained about:

3) Identify and attach any document supporting the complaint:

(4) Confidentiality: I do__ do not give consent to my identity being shared with the person(s)
against whom I am complaining. If I do not give consent, I understand that the investigation may be
hindered, but that the District will nonetheless investigate and take prompt and effective action to
remediate the concerns I have raised, if appropriate.

%) Relief requested (what I want done in response to this complaint):

The undersigned states: The facts in this complaint are true to the best of my knowledge, information and
belief. I give permission for an investigation to be made into this complaint. I understand that the District
will take steps to prevent me being retaliated against for filing this complaint, that I am to notify the District
if any such retaliation occurs, and that the District will take prompt and strong responsive action if retaliation
occurs.

Signature:
Received by: Date:
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Certification of Health Care Provider for U.S. Department of Labor =WH
-y

Employee’s Serious Health Condition Wage and Hour Division

under the Family and Medical Leave Act WAGE AND HOUR DIVISION
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003
RETURN TO THE PATIENT. Expires: 6/30/2023

The Family and Medical Leave Act (FMLA) provides that an employer may require an employee seeking FMLA protections
because of a need for leave due to a serious health condition to submit a medical certification issued by the employee’s
health care provider. 29 U.S.C. §§ 2613, 2614(c)(3); 29 C.F.R. § 825.305. The employer must give the employee at least
15 calendar days to provide the certification. If the employee fails to provide complete and sufficient medical certification,
his or her FMLA leave request may be denied. 29 C.F.R. § 825.313. Information about the FMLA may be found on the

WHD website at www.dol.gov/agencies/whd/fmla.

SECTION I - EMPLOYER

Either the employee or the employer may complete Section I. While use of this form is optional, this form asks the health
care provider for the information necessary for a complete and sufficient medical certification, which is set out at 29 C.F.R.
§ 825.306. You may not ask the employee to provide more information than allowed under the FMLA regulations,
29 C.F.R. §§ 825.306-825.308. Additionally, you may net request a certification for FMLA leave to bond with a healthy
newborn child or a child placed for adoption or foster care.

Employers must generally maintain records and documents relating to medical information, medical certifications,
recertifications, or medical histories of employees created for FMLA purposes as confidential medical records in separate
files/records from the usual personnel files and in accordance with 29 C.F.R. § 1630.14(c)(1), if the Americans with
Disabilities Act applies, and in accordance with 29 C.F.R. § 1635.9, if the Genetic Information Nondiscrimination Act
applies.

(1) Employee name:

First Middle Last

(2) Employer name: Date: (mm/dd/yyyy)
(List date certification requested)

(3) The medical certification must be returned by (mm/dd/yyyy)
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.)

(4) Employee’s job title: Job description (Cdis / [ is not) attached.
Employee’s regular work schedule:

Statement of the employee’s essential job functions:

(The essential functions of the employee's position are determined with reference to the position the employee held at the time the employee
notified the employer of the need for leave or the leave started, whichever is earlier.)

SECTION II - HEALTH CARE PROVIDER

Please provide your contact information, complete all relevant parts of this Section, and sign the form. Your patient has
requested leave under the FMLA. The FMLA allows an employer to require that the employee submit a timely, complete,
and sufficient medical certification to support a request for FMLA leave due to the serious health condition of the employee.
For FMLA purposes, a “serious health condition” means an illness, injury, impairment, or physical or mental condition that
involves inpatient care or continuing treatment by a health care provider. For more information about the definitions of a
serious health condition under the FMLA, see the chart on page 4.

You may, but are not required to, provide other appropriate medical facts including symptoms, diagnosis, or any regimen
of continuing treatment such as the use of specialized equipment. Please note that some state or local laws may not allow
disclosure of private medical information about the patient’s serious health condition, such as providing the diagnosis and/or
course of treatment.
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Employee Name:

Health Care Provider’s name: (Print)

Health Care Provider’s business address:

Type of practice / Medical specialty:

Telephone: (__) Fax: () E-mail:

PART A: Medical Information

Limit your response to the medical condition(s) for which the employee is seeking FMLA leave. Your answers should be
your best estimate based upon your medical knowledge, experience, and examination of the patient. After completing
Part A, complete Part B to provide information about the amount of leave needed. Note: For FMLA purposes,
“incapacity” means the inability to work, attend school, or perform regular daily activities due to the condition, treatment
of the condition, or recovery from the condition. Do not provide information about genetic tests, as defined in 29 C.F.R. §
1635.3(f), genetic services, as defined in 29 C.F.R. § 1635.3(e), or the manifestation of disease or disorder in the employee’s
family members, 29 C.F.R. § 1635.3(b).

(1) State the approximate date the condition started or will start: (mm/dd/yyyy)

(2) Provide your best estimate of how long the condition lasted or will last:

(3) Check the box(es) for the questions below, as applicable. For all box(es) checked, the amount of leave needed must be
provided in Part B.

O Inpatient Care: The patient (O has been / O is expected to be) admitted for an overnight stay in a hospital,
hospice, or residential medical care facility on the following date(s):

O Incapacity plus Treatment: (e.g. outpatient surgery, strep throat)
Due to the condition, the patient (O has been / O is expected to be) incapacitated for more than three

consecutive, full calendar days from (mm/dd/yyyy) 10 (mm/dd/yyyy).

The patient (O was / O will be) seen on the following date(s):

The condition (I has / [ has not) also resulted in a course of continuing treatment under the supervision of a
health care provider (e.g. prescription medication (other than over-the-counter) or therapy requiring special equipment)

O Pregnancy: The condition is pregnancy. List the expected delivery date: (mm/dd/yyyy).

O Chronic Conditions: (e.g. asthma, migraine headaches) Due to the condition, it is medically necessary for the patient
to have treatment visits at least twice per year.

O Permanent or Long Term Conditions: (e.g. Alzheimer’s, terminal stages of cancer) Due to the condition, incapacity
is permanent or long term and requires the continuing supervision of a health care provider (even if active
treatment is not being provided).

O Conditions requiring Multiple Treatments: (e.g. chemotherapy treatments, restorative surgery) Due to the condition,
it is medically necessary for the patient to receive multiple treatments.

[0 None of the above: If none of the above condition(s) were checked, (i.e., inpatient care, pregnancy)
no additional information is needed. Go to page 4 to sign and date the form.
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Employee Name:

(4) Ifneeded, briefly describe other appropriate medical facts related to the condition(s) for which the employee seeks
FMLA leave. (e.g., use of nebulizer, dialysis)

PART B: Amount of Leave Needed

For the medical condition(s) checked in Part A, complete all that apply. Several questions seek a response as to the frequency
or duration of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge,
experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate”
may not be sufficient to determine FMLA coverage.

(5) Due to the condition, the patient (O had / OO will have) planned medical treatment(s) (scheduled medical visits)
(e.g. psychotherapy, prenatal appointments) on the following date(s):

(6) Due to the condition, the patient (OO was / O will be) referred to other health care provider(s) for evaluation or
treatment(s).

State the nature of such treatments: (e.g. cardiologist, physical therapy)

Provide your best estimate of the beginning date (mm/dd/yyyy) and end date
(mm/dd/yyyy) for the treatment(s).

Provide your best estimate of the duration of the treatment(s), including any period(s) of recovery (e.g. 3 days/week)

(7)  Due to the condition, it is medically necessary for the employee to work a reduced schedule.

Provide your best estimate of the reduced schedule the employee is able to work. From

(mm/dd/yyyy) tO (mm/dd/yyyy) the employee is able to work: (e.g., 5 hours/day, up to 25 hours a week)

(8) Due to the condition, the patient (O was / OO will be) incapacitated for a continuous period of time, including any
time for treatment(s) and/or recovery.

Provide your best estimate of the beginning date (mm/dd/yyyy) and end date
(mm/dd/yyyy) for the period of incapacity.

(9) Due to the condition, it (O was / O is / O will be) medically necessary for the employee to be absent from work on
an intermittent basis (periodically), including for any episodes of incapacity i.e., episodic flare-ups. Provide your
best estimate of how often (frequency) and how long (duration) the episodes of incapacity will likely last.

Over the next 6 months, episodes of incapacity are estimated to occur times per

(O day / O week / O month) and are likely to last approximately ( O hours / B days) per episode.
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Employee Name:

PART C: Essential Job Functions

If provided, the information in Section I question #4 may be used to answer this question. If the employer fails to provide a
statement of the employee’s essential functions or a job description, answer these questions based upon the employee’s own
description of the essential job functions. An employee who must be absent from work to receive medical treatment(s), such
as scheduled medical visits, for a serious health condition is considered to be not able to perform the essential job functions
of the position during the absence for treatment(s).

(10) Due to the condition, the employee (0 was not able / O is not able / O will not be able) to perform one or more
of the essential job function(s). Identify at least one essential job function the employee is not able to perform:

Signature of
Health Care Provider Date (mm/dd/yyyy)

Definitions of a Serious Health Condition (See 29 C.F.R. §§ 825.113-.115)

Inpatient Care

e An overnight stay in a hospital, hospice, or residential medical care facility.
e Inpatient care includes any period of incapacity or any subsequent treatment in connection with the overnight stay.

Continuing Treatment by a Health Care Provider (any one or more of the following)

Incapacity Plus Treatment: A period of incapacity of more than three consecutive, full calendar days, and any subsequent treatment
or period of incapacity relating to the same condition, that also involves either:

o Two or more in-person visits to a health care provider for treatment within 30 days of the first day of incapacity unless
extenuating circumstances exist. The first visit must be within seven days of the first day of incapacity; or,

O At least one in-person visit to a health care provider for treatment within seven days of the first day of incapacity, which
results in a regimen of continuing treatment under the supervision of the health care provider. For example, the health
provider might prescribe a course of prescription medication or therapy requiring special equipment.

Pregnancy: Any period of incapacity due to pregnancy or for prenatal care.

Chronic Conditions: Any period of incapacity due to or treatment for a chronic serious health condition, such as diabetes, asthma,
migraine headaches. A chronic serious health condition is one which requires visits to a health care provider (or nurse supervised by
the provider) at least twice a year and recurs over an extended period of time. A chronic condition may cause episodic rather than a
continuing period of incapacity.

Permanent or Long-term Conditions: A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective, but which requires the continuing supervision of a health care provider, such as Alzheimer’s disease
or the terminal stages of cancer.

Conditions Requiring Multiple Treatments: Restorative surgery after an accident or other injury; or, a condition that would likely
result in a period of incapacity of more than three consecutive, full calendar days if the patient did not receive the treatment.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons
are not required to respond to this collection of information unless it displays a currently valid OMB control number. The Department of Labor estimates
that it will take an average of 15 minutes for respondents to complete this collection of information, including the time for reviewing instructions, searching
existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the
Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W., Washington, D.C. 20210.

DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. RETURN TO THE PATIENT.
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Certification of Health Care Provider for U.S. Department of Labor "™
~ LS

Family Member’s Serious Health Condition Wage Hour Division

under the Family and Medical Leave Act WAGE AND HOUR DIVISION
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003
RETURN TO THE PATIENT. Expires: 6/30/2023

The Family and Medical Leave Act (FMLA) provides that an employer may require an employee seeking FMLA leave to care for a
family member with a serious health condition to submit a medical certification issued by the family member’s health care provider. 29
U.S.C. §§ 2613, 2614(c)(3); 29 C.F.R. § 825.305. The employer must give the employee at least 15 calendar days to provide the
certification. If the employee fails to provide complete and sufficient medical certification, his or her FMLA leave request may be
denied. 29 C.F.R. § 825.313. Information about the FMLA may be found on the WHD website at www.dol.gov/agencies/whd/fmla.

SECTION I - EMPLOYER

Either the employee or the employer may complete Section I. While use of this form is optional, this form asks the health care provider
for the information necessary for a complete and sufficient medical certification, which is set out at 29 C.F.R. § 825.306. You may not
ask the employee to provide more information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308.
Additionally, you may not request a certification for FMLA leave to bond with a healthy newborn child or a child placed for adoption
or foster care.

Employers must generally maintain records and documents relating to medical information, medical certifications, recertifications, or
medical histories of employees or employees’ family members created for FMLA purposes as confidential medical records in separate
files/records from the usual personnel files and in accordance with 29 C.F.R. § 1630.14(c)(1), if the Americans with Disabilities Act
applies, and in accordance with 29 C.F.R. § 1635.9, if the Genetic Information Nondiscrimination Act applies.

(1) Employee name:

First Middle Last

(2) Employer name: Date: (mm/dd/yyyy)
(List date certification requested)

(3) The medical certification must be returned by (mm/dd/yyyy)
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.)

SECTION II - EMPLOYEE

Please complete and sign Section II before providing this form to your family member or your family member’s health care provider.
The FMLA allows an employer to require that you submit a timely, complete, and sufficient medical certification to support a request
for FMLA leave due to the serious health condition of your family member. If requested by your employer, your response is required
to obtain or retain the benefit of the FMLA protections. 29 U.S.C. §§ 2613, 2614(c)(3). You are responsible for making sure the
medical certification is provided to your employer within the time frame requested, which must be at least 15 calendar days. 29
C.F.R. §§ 825.305-825.306. Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA
leave request. 29 C.F.R. § 825.313.

(1) Name of the family member for whom you will provide care:

(2) Select the relationship of the family member to you. The family member is your:
O Spouse O Parent O Child, under age 18
O Child, age 18 or older and incapable of self-care because of a mental or physical disability

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including in a
common law marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which
a person assumes the obligations of a parent to a child. An employee may take FMLA leave to care for an individual who
assumed the obligations of a parent to the employee when the employee was a child. An employee may also take FMLA
leave to care for a child for whom the employee has assumed the obligations of a parent. No legal or biological relationship
is necessary.
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Employee Name:

(3) Briefly describe the care you will provide to your family member: (Check all that apply)
O Assistance with basic medical, hygienic, nutritional, or safety needs O Transportation
[ Physical Care O Psychological Comfort O Other:

(4) Give your best estimate of the amount of leave needed to provide the care described:

(5) Ifareduced work schedule is necessary to provide the care described, give your best estimate of the reduced schedule

you are able to work. From (mm/dd/yyyy) to (mm/dd/yyyy), | am able to work
(hours per day) (days per week).
Employee
Signature Date (mm/dd/yyyy)

SECTION III - HEALTH CARE PROVIDER

Please provide your contact information, complete all relevant parts of this Section, and sign the form below. A family member of your
patient has requested leave under the FMLA to care for your patient. The FMLA allows an employer to require that the employee submit
a timely, complete, and sufficient medical certification to support a request for FMLA leave to care for a family member with a serious
health condition. For FMLA purposes, a “serious health condition” means an illness, injury, impairment, or physical or mental condition
that involves inpatient care or continuing treatment by a health care provider. For more information about the definitions of a serious
health condition under the FMLA, see the chart at the end of the form.

You also may, but are not required to, provide other appropriate medical facts including symptoms, diagnosis, or any regimen of
continuing treatment such as the use of specialized equipment. Please note that some state or local laws may not allow disclosure of
private medical information about the patient’s serious health condition, such as providing the diagnosis and/or course of treatment.

Health Care Provider’s name: (Print)

Health Care Provider’s business address:

Type of practice / Medical specialty:

Telephone: ( ) Fax: ( ) E-mail:

PART A: Medical Information

Limit your response to the medical condition for which the employee is seeking FMLA leave. Your answers should be your
best estimate based upon your medical knowledge, experience, and examination of the patient. After completing Part A, complete
Part B to provide information about the amount of leave needed. Note: For FMLA purposes, “incapacity” means the inability to
work, attend school, or perform regular daily activities due to the condition, treatment of the condition, or recovery from the condition.
Do not provide information about genetic tests, as defined in 29 C.F.R. § 1635.3(f), genetic services, as defined in 29 C.F.R. § 1635.3(e),
or the manifestation of disease or disorder in the employee’s family members, 29 C.F.R. § 1635.3(b).

(1) Patient’s Name:

(2) State the approximate date the condition started or will start: (mm/dd/yyyy)

(3) Provide your best estimate of how long the condition lasted or will last:

(4) For FMLA to apply, care of the patient must be medically necessary. Briefly describe the type of care needed by the patient

(e.g., assistance with basic medical, hygienic, nutritional, safety, transportation needs, physical care, or psychological comfort).
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Employee Name:

(5) Check the box(es) for the questions below, as applicable. For all box(es) checked, the amount of leave needed must be
provided in Part B.

O

O

Inpatient Care: The patient (I has been / O is expected to be) admitted for an overnight stay in a hospital,
hospice, or residential medical care facility on the following date(s):

Incapacity plus Treatment: (e.g. outpatient surgery, strep throat)

Due to the condition, the patient (OO has been / O is expected to be) incapacitated for more than three
consecutive, full calendar days from (mm/dd/yyyy) 10 (mm/dd/yyyy).

The patient (O was / O will be) seen on the following date(s):

The condition (O has / O has not) also resulted in a course of continuing treatment under the supervision of a
health care provider (e.g. prescription medication (other than over-the-counter) or therapy requiring special equipment)

Pregnancy: The condition is pregnancy. List the expected delivery date: (mm/dd/yyyy).

Chronic Conditions: (e.g. asthma, migraine headaches) Due to the condition, it is medically necessary for the patient

to have treatment visits at least twice per year.

O Permanent or Long Term Conditions: (e.g. Alzheimer’s, terminal stages of cancer) Due to the condition, incapacity

is permanent or long term and requires the continuing supervision of a health care provider (even if active
treatment is not being provided).

O Conditions requiring Multiple Treatments: (e.g. chemotherapy treatments, restorative surgery) Due to the condition,

O

it is medically necessary for the patient to receive multiple treatments.

None of the above: If none of the above condition(s) were checked, (i.e., inpatient care, pregnancy)

no additional information is needed. Go to page 4 to sign and date the form.

(6) If needed, briefly describe other appropriate medical facts related to the condition(s) for which the employee seeks

FMLA leave. (e.g., use of nebulizer, dialysis)

PART B: Amount of L.eave Needed

For the medical condition(s) checked in Part A, complete all that apply. Several questions seek a response as to the frequency or duration
of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and

examination of the patient. Be as specific as you can; terms such as “lifetime,

2 ¢

unknown,” or “indeterminate” may not be sufficient to

determine if the benefits and protections of the FMLA apply.

(7

(®)

Due to the condition, the patient (O had / O will have) planned medical treatment(s) (scheduled medical visits) (e.g.

psychotherapy, prenatal appointments) on the following date(s):

Due to the condition, the patient (O was / O will be) referred to other health care provider(s) for evaluation or
treatment(s).

State the nature of such treatments: (e.g. cardiologist, physical therapy)

Provide your best estimate of the beginning date (mm/dd/yyyy) and end date

(mm/dd/yyyy) for the treatment(s).

Provide your best estimate of the duration of the treatment(s), including any period(s) of recovery

(e.g. 3 days/week)
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Employee Name:

(9) Due to the condition, the patient (OO was / O will be) incapacitated for a continuous period of time, including any time
for treatment(s) and/or recovery.

Provide your best estimate of the beginning date: (mm/dd/yyyy) and end date
(mm/dd/yyyy) for the period of incapacity.

(10) Due to the condition it, (O was / O is / O will be) medically necessary for the employee to be absent from work to
provide care for the patient on an intermittent basis (periodically), including for any episodes of incapacity i.e., episodic
flare-ups. Provide your best estimate of how often (frequency) and how long (duration) the episodes of incapacity

will likely last.

Over the next 6 months, episodes of incapacity are estimated to occur times per
(O day / O week / O month) and are likely to last approximately. (O hours / [ days) per
episode.

Signature of
Health Care Provider Date (mm/dd/yyyy)

Definitions of a Serious Health Condition (See 29 C.F.R. §§ 825.113-.115)
Inpatient Care

e An overnight stay in a hospital, hospice, or residential medical care facility.
o Inpatient care includes any period of incapacity or any subsequent treatment in connection with the overnight stay.

Continuing Treatment by a Health Care Provider (any one or more of the following)

Incapacity Plus Treatment: A period of incapacity of more than three consecutive, full calendar days, and any subsequent treatment
or period of incapacity relating to the same condition, that also involves either:

o Two or more in-person visits to a health care provider for treatment within 30 days of the first day of incapacity unless
extenuating circumstances exist. The first visit must be within seven days of the first day of incapacity; or,

o At least one in-person visit to a health care provider for treatment within seven days of the first day of incapacity, which
results in a regimen of continuing treatment under the supervision of the health care provider. For example, the health
provider might prescribe a course of prescription medication or therapy requiring special equipment.

Pregnancy: Any period of incapacity due to pregnancy or for prenatal care.

Chronic Conditions: Any period of incapacity due to or treatment for a chronic serious health condition, such as diabetes, asthma,
migraine headaches. A chronic serious health condition is one which requires visits to a health care provider (or nurse supervised by
the provider) at least twice a year and recurs over an extended period of time. A chronic condition may cause episodic rather than a
continuing period of incapacity.

Permanent or Long-term Conditions: A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective, but which requires the continuing supervision of a health care provider, such as Alzheimer’s disease
or the terminal stages of cancer.

Conditions Requiring Multiple Treatments: Restorative surgery after an accident or other injury; or, a condition that would likely
result in a period of incapacity of more than three consecutive, full calendar days if the patient did not receive the treatment.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT

If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616;

29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.
The Department of Labor estimates that it will take an average of 15 minutes for respondents to complete this collection of information, including the
time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection
of information. If you have any comments regarding this burden estimate or any other aspect of this collection information, including suggestions for
reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue,
N.W., Washington, D.C. 20210.

DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. RETURN TO THE PATIENT.
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Certification for Military Family Leave for U.S. Department of Labor =WH
Qualifying Exigency Wage and Hour Division -y
under the Family and Medical Leave Act

WAGE AND HOUR DIVISION

DO NOT SEND FORM TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003
RETURN THE COMPLETED FORM TO THE EMPLOYER. Expires: 6/30/2023

The Family and Medical Leave Act (FMLA) provides that eligible employees may take FMLA leave for a qualifying
exigency while the employee's spouse, child, or parent (the military member) is on covered active duty or has been notified
of an impending call or order to covered active duty. The FMLA allows an employer to require an employee seeking FMLA
leave due to a qualifying exigency to submit a certification. 29 U.S.C. §§ 2613, 2614(c)(3). The employer must give the
employee at least 15 calendar days to provide the certification. 29 C.F.R. § 825.305(b). If the employee fails to provide
complete and sufficient certification, the employee’s FMLA leave request may be denied. 29 C.F.R. § 825.313. Information
about the FMLA may be found on the WHD website at http://www.dol.gov/agencies/whd/fmla.

SECTION I - EMPLOYER

Either the employee or the employer may complete Section I. While use of this form is optional, it asks the employee for
the information necessary for a complete and sufficient qualifying exigency certification, which is set out at 29 C.F.R. §
825.309. You may not ask the employee to provide more information than allowed under the FMLA regulations, 29
C.F.R. § 825.309.

(1) Employee name:

First Middle Last

(2) Employer name: Date: (mm/dd/yyyy)
(List date certification requested)

(3)  This certification must be returned by (mm/dd/yyyy).
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.)

SECTION II - EMPLOYEE

Please complete all Parts of Section II and sign the form before returning it to your employer. The FMLA allows an employer
to require that you submit a timely, complete, and sufficient certification to support a request for FMLA leave due to a
qualifying exigency. If requested by your employer, your response is required to obtain the benefits and protections of the
FMLA. 29 C.F.R. § 825.309. Failure to provide a complete and sufficient certification may result in a denial of your FMLA
leave request. A complete and sufficient certification to support a request for FMLA leave due to a qualifying exigency
includes written documentation confirming a military member’s covered active duty or call to covered active duty status.
You are responsible for making sure the certification is provided to your employer within the time frame requested,
which must be at least 15 calendar days. 29 C.F.R. § 825.313.

) Provide the name of the military member on covered active duty or call to covered active duty status:

First Middle Last
(2) Select your relationship of the military member. The military member is your:

O Spouse O Parent [ Child, of any age

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including a common
law marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which a person
assumes the obligations of a parent to a child. An employee may take FMLA leave for a qualifying exigency related a military
member who assumed the obligations of a parent to the employee when the employee was a child. An employee may also take
FMLA leave for a qualifying exigency related a military member for whom the employee has assumed the obligations of a
parent. No legal or biological relationship is necessary.
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Employee Name:

PART A: COVERED ACTIVE DUTY STATUS

Covered active duty or call to covered active duty in the case of a member of the Regular Armed Forces means duty during
the deployment of the member with the Armed Forces to a foreign country. Covered active duty or call to covered active
duty in the case of a member of the Reserve components means duty during the deployment of the member with the Armed
Forces to a foreign country under a Federal call or order to active duty in support of a contingency operation pursuant to:
Section 688 of Title 10 of the United States Code; Section 12301(a) of Title 10 of the United States Code; Section 12302
of Title 10 of the United States Code; Section 12304 of Title 10 of the United States Code; Section 12305 of Title 10 of
the United States Code; Section 12406 of Title 10 of the United States Code; chapter 15 of Title 10 of the United States
Code; or, any other provision of law during a war or during a national emergency declared by the President or Congress
so long as it is in support of a contingency operation. 10 U.S.C. § 101(a)(13)(B).

An employer may require the employee to provide a copy of the military member's active duty orders or other
documentation issued by the military which indicates that the military member is on covered active duty or call to covered
active duty status, and the dates of the military member's covered active duty service. This information need only be
provided to the employer once, unless additional leave is needed for a different military member or different
deployment.

(3) Provide the dates of the military member’s covered active duty service:

(4) Please check one of the following and attach the indicated written document to support that the military member
is on covered active duty or call to covered active duty status:

I A copy of the military member’s covered active duty orders

[0 Other documentation from the military indicating that the military member is on covered active duty or has
been notified of an impending call to covered active duty, such as official military correspondence from the
military member’s chain of command

O 1have previously provided my employer with sufficient written documentation confirming the military
member’s covered active duty or call to covered active duty status

PART B: APPROPRIATE FACTS

Under the FMLA, leave can be taken for a number of qualifying exigencies. 29 C.F.R. § 825.126(b). Complete and
sufficient certification to support a request for FMLA leave due to a qualifying exigency includes available written
documentation which supports the need for leave such as a copy of a meeting announcement for informational briefings
sponsored by the military, a document confirming the military member’s Rest and Recuperation leave, or other
documentation issued by the military which indicates that the military member has been granted Rest and Recuperation
leave, or a document confirming an appointment with a third party (e.g., a counselor or school official, or staff at a care
facility, a copy of a bill for services for the handling of legal or financial affairs). Please provide appropriate facts related
to the particular qualifying exigency to support the FMLA leave request, including information on the type of qualifying
exigency and any available written documentation of the exigency event.

5) Select the appropriate Qualifying Exigency Category and, if needed, provide additional information related to
the event:

O Short notice deployment (i.e., deployment within seven or fewer days of notice)

O Military events and related activities (e.g., official ceremonies or events, or family support and assistance programs):

O Childcare related activities for the child of the military member (e.g., arranging for alternative childcare):
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Employee Name:

(6)

O Care for the military member’s parent (e.g., admitting or transferring the parent to a new care facility):

O Financial and legal arrangements related to the deployment (e.g., obtaining military identification cards)

O Counseling related to the deployment (i.e., counseling provided by someone other than a health care provider)

O Military member’s short-term, temporary Rest and Recuperation leave (R&R) (leave for this reason is limited
to 15 calendar days for each instance of R&R)

O Post deployment activities (e.g., arrival ceremonies, or reintegration briefings and events):

O Any other event that the employee and employer agree is a qualifying exigency:

Available written documentation supporting this request for leave is (CJattached / Cllnot attached / [l not
available).

PART C: AMOUNT OF LEAVE NEEDED

Provide information concerning the amount of leave that will be needed. Several questions in this section seek a
response as to the frequency or duration of the qualifying exigency leave needed. Be as specific as you can; terms such as
“unknown” or “indeterminate’” may not be sufficient to determine FMLA coverage.

(M
®)

)

(10)

List the approximate date exigency started or will start: (mm/dd/yyyy)

Provide your best estimate of how long the exigency lasted or will last:

From (mm/dd/yyyy) tO (mm/dd/yyyy)

Due to a qualifying exigency, I need to work a reduced schedule. Provide your best estimate of the reduced
schedule you are able to work:

From (mm/dd/yyyy) to (mm/dd/yyyy)

I am able to work

(e.g., 5 hours/day, up to 25 hours a week)

Due to a qualifying exigency, [ will need to be absent from work for a continuous period of time. Provide your
best estimate of the beginning and ending dates for the period of absence:

From (mm/dd/yyyy) tO (mm/dd/yyyy)
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Employee Name:

(11) Due to a qualifying exigency, I will need to be absent from work on an intermittent basis (periodically).

Provide your best estimate of the frequency (how often) and duration (how long) of each appointment, meeting, or
leave event, including any travel time.

Over the next 6 months, absences on an intermittent basis are estimated to occur: times per
(O day / OO0 week / CI month) and are likely to last approximately ( O hours / [ days) per episode.

(12) My leave is due to a qualifying exigency that involves Rest and Recuperation leave (R & R) of the military
member (leave for this reason is limited to 15 calendar days for each instance of R & R leave).

List the dates of the military member’s R &R leave:

From (mm/dd/yyyy) t0 (mm/dd/yyyy)

PART D: THIRD PARTY INFORMATION

If applicable, please provide information below that may be used by your employer to verify meetings or appointments with
a third party related to the qualifying exigency. Examples of meetings with third parties include: arranging for childcare or
parental care, to attend non-medical counseling, to attend meetings with school, childcare or parental care providers, to
make financial or legal arrangements, to act as the military member’s representative before a federal, state, or local agency
for purposes of obtaining, arranging or appealing military service benefits, or to attend any event sponsored by the military
or military service organizations. This information may be used by your employer to verify that the information contained
on this form is accurate.

Individual (e.g., name and title) or Entity / Organization:

Address:

Telephone: (__ ) Fax: ( ) E-mail:

Describe purpose of meeting:

Employee
Signature Date (mm/dd/yyyy)

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT

If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. §
2616;29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently
valid OMB control number. The Department of Labor estimates that it will take an average of 15 minutes for respondents
to complete this collection of information, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any
comments regarding this burden estimate or any other aspect of this collection information, including suggestions for
reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502,
200 Constitution Avenue, N.W., Washington, D.C. 20210.

DO NOT SEND THE COMPLETED FORM TO THE DEPARTMENT OF LABOR.
RETURN FORM TO THE EMPLOYER.
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Certification for Serious Injury or Illness of a U.S. Department of Labor 2%
= *

Current Servicemember for Military Caregiver Leave Wage Hour Division

under the Family and Medical Leave Act WAGE AND HOUR DIVISION
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003
RETURN TO THE PATIENT. Expires: 6/30/2023

The Family and Medical Leave Act (FMLA) provides that eligible employees may take FMLA leave to care for a covered
servicemember with a serious illness or injury. The FMLA allows an employer to require an employee seeking FMLA leave
for this purpose to submit a medical certification. 29 U.S.C. §§ 2613, 2614(c)(3). The employer must give the employee at
least 15 calendar days to provide the certification. If the employee fails to provide complete and sufficient certification,
his or her FMLA leave request may be denied. 29 C.F.R. § 825.313. Information about the FMLA may be found on the
WHD website at www.dol.gov/agencies/whd/fmla.

SECTION I - EMPLOYER

Either the employee or the employer may complete Section I. While use of this form is optional, it asks the health care
provider for the information necessary for a complete and sufficient medical certification. You may not ask the employee
to provide more information than allowed under the FMLA regulations, 29 C.F.R. § 825.310. Recertifications are
not allowed for FMLA leave to care for a covered servicemember. Where medical certification is requested by an
employer, an employee may not be held liable for administrative delays in the issuance of military documents, despite
the employee's diligent, good-faith efforts to obtain such documents. An employer requiring an employee to submit a
certification for leave to care for a covered servicemember must accept as sufficient certification invitational travel orders
(ITOs) or invitational travel authorizations (ITAs) issued to any family member to join an injured or ill servicemember at
the servicemember’s bedside. An ITO or ITA is sufficient certification for the duration of time specified in the ITO or ITA.

Employers must generally maintain records and documents relating to medical information, medical certifications,
recertifications, or medical histories of employees or employees’ family members created for FMLA purposes as
confidential medical records in separate files/records from the usual personnel files and in accordance with 29 C.F.R. §
1630.14(c)(1), if the Americans with Disabilities Act applies, and in accordance with 29 C.F.R. § 1635.9, if the Genetic
Information Nondiscrimination Act applies.

(1) Employee name:

First Middle Last

(2) Employer name: Date: (mm/dd/yyyy)
(List date certification requested)

(3) This certification must be returned by: (mm/dd/yyyy)
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.)

SECTION II - EMPLOYEE and/or CURRENT SERVICEMEMBER

Please complete all Parts of Section II before having the servicemember’s health care provider complete Section III. The
FMLA allows an employer to require that an employee submit a timely, complete, and sufficient certification to support a
request for FMLA leave due to a serious injury or illness of a covered servicemember. If requested by your employer, your
response is required to obtain or retain the benefit of FMLA-protected leave.

PART A: EMPLOYEE INFORMATION

(1) Name of the current servicemember for whom employee is requesting leave:
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(2) Select your relationship to the current servicemember. You are the current servicemember’s:

O Spouse O Parent O Child O Next of Kin

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including a common law
marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which a person assumes the
obligations of a parent to a child. An employee may take FMLA leave to care for a covered servicemember who assumed the obligations
of a parent to the employee when the employee was a child. An employee may also take FMLA leave to care for a covered
servicemember for whom the employee has assumed the obligations of a parent. No biological or legal relationship is necessary. “Next
of'kin” is the servicemember’s nearest blood relative, other than the spouse, parent, son, or daughter, in the following order of priority:
(1) ablood relative as designated in writing by the servicemember for purposes of FMLA leave, (2) blood relatives granted legal custody
of the servicemember, (3) brothers and sisters, (4) grandparents, (5) aunts and uncles, and (6) first cousins.

PART B: SERVICEMEMBER INFORMATION AND CARE TO BE PROVIDED TO THE SERVICEMEMBER

(3) The servicemember ([CJis / [ is not) a current member of the Regular Armed Forces, the National Guard or
Reserves. If yes, provide the servicemember’s military branch, rank and unit currently assigned to:

(4) The servicemember (O is / K is not) assigned to a military medical treatment facility as an outpatient or to a unit
established for the purpose of providing command and control of members of the Armed Forces receiving medical
care as outpatients, such as a medical hold or warrior transition unit. If yes, provide the name of the medical treatment
facility or unit:

(5) The servicemember (O is / O is not) on the Temporary Disability Retired List (TDRL).

(6) Briefly describe the care you will provide to the servicemember: (Check all that apply)
O Assistance with basic medical, hygienic, nutritional, or safety needs
O Psychological Comfort O Physical Care
O Transportation O Other:

(7)  Give your best estimate of the amount of leave needed to provide the care described:

(8) If areduced work schedule is necessary to provide the care described, give your best estimate of the reduced work

schedule you are able to work. From (mm/dd/yyyy) 1o (mm/dd/yyyy), | am

able to work: (hours per day) (days per week).

SECTION III - HEALTH CARE PROVIDER

Please provide your contact information, complete all Parts of this Section fully and completely, and sign the form below.
The employee listed at Section | has requested leave under the FMLA to care for a family member who is a current member
of the Regular Armed Forces, the National Guard, or the Reserves who is undergoing medical treatment, recuperation, or
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list for a serious injury or illness.
Note: For purposes of FMLA leave, a serious injury or illness is one that was incurred in the line of duty on active duty in
the Armed Forces or that existed before the beginning of the member’s active duty and was aggravated by service in the
line of duty on active duty in the Armed Forces that may render the servicemember medically unfit to perform the duties of
the servicemember’s office, grade, rank, or rating. “Need for care” includes both physical and psychological care. It includes
situations where, for example, due to his or her serious injury or illness, the servicemember is not able to care for his or her
own basic medical, hygienic, or nutritional needs or safety, or needs transportation to the doctor. It also includes providing
psychological comfort and reassurance which would be beneficial to the servicemember who is receiving inpatient or home
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care. A complete and sufficient certification to support a request for FMLA leave due to a current servicemember’s serious
injury or illness includes written documentation confirming that the servicemember’s injury or illness was incurred in the
line of duty on active duty or if not, that the current servicemember’s injury or illness existed before the beginning of the
servicemember’s active duty and was aggravated by service in the line of duty on active duty in the Armed Forces, and that
the current servicemember is undergoing treatment for such injury or illness by a health care provider listed above.

PART A: HEALTH CARE PROVIDER INFORMATION

Health Care Provider’s Name: (Print)

Health Care Provider’s business address:

Type of practice/Medical specialty:

Telephone: (__) Fax: (__) E-mail:

Please select the type of FMLA health care provider you are:

1 DOD health care provider

[ VA health care provider

[J DOD TRICARE network authorized private health care provider

[J DOD non-network TRICARE authorized private health care provider
[ Health care provider as defined in 29 C.F.R. § 825.125

PART B: MEDICAL INFORMATION

Please provide appropriate medical information of the patient as requested below. Limit your responses to the
servicemember’s condition for which the employee is seeking leave. If you are unable to make some of the military-related
determinations contained below, you are permitted to rely upon determinations from an authorized DOD representative,
such as a DOD recovery care coordinator. Do not provide information about genetic tests, as defined in 29 C.F.R. §
1635.3(f), or genetic services, as defined in 29 C.F.R. §1635.3(e).

(1) Patient’s Name:

(2) List the approximate date condition started or will start: _ (mm/dd/yyyy)

(3) Provide your best estimate of how long the condition will last:

(4) The servicemember’s injury or illness: (Select as appropriate)

O Was incurred in the line of duty on active duty.
O Existed before the beginning of the servicemember’s active duty and was

aggravated by service in the line of duty on active duty.
O None of the above.

(5) The servicemember ([0 is /[0 is not) undergoing medical treatment, recuperation, or therapy for this condition.
If yes, briefly describe the medical treatment, recuperation or therapy:
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(6) The current servicemember’s medical condition is classified as: (Select as appropriate)

O (VSI) Very Seriously Ill/Injured Illness/Injury is of such a severity that life is imminently endangered. Family
members are requested at bedside immediately. Please note this is an internal DOD casualty assistance designation
used by DOD healthcare providers.

O (SI) Seriously Ill/Injured Illness/injury is of such severity that there is cause for immediate concern, but there
is no imminent danger to life. Family members are requested at bedside. Please note this is an internal DOD
casualty assistance designation used by DOD healthcare providers.

O OTHER Il/Injured A serious injury or illness that may render the servicemember medically unfit to perform
the duties of the member’s office, grade, rank, or rating.

O NONE OF THE ABOVE. Note to Employee: If this box is checked, you may still be eligible to take leave to care for
a covered family member with a “serious health condition” under 29 C.F.R. § 825.113 of the FMLA. If such leave is
requested, you may be required to complete DOL FORM WH-380-F or an employer-provided form seeking the same
information.

PART C: AMOUNT OF LEAVE NEEDED

For the medical condition checked in Part B, complete all that apply. Some questions seek a response as to the frequency or duration of
a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and examination
of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to determine
FMLA coverage.

@) Due to the condition, the servicemember will need care for a continuous period of time, including any time for

treatment and recovery. Provide your best estimate of the beginning date (mm/dd/yyyy) and
end date (mm/dd/yyyy) for this period of time.
(8) Due to the condition, it is medically necessary for the servicemember to attend planned medical treatment

appointments (scheduled medical visits). Provide your best estimate of the duration of the treatment(s), including
any period(s) of recovery (e.g. 3 days/week)

)] Due to the condition, it is medically necessary for the servicemember to receive care on an intermittent basis
(periodically), such as the care needed because of episodic flare-ups of the condition or assisting with the
servicemember’s recovery. Provide your best estimate of how often (frequency) and how long (the duration)
the intermittent episodes will likely last.

Over the next 6 months, intermittent care is estimated to occur times per
(O day / Oweek / Cmonth) and are likely to last approximately ( O hours / O days) per
episode.

Signature of
Health Care Provider Date (mm/dd/yyyy)

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT

If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years, in accordance with 29
U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently
valid OMB control number. The Department of Labor estimates that it will take an average of 15 minutes for respondents to complete
this collection of information, including the time for reviewing instructions, searching existing data sources, gathering and maintaining
the data needed, and completing and reviewing the collection of information. If you have any comments regarding this burden estimate
or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage
and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W., Washington, D.C. 20210.

DO NOT SEND THE COMPLETED FORM TO THE DEPARTMENT OF LABOR. RETURN IT TO THE PATIENT.
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Notice of Eligibility & Rights and Responsibilities U.S. Department of Labor = *
under the Family and Medical Leave Act Wage and Hour Division oy

WAGE AND HOUR DIVISION

DO NOT SEND TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003
PROVIDE TO EMPLOYEE. Expires: 6/30/2023
In general, to be eligible to take leave under the Family and Medical Leave Act (FMLA), an employee must have worked
for an employer for at least 12 months, meet the hours of service requirement in the 12 months preceding the leave, and
work at a site with at least 50 employees within 75 miles. While use of this form is optional, a fully completed Form WH-
381 provides employees with the information required by 29 C.F.R. §§ 825.300(b), (c) which must be provided within five
business days of the employee notifying the employer of the need for FMLA leave. Information about the FMLA may be
found on the WHD website at www.dol.gov/agencies/whd/fmla.

Date: (mm/dd/yyyy)
From: (Employer) To: (Employee)
On (mm/dd/yyyy), we learned that you need leave (beginning on) (mm/dd/yyyy)

for one of the following reasons: (Select as appropriate)

O The birth of a child, or placement of a child with you for adoption or foster care, and to bond with the newborn or
newly-placed child

O Your own serious health condition
O You are needed to care for your family member due to a serious health condition. Your family member is your:

O Spouse O Parent O Child under age 18 0O Child 18 years or older and incapable of self-
care because of a mental or physical disability

O A qualifying exigency arising out of the fact that your family member is on covered active duty or has been notified of
an impending call or order to covered active duty status. Your family member on covered active duty is your:

O Spouse O Parent O Child of any age

O You are needed to care for your family member who is a covered servicemember with a serious injury or illness. You
are the servicemember’s:

O Spouse O Parent O Child O Next of kin

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including in a common law
marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which a person assumes the
obligations of a parent to a child. An employee may take FMLA leave to care for an individual who assumed the obligations of a parent
to the employee when the employee was a child. An employee may also take FMLA leave to care for a child for whom the employee
has assumed the obligations of a parent. No legal or biological relationship is necessary.

SECTION I - NOTICE OF ELIGIBILITY

This Notice is to inform you that you are:
O Eligible for FMLA leave. (See Section II for any Additional Information Needed and Section III for information on your Rights
and Responsibilities.)
O Not eligible for FMLA leave because: (Only one reason need be checked)
O You have not met the FMLA’s 12-month length of service requirement. As of the first date of requested leave,

you will have worked approximately: towards this requirement.
(months)

O You have not met the FMLA’s 1,250 hours of service requirement. As of the first date of requested leave, you

will have worked approximately: towards this requirement.
(hours of service)
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O You are an airline flight crew employee and you have not met the special hours of service eligibility requirements
for airline flight crew employees as of the first date of requested leave (i.e., worked or been paid for at least 60%
of your applicable monthly guarantee, and worked or been paid for at least 504 duty hours.)

O You do not work at and/or report to a site with 50 or more employees within 75-miles as of the date of your
request.

If you have any questions, please contact: (Name of employer representative)

at (Contact information).

SECTION II - ADDITIONAL INFORMATION NEEDED

As explained in Section I, you meet the eligibility requirements for taking FMLA leave. Please review the information
below to determine if additional information is needed in order for us to determine whether your absence qualifies as FMLA
leave. Once we obtain any additional information specified below we will inform you, within 5 business days, whether
your leave will be designated as FMLA leave and count towards the FMLA leave you have available. If complete and
sufficient information is not provided in a timely manner, your leave may be denied.

(Select as appropriate)

O No additional information requested. If no additional information requested, go to Section III.

O We request that the leave be supported by a certification, as identified below.

O Health Care Provider for the Employee O Health Care Provider for the Employee’s Family Member
O Qualifying Exigency O Serious Illness or Injury (Military Caregiver Leave)

Selected certification form is O attached / £ not attached.

If requested, medical certification must be returned by (mm/dd/yyyy) (Must allow at least 15

calendar days from the date the employer requested the employee to provide certification, unless it is not feasible despite the employee’s
diligent, good faith efforts.)

[0 We request that you provide reasonable documentation or a statement to establish the relationship between you and
your family member, including in loco parentis relationships (as explained on page one). The information requested
must be returned to us by (mm/dd/yyyy). You may choose to provide a simple statement of the
relationship or provide documentation such as a child’s birth certificate, a court document, or documents regarding
foster care or adoption-related activities. Official documents submitted for this purpose will be returned to you after
examination.

O Other information needed (e.g. documentation for military family leave):

The information requested must be returned to us by (mm/dd/yyyy).

If you have any questions, please contact: (Name of employer representative)

at (Contact information).

SECTION III - NOTICE OF RIGHTS AND RESPONSIBILITIES
Part A: FMLA Leave Entitlement

You have a right under the FMLA to take unpaid, job-protected FMLA leave in a 12-month period for certain family and
medical reasons, including up to 12 weeks of unpaid leave in a 12-month period for the birth of a child or placement of a
child for adoption or foster care, for leave related to your own or a family member’s serious health condition, or for certain
qualifying exigencies related to the deployment of a military member to covered active duty. You also have a right
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under the FMLA to take up to 26 weeks of unpaid, job-protected FMLA leave in a single 12-month period to care for a
covered servicemember with a serious injury or illness (Military Caregiver Leave).

The 12-month period for FMLA leave is calculated as: (Select as appropriate)
O The calendar year (January 15 - December 315
O A fixed leave year based on

(e.g., a fiscal year beginning on July 1 and ending on June 30)
O The 12-month period measured forward from the date of your first FMLA leave usage.

O A “rolling” 12-month period measured backward from the date of any FMLA leave usage. (Each time an employee
takes FMLA leave, the remaining leave is the balance of the 12 weeks not used during the 12 months immediately before
the FMLA leave is to start.)

If applicable, the single 12-month period for Military Caregiver Leave started on (mm/dd/yyyy).

You (O are /O are not) considered a key employee as defined under the FMLA. Your FMLA leave cannot be denied for
this reason; however, we may not restore you to employment following FMLA leave if such restoration will cause
substantial and grievous economic injury to us.

We (O have / O have not) determined that restoring you to employment at the conclusion of FMLA leave will cause
substantial and grievous economic harm to us. Additional information will be provided separately concerning your status
as key employee and restoration.

Part B: Substitution of Paid L.eave — When Paid Leave is Used at the Same Time as FMLA Leave

You have a right under the FMLA to request that your accrued paid leave be substituted for your FMLA leave. This means
that you can request that your accrued paid leave run concurrently with some or all of your unpaid FMLA leave, provided
you meet any applicable requirements of our leave policy. Concurrent leave use means the absence will count against both
the designated paid leave and unpaid FMLA leave at the same time. If you do not meet the requirements for taking paid
leave, you remain entitled to take available unpaid FMLA leave in the applicable 12-month period. Even if you do not
request it, the FMLA allows us to require you to use your available sick, vacation, or other paid leave during your FMLA
absence.

(Check all that apply)

O Some or all of your FMLA leave will not be paid. Any unpaid FMLA leave taken will be designated as FMLA
leave and counted against the amount of FMLA leave you have available to use in the applicable 12-month period.

0 You have requested to use some or all of your available paid leave (e.g, sick, vacation, PTO) during your FMLA
leave. Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of
FMLA leave you have available to use in the applicable 12-month period.

[0 We are requiring you to use some or all of your available paid leave (e.g., sick, vacation, PTO) during your FMLA
leave. Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of
FMLA leave you have available to use in the applicable 12-month period.

O Other: (e.g., short- or long-term disability, workers’ compensation, state medical leave law, etc.)
Any time taken for this reason will also be designated as FMLA leave and counted against the amount of
FMLA leave you have available to use in the applicable 12-month period.

The applicable conditions for use of paid leave include:

For more information about conditions applicable to sick/vacation/other paid leave usage please refer to

available at:
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Part C: Maintain Health Benefits

Your health benefits must be maintained during any period of FMLA leave under the same conditions as if you continued
to work. During any paid portion of FMLA leave, your share of any premiums will be paid by the method normally used
during any paid leave. During any unpaid portion of FMLA leave, you must continue to make any normal contributions to
the cost of the health insurance premiums. To make arrangements to continue to make your share of the premium payments
on your health insurance while you are on any unpaid FMLA leave, contact at

You have a minimum grace period of (O 30-days or O indicate longer period, if applicable) in which to
make premium payments. If payment is not made timely, your group health insurance may be cancelled, provided we notify
you in writing at least 15 days before the date that your health coverage will lapse, or, at our option, we may pay your share
of the premiums during FMLA leave, and recover these payments from you upon your return to work.

You may be required to reimburse us for our share of health insurance premiums paid on your behalf during your FMLA
leave if you do not return to work following unpaid FMLA leave for a reason other than: the continuation, recurrence, or
onset of your or your family member’s serious health condition which would entitle you to FMLA leave; or the continuation,
recurrence, or onset of a covered servicemember’s serious injury or illness which would entitle you to FMLA leave; or
other circumstances beyond your control.

Part D: Other Employee Benefits

Upon your return from FMLA leave, your other employee benefits, such as pensions or life insurance, must be resumed in
the same manner and at the same levels as provided when your FMLA leave began. To make arrangements to continue
your employee benefits while you are on FMLA leave, contact
at

Part E: Return-to-Work Requirements

You must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment
on your return from FMLA-protected leave. An equivalent position is one that is virtually identical to your former position
in terms of pay, benefits, and working conditions. At the end of your FMLA leave, all benefits must also be resumed in the
same manner and at the same level provided when the leave began. You do not have return-to-work rights under the FMLA
if you need leave beyond the amount of FMLA leave you have available to use.

Part F: Other Requirements While on FMLA IL.eave

While on leave you (O will be / O will not be) required to furnish us with periodic reports of your status and intent to
return to work every

(Indicate interval of periodic reports, as appropriate for the FMLA leave situation).

If the circumstances of your leave change and you are able to return to work earlier than expected,
you will be required to notify us at least two workdays prior to the date you intend to report for work.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT

It is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and
responsibilities. 29 U.S.C. § 2617; 29 C.F.R. § 825.300(b), (¢). It is mandatory for employers to retain a copy of this disclosure in their
records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information
unless it displays a currently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes
for respondents to complete this collection of information, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send
them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W.,
Washington, D.C. 20210.

DO NOT SEND THE COMPLETED FORM TO THE DEPARTMENT OF LABOR. EMPLOYEE INFORMATION.
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Designation Notice U.S. Department of Labor = *
under the Family and Medical Leave Act Wage and Hour Division -y
WAGE AND HOUR DIVISION

DO NOT SEND TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003
PROVIDE TO EMPLOYEE. Expires: 6/30/2023

Leave covered under the Family and Medical Leave Act (FMLA) must be designated as FMLA-protected and the employer must inform
the employee of the amount of leave that will be counted against the employee’s FMLA leave entitlement. In order to determine whether
leave is covered under the FMLA, the employer may request that the leave be supported by a certification. If the certification is
incomplete or insufficient, the employer must state in writing what additional information is necessary to make the certification complete
and sufficient. While use of this form is optional, a fully completed Form WH-382 provides employees with the information required
by 29 C.F.R. §§ 825.300(d), 825.301, and 825.305(c), which must be provided within five business days of the employer having enough
information to determine whether the leave is for an FMLA-qualifying reason. Information about the FMLA may be found on the WHD
website at www.dol.gov/agencies/whd/fmla.

SECTION I - EMPLOYER

The employer is responsible in all circumstances for designating leave as FMLA-qualifying and giving notice to the employee. Once an
eligible employee communicates a need to take leave for an FMLA-qualifying reason, an employer may not delay designating such
leave as FMLA leave, and neither the employee nor the employer may decline FMLA protection for that leave.

Date: (mm/dd/yyyy)
From: (Employer) To: (Employee)
On (mm/dd/yyyy) we received your most recent information to support your need for leave due to:

(Select as appropriate)

[0 The birth of a child, or placement of a child with you for adoption or foster care, and to bond with the newborn or newly-
placed child

Your own serious health condition

The serious health condition of your spouse, child, or parent

A qualifying exigency arising out of the fact that your spouse, child, or parent is on covered active duty or has been notified
of an impending call or order to covered active duty with the Armed Forces

A serious injury or illness of a covered servicemember where you are the servicemember’s spouse, child, parent, or next of
kin (Military Caregiver Leave)

O Ooad

We have reviewed information related to your need for leave under the FMLA along with any supporting documentation
provided and decided that your FMLA leave request is: (Select as appropriate)

O Approved. All leave taken for this reason will be designated as FMLA leave. Go to Section III for more information.

O Not Approved: (Select as appropriate)
O The FMLA does not apply to your leave request.
O As of the date the leave is to start, you do not have any FMLA leave available to use.
O Other

O Additional information is needed to determine if your leave request qualifies as FMLA leave. (Go fo Section II for the specific
information needed. If your FMLA leave request is approved and no additional information is needed, go to Section II1.)

SECTION II - ADDITIONAL INFORMATION NEEDED

We need additional information to determine whether your leave request qualifies under the FMLA. Once we obtain the additional
information requested, we will inform you within 5 business days if your leave will or will not be designated as FMLA leave and count
towards the amount of FMLA leave you have available. Failure to provide the additional information as requested may result in a
denial of your FMLA leave request.

If you have any questions, please contact: at
(Name of employer FMLA representative) (Contact information)

Incomplete or Insufficient Certification
The certification you have provided is incomplete and/or insufficient to determine whether the FMLA applies to your leave request.
(Select as applicable)

O The certification provided is incomplete and we are unable to determine whether the FMLA applies to your leave
request. “Incomplete” means one or more of the applicable entries on the certification have not been completed.

Page 1 of 2 Form WH-382, Revised June 2020


http://www.dol.gov/agencies/whd/fmla

Employee Name:

O The certification provided is insufficient to determine whether the FMLA applies to your leave request. “Insufficient” means the
information provided is vague, unclear, ambiguous or non-responsive.

Specify the information needed to make the certification complete and/or sufficient:

You must provide the requested information no later than (provide at least 7 calendar days) (mm/dd/yyyy), unless
it is not practicable under the particular circumstances despite your diligent good faith efforts, or your leave may be denied.

Second and Third Opinions

0 We request that you obtain a ([0 second / [ third opinion) medical certification at our expense, and we will provide further
details at a later time. Note: The employee or the employee’s family member may be requested to authorize the health care
provider to release information pertaining only to the serious health condition at issue.

SECTION III - FMLA LEAVE APPROVED

As explained in Section I, your FMLA leave request is approved. All leave taken for this reason will be designated as FMLA leave and
will count against the amount of FMLA leave you have available to use in the applicable 12-month period. The FMLA requires that you
notify us as soon as practicable if the dates of scheduled leave change, are extended, or were initially unknown. Based on the information
you have provided to date, we are providing the following information about the amount of time that will be counted against the total
amount of FMLA leave you have available to use in the applicable 12-month period: (Select as appropriate)

O Provided there is no change from your anticipated FMLA leave schedule, the following number of hours, days, or weeks
will be counted against your leave entitlement:

O Because the leave you will need will be unscheduled, it is not possible to provide the hours, days, or weeks that will be
counted against your FMLA entitlement at this time. You have the right to request this information once in a 30-day period (if
leave was taken in the 30-day period).

Please be advised: (check all that apply)

O Some or all of your FMLA leave will not be paid. Any unpaid FMLA leave taken will be designated as FMLA leave and
counted against the amount of FMLA leave you have available to use in the applicable 12-month period.

O Based on your request, some or all of your available paid leave (e.g., sick, vacation, PTO) will be used during your FMLA
leave. Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of FMLA leave
you have available to use in the applicable 12-month period.

O We are requiring you to use some or all of your available paid leave (e.g., sick, vacation, PTO) during your FMLA leave.
Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of FMLA leave you
have available to use in the applicable 12-month period.

O Other:

(e.g., Short- or long-term disability, workers’ compensation, state medical leave law, etc.) Any time taken for this reason will
also be designated as FMLA leave and counted against the amount of FMLA leave you have available to use in the applicable
12-month period.

Return-to-work requirements. To be restored to work after taking FMLA leave, you (O will be / [ will not be) required to provide a
certification from your health care provider (fitness-for-duty certification) that you are able to resume work. This request for a fitness-
for-duty certification is only with regard to the particular serious health condition that caused your need for FMLA leave. If such
certification is not timely received, your return to work may be delayed until the certification is provided.

A list of the essential functions of your position (O is /O is not) attached. If attached, the fitness-for-duty certification must address
your ability to perform the essential job functions.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
It is mandatory for employers to inform employees in writing whether leave requested under the FMLA has been determined to be covered
under the FMLA. 29 U.S.C. § 2617; 29 C.F.R. § 825.300(d), (e). It is mandatory for employers to retain a copy of this disclosure in their records
for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays
a currently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes for respondents to complete
this collection of information, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data
needed, and completing and reviewing the collection of information. If you have any comments regarding this burden estimate or any other
aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division,
U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W., Washington, D.C. 20210.
DO NOT SEND THE COMPLETED FORM TO THE DEPARTMENT OF LABOR. EMPLOYEE INFORMATION.
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Article 5 STUDENTS 5002 Attachments

RELEASE FORM
(For Child Age 6 to Not Attend School)

The undersigned, being first duly sworn, states upon oath as follows:

I am the parent or guardian of (Child’s name). The Child’s date of
birth is . The Child has or will reach the age of six prior to January 1 of the current school
year, but will not reach age seven prior to January 1 of the current school year.

I elect to not enroll the Child in an accredited school this school year and hereby affirm (check
or initial appropriate exception for attendance):

the Child is participating in an education program that the parent or guardian believes will
prepare the child to enter grade one for the following school year; or

____ the parent or guardian intends for the Child to participate in a school which has elected or
will elect pursuant to law not to meet accreditation or approval requirements and the parent or guardian
intends to provide the Commissioner of Education with a statement pursuant to section 79-1601(3) on
or before the child’s seventh birthday.

Dated this day of , 20

Parent or Guardian
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Article 5 STUDENTS 5002 Attachments

Disenroll to Attend Homeschool

I am the parent or guardian of (Child’s name).

I elect to disenroll the Child from an accredited school this school year and hereby affirm _that I
intend for the Child to participate in a school which has elected or will elect pursuant to law not to meet
accreditation or approval requirements (a homeschool) and will provide the Commissioner of Education
with a statement confirming such homeschool status.

Parent or Guardian Date
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301 Centennial Mall South NDE 10-005
NEBRASKA Lincoln, NE 68509-4987 New: 7/19/2012
perartmMENT oF Contact: Brian Halstead Page 1 of 2
EDUCATION Phone: 402-471-0732

NEBRASKA WITHDRAWAL FROM MANDATORY ATTENDANCE FORM

; , submitted a written request to
Requester’s Name Address City
, , alleging that he/she was a
District Name District Code
person with legal or actual charge or control of , with the child’s

Child’s First Name  Child’s Middle Name Child’s Last Name

date of birth being I/ , and having a NDE Student ID and that said child be withdrawn
Month/Day/Year ID #

from school under the provisions of section 79-202 of the Nebraska Reissue Revised Statutes. Said child currently

attends ,
School of Attendance Name School of Attendance Code

An exit interview was conducted on day of , 20___, with the following being present:
Day Month Year

First and Last Name of Person Making Written Request with Legal or Actual Control of Child

First and Last Name of Child (May be Left Blank if Reason is Illness)

First and Last Name of Principal or Designee if Child is Currently Enrolled in District

First and Last Name(s) of Other Persons Present and their Relationship to the Child

First and Last Name of Superintendent or Designee

presented evidence that (a) the person has legal or actual charge or control of the

Name of Person Making Request

child and (b) the child would be withdrawing due to:

(i) financial hardships requiring the child to be employed to support the child’s family or one or more
~ dependents of the child, or

__(ii) an illness of the child making attendance impossible or impracticable.

All known alternative educational opportunities, including vocational courses of study, that are available to the
child in the school district and how withdrawing from school is likely to reduce potential future earnings for the
child and increase the likelihood of the child being unemployed in the future were presented and discussed.

I, being the person making the written request to withdraw the child, hereby affixes my signature representing
that I attended said exit interview, all of the requirements having been presented and discussed, and I agree to
the withdrawal of the child.

Signature of Requester Signature of Child (May be left blank if Reason is Illness)

My signature below acknowledges that the exit interview was held, the required information was provided and

discussed at the interview, and, that in my opinion, based upon the evidence presented at the exit interview, the

person making the written request does in fact have legal or actual charge or control of the child, and the child is

experiencing:

___ (a) financial hardships requiring the child to be employed to support the child’s family or one or more
dependents of the child, or

___(b) an illness of the child making attendance impossible or impracticable.

|Save Form | | Print Form

Superintendent’s or Designee’s Signature Date of Signature
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79-202. (1) A person who has legal or actual charge or control of a child who is at least sixteen years of age but less than
eighteen years of age may withdraw such child from school before graduation and be exempt from the mandatory atten-
dance requirements of section 79-201 if an exit interview is conducted and the withdrawal form is signed as required by
subsections (2) through (5) of this section for a child enrolled in a public, private, denominational, or parochial school or
if a signed notarized release form is filed with the Commissioner of Education as required by subsection (6) of this section
for a child enrolled in a school that elects pursuant to section 79-1601 not to meet accreditation or approval requirements.

(2) Upon the written request of any person who has legal or actual charge or control of a child who is at least sixteen
years of age but less than eighteen years of age, the superintendent of a school district or the superintendent's designee shall
conduct an exit interview if the child (a) is enrolled in a school operated by the school district or (b) resides in the school
district and is enrolled in a private, denominational, or parochial school.

(3) The superintendent or the superintendent's designee shall set the time and place for the exit interview which shall
be personally attended by: (a) The child, unless the withdrawal is being requested due to an illness of the child making at-
tendance at the exit interview impossible or impracticable; (b) the person who has legal or actual charge or control of the
child who requested the exit interview; (c) the superintendent or the superintendent's designee; (d) the child’s principal or
the principal's designee if the child at the time of the exit interview is enrolled in a school operated by the school district;
and (e) any other person requested by any of the required parties who agrees to attend the exit interview and is available at
the time designated for the exit interview which may include, but need not be limited to, other school district personnel or
the child's principal or such principal's designee if the child is enrolled in a private, denominational, or parochial school.

(4) At the exit interview, the person making the written request pursuant to subsection (2) of this section shall present
evidence that (a) the person has legal or actual charge or control of the child and (b) the child would be withdrawing due
to either (i) financial hardships requiring the child to be employed to support the child's family or one or more dependents
of the child or (ii) an illness of the child making attendance impossible or impracticable. The superintendent or superin-
tendent's designee shall identify all known alternative educational opportunities, including vocational courses of study, that
are available to the child in the school district and how withdrawing from school is likely to reduce potential future earn-
ings for the child and increase the likelihood of the child being unemployed in the future. Any other relevant information
may be presented and discussed by any of the parties in attendance.

(5)(a) At the conclusion of the exit interview, the person making the written request pursuant to subsection (2) of
this section may sign the withdrawal form provided by the school district agreeing to the withdrawal of the child or may
rescind the written request for the withdrawal. (b) Any withdrawal form signed by the person making the written request
pursuant to subsection (2) of this section shall be valid only if (i) the child signs the form unless the withdrawal is be-
ing requested due to an illness of the child making attendance at the exit interview impossible or impracticable and (ii)
the superintendent or superintendent's designee signs the form acknowledging that the interview was held, the required
information was provided and discussed at the interview, and, in the opinion of the superintendent or the superintendent's
designee, the person making the written request pursuant to subsection (2) of this section does in fact have legal or actual
charge or control of the child and the child is experiencing either (A) financial hardships requiring the child to be em-
ployed to support the child's family or one or more dependents of the child or (B) an illness making attendance impossible
or impracticable.

(6) A person who has legal or actual charge or control of the child who is at least sixteen years of age but less than
eighteen years of age may withdraw such a child before graduation and be exempt from the mandatory attendance require-
ments of section 79-201 if such child has been enrolled in a school that elects pursuant to section 79-1601 not to meet the
accreditation or approval requirements by filing with the State Department of Education a signed notarized release on a
form prescribed by the Commissioner of Education.

(7) A child who has been withdrawn from school pursuant to this section may enroll in a school district at a later
date as provided in section 79-215 or may enroll in a private, denominational, or parochial school or a school which elects
pursuant to section 79-1601 not to meet accreditation or approval requirements. Any such enrollment shall void the with-
drawal form previously entered, and the provisions of sections 79-201 to 79-210 shall apply to the child.

(8) The Commissioner of Education shall prescribe the required form for withdrawals pursuant to this section and de-
termine and direct either that (a) withdrawal forms of school districts for any child who is withdrawn from school pursu-
ant to this section and subdivision (3)(c) of section 79-201 shall be provided annually to the State Department of Education
or (b) data regarding such students shall be collected under subsection (2) of section 79-528.



Article 5 STUDENTS Policy No. 5401

Students (& Employees)

Anti-discrimination, Anti-harassment, and Anti-retaliation

A. Elimination of Discrimination.

The [Name] Public School District hereby gives this statement of compliance and intends to
comply with all state and federal laws prohibiting discrimination. This school district intends to
take any necessary measures to assure compliance with such laws against any prohibited form of
discrimination.

The [Name] Public School District does not discriminate on the basis of sex, disability, race
(including skin color, hair texture and protective hairstyles), color, religion, veteran status,
national or ethnic origin, age, marital status, pregnancy, childbirth or related medical condition,
sexual orientation or gender identity, or other protected status in its programs and activities and
provides equal access to the Boy Scouts and other designated youth groups. The following
persons have been designated to handle inquiries regarding the non-discrimination policies:

Students: [Name of Director], Director of Student Services [or other title], [Street Address],
[City], NE [Zip Code] () - ([Email Address]).

Employees and Others: [Name of Director], Human Resources Director [or other title],
[Street Address], [City], NE [Zip Code] () - ([Email Address]).

Complaints or concerns involving discrimination or needs for accommodation or access should
be addressed to the appropriate Coordinator. For further information about anti-discrimination
laws and regulations, or to file a complaint of discrimination with the Office for Civil Rights in
the U.S. Department of Education (OCR), please contact OCR at One Petticoat Lane, 1010
Walnut Street, 3rd Floor, Suite 320, Kansas City, Missouri 64106, (816) 268-0550 (voice), Fax
(816) 268-0599, (800) 877-8339 (telecommunications device for the deaf), or
ocr.kansascity@ed.gov.

B. Prohibited Harassment, Discrimination, and Retaliation of Emplovees, Students and
Others.

1. Purpose:
The [Name] Public School District is committed to offering employment and educational

opportunity to its employees and students in a climate free of discrimination.
Accordingly, unlawful discrimination, harassment and retaliation of any kind by District
employees, including, co-workers, non-employees (such as volunteers), third parties, and
others is strictly prohibited and will not be tolerated.

Harassment is a form of discrimination and includes verbal, non-verbal, written, graphic,
or physical conduct relating to a person's sex, disability, race (including skin color, hair
texture and protective hairstyles), color, religion, veteran status, national or ethnic origin,
age, marital status, pregnancy, childbirth or related medical condition, sexual orientation
or gender identity, or other protected status, that is sufficiently serious to deny, interfere
with, or limit a person's ability to participate in or benefit from an educational or work
program or activity, including, but not limited to:
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Article 5

STUDENTS Policy No. 5401

Conduct that is sufficiently severe or pervasive to create an intimidating,
hostile, or abusive educational or work environment, or

Requiring an individual to endure the offensive conduct as a condition of
continued employment or educational programs or activities, including the
receipt of aids, benefits, and services.

Educational programs and activities include all academic, educational, extracurricular,
athletic, and other programs of the school, whether those programs take place in a
school's facilities, on a school bus, at a class or training program sponsored by the school
at another location, or elsewhere.

Discriminatory harassment because of a person's sex, disability, race (including skin
color, hair texture and protective hairstyles), color, religion, veteran status, national or
ethnic origin, age, marital status, pregnancy, childbirth or related medical condition,
sexual orientation or gender identity, or other protected status, may include, but is not

limited to:
a.

TSP e a0 o

Name-calling,

Teasing or taunting,

Insults, slurs, or derogatory names or remarks,

Demeaning jokes,

Inappropriate gestures,

Graffiti or inappropriate written or electronic material,

Visual displays, such as cartoons, posters, or electronic images,
Threats or intimidating or hostile conduct,

Physical acts of aggression, assault, or violence, or

Criminal offenses

The following examples are additional or more specific examples of conduct that may
constitute sexual harassment:

a.
b.
C.

Unwelcome sexual advances or propositions,

Requests or pressure for sexual favors,

Comments about an individual’s body, sexual activity, or sexual
attractiveness,

Physical contact or touching of a sexual nature, including touching
intimate body parts and inappropriate patting, pinching, rubbing, or
brushing against another's body,

Physical sexual acts of aggression, assault, or violence, including criminal
offenses (such as rape, sexual assault or battery, and sexually motivated
stalking), against a person’s will or where a person is incapable of giving
consent due to the victim’s age, intellectual disability, or use of drugs or
alcohol,

Requiring sexual favors or contact in exchange for aids, benefits, or
services, such as grades, awards, privileges, promotions, etc., or
Gender-based harassment; acts of verbal, nonverbal, written, graphic, or
physical conduct based on sex or sex-stereotyping, but not involving
conduct of a sexual nature.
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Article 5 STUDENTS Policy No. 5401

If the District knows or reasonably should know about possible harassment, including
violence, the District will conduct a prompt, adequate, reliable, thorough, and impartial
investigation to determine whether unlawful harassment occurred (see section entitled
“Grievance Procedures,” below), and take appropriate interim measures, if necessary. If
the District determines that unlawful harassment occurred, the District will take prompt
and effective action to eliminate the harassment, prevent its recurrence, and remedy its
effects, if appropriate. If harassment or violence that occurs off school property creates a
hostile environment at school, the District will follow this policy and grievance
procedure, within the scope of its authority.

All District employees are expected to take prompt and appropriate actions to report and
prevent discrimination, harassment, and retaliation by others. Employees who witness or
become aware of possible discrimination, including harassment and retaliation, must
immediately report the conduct to his or her supervisor or the compliance coordinator
designated to handle complaints of discrimination (designated compliance coordinator).

2. Anti-retaliation:

The District prohibits retaliation, intimidation, threats, coercion, or discrimination against
any person for opposing discrimination, including harassment, or for participating in the
District's discrimination complaint process or making a complaint, testifying, assisting, or
participating in any manner, in an investigation, proceeding, or hearing. Retaliation is a
form of discrimination.

The District will take immediate steps to stop retaliation and prevent its recurrence
against the alleged victim and any person associated with the alleged victim. These steps
will include, but are not limited to, notifying students, employees, and others, that they
are protected from retaliation, ensuring that they know how to report future complaints,
and initiating follow-up contact with the complainant to determine if any additional acts
of discrimination, harassment, or retaliation have occurred. If retaliation occurs, the
District will take prompt and strong responsive action, including possible discipline,
including expulsion or termination, if applicable.

3. Grievance (or Complaint) Procedures:

Employees or students should initially report all instances of discrimination, harassment
or retaliation to their immediate supervisor or teacher or to the compliance coordinator
designated to handle complaints of discrimination (designated coordinator). If the
employee or student is uncomfortable in presenting the problem to the supervisor or
teacher, or if the supervisor or teacher is the problem, the employee or student may report
the alleged discrimination, harassment or retaliation (“discrimination”) to the designated
coordinator, or in the case of students, to another staff person (such as a counselor or
principal).

Other individuals may report alleged discrimination to the designated coordinator. If the
designated coordinator is the person alleged to have committed the discriminatory act,
then the complaint should be submitted to the Superintendent for assignment. A
discrimination complaint form is attached to this grievance procedure and is available in
the office of each District building, on the District's website, and from the designated
coordinators.

Page 3 of 7



Article 5 STUDENTS Policy No. 5401

Under no circumstances will a person filing a complaint or grievance involving
discrimination be retaliated against for filing the complaint or grievance.

i Level 1 (Investigation and Findings):

Once the District receives a grievance, complaint or report alleging discrimination,
harassment, or retaliation, or becomes aware of possible discriminatory conduct, the
District will conduct a prompt, adequate, reliable, thorough, and impartial investigation to
determine whether unlawful harassment occurred. If necessary, the District will take
immediate, interim action or measures to protect the alleged victim and prevent further
potential discrimination, harassment, or retaliation during the pending investigation. The
alleged victim will be notified of his or her options to avoid contact with the alleged
harasser, such as changing a class or prohibiting the alleged harasser from having any
contact with the alleged victim pending the result of the District’s investigation. The
District will minimize any burden on the alleged victim when taking interim measures to
protect the alleged victim.

The District will promptly investigate all complaints of discrimination, even if an outside
entity or law enforcement agency is investigating a complaint involving the same facts
and allegations. The District will not wait for the conclusion or outcome of a criminal
investigation or proceeding to begin an investigation required by this grievance
procedure. If the allegation(s) involve possible criminal conduct, the District will notify
the complainant of his or her right to file a criminal complaint, and District employees
will not dissuade the complainant from filing a criminal complaint either during or after
the District’s investigation.

The District will aim to complete its investigation within ten (10) working days after
receiving a complaint or report, unless extenuating circumstances exist. Extenuating
circumstances may include the unavailability of witnesses due to illness or incapacitation,
or additional time needed because of the complexity if the investigation, the need for
outside experts to evaluate the evidence (such as forensic evidence), or multiple
complainants or victims. If extenuating circumstances exist, the extended timeframe to
complete the investigation will not exceed ten (10) additional working days without
the consent of the complainant, unless the alleged victim agrees to a longer timeline.
Periodic status updates will be given to the parties, when appropriate.

The District’s investigation will include, but is not limited to:

a. Providing the parties with the opportunity to present witnesses and provide
evidence.

b. An evaluation of all relevant information and documentation relating to
the alleged discriminatory conduct.

c. For allegations involving harassment, some of the factors the District will

consider include: 1) the nature of the conduct and whether the conduct
was unwelcome, 2) the surrounding circumstances, expectations, and
relationships, 3) the degree to which the conduct affected one or more
students' education, 4) the type, frequency, and duration of the conduct, 5)
the identity of and relationship between the alleged harasser and the
suspect or suspects of the harassment, 6) the number of individuals

Page 4 of 7



Article 5 STUDENTS Policy No. 5401

involved, 7) the age (and sex, if applicable) of the alleged harasser and the
alleged victim(s) of the harassment, 8) the location of the incidents and the
context in which they occurred, 9) the totality of the circumstances, and
10) other relevant evidence.

d. A review of the evidence using a “preponderance of the evidence”
standard (based on the evidence, is it more likely than not that
discrimination, harassment, or retaliation occurred?)

The designated compliance coordinator (or designated investigator) will complete an
investigative report, which will include:

a. A summary of the facts,

b. Findings regarding whether discrimination, harassment or other
inappropriate conduct occurred, and

c. If a finding is made that discrimination, harassment or other inappropriate

conduct occurred, the recommended remedy or remedies necessary to
eliminate discrimination, harassment or other inappropriate conduct.

If someone other than the designated compliance coordinator conducted the investigation,
the compliance coordinator will review, approve, and sign the investigative report. The
District will ensure that prompt, appropriate, and effective remedies are provided if a
finding of discrimination, harassment, or retaliation is made. The District will maintain
relevant documentation obtained during the investigation and documentation supportive
of the findings and any subsequent determinations, including the investigative report,
witness statements, interview summaries, and any transcripts or audio recordings,
pertaining to the investigative and appeal proceedings.

The District will send concurrently to the parties written notification of the decision
(findings and any remedy) regarding the complaint within one (1) working day after the
investigation is completed. The Family Educational Rights and Privacy Act (FERPA), 20
U.S.C. § 11232g; 34 C.F.R. Part 99, permits the District to disclose relevant information
to a student who was discriminated against or harassed.

ii. Level 2 (Appeal to the Superintendent):

If a party is not satisfied with the findings or remedies (or both) set forth in the decision,
he or she may file an appeal in writing with the Superintendent within five (5) working
days after receiving the decision. The Superintendent will review the appeal and the
investigative documentation and decision, conduct additional investigation, if necessary,
and issue a written determination about the appeal within ten (10) working days after
receiving the appeal. The party who filed the appeal will be sent the Superintendent’s
determination at the time it is issued, and a copy will be sent to the designated
compliance coordinator. [If the Superintendent is the subject of the complaint, the party
will file the appeal directly with the Board.]

iii. Level 3 (Appeal to the Board):

If the party is not satisfied with the Superintendent’s determination, he or she may file an
appeal in writing with the Board of Education within five (5) working days after
receiving the Superintendent’s determination. The Board of Education will review the
appeal, the Superintendent’s determination, the investigative documentation and decision,
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and allow the party to address the Board at a Board meeting to present his or her appeal.
The party will be allowed to address the Board at the Board’s next regularly scheduled
Board meeting (unless the Board receives the appeal within one week of the next
regularly scheduled Board meeting) or at a time and date agreed to by the Board,
designated compliance officer and the party. The Board will issue a written determination
about the appeal within thirty (30) days after the party addresses the Board. The party
who filed the appeal will be sent the Board’s determination at the time it is issued, and a
copy will be sent to the designated compliance coordinator. The Board’s determination,
and any actions taken, will be final on behalf of the District.

4. Confidentiality:

The identity of the complainant will be kept confidential to the extent permitted by state
and federal law. The District will notify the complainant of the anti-retaliation provisions
of applicable laws and that the District will take steps to prevent retaliation and will take
prompt and strong responsive actions if retaliation occurs.

If a complainant requests confidentiality or asks that the complaint not be pursued, the
District will take all reasonable steps to investigate and respond to the complaint
consistent with the request for confidentiality or the request not to pursue an
investigation, as long as doing so does not prevent the District from responding
effectively to the harassment and preventing harassment of other students. If a
complainant insists that his or her name or other identifiable information not be disclosed
to the alleged perpetrator, the District will inform the complainant that its ability to
respond may be limited. Even if the District cannot take disciplinary action against the
alleged harasser, the District will pursue other steps to limit the effects of the alleged
harassment and prevent its recurrence, if warranted,

5. Training:

The District will ensure that relevant District employees, including but not limited to
officials, administrators, teachers, substitute teachers, counselors, nurses and other health
personnel, coaches, assistant coaches, paraprofessionals, aides, bus drivers, and school
law enforcement officers, are adequately trained so they understand and know how to
identify acts of discrimination, harassment, and retaliation, and how to report it to
appropriate District officials or employees.

6. Designated Compliance Coordinators:
Designated compliance coordinators will be responsible for:
a. Coordinating efforts to comply with anti-discrimination, anti-harassment,
and anti-retaliation laws and regulations.
b. Coordinating and implementing training for students and employees

pertaining to anti-discrimination, anti-harassment and anti-retaliation laws
and regulations, including the training areas listed above.

c. Investigating complaints of discrimination (unless the coordinator
designates other trained individuals to investigate).
d. Monitoring substantiated complaints or reports of discrimination, as

needed (and with the assistance of other District employees, if necessary),
to ensure discrimination or harassment does not recur, and that retaliation
conduct does not occur or recur.
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e. Overseeing discrimination complaints, including identifying and
addressing any patterns or systemic problems, and reporting such patterns
or systemic problems to the Superintendent and the Board of Education.

f. Communicating regularly with the District's law enforcement unit
investigating cases and providing current information to them pertaining
to anti-discrimination, anti-harassment, and anti-retaliation standards and
compliance requirements.

g. Reviewing all evidence in harassment or violence cases brought before the
District's disciplinary committee or administrator to determine whether the
complainants are entitled to a remedy under anti-discrimination laws and
regulations that was not available in the disciplinary process.

h. Ensuring that investigations address whether other students or employees
may have been subjected to discrimination, including harassment and
retaliation.

1. Determining whether District employees with knowledge of allegations of

discrimination, including harassment and retaliation, failed to carry out
their duties in reporting the allegations to the designated compliance
coordinator and responding to the allegations.

] Recommending changes to this policy and grievance procedure.

k. Performing other duties as assigned.

The designated compliance coordinators will not have other job responsibilities that may
create a conflict of interest with their coordinator responsibilities.

7. Preventive Measures:

The District will publish and widely distribute on an ongoing basis a notice of
nondiscrimination (notice) in electronic and printed formats, including prominently
displaying the notice on the District's website and posting the notice at each building in
the District. The District also will designate an employee to coordinate compliance with
anti-discrimination laws (see Designated Compliance Coordinator section, above, for
further information on compliance coordinator), and widely publish and disseminate this
grievance procedure, including prominently posting it on the District’s website, at each
building in the District, reprinting it in District publications, such as handbooks, and
sending it electronically to members of the school community. The District will provide
training to employees and students at the beginning of each academic year in the areas
(B.6.a-g) identified in the Training section, above.

The District also may distribute specific harassment and violence materials (such as
sexual violence), including a summary of the District’s anti-discrimination, anti-
harassment, and anti-retaliation policy and grievance procedure, and a list of victim
resources, during events such as school assemblies and back to school nights, if recent
incidents or allegations warrant additional education to the school community.

Date of Adoption: [Insert Date]
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Complaint Form
Discrimination, Harassment or Retaliation

The [Name] Public School District does not discriminate on the basis of sex, disability, race (including skin
color, hair texture and protective hairstyles), color, religion, veteran status, national or ethnic origin, age,
marital status, pregnancy, childbirth or related medical condition, sexual orientation or gender identity,
or other protected status in its programs and activities and provides equal access to the Boy Scouts and other
designated youth groups. This complaint form is to be used when a person has a complaint related to
discrimination, harassment or retaliation on such bases in regard to employment or the programs and
activities of the school district.

Refer to Board Policy 4003 and/or 5401 for the particulars of the complaint and grievance process. You may
attach additional materials to this form if needed.

The applicable coordinator may be contacted if you have questions about filling out this complaint form:
Students: [Name of Director], Director of Student Services [or other title], [Street Address], [City], NE
[ZipCode] () - ([Email Address]).

Employees and Others: [Name of Director], Human Resources Director [or other title], [Street Address],
[City], NE [Zip Code] () - ([Email Address]).

Name: Date:

(1) Description of the complaint:

(2) Names of any witnesses to the matter being complained about:

3) Identify and attach any document supporting the complaint:

(4) Confidentiality: I~ do__ do not give consent to my identity being shared with the person(s)
against whom I am complaining. If I do not give consent, I understand that the investigation may be
hindered, but that the District will nonetheless investigate and take prompt and effective action to
remediate the concerns I have raised, if appropriate.

(5) Relief requested (what I want done in response to this complaint):

The undersigned states: The facts in this complaint are true to the best of my knowledge, information and
belief. I give permission for an investigation to be made into this complaint. I understand that the District
will take steps to prevent me being retaliated against for filing this complaint, that I am to notify the District
if any such retaliation occurs, and that the District will take prompt and strong responsive action if retaliation
occurs.

Signature:
Received by: Date:
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Article 6 INSTRUCTION Policy No. 6111

Instruction

Classroom Environment

At all times, teachers are expected to organize, maintain and ensure that their classroom is in a
safe, orderly and clean condition for student learning. Classrooms should be free from distractions
(such as inappropriate or unprofessional posters or other displays) and other apparatus that may
cause student health problems (such as essential oils and/or essential oil diffusers). Teachers who
are uncertain as to whether their classroom meets this requirement are encouraged to consult with
their building principal in a proactive manner.

Staff members may not hang posters, flags, banners or other displays in the classroom that are (1)
unrelated to the curriculum and (2) may otherwise result in a disruprtion to the learning
environment. Any staff member who is uncertain as to whether a particular display is permitted
in the classoom should consult with their building principal in a proactive manner.
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Date of Adoption: [Insert Date]
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Article 6 INSTRUCTION Policy No. 6212

Instruction

Assessments—Academic Content Standards

The Board of Education may vote to adopt the academic content standards recommended by the
State Board of Education (“State Board™).

If the Board of Education does not affirmatively vote to adopt an academic content standard
recommended by the State Board, then the Board of Education will adopt a standard equal to or
excess in rigor of the standard recommended by the State Board.

The administration shall be responsible for implementing assessments on the state standards in
accordance with the procedures established by the State Board and the Department of Education,
including conducting assessments in the same subject areas and the same grade levels as

established in the state standards, and the reporting of scores and sub-scores.

This policy does not supersede the existing standards adopted by the Board of Education except
as set forth herein.

Legal Reference: Neb. Rev. Stat. Sections 79-760 to 79-760.05

Date of Adoption: [Insert Date]
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Article 6 SPECIAL EDUCATION Policy 6600

Instruction

Special Education

[Name] Public Schools adopts this special education policy with the intent that the policy
maintains the District’s compliance with all applicable laws affecting special education services
and programs. The Superintendent or designees shall develop regulations or procedures to
implement these policies. Employees and contractors of the District are expected to comply with
these policies and all regulations, guidelines and procedures related to this policy in all respects.

The District will abide by all state and federal laws relating to special education. The District’s
special education policy and regulations, guidelines and procedures related to this policy are to be
interpreted so as to be in compliance with such laws. In the event of changes in law, the school
administration shall be authorized to implement modifications of practice to comply with such
changes (whether the changes impose more or less stringent procedural or substantive
requirements) until such time as amended policies are adopted by the Board of Education.
References herein to 92 NAC 51 citations are made to Rule 51 as in effect on the date of the
adoption of these policies. In the event of renumbering or other revisions to Rule 51, the policy
shall be interpreted and implemented consistent with such renumbering or revisions.

1. Free Appropriate Public Education
A free appropriate public education shall be made available to all children with disabilities residing
in the District from date of diagnosis through the school year in which the student reaches 21 years
of age, including children with disabilities who have been suspended or expelled.
Legal Reference: 92 NAC 51-004.01 through 004.03A and 007.07C2 through
007.07C6

2. Full Educational Opportunity Goal
The District shall take steps to ensure that its children with verified disabilities have available to
them the variety of educational programs and services available to children without disabilities in
the areas served by the District, including art, music, industrial arts, family consumer science
education, and vocational education.

Legal Reference: 92 NAC 51-004.11A

3. Child Find

All children from birth to age twenty-one (21) with disabilities residing in the District, including
children with disabilities who are homeless or are wards of the state or attending nonpublic schools,
regardless of the severity of their disabilities, who are in need of special education and related
services, will be identified, located and evaluated and a practical method shall be developed and
implemented by the administration to determine which children with disabilities are currently
receiving needed special education and related services. The District will publish annual notice of
any significant activity that is designed to identify, locate, or evaluate children to publicly notify
parents. The District will screen and evaluate all children with suspected disabilities birth through
age 21, and will implement practical methods to track which children are currently receiving
special education and related services. The District will provide student referrals that are
accompanied by documentation of scientific, research, or evidence-based academic and/or
behavioral interventions that have been implemented as designed for the appropriate period of time
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to show effect or lack of effect that demonstrates the child is not making a sufficient rate of
progress to meet age or state-approved, grade-level standards within a reasonable time frame. The
District will provide sustained supervision to monitor the implementation of compliant practices
for the Child Find Rule. The District will use supervision and monitoring data to identify schools
and/or personnel that require technical assistance to support compliant practices in the area of
Child Find, paying particular attention to the communities experiencing disproportionality in the
schools. All District Child Find activities will be equitably available to all children regardless of
race, ethnicity, language, location, transience, income level, and access to medical care.

Legal Reference: 92 NAC 51-006.01 through 006.01A2

4. Pre-Referral Interventions

For a school age student, a general education student assistance team (SAT) or a comparable
problem solving team shall be used prior to referral for multidisciplinary team evaluation. The
SAT or comparable problem solving team shall utilize and document problem solving and
intervention strategies to assist the teacher in the provision of general education. If the student
assistance team or comparable problem solving team feels that all viable alternatives have been
explored, a referral for multidisciplinary evaluation shall be completed. A referral shall include
information from the SAT or comparable problem solving team, meeting the requirements of 92
NAC 51-006.01B and a listing of the members of the SAT or comparable problem solving team.

Legal Reference: 92 NAC 51-006.01B

5. Individualized Education Program (IEP)
An individualized education program, or an individualized family service plan, is to be developed,
reviewed, and revised for each child with a disability in accordance with 92 NAC 51-007.

Legal Reference: 92 NAC 51-007

6. Least Restrictive Environment

To the maximum extent appropriate, children with disabilities, including children in public or
private institutions or other care facilities, are to be educated with children who are not disabled,
and special classes, separate schooling, or other removal of children with disabilities from the
regular educational environment will occur only when the nature or severity of the disability of a
child is such that education in regular classes with the use of supplementary aids and services
cannot be achieved satisfactorily (the “Least Restrictive Environment Rules”).

The District will: (1) develop and implement written procedures for implementation of the LRE
Rules; (2) provide high quality, sustained professional learning activities on the written procedures
for appropriate district and school personnel to assist with the implementation of the LRE Rules;
(3) provide sustained supervision to monitor the implementation of compliant practices for the
LRE Rules; (4) use the supervision and monitoring data to identify schools and/or personnel that
require technical assistance to support compliant practices in the area of least restrictive
environment, paying particular attention to the disproportionate group; (5) ensure that every
Individualized Education Programs (IEP) team meaningfully considers various support systems
and activities that could be used to assist students with disabilities (SWD) to be educated
successfully in general education classes prior to the consideration of pullout special education
services; (6) ensure that special education teachers provide support to general education teachers
in a variety of ways including, but not limited to, consultation, implementation of accommodations
or modifications, and co-teaching; (7) ensure that a continuum of alternative placements is

Page 2 of 7



Article 6 SPECIAL EDUCATION Policy 6600

available to meet the needs of children with disabilities, particularly those in the disproportionate
group, for special education and related services; (8) ensure that, in determining the educational
placement of a child with a disability, including a preschool child with a disability, each district
ensures that the placement decision is made by a group of persons including the parents, and other
persons knowledgeable about the child, the meaning of the evaluation data, and the placement
options. Particular attention is paid to the disproportionate group; (9) ensure that placement
discussions are based upon a completed IEP developed by the IEP team, focused on individualized
student needs; and (10) ensure that the IEP teams review the students’ progress at least annually
to determine appropriate placement and progress towards annual goals.
Legal Reference: 92 NAC 51-008.01

7. Procedural Safeguards
Children with disabilities and their parents shall be afforded the required procedural safeguards.
Legal Reference: 92 NAC 51-009.01 through 009.07; 009.10 through 009.12;
009.14, 006.07

8. Disciplinary Removal of Children with Disabilities

The District will (1) develop and implement written procedures for disciplining students with
disabilities (the “Discipline Rules”); (2) provide high quality, sustained professional learning
activities on the written procedures for appropriate district and school personnel to assist with the
implementation of the Discipline Rules; (3) provide sustained supervision to monitor the
implementation of compliant practices for the Discipline Rules; (4) use supervision and monitoring
data, disaggregated by race/ethnicity, to identify schools and/or personnel that require technical
assistance to support compliant practices in the area of discipline (including but not limited to: de-
escalation techniques, functional behavior assessment, behavior intervention planning, and
manifestation determination procedures); (5) ensure that school personnel appropriately consider
unique circumstances on a case-by-case basis when determining suspension of a child with a
disability, and ensure that data shows that these considerations are equitably made by
race/ethnicity; (6) notify parents on the day that the decision is made to make a removal that
constitutes a change in placement of a child with a disability because of violation of a code of child
conduct, and send parents copies of the procedural safeguards; (7) provide educational services for
students removed fewer than 10 days to enable the student to continue to participate in the general
educational curriculum, although in another setting, and to progress toward meeting the goals set
out in the Individualized Education Programs, with data showing that these services are equitably
provided by race/ethnicity; (8) ensure that within 10 school days of any decision to change
placement of a child with a disability because of a violation of a code of student conduct, the IEP
Team will review all relevant information in the file to determine whether the conduct in question
was caused by or had a direct and substantial relationship to the child’s disability or the conduct
was the direct result of the district’s failure to implement the IEP, and that such determinations are
made equitable by race/ethnicity; and (9) ensure that, if the IEP Team makes a determination that
the conduct was a manifestation of the child’s disability, then the IEP Team conducts a functional
behavioral assessment, unless the District conducted a FBA before the behavior that resulted in
the change of placement occurred, and implements a behavioral intervention plan.

Legal Reference: 92 NAC 51-016
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9. Evaluation, Identification, and Reevaluation Procedures

Children with disabilities shall be evaluated, identified, and reevaluated in accordance with 92
NAC 51-006. The District will: (1) provide high quality, sustained professional learning activities
on the written procedures for appropriate district and school personnel to assist with the
implementation of the Evaluation and Reevaluation Rule; (2) provide sustained supervision to
monitor the implementation of compliant practices for the Evaluation and Reevaluation Rule; (3)
use the supervision and monitoring data, disaggregated by race and ethnicity, to identify schools
and/or personnel that require technical assistance to support compliant practices in the area of
evaluation and reevaluation, as well as the appropriate technical assistance/professional
development to any schools and/or personnel identified in such data; (4) conduct a reevaluation of
each child with a disability at least once every 3 years, unless the parent and the District agree that
a reevaluation is unnecessary; (5) use a variety of assessment tools and strategies to gather relevant
academic, functional, and developmental information about the child, including information
provided by the parents, and information related to enabling the child to be involved in and
progress in the general education curriculum that may assist in determining: (i) Whether the child
is a child with a disability, and (ii) The content of the child’s individualized education program,;
(6) use more than one procedure to determine whether a child has a disability and the appropriate
educational program for the child; (7) use technically sound instruments to assess the relative
contribution of cognitive and behavioral factors, in addition to physical or developmental factors;
(8) select assessments and other evaluation materials in a manner that (i) does not discriminate on
a racial or cultural basis, (i1) is provided and administered in the child’s native language or other
mode of communication and in the form most likely to yield accurate information on what the
child knows and can do academically, developmentally, and functionally, unless it is clearly not
feasible to so provide or administer, (iii) has been validated for the specific purpose for which they
are used, and (iv) are administered by trained and knowledgeable personnel in accordance with
any instructions provided by the producer of the assessments; and (9) provide high quality,
sustained professional learning activities on the written procedures for appropriate District and
school personnel to assist with the implementation of the Evaluation and Reevaluation Rule.

The District will respond to a request for an Independent Educational Evaluation without
unnecessary delay. Locations of any evaluator shall be within a reasonable distance of the District.
A reasonable distance means within 100 miles of the school building the child attends and within
Nebraska. In the event this geographic area restriction would prevent a parent from obtaining an
Independent Educational Evaluation, the location of the evaluator may be outside the specified
geographic area but must be within Nebraska. The District will provide the parent(s) with a list of
qualified agencies/evaluators within the geographic area. The evaluators are to have their rates
approved by the Nebraska Department of Education to be authorized to conduct the evaluation.
Legal Reference: 92 NAC 51-006

10. Confidentiality of Personally Identifiable Information
The confidentiality of student records and information shall be maintained in accordance with law.
Legal Reference: 92 NAC 51-003.16, 003.20, 009.03 through 009.03M3
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11. Transition of Children from Part C to Preschool Programs
Children participating in early intervention programs under Part C of the IDEA (early intervention
services) and who will participate in preschool programs assisted under Part B of the IDEA
(services for school-aged children) shall experience a smooth and effective transition to those
preschool programs in a manner consistent with 92 NAC 52-008. The District will participate in
transition planning conferences arranged by the designated lead agency.

Legal Reference: 92 NAC 52-008

12. Children in Nonpublic Schools
To the extent consistent with the number and location of children with disabilities in the District
who are enrolled by their parents in nonpublic elementary and secondary schools in the District,
provision will be made for the participation of those children in the programs assisted or carried
out under Part B of the IDEA (services for school-aged children) by providing them with special
education and related services.

Legal Reference: 92 NAC 51-012.08 and 015

13. Personnel Standards and Personnel Development
Personnel providing special education or related services to children with disabilities shall be
appropriately and adequately prepared and trained in accordance with IDEA requirements and the
District will take measurable steps to recruit, hire, train and retain personnel meeting the
requirements of IDEA to provide such services.

Legal Reference: 92 NAC 51-010

14. Participation in and Reporting of State and District Wide Assessments

All children with disabilities shall be included in all general state and district wide assessment
programs, including assessments described under section 612(a)(16)(A) of the IDEA with
appropriate accommodations and alternate assessments where necessary and as indicated in their
respective individualized education programs. The District will make available to the Nebraska
Department of Education the information necessary to carry out its duties relating to the reporting
of children with disabilities participation in assessments.

Legal Reference: 92 NAC 51-004.05

15. Suspension and Expulsion Rates
The District will examine data, including data disaggregated by race/ethnicity, gender, LEP status,
and disability category, to determine if significant discrepancies are occurring in the rate of long-
term suspensions and expulsions of children with disabilities.

Legal Reference: 92 NAC 51-004.06E

16.  Access to Instructional Materials

As part of any printed instructional materials adoption process, procurement contract, or other
practice or instrument used for purchase of printed instructional materials, the District will enter
into a written contract with the publisher of the printed instructional materials to:

A. Require the publisher to prepare and, on or before delivery of the print instructional
materials, provide to the National Instructional Material Access Center, electronic files
containing the contents of the printed instructional materials using the National
Instructional Materials Accessibility Standard, or
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B. Purchase instructional materials from the publisher that are produced in, or may be
rendered in specialized formats.
Legal Reference: 92 NAC 51-004.15

17. Over-Identification and Disproportionality

Procedures shall be in place to ensure that testing and evaluation materials and procedures utilized
for the evaluation and placement of children with disabilities will be selected and administered so
as not to be racially or culturally discriminatory. Such materials or procedures shall be provided
and administered in the child’s native language or mode of communication, unless it is clearly not
feasible to do so, and no single procedure shall be the sole criterion for determining an appropriate
educational program for a child. All District special education provisions will be equitably
available to all children regardless of race, ethnicity, language, location, transience, income level,
and access to medical care.

Legal Reference: 92 NAC 51-006.02C

18. Prohibition on Mandatory Medication
Children shall not be required to obtain a prescription for a controlled substance as a condition of
attending school, receiving an evaluation to determine whether a child has a disability or the nature
and extent of special education and related services the child needs, or receiving special education
services.

Legal Reference: 92 NAC 51-004.11D; 21 U.S.C. §812(c)

19. Transportation
Transportation will be provided for children with disabilities who are eligible for transportation
and residents of the school district as required by law.

Legal Reference: 92 NAC 51-014.01 through 014.02

20. Surrogates
A surrogate will be appointed and other action taken to ensure the rights of children with a
disability as required by law.

Legal Reference: 92 NAC 51-009.10

21. Early Intervention Services — Consent
When a parent refuses to provide consent under 92 NAC 52, a meeting will be held or offered to
explain to the parents how their failure to consent affects the ability of their child to receive
services under 92 NAC 52.

Legal Reference: 92 NAC 52

22. Eligibility Determinations

The District will (1) develop written procedures for implementation of the Eligibility
Determination Rule: (2) provide high quality, sustained professional learning activities on the
written procedures for appropriate district and school personnel to assist with the implementation
of the Eligibility Determination Rule; (3) provide sustained supervision to monitor the
implementation of compliant practices for the Eligibility Determination Rule; (4) use the
supervision and monitoring data, disaggregated by race and ethnicity, to identify schools and/or
personnel that require technical assistance to support compliant practices in the area of eligibility;
(5) ensure Individualized Education Programs (IEPs) are developed for children with a

Page 6 of 7



Article 6 SPECIAL EDUCATION Policy 6600

determination made of having a disability that has: (a) an adverse effect on educational
performance (academic, functional, and/or developmental) and (b) requires special education and
related services; (6) ensure that an eligibility report, which documents the area of disability, is
completed and placed in each child’s special education folder, with the eligibility report providing
statements for each component of the eligibility and be comprehensive enough to serve as the
evaluation report when necessary; (7) ensure the completion of the administration of assessments
and other measures that the Multidisciplinary Evaluation Team (a group of qualified professionals
and the parents of the child) determine whether the child is a child with a disability and the
educational needs of the child; (8) ensure appropriate consideration of the exclusionary factor for
reading (a child is not to be determined to be a child with a disability if the primary factor for that
determination is a lack of appropriate instruction in reading, including the essential components of
reading instruction as defined in section 1208(3) of ESEA); (9) ensure appropriate consideration
of the exclusionary factor for math (a child must not be determined to be a child with a disability
if the primary factor for that determination is a lack of appropriate instruction in math); (10) ensure
appropriate consideration of the exclusionary factor for Limited English Proficiency (LEP) (a child
will not be determined to be a child with a disability if the primary factor for that determination is
limited English proficiency); and (11) ensure (1) evaluation data draw upon information from a
variety of sources, including aptitude and achievement tests, parent input, and teacher
recommendations as well as the information about the child’s physical condition, social or cultural
background, and adaptive behavior and (2) that information obtained from all these sources is
documented and carefully considered.
Legal Reference: 92 NAC 51-006.04.

Legal Reference: 34 CFR Parts 300, 303 and 304
Neb. Rev. Stat. Sec. 79-1110 to 79-1167
92 NAC 51, 52 and 55

Date of Adoption: [Insert Date]
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6028
The Extracurricular Activities Program

General Purpose

a.

The extracurricular program includes noncurricular activities
which are sponsored by the school district. These actives include
sports, speech, plays, Future Farmers of America, Future
Business Leaders of America, music performance groups and
other activities which are sponsored by the school.

Extracurricular activities are an important part of the total school
experience, but are secondary to the academic program and
must be kept in that perspective.

Extracurricular activities do not include:

i co-curricular activities such as band and choir, in which
students must participate as part of the requirements for
enrollment in and receiving a grade for a particular course.

i student-initiated, non-curriculum related student groups
which are permitted to hold meetings and events on school
premises. These groups are not school-sponsored and are
not governed by this policy or other policies and rules
governing extracurricular groups.

Governance

All extracurricular activities shall be under the exclusive
governance and control of the school district. This control
includes, but is not be limited to, the formation, naming,
structure, operation, financing, and discontinuance of all
extracurricular activities. Extracurricular activities shall not have
any separate or individual existence, status, rights, or authority.

Students and sponsors will be governed by all board’s policies
and administrative rules including the policy on field trips when
traveling for extracurricular activities.

Student Eligibility

a.

Students are encouraged to participate in extracurricular
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activities.  Participation shall be open to and limited to all
students who are currently enrolled in the school district on a
voluntary basis.

Extracurricular activities may establish academic or course
enrollment qualifications for participation if such qualifications
are necessarily related to the purposes of the activity.

Standards for scholastic eligibility for students wishing to
participate in extracurricular activities shall be set by the
administration and shall be consistent with at least the minimum
standards provided by the NSAA.

All students in grades 7-12 who participate in athletics must
have a physical examination by a qualified health care provider
at the student’s expense.

Students who wish to participate in extracurricular activities
must abide by the student code of conduct, the extracurricular
code of conduct and any additional rules set by the activity
sponsor.

Students are not eligible to participate in any extracurricular
activity until they and their parents/guardians have signed the
student handbook and extracurricular handbook receipt and
acknowledgement.

Sponsors

a.

Each extracurricular activity must have a sponsor who is a
member of the district’'s certificated staff or a selected
community member who is qualified by virtue of education,
training, experience, or special interest to serve as the sponsor.

The superintendent or his/her designee will assign activity
sponsors. Payment to sponsors will be negotiated with the
sponsor based on the terms of any applicable collective
bargaining agreement, the sponsor’s training and experience and
any other lawful criteria. Sponsors serve in their capacity as a
sponsor at the will of the superintendent, who is specifically
empowered to remove an activity sponsor in the
superintendent’s sole discretion.
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Sponsors shall be required to: develop materials, activities, and
a budget; promote membership and participation; communicate
with the principal or designee, staff, students, and parents;
schedule meeting dates and locations; plan meaningful
experiences; supervise students during activities; evaluate and
make recommendations; and submit a year-end report to the
principal or designee.

5. Fundraising Activities

All fundraising activities shall require authorization by a member of the
school district administration and shall be subject to all other school
policies. All money raised by these activities shall be governed by

Policy

Adopted on:
Revised on:

3005.

Reviewed on:
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FOREWORD
Section 1 Intent of Handbook
Welcome to Arlington Secondary School. This handbook is intended to be used by teachers and
other certificated staff to provide general information about Arlington Public Schools and to serve
as a guide to the District’s policies, rules, and regulations, benefits of employment, and
performance expectations.

References in this handbook to “teachers” are intended to apply to all certificated staff. This
includes administrative staff to the extent the handbook deals with professional expectations and
conduct.

Each teacher is responsible for becoming familiar with the handbook and knowing the information
contained in it. Although the information found in this handbook is detailed and specific on many
topics, the handbook is not intended to be all encompassing so as to cover every situation and
circumstance that may arise. This handbook is intended to supplement other documents that deal
with your employment, including your employment contract, the negotiated agreement between
the Arlington Public Schools and the Arlington Education Association, and the policies and
regulations of the Board of Education. In reading this handbook, please understand that where a
direct conflict exists, state or federal law, the negotiated agreement, and Board policies and
regulations will control.

This handbook does not create a “contract” of employment. Staff positions and assignments which
do not legally require a certificate or are otherwise not protected by the teacher tenure laws may
be ended or changed on an “at will” basis notwithstanding anything in this handbook or any other
publication or statement, except for a contract approved by the Board of Education.

The administration will be responsible for interpreting the rules contained in the handbook and
shall have the right to make decisions and make rule revisions at any time. Should a situation or
circumstance arise that is not specifically covered in this handbook, the administration will make
a decision based upon applicable school district policies, state and federal statutes and regulations,
and the best interests of the District.

This handbook will be in effect for the 2021-2022 and subsequent school years unless replaced
by a later edition.

Section 2 Information About Arlington Public Schools

The Arlington School District #24 serves PK-12 students in portions of Washington, Dodge, and
Douglas counties which include the communities of Arlington, Kennard, and Elk City and
surrounding areas. The district's instructional facilities are located in Arlington on one site. The
present 7-12 building was completed in 1962 and the K-6 building and gym were dedicated in
1973. Arlington is classified as a Class 11 (K-12) district by the Nebraska Department of Education
and a Class C school by NSAA. This district is a member of the Nebraska Capitol Conference for
activities programs. Member schools include: Arlington, Ashland-Greenwood, Conestoga, DC
West, Fort Calhoun, Logan View, Louisville, Raymond Central, Syracuse, and Yutan. Arlington
Public Schools is recognized as an accredited school. The district serves over 700 students PK-
12.



Section 3 School Mission Statement
The mission of Arlington Public Schools is as follows:

“The mission of Arlington Public Schools is to empower all students to develop skills for
life-long learning and responsible decision making in order to contribute to a global
society.”

We believe that:
1. Education is a responsibility shared among students, parents, educators, and the
community.
Respect for self and other individuals, groups, and cultures are essential.
Critical thinking is an essential life skill.
Students are stakeholders in their own learning.
All learners are unique; therefore, we will provide diverse instructional strategies
and multiple opportunities to learn.

okrwn

The central purpose of the Arlington Public Schools is to develop students who can demonstrate the
knowledge, skills and competencies necessary to become productive and contributing members of
our democratic society.

Although all children will not learn all things equally well, we recognize that all children should
have an equal opportunity in the pursuit of educational qualifications for the world ahead.
Recognizing the uniqueness of each student, Arlington Public Schools will attempt to balance the
curriculum to provide for the varied interests and talents of all students. The school accepts the
premise that the center of the school curriculum is the child and that the instructional program should
be designed to fit each and every child's unique needs.

The education of children is a comprehensive program that must be undertaken in cooperation with
other services and institutions within society and the local community. The Arlington Public Schools
will seek to establish and maintain strong ties with parents, patrons, the business community and
other community institutions.

The following opportunity and means shall be provided whereby this philosophy may be realized.

@ Each student may search for the truth, find the truth, and incorporate this truth into
his or her values, ambitions, and aspirations.

(b) Each student may develop an attitude of personal worth and self-esteem and by so
doing, may experience degrees of success and achievement within the bounds of his
or her individual abilities and limitations.

(© Each student may learn to identify and cope with current trends in society.

d) Each student may experience an intellectual, a technical and a social environment
that enhances the possibilities for group interaction conducive to peaceful
coexistence in the school, community, state, nation, and the world.

(e Each teacher may use his or her individual capabilities in establishing constructive
attitudes toward students, administrative heads, and the community.

)] Each teacher may use the resources necessary for attaining the highest measure of
success in his or her particular field.

(9) The administration may promote and preserve the establishment of every possibility
for better education.



(h) The administration may serve as a channel of communication between the teachers
and the school and the community.
0] The community may be given an integral part in the implementation and
accomplishment of the objectives of the school.
The community may demonstrate this responsibility to the school by expressing to the administration
its beliefs and desires concerning the educational programs and practices of the school. It shall be
the responsibility of the administrative staff periodically to prepare formal statements defining and
implementing the basic purposes of the schools as stated above. These statements shall be the
basis for determining the content of the curriculum, the methods of instruction, and the means for
evaluating the effectiveness of both.

KEY VALUES OF THE ARLINGTON PUBLIC SCHOOLS
1. Our schools belong to our community and exist to provide service to our community.
2. Our central mission is to provide quality academic education for our students.
3. Our chief asset is our people.
4.  Core beliefs regarding discipline are as follows;
e Every attempt should be made to maintain the dignity of both adults and children.
e All students should be given the opportunity to make decisions and live with the results,
regardless of the consequences.
e Students should have the right to tell their side of the story, when consequences appear
to be unfair. Due process will be maintained.
e Misbehavior should be viewed as an opportunity for individual problem solving and
preparation for the real world, as opposed to a personal attack on the school or staff.
e There should be a logical connection between misbehavior and resulting consequences.

Section 4 Members of the Board of Education
Name Contact Information
Matt O’Daniel, President (402) 478-5757
Shannon Willmott, Vice President (402) 478-5604
Chase Kratochvil (402) 677-5217
Janet Warner (402) 478-4360
Jason Arp (402) 427-7550
Bruce Scheer (402) 478-4322
Section 5 Staff: Administrative Staff
Name Position
Dr. Dawn Lewis Superintendent
Aaron Pfingsten Secondary Principal
James Shada Assistant Principal/Activities Director
Jacqueline Morgan Elementary Principal




Staff: Teachers and Counselors Staff

Name

Department

Elsa Glasford

Spanish

Luke Brenn

Industrial Technology

Barina Buresh Crosland

Vocal Music

Sara Detjens

Special Education

Connor Eurek

Special Education

Holly Toft

School Counselor

Teresa Feick

Business/Computer

Tashia Wolf

Curriculum and Assessment Coordinator

Kali Agler

Agriculture

Steven Gubbels

Social Studies/P.E.

Doug Hart Family and Consumer Science
Sara Horner Science

Dawn Klein Mathematics/HAL

Helen Regier Social Studies

Shawna Koger

Business/Computers

Janelle Lorsch

Language Arts

Michaela Curran

Mathematics

Allison Mastny

Instrumental Music

Kristy Rollins

Media Specialist

Jeff Kment

Science

Scott Parson

Computers/Multimedia

Jacob Duhey

Language Arts

Kenny Fuchser

Science

Dan Larson Technology Coordinator
Erin Schaapveld Art

Cailyn Johnson Language Arts

Chrissy Rydl Language Arts

Tyler Spitser

Physical Education




Tyler Stender

Mathematics

Shawna Tierney

Mathematics

Deb Washburn Speech Pathologist
Jason Wiese Social Studies
Luke Hoesing PE

Maddie Wakefield Art

Staff: Support Staff

Name

Position

Jennifer Arp

Superintendent Secretary

Jenny Hansen

Bookkeeper

Sara O’Connell

Administrative Assistant

Shelly Miller Administrative Assistant
(open) Paraprofessional

Jeana Hernes Paraprofessional

(open) Paraprofessional
Shirley Holck Nurse

Lawrence Reed Maintenance Supervisor
Rod Parker Custodian

Vicki Freeman Custodian

Claudia Escamilla Custodian

Silvia Arias Custodian

Rita Bonilla Custodian

Julie French Food Service Manager
Mary Hunter Food Service

Karen Toebben

Food Service

Lorena Adams

Food Service

Lori Opfer

Food Service

Amanda Hagar

Food Service

Adrienne Larsen

Food Service




Section 1

Article 1 - SCHEDULES

School Calendar

Arlington Public Schools | 2021-2022 CALENDAR
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Section 2 Daily Schedule
BELL SCHEDULE FRIDAY SCHEDULE
Period 1 8:05 - 8:51 Period 1 8:40 - 9:25
Period 2 8:54 - 9:40 Period 2 9:28 - 10:12
Period 3 9:43 -10:29 Period 3 10:15 - 10:59
Period 4 10:32 - 11:18 Period 4 11:02 - 11:46
Period 5/TA 11:21-11:46 Period 6 11:49 -1:03
Period 6 11:46 - 1:03 HS Lunch 11:46 - 12:16
HS Lunch 11:46-12:16 MS Lunch  12:33-1:03
MS Lunch 12:33-1:03 Period 7 1:06 — 1:52
Period 7 1:06 -1:52 Period 8 1:55-2:41
Period 8 1:55-2:41 Period 9 2:44 —3:30
Period 9 2:44 - 3:30 No TA (5"
Section 3 Final Testing Schedule
SEMESTER ONE SEMESTER TWO

BOTH SEMESTER TESTING DAYS ARE 1:30P.M. DISMISSALS

(approximate times listed below)

Day one Day one
Period 1 8:05-9:18 Period 6 8:05-9:18
Period 3 9:21-10:34 Period 7 9:21-10:34
Advisor Break 10:37-10:57 Advisor Break 10:37-10:57
Period 4 11:00-12:13 Period 8 11:00-12:13
Period 5 12:16-1:30 Period 9 12:16-1:30
Day two Day two
Period 6 8:05-9:18 Period 1 8:05-9:18
Period 7 9:21-10:34 Period 3 9:21-10:34
Advisor Break 10:37-10:57 Advisor Break 10:37-10:57
Period 8 11:00-12:13 Period 4 11:00-12:13
Period 9 12:16-1:30 Period 5 12:16-1:30
REMINDER:

TA is 5" period. We do not have TA on early dismissal days or finals days.
Students will be released at 1:25 pm on the last day of second semester finals to their TA’s in
order to turn in their sign out sheet.

* Students that do not have scheduled courses or attend study halls the first and last periods of
each day are not required to attend during those times. (Periods 1, 6, 7 and 9)

* All teachers are required to provide an assessment during their scheduled finals dates.

* The middle school team will adjust the morning times, if needed, to accommodate individual
teacher final exams.

Section 4 Severe Weather and School Cancellations
The Superintendent of schools is authorized by the Board of Education to close public schools in
case of severe weather. Representatives of the Superintendent’s staff will notify local news media
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when inclement weather warrants such action. The information is broadcast regularly by radio and
television stations. When possible Eagle Alert will be used for notification.

Decision to Close Schools. A decision to close school is made when forecasts by the weather
service and civil defense officials indicate that it would be unwise for students to go to school. If
possible, a decision about the next school day will be made by 9 p.m. for announcement during
the 10 p.m. news. An early decision is not always possible because of uncertain weather conditions.
School officials will make periodic assessments of conditions during the night and will decide
early in the morning (by 6 a.m. if possible). In any case, an announcement will be made to the
news media when schools will be closed. In some instances, schools will be open, but certain
services may be cancelled (bus transportation, kindergarten, student activities). Whenever possible
staff will be notified by Eagle Alert of closings or delayed starts. Generally, staff members will
not be required to report on days of school closings. If required to report, staff will be notified via
radio/television stations or Eagle Alert. When school start is delayed staff will be required to
report to work one half hour prior to announced starting time. Some staff may be designated as
being required to come to school even in the event of a school closing.

After School Starts. Every attempt will be made to avoid closing school once classes are in session.
In some instances, closing school during the day is inevitable if children are to safely return home
before the brunt of a major storm hits. In these cases, as much advance notice as possible will be
given. If school is closed during the day staff will be notified and parents will be notified via media
broadcast and Eagle Alert. Teachers will be responsible for remaining with students until all
students have safely left school or the administration has made arrangements for remaining
students.

Parental Decisions. Parents may decide to keep their children at home in inclement weather
because of personal circumstances. Students absent because of severe weather when school is in
session will be marked absent. You should treat the absence like any other absence for legitimate
causes provided parents properly notify the school of their decision. Parents may pick up their
children in inclement weather (except in case of a tornado) at any time during the school day.
Students will not normally be dismissed from school during severe weather on the basis of a
telephone request.

Emergency Conditions. Arlington Public Schools has a signal which, when activated, includes the
necessity to either evacuate the building or to move to safer areas of the building. All regular drills
are held as required by law through the school year. There are plans for Emergency EXxit system,
Tornado Warning System, and Critical Incident Response. School officials are not permitted to
release students from the school building during a tornado warning. In the event of an
emergency exit alert or tornado warning, you should implement the school’s established safety
procedures.

Section 5 Contract Days
Teachers are contracted for-186 days (hereinafter referred to as the “contract year”). Such contract
days shall be serviced by individual teachers on varying schedules as established by the Board of
Education and administration.

Section 6 Make-Up Days
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In the event teachers are not required to report for duty due to inclement weather conditions or
other circumstance whereby a duty day is canceled, such days shall not be credited as a contract
day served. Make-up days may be scheduled by the administration during the contract year as
needed to allow all teaching staff to serve the full number of contract days.

Article 2—- EMPLOYMENT, COMPENSATION AND BENEFITS

Section 1 Employment

A teacher is employed by Arlington Public Schools when the teacher signs the Teacher’s Contract
and the Board of Education approves such contract of employment. The teacher’s employment
continues absent action by the administration or the Board of Education to non-renew, terminate,
amend or cancel the teacher’s employment contract with the school district, or action by the Board
of Education to accept a resignation of employment.

On or after March 15 of each school year a teacher may be requested to accept employment for
the next school year and shall be required to signify such acceptance on or before April 1 or such
other date after March 15 as may be designated in the notice. It is important for teachers to respond
to the request to signify acceptance as a failure to signify acceptance of employment by the April
1 or other designated date shall constitute cause for amendment of termination of the teacher’s
contract. If a teacher signifies acceptance of employment for the next school year, the teacher may
either be issued a new Teacher’s Contract or a “Contract Renewal Agreement.”

Should a teacher wish to resign from employment the teacher should give written notice of
resignation to the Superintendent. The request to resign will be acted upon by the Board of
Education. Mid-year resignations and resignations given late in the spring for the following school
year can present significant planning problems for the District. If a mid-year resignation is
submitted, or a resignation for the following school year is submitted after April 15 or after the
teacher has signified acceptance of employment for the next school year, the Board of Education
may act to not accept the resignation unless a suitable replacement can be found. The District will
enforce the continuing contract of teachers accepting employment for the next school year under
the provisions of Neb Rev. Stat. §79-820.

Section 2 Assignments

The professional duties to be performed by a teacher with the District shall be subject to assignment
by the Superintendent of the District with the approval of the Board of Education. A teacher will
be expected to devote full time during days of school to the teacher’s position and to diligently and
faithfully perform the assigned duties to the best of the teacher’s professional ability. Job
descriptions, where available, provide additional information about the position duties.

In addition to the normal duties traditionally required of teachers, a teacher may be assigned such
“extra duty” assignments to support the extra-curricular programs of the District, which shall be
upon such terms and conditions and at such additional rate of compensation as the Teacher and the
District may agree upon or as set forth in the negotiated agreement. The extra-curricular program
of the school district is an integral part of the overall educational program of the school district.
As such, a teacher shall not unreasonably refuse to accept such extra-duty assignments. In
addition, performance in an extra duty assignment is a part of the evaluation of the teacher’s overall
performance to the District.
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Section 3 Personnel File
The District will follow the requirements of state and federal law and regulation with regard to a
teacher’s personnel file, including but not limited to Neb. Rev. Stat. § 79-8,109.

Section 4 Grievances and Complaints

Teacher grievances regarding wages, hours, and conditions of employment set forth in the
negotiated agreement shall be governed by the grievance or complaint procedure in the negotiated
agreement. All other employment related grievances or complaints shall be addressed through the
administrative chain of command following the process set forth in board policy.

Section 5 Compensation

Regular Salary and Extra-Duty Compensation. Compensation is paid only as authorized by the
Board of Education. Teachers are paid a salary based on placement on the salary schedule set forth
in the collectively bargained negotiated agreement between the District and the collective
bargaining agent for the certificated teaching staff (referred to in this handbook as the “negotiated
agreement”), and the extra-duty salary schedule also incorporated into the negotiated agreement.

Changes in Salary Schedule Placement. Changes in a teacher’s placement on the salary schedule
shall be governed by the provisions of the negotiated agreement. Teachers are expected to provide
the Superintendent with a transcript for all graduate hours earned for purposes of advancement on
the salary schedule on or before September 1 of the school year in which such hours are to be
credited for the teacher’s placement on the salary schedule. Failure to timely provide an official
transcript from the post-graduate institution of the graduate hours earned will result in a loss of
such credit for such school year.

Salary Payments. Salary is payable over twelve equal installments. Teachers will be paid on the
20th of the month, or the last preceding school day, if the 20th falls on a vacation or week-end day.
In emergency cases exceptions may be made, subject to the approval of the Board. In no case shall
the Board advance more than one month's salary. Upon separation of a teacher’s employment, or
upon fulfillment of the contract, the teacher may, at the option of the Board, be paid all salary due
in one lump sum.

Additional compensation over and above regular compensation, extra-duty pay and supplemental
pay shall be disbursed as it is earned and deductions from compensation due to unpaid leave shall
be taken out as they are reported to the payroll office. Reimbursements for mileage or other
expenses will be considered separate from compensation.

Section 6 Extended Duty Pay
Extended duty for any teacher beyond the number of contract days established by the Board of
Education for the school year shall be paid on a per diem basis for such teacher’s extended time.

Section 7 Benefits

Teachers are provided benefits in accordance with the negotiated agreement, group health
insurance plan requirements, and the school district’s Section 125 Plan document. Teachers shall
make annual fringe benefit elections by September 1 of each school year. Should a teacher fail to
make such election, the teacher election from the immediately preceding school and contract year
shall be continued. Each teacher is responsible for informing the Office of the Superintendent in
writing of any changes in benefit status.
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Continued health insurance benefits are available through COBRA subject to certain qualifying
requirements. A Notice of COBRA Continuation Coverage Rights is attached to this handbook as
Appendix “A.”

The Health Insurance Portability and Accountability Act (HIPAA) provides rights and protections
for participants and beneficiaries in group health plans. HIPAA includes protections for coverage
under group health plans that limit exclusions for preexisting conditions; prohibit discrimination
against employees and dependents based on their health status; and allow a special opportunity to
enroll in a new plan to individuals in certain circumstances. HIPAA may also give you a right to
purchase individual coverage if you have no group health plan coverage available, and have
exhausted COBRA or other continuation coverage. Further information may be obtained from the
Plan Administrator of the group health plan.

Section 8 Payroll and Payroll Deductions

Salary and benefits are paid in accordance with the individual employment contracts and
negotiated agreement. Payroll deductions shall be made in accordance with law and the negotiated
agreement.

Section 9 Expense Reimbursement

Teachers are required to request use of school transportation for purposes of school business. If
school transportation is not available, reimbursement for authorized mileage will be paid to
teachers required to drive their own vehicles during their regular scheduled working hours between
two or more work sites. Claims for reimbursement should be submitted to the appropriate
supervisor. The allowable rate shall be governed by Board policy, unless otherwise required by
law. The District is not liable for physical damage to employee vehicles. All reimbursement
claims should be preapproved by the appropriate building principal or superintendent.

Materials necessary for instruction are provided by the District. If teachers need additional
materials for instruction or school-related purposes, the request should be made to the Principal.
Reimbursement for purchase of materials or for meals or other expenses related to travel must be
submitted to and approved by either the Principal or, if the expense relates to an activity, by the
Athletic Director. The request for reimbursement should include a voucher sufficient to establish
that the expense was actually incurred and that the expense was reasonable and related to a school-
purpose.

Section 10  403(b) Salary Reduction Agreements

The District will cooperate with any teacher who chooses to participate in an investment program
under Internal Revenue Code Section 403(b) provided that the certificated employee executes a
"Salary Reduction Agreement” provided by the District and the vendor of the 403(b) Plan elected
by the teacher has entered in to a "Service Provider Agreement” with the District holding the
District harmless from any liability that may arise out of such 403(b) Plan, including, but not
limited to, the calculation of the maximum exclusion allowance, tax reporting, notices and income
withholding.

Section 11 ~ Overtime

Teaching professionals are classified as exempt from overtime under the Fair Labor Standards Act
(FLSA). The overtime exemption for teaching professionals is not dependent on whether the
employee is paid on a “salary basis.” Exempt employees are not eligible for overtime or

14



compensatory time. A publication provided by the federal government which provides more
information about the FLSA is attached as Appendix “A” to this handbook.

Any non-exempt employees must receive prior approval from their supervisor to work additional
hours beyond their regular work schedule. Non-exempt employees must be paid for each hour
worked in excess of 40 hours in a workweek. The regular workweek is from 12:00 a.m. on Monday
through 11:59 p.m. on Sunday. The administration may establish a different 7-day period
workweek from time to time for specified employees or employee groups.

Overtime pay for non-exempt employees will be paid at the rate of not less than 1% times the
employee's regular rate of pay for hours worked in excess of the 40-hour workweek. Employees
with two or more non-exempt positions may be eligible for overtime pay based upon the total
number of hours worked in one workweek. If applicable, the employee and the Superintendent
will agree upon the overtime rate, in compliance with FLSA regulations. A non-exempt employee
may request compensatory time in lieu of overtime pay, with approval of the employer, with the
rate figured as 1% times the number of hours worked in excess of 40 hours in any work week.
Compensatory time may be accumulated up to 40 hours upon approval by their supervisor. Any
accumulation of compensatory time over 40 hours must be approved by the Superintendent. The
FLSA limits the accumulation of compensatory time to 240 hours.

The District’s policy is to not permit improper deductions from the salary of exempt employees
who are required to meet a “salaried basis” test for the exemption to be applicable. (Teaching
professionals are not subject to the “salaried basis” test). An employee who feels an improper
deduction affecting exemption status has occurred may submit a complaint to the Superintendent
or the Superintendent’s designee, who shall promptly investigate the complaint. Reimbursement
shall be made and a good faith commitment to comply in the future will be given in the event it is
determined that an improper deduction affecting overtime exemption has been made.

The District’s policy is to authorize unpaid disciplinary suspensions of a full day or more for
infractions of workplace conduct rules and to apply such policy uniformly to all similarly situated
employees, including exempt employees who are required to meet a “salaried basis” test for the
exemption to be applicable. Unpaid disciplinary suspensions of a partial day or of a full day or
more may be implemented for infractions of safety rules of major significance. Deductions of pay
of a partial day or of a full day or more may be made for FMLA leaves and in the first and last
weeks of employment. In addition, based on principles of public accountancy, deductions from
pay of a partial day or of a full day or more will be made for absences for illness, injury or personal
reasons when accrued leave is not used or not available, and for absences due to any budget-
required furlough.

Article3 ABSENCES FROM WORK

Section 1 Paid Leave - Sick and Personal Leaves

Teachers are provided with paid sick and personal leaves (professional leaves, bereavement leaves,
etc.) in accordance with the negotiated agreement. During such paid leaves, teachers shall continue
to receive all salary and fringe benefits called for by the negotiated agreement.

The leaves provided by the District are to be used for the purpose intended. Abuse of leave
privileges affects the students, other staff, and the entire District and will not be tolerated.
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Requests for Leave
Advance reporting of the need to take a leave and having effective lesson plans and materials
prepared and readily available for the substitute are important.

A teacher who becomes ill and is unable to work is to call their building principal before 6:30 a.m.
on the day of absence. Before the end of the school day on the first day of the sick leave, and on
each subsequent day of absence, a report should be made to the building principal as to whether
the teacher will be able to return to duty on the next duty day. For illnesses or medical situations
where the need for the leave can be determined in advance, the teacher is to make such advance
report of need for leave as possible.

For personal and other leaves, a teacher must request leave from his/her supervisor both orally (via
conversation) and written (via email). Once approved, the request may be submitted by the teacher
on the online substitute system. The request for leave process must be initiated by the teacher at
least five school days prior to the leave, or such other advance notice as is practicable under the
circumstances. Requests for personal leave shall not normally be granted for days immediately
preceding or immediately following regularly scheduled holiday and vacation periods, nor shall
personal leave be granted to more than one member of each staff (elementary and secondary) at
any one time. Staff is discouraged from taking personal leave the first two, or last weeks of the
school year.

Return from Leave

Upon return from leave, teachers are to review information supplied by the substitute teacher as to
progress made in the class and any student behavior concerns. The substitute should be contacted
directly if the written information supplied is not adequate.

A teacher who is absent for any period of time because of injury requiring care from a physician
or health care provider, or for a period of one week or more due to illness, must present a written
statement to the Principal from the teacher’s physician or health care provider stating that the
teacher is physically able to return to duty. This statement is to be presented in person before the
teacher returns to duty in order that the present stage of convalescence can be observed and
discussed.

Section 2 Payroll Deductions for Absences in Excess of Paid Leave

Should a teacher be absent from work in excess of the teacher’s accumulated sick leave or other
paid leaves called for in the negotiated agreement, the teacher’s salary and fringe benefits
(including the cost of premiums for group health insurance) shall be reduced by the day or days or
work missed on a per diem basis calculated using the number of days missed as the numerator,
and the number of total contract days for the school years as the denominator; e.g. one day missed
= 185" of total salary and fringe benefits.

Section 3 Leaves of Absence

A teacher may apply to the Board of Education for a leave of absence from the teacher’s duties.
The Board of Education will consider such requests on a case-by-case basis. No leave of absence
shall extend beyond one school year. All leaves of absence shall be without pay except for the
payment of health insurance benefits as may be required under applicable state or federal laws.
See Board Policy 4170 for additional information.
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Section 4 Jury Duty

A teacher who is summoned for jury service shall promptly notify the Principal of such summons.
The teacher’s salary will continue during time spent in jury service, and no deduction of leave time
shall occur. The teacher will return to the school any money received that was not used for
mileage, meals or other expenses incurred from the term of duty. Teachers are to notify the
Superintendent of the amount received for such jury duty.

If a teacher, upon reporting for jury duty in the morning, is dismissed from jury duty for the
remainder of the day, the teacher is to report for duty and resume duties for the balance of the day.
When a teacher is entirely dismissed from jury duty, the teacher is directed to report for duty and
the substitute will be dismissed.

Teachers are expected to promptly notify the Principal of any other form of legal summons which
may require an absence from duty. In the event the summons involves a school-related matter, the
matter shall be treated similar to a jury duty absence. In the event the summons involves a personal
matter, the teacher will be required to use available leave days.

Section 5 Military Leave

Teachers who are members of the National Guard, Army Reserve, Naval Reserve, Marine Corps
Reserve, Air Force Reserve, or Coast Guard Reserve (hereinafter, “reserves”), are entitled to a
military leave of absence from their respective duties, without loss of pay, when employed with or
without pay under the orders or authorization of competent authority in the active service of the
state or of the United States. Teachers who normally work or are normally scheduled to work 120
hours or more in three consecutive weeks shall receive a military leave of absence of 120 hours
each calendar year. Teachers who normally work or are normally scheduled to work less than 120
hours in three consecutive weeks shall receive a military leave of absence each calendar year equal
to the number of hours they normally work or would normally be scheduled to work, whichever is
greater, in three consecutive weeks. Such military leave of absence may be taken in hourly
increments and shall be in addition to the teacher’s regular annual leave.

When the governor of this state shall declare that a state of emergency exists, and any teacher who
is a member of the reserves is ordered to active service of the state, the teacher shall be granted a
state of emergency leave of absence until released from active service by competent authority.
The leave of absence shall not be a military leave of absence; other forms of leave may be granted.
The teacher shall receive normal salary or compensation minus the state active duty base pay the
teacher receives in active service of the state.

Section 6 Employee Rights and Responsibilities under the Family and Medical Leave
Act

Family and medical leaves shall be allowed under the terms and conditions of the Family and
Medical Leave Act of 1993, as amended (FMLA).

Basic Leave Entitlement. FMLA provides up to 12 weeks of unpaid, job-protected leave to eligible
employees for the following reasons:

. For incapacity due to pregnancy, prenatal medical care or child birth;

. To care for your child after birth, or placement for adoption or foster care;

. To care for your spouse, son or daughter, or parent, who has a serious health
condition; or

. For a serious health condition that makes you unable to perform your job.
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The “leave year” for purposes of the FMLA is a “rolling” 12-month period, measured backward
from the date of any FMLA leave usage.

Military Leave Entitlement. Eligible employees with a spouse, son, daughter, or parent on active
duty or call to active duty status in the National Guard or Reserves in support of a contingency
operation may use their 12-week leave entitlement to address certain qualifying exigencies.
Qualifying exigencies may include attending certain military events, arranging for alternative
childcare, addressing certain financial and legal arrangements, attending certain counseling
sessions, and attending post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26
weeks of leave to care for a covered service member during a 12-month period. A covered service
member is a current member of the Armed Forces, including a member of the National Guard or
Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may
render the service member medically unfit to perform his or her duties for which the service
member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is
on the temporary disability retired list.

Benefits and Protections. During FMLA leave, your health coverage under a "group health plan”
will be maintained on the same terms as if you had continued to work. Upon return from FMLA
leave, most employees must be restored to their original or an equivalent position with equivalent
pay, benefits, and other employment terms.

Your use of FMLA leave will not result in the loss of any employment benefit that accrued prior
to the start of your FMLA leave.

Eligibility Requirements. You are eligible if you have been employed with Arlington Public
Schools for at least one year, for 1,250 hours over the previous 12 months, and if there are at least
50 employees of Arlington Public Schools within 75 miles of your work location.

Definition of Serious Health Condition. A serious health condition is an illness, injury, impairment,
or physical or mental condition that involves either an overnight stay in a medical care facility, or
continuing treatment by a health care provider for a condition that either prevents you from
performing the functions of your job, or prevents the qualified family member from participating
in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of
incapacity of more than three consecutive calendar days combined with at least two visits to a
health care provider or one visit and a regiment of continuing treatment, or incapacity due to
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of
continuing treatment.

Use of Leave. You do not need to use FMLA leave entitlement in one block. Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. You must make
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the
District’s operations. Leave due to qualifying exigencies may also be taken on an intermittent
basis.
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Substitution of Paid Leave for Unpaid Leave. You may choose or Arlington Public Schools may
require use of accrued paid leave while taking FMLA leave. In order to use paid leave for FMLA
leave, you must comply with the District’s normal paid leave policies.

Employee Responsibilities. You must provide sufficient information for the District to determine
if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.
Sufficient information may include that you are unable to perform job functions, the family
member is unable to perform daily activities, the need for hospitalization or continuing treatment
by a health care provider, or circumstances supporting the need for military family leave. You
also must inform the District if the requested leave is for a reason for which FMLA leave was
previously taken or certified. You also may be required to provide a certification and periodic
recertification supporting the need for leave.

Employer Responsibilities. The District must inform employees requesting leave whether they are
eligible under FMLA. If they are, the notice must specify any additional information required as
well as the employees’ rights and responsibilities. If they are not eligible, the District must provide
a reason for the ineligibility.

The District must inform employees if leave will be designated as FMLA-protected and the amount
of leave counted against the employee’s leave entitlement. If the District determines that the leave
is not FMLA-protected, the District must notify the employee.

Unlawful Acts by Employers. FMLA makes it unlawful for any employer to:
e Interfere with, restrain, or deny the exercise of any right provided under FMLA;
e Discharge or discriminate against any person for opposing any practice made unlawful by
FMLA or for involvement in any proceeding under or relating to FMLA.

Enforcement. An employee may file a complaint with the U.S. Department of Labor or may bring
a private lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State
or local law or collective bargaining agreement which provides greater family or medical leave
rights.

For additional information you may refer to FMLA posters on employee bulletin boards or contact
the U.S. Wage and Hour Division at:

1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627

www.wagehour.dol.gov

To submit a request for use of FMLA, or to make arrangements for payment of benefits while on
an FMLA leave, contact Lynn Johnson at 402-478-4173.

Article 4 - DUTIES AND RESPONSIBILIITES

Section 1 Hours of Work & Meetings

Regular, dependable attendance at work is an essential function of a teacher’s employment
position. The Board of Education recognizes that teachers' responsibilities to their students and
their profession generally involve the performance of duties and the commitment of time beyond
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the normal working day, but also recognizes that teachers and other educational professionals are
entitled to regular time and work schedules on which they can rely in the ordinary course of events
and which will be fairly and evenly maintained to the extent possible throughout the school system.

Schools have differing starting and ending times for the student day. Certificated employees
assigned to a building are to spend eight hours on site, including lunch break (30-minute lunch),
except that duty-free lunch time can be spent off-site. If a teacher takes their duty-free lunch time
off-site, the teacher must check out with the Principal’s office. The Principal will determine the
length of time prior to and after the student class schedule for staff to be on-site in order to meet
the required eight hours. Staff may leave the building earlier when called to a professional
meeting.

Certificated employees are required to serve on lunchroom, hall, detention, and ground
supervision as designated by the Principal. The Principal will attempt to make an equitable
distribution of such assignments and professional staff shall assume such duties as part of
their work and agreement of employment.

Teachers shall attend meetings called by the Superintendent of Schools, principals, department
heads and team leaders, except those meetings which are designated for optional attendance.

Section 2 Arrival to Duty Assignments

Full-time teachers have a designated on-site work day as 7 hours and 30 minutes. Elementary
school teachers are to be in the building by no later than 7:45 a.m. to be in their classroom no later
than 8:00 a.m. and to remain on duty until 3:50 p.m. Secondary school teachers are to be in the
building by no later than 7:45 p.m. to be in their classroom (or supervision) no later than 8:00 a.m.
and to remain on duty until 3:50 p.m. Certificated employees other than teachers are expected to
meet the same guidelines for entry to the building, being in their assigned duty area, and duty
departure time. Teachers and other certificated employees who are part-time or work on adjusted
schedules are to be in the building at least 10 minutes before their class or assigned duty begins,
and to be in their classroom or assigned duty area at least 10 minutes before their class or
assignment begins. During the school day, teachers are to be in their assigned classroom when
each period begins to assure that students are not unsupervised within the classroom.

Parking Lot Duty

Individual staff members will be assigned parking lot duty on a weekly basis, information
pertaining to individual dates will be released at the beginning of each school year. If the staff
member has a conflict with the assigned date, it is there responsibility to find a replacement.
Weekly parking lot duty for the assigned staff member begins at 7:50 am and concludes at 8:05
am. Prior to reporting to the duty, staff should retrieve a radio from the high school office.

Regardless of the weather, when participating in parking lot duty, staff should be centrally located
in the south parking lot, enforcing district policy and assisting students as needed. In the event that
a significant discipline issue or traffic violation is witnessed, please refer the instance to the
administration immediately via radio, or following the conclusion of the designated time.

Section 3 Leaving School
Teachers are to be on duty at all times during the school day. Teachers are considered on duty even
during designated planning periods. An uninterrupted lunch period of not less than 30-minutes
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each day is provided to teachers during which they are not assigned teaching, supervisory, or other
duties. Teachers who leave the school during the designated lunch period must check out with the
Principal’s office.

Teachers may not leave school during duty hours without approval of the Principal. If the absence
has been approved, the teacher must check out with the Principal’s office when leaving, and check
back in with the Principal’s office upon return. Teachers who need to leave during the school day
for reason of illness or emergency are to check out with the Principal’s office and make sure that
a responsible person has been notified of their unexpected absence so student coverage may be
provided.

Section 4 Lesson Plans

Teachers will prepare written lesson plans which cover at least five days of advance instruction.
Lesson plans are to be submitted to the building principal by 8:15 a.m. each Monday. The plans
must be in the plan book or approved form. Please keep the plans, including lesson plans, class
rosters, etc. in the top right hand drawer of the teacher's desk. If that is not possible, the plans
should be kept in a place in which they will be readily available in the teacher’s absence. Teachers
are encouraged to place and share (with the principal) lesson plans on a google document.

The lesson plans must be sufficiently clear in establishing learner objectives, state standards being
addressed and related activities so that they are easily used by a substitute teacher or other staff
member not familiar with previous classroom activities or progress. The plans must give specific
reference to other instructional sources immediately available which will enhance the instructional
lesson.

Section 5 Daily Class Record Books

Every teacher is required to keep a complete and easily understandable written record of the
attendance and achievement of every student in a class record book (sometimes referred to as a
grade book) or via the district approved SIMS Grade book and SIMS attendance. This class record
must be kept current and include the following minimum information in a readily understandable
fashion:

SIMS Gradebook

1. The names of all students enrolled in the class.

2. Updated weekly to accommodate submissions for the eligibility lists and to provide
students/guardians with updated and accurate information via Parent Web Access.

3. A complete report of all recorded grades for each student. A minimum of two grades per

week is recommended for the frequency of recorded grades (or for the giving of written
lessons or examinations). Be sure that you assess frequently enough and that you record
grades frequently enough to readily and realistically justify the term and final grades which
are reported to parents/guardians.

SIMS Attendance

1. Report absences and tardies on SIMS at the end of each period.

2. Review the Absence Summary Report on a daily basis and report any discrepancies to the
attendance secretary for correction. Upon request a student's individual record in the
teacher's class record book shall be made available for review or copying. Information
relating to other students should not be allowed to be seen by other students or parents.
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Because the entries in the class record book constitute a source of original entry for information
which may be needed in the absence of the teacher, teachers are required to deliver the teachers'
class record books to the Principal at the close of the school year for filing in the permanent
records. Teachers who return to Arlington Public Schools and who wish to refer to the previous
year's class record book may request the return of the class record book. Such books shall again
be brought to the office for permanent filing when the teacher is finished with them, or at the close
of the current term.

Section 6 Classroom and School Procedures
Teachers are expected to adhere to the following classroom and school procedure in the
performance of their duties:

1. Student/Guardian Handbook
Each teacher is expected to be familiar with and enforce the guidelines and regulations that
are described in the Student/Guardian Handbook.

2. Bulletin Boards/Learning Posters
Each teacher shall be responsible for completing appropriate bulletin boards and/or learning
posters regarding curriculum related matters in their primary classroom.

3. Text Book and Room Inventory

All school purchased materials must be inventoried with the building bookkeeper or secretary.
Textbooks are to be numbered, stamped with the school stamp and should display the name of
the student whom the book is assigned. Teachers should keep good records of who has which
book. At the start of the year, note condition of the textbook on the inventory sheet and keep
this sheet. When a book is turned in, note the condition, and if the book shows abuse (other
than normal wear) assess a fine that you consider is fair. Insist that students put covers on their
books by the end of the first week after receiving them.

4. Use of Cell Phones
Teachers shall not use personal cell phones for any non-school purpose during teacher duty
time.

5. Use of Paraprofessionals

Paraprofessionals provide valuable assistance in the educational process and allow teachers to
carry out their responsibilities in a more efficient and effective manner. A paraprofessional
must not, however, assume a teacher’s responsibilities. The teacher must maintain the role of
leadership and responsibility for the students, with the paraprofessional in a supportive role.
Paraprofessionals may be used to assist the teacher by, among other tasks, assisting with
instructional activities under the direction of the teacher, helping to supervise students, copying
tests and other written material, organizing class materials, preparing bulletin boards, grading
tests or class work, and calculate grades and record grades. Paraprofessionals are to work only
on their assigned work days and within their assigned work day. If the teacher desires the para
to work hours other than the assigned work hours or assigned work day, contact the
administration for approval.

6. Use of Student Aides
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10.

11.

12.

Student aides are to be directly supervised by the teacher and are not to leave the building or
be in the halls or anywhere they are not being supervised. Student aides are not to be used to
assist the teacher by helping supervise another student, grade tests or class work, calculate
student grades or record grades. Keys are NEVER to be given to students, whether they are
student aides or not. A student aid should not be present and assisting a teacher without another
adult present after the end of regular teacher duty hours.

Checking Out of Equipment

All equipment must be checked out through the building principal. All school equipment may
be used only for school purposes. No school equipment may be directed to the personal use
of a teacher or another District employee without administrative approval.

Requisition of Equipment and Supplies

Books, equipment and supplies which are needed for instruction should be budgeted through
the Principal’s office. These budgeted items are purchased through the spring requisition
process. All budgeted purchase requests outside of the normal spring requisition process should
be kept to a minimum. Requested items not included in the budget may be denied approval.
No equipment or supplies ordered through the District may be directed to the personal use of
a teacher or another District employee.

E-mail

Each teacher will be assigned a school e-mail address for purposes of intra-school and inter-
school e-mail correspondence. Teachers should check for e-mail throughout the day, and
should timely respond to e-mails which require a response, but should avoid checking and
responding to e-mails during instructional time. Use of the District’s e-mail system for
personal communications should be limited, and is subject to the rules governing overall
computer usage found in Board policy and this handbook.

Teacher Mail Box

Each teacher will be assigned a mailbox located in the high school office. Teachers should
check for mail each morning and also later in the school day, if possible. 1f something requires
an answer teachers are responsible for responding promptly. Teacher mailboxes are to be
limited to communicate regarding school business.

Teachers Meetings

Teachers’ meetings will be held on an as needed basis. ALL teachers are expected to be present
for the meetings, unless they are absent from school for good cause or have made prior
arrangements. Teacher collaboration meetings will take place on Friday mornings from 7:50 —
8:30 am. Teachers are expected to be in assigned groups and meeting locations at 7:50 am.

Daily Bulletin
The daily bulletin will be distributed to each teacher (via email) by teacher advisor period. All

teachers are responsible for reading the bulletin to their students at the beginning of advisor
period. Submit items for the daily bulletin to the high school secretary by 8:30 a.m. for inclusion
in the day’s bulletin.
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13.

14.

15.

Student Passes

Students should not be in the hallway during class time unless they have a hall pass. Use
discretion in issuing passes to student(s) as they will be allowed only three passes per day. The
student planner is the only means by which a student can obtain a pass. When issuing a pass
please check to ensure that the planner belongs to the person requesting the pass. Students
have time to go to their lockers during passing time and should not need to go during class
time.

Study Hall Supervision

The purpose of study hall is to provide time for students to complete their assigned class work.

The following study hall rules are to be used by all staff members.

1.  Develop and use a seating chart and walk around periodically to check on students.
2. Allow no talking without permission. (Suggested that permission to talk should be
given to no more than two students at any one time).

Allow no sleeping.

No toys, cards, games, video games, food or liquids, (other than water) etc.

See that students sit in their chairs in an appropriate manner.

Students may sign out to the library during study hall period. Make sure students

have a pass when going or coming from the library.

7. Students are not allowed to checkout to other classrooms (including computer labs)
without a pass from the specific teacher.

8.  Students in study hall who are on the ineligible list will be restricted from going to the
library for leisure reading. They may be allowed to go for research reasons only if
they have a pre-signed pass from a teacher indicating that this is a need.

9.  Passes to the library will be honored for research requests. Newspapers and other
leisure reading materials may be checked out in the library and taken to study hall.

10. Carefully monitor the use of the tables and chairs. Report any problems with graffiti
or other misuse of the equipment to the office.

ook w

Study hall supervisors will not write passes for students on the ineligible list under any
circumstances except to see the school nurse. Study hall supervisors must walk around the
room to monitor student behavior/actions. Watch closely for students writing on tables/desks.

Substitute Teacher File
Each teacher is to maintain an up-to-date substitute file which remains in their mailbox
containing the following information in addition to what the office has already submitted
to the file:
1. Acurrent list of all students in class and a seating chart for each class.
2. Rules and regulations that your classes routinely follow.
3. Location of books, materials, and supplies.
4. Lunch schedule and procedures.
5. Any other information unique to your teaching assignment.

Section 7 Supervision of Students

Proper supervision of students is an important responsibility for teachers and other adults
responsible for our students. Teachers and other adults responsible for student supervision are
expected to meet the four “P’s” for student supervision and safety.
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Proper Supervision

a.
b.

Report to all duty assignments on time.

Circulate through your duty area. Pay particular attention to areas and activities that
pose an increased risk of injury.

Be vigilant while supervising students. Never leave your classroom unattended; the
need to make a copy is not greater than the need to supervise your students. If an
emergency requires that you leave your classroom, request that another nearby staff
member cover your class, or notify the office so someone can provide assistance. If you
are on grounds, lunch, or hall duty, your responsibility is to supervise the students in
your assigned area. When talking with other adults or students, remember that your
primary duty is supervision and make sure you are aware of what all students who you
are to be supervising are doing.

If you have seen or have been informed that a particular student has a propensity to act
dangerously or in an unpredictable manner, your supervision of that student must
increase with the known risk of injury. (Remember, though, that this type of
information may be confidential—do not share confidential information about students
except with other staff who need to know the information to perform their jobs).

Be careful with touching students.  Use of corporal punishment is prohibited at
Arlington Public Schools. Touching students should be limited to that necessary to
protect the student from harm (e.qg., falling from playground equipment) and that which
professional educators determine appropriate for purposes of proper student
relationships.

Be careful with your language. Profanity or abusive language should not be used by
you. Be a good role model for students. If a student uses such language, you should
correct the student and take such disciplinary action as is appropriate, which may
include making a report to administration.

Proper Instructions

a.

b.

Proper instructions are important to reduce the risk of injury when students undertake
an activity, especially an activity that has an increased risk of harm to students.
Repeat the instructions on how to complete a task that has a heightened risk of danger
as often as needed. Do not assume because students heard the directions once that they
will be remembered.

When you go over safety rules with students note it in your written records (e.g., your
lesson plan book or planner).

Review playground and classroom safety rules with students at least once each
semester and note when you do it in your written records. Also, if any students are
absent when you review the rules contact the student(s) to review the same information
and also note that contact in your written records.

Proper Maintenance of Buildings, Grounds, and Equipment

a.

b.

Conduct periodic inspections of equipment under your control or in your area of
supervision.

If equipment is broken and presents a risk of injury, immediately take it out of service
(if it can’t be moved, tape a “Do Not Use” sign) and notify the office so those repairs
may be undertaken.
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c. Check your communication devise (whether it be a school phone in your supervision
area, a walkie-talkie, or a cell phone) periodically to make sure you can communicate
with the office immediately in the event of an emergency.

Proper Warnings
a. If you have knowledge of a hazard that can likely cause injury, take steps to warn
other staff and students. Tell the office so additional warnings may be given.

1. Contact the Office for Assistance
The office administration should be contacted immediately when a situation exists which
could cause injury to students or others. Examples include:
- student fight
- student health problem (fainting, bleeding, high temperature, difficulty
breathing, etc.);
- a report or a suspicion that a student has a weapon or other dangerous item
or drugs, alcohol, or other illegal substances
- presence of an intruder (a non-student or staff member who refuses to go
to the office)

2. Student Searches

Office administration should be notified in the event that a student is suspected of having
contraband. A teacher should not search a student unless they are assisting a school
official, or in the event of an emergency. You may direct a student suspected of having an
item in violation of school rules to wait with you until another adult is present, or to follow
you to the office if you can leave your assigned area without causing risk of harm to others.
Do not use physical force to detain the student or to make the student accompany you
except as reasonably necessary to protect the student or others.

3. Student Rights
Students should be treated fairly and given the same treatment without consideration of

race, color, religion, gender, or disability. Students who need special accommodations
should be given those accommodations as needed for them to participate in school and
school activities. Further, students have the right to have their school records kept
confidential. Such information should be shared only with other school staff with a need
to know the information to perform their duties.

Section 8 Managing Student Conduct

Discipline is everyone's responsibility. It begins with the student being responsible for his/her
own behavior and understanding the consequences it may cause. The teacher is responsible for
articulating classroom expectations at the beginning of the school year, implementing the
classroom expectations on a consistent basis, and being familiar with the student handbook. All
staff is responsible for all students in the hallways, in the rest rooms, at assemblies, at pep rallies,
and during lunch. Consequences for inappropriate behavior may include students making up time
before or after school, a student or a parent conference, or a referral to an administrator.

The following guidelines will assist in maintaining appropriate student conduct and complying
with the process required for student discipline.
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1. On the first day of class make students aware of classroom expectations. Students
will accept them if they know in advance and if they are fair and consistent.
Students often appreciate giving input on classroom rules. These expectations
should be in writing. Give one copy to the students, post one copy in the room and
provide one copy for the principal.

2. It is important to document student behavior in your classroom, calls to parents,
referrals, and/or communications with a student.
3. If, after attempts to improve student behavior, the problems continue, talk to the

student’s counselor or the Principal about possible alternatives in discipline
procedures. Be attentive and respond to “bullying.”

4. If a student continues to cause problems, inform the administration for disciplinary
action using the approved reporting forms. Be sure to state the problem clearly and
expectations in terms of assistance, as at times the student’s and teacher’s stories
are different. Be prepared to provide documentation.

5. Follow up on any referral. The student may not go to the principal or the counselor
when sent. The administrator or attendance coordinator will inform the teacher of
the consequences.

6. Refer students with continued and significant behavioral problems to the student
assistance team for a determination of whether the student is in need of special
services. Contact the counselor if you have questions as to the procedure.

7. Talk with other teachers about the classroom management techniques they use to
establish an atmosphere conducive to learning in their classroom. A large repertoire
of classroom management techniques always enhances learning.

8. Read and understand the student handbook and the student conduct rules of the
District.
9. Use good judgment when dealing with difficult situations involving students.

Physical confrontation generally escalates tense situations. Corporal punishment is
prohibited in our school district and is not to be used. Physical force may only be
used to the extent reasonably necessary to protect the student, yourself and others,
and to protect property as may be reasonable.

10.  Violations of student rules which are also violations of state law are required to be
reported to law enforcement. Make a report of such conduct to the Principal so this
law may be followed.

Procedures for identifying unusual student behavior

Staff should use the following guidelines when you encounter students exhibiting unusual
behaviors that merit further investigation. Your primary concern is to focus on student behavior,
always remember there are a variety of potential causes leading to altered behaviors. Our
responsibility is to protect all students and to remain aware and alert to potential problems.

1. The teacher’s role is to explore/investigate in nonintrusive ways and then make
administration aware of your findings. Your preliminary explorations should not alert
a student to your concerns. It is not the teacher’s role to approach and/or question a
student about suspicions, leave that to the administration. Issues of this nature should
remain confidential at all times. Do not draw unnecessary attention to the student.
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2. Classroom teachers should observe students’ behaviors, smell, visual appearance,
motor skills, responsiveness, etc. when determining whether or not they need to
forward a concern about a student to the administration.

3. The classroom teacher should determine the immediacy of the situation and contact
the building administration accordingly. It may be something that can wait until after
class, or it may be something that necessitates an immediate call to the office.
Teachers are reminded to keep all communications and conversations private to
protect the dignity of all students. In the event of an emergency the classroom teacher
should refer to the crises manual.

4. Staff members involved should prepare a written statement of their observations;
including date, time, parties involved and any additional information.

5. Once the student has been referred to the office, the administration will make a
determination of reasonable suspicion prior to proceeding to the next step in the
investigation.

6. If possible, staff members will be notified of the situation at a later time.

Section 9 Dispensing Medication

Teachers are not permitted to give any medication to students unless trained under the Medication
Aid Act, Neb. Rev. Stat. §71-6718 to 71-6743. Students who need to take prescription medicine
must have a signed parent release form on file in the office. Medications are to be taken in the
presence of the office staff, the nurse, or medication aide and are to be stored in the office. Medical
procedures are not to be administered in the classroom except in accordance with the District’s
Safety and Security Management Plan and the District’s Emergency Protocol (asthma/anaphylaxis
protocol).

If students must take medication and/or perform medical procedures prescribed by a duly licensed
physician during school hours, it is the responsibility of the parents or guardians to sign permission
to dispense the medicine at the school and to submit a note or prescription from the physician
authorizing the medicine and/or medical procedure. School district personnel will not administer
medicine, including over the counter medicine, without this signed form and note or prescription.
Any medication brought to school needs to be properly labeled. The label should include the
following information: Student’s name, name of medication, dosage needed, and time of
dispensing the medication.

Section 10  Reporting Child Abuse

Nebraska State Law and school policy mandates school officials to make a report to the proper
law enforcement agency or the Department of Health and Human Services (Child Protective
Services) when there is reasonable cause to believe that a child has been abused or neglected, or a
child is in a situation which would reasonably result in abuse or neglect. According to Nebraska
State Law, abuse or neglect means knowingly, intentionally, or negligently causing or permitting
a minor child to be:

(a) Placed in a situation that endangers his or her life or physical or mental health;
(b) Cruelly confined or cruelly punished,
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(c) Deprived of necessary food, clothing, shelter, or care;

(d) Left unattended in a motor vehicle if such minor child is six years of age or younger;
(e) Sexually abused; or

(F) Sexually exploited by allowing, encouraging, or forcing such person to solicit for or
engage in prostitution, debauchery, public indecency, or obscene or pornographic
photography, films, or depictions.

Teachers are to inform their principal or supervisor that they intend to make a report.
Administrative staff may sometimes choose to make the report for a teacher. However, informing
a principal or supervisor does not end the teacher’s responsibility; teachers are obligated to make
certain a report was made if they do not do it themselves.

It is vital that the report be made as accurately and as soon as possible. To assure accuracy, you
are encouraged to document the date of the incident and specific statements or explanations made
by a child regarding an abuse/neglect concern. Timeliness in making a report will assist in
minimizing further risk to the child by allowing the police or Child Protective Services workers to
interview the child during the school day and prior to an evening or weekend. In cases of physical
injury (e.g., bruising or other marks), it is essential the police observe and document the injury. A
counselor or an administrator will help you.

Article 5- PERSONAL AND PROFESSIONAL CONDUCT

Section 1 Professional Ethics Standards

The Arlington Public Schools expects its certificated employees to adhere to the professional ethics
standards established by the Nebraska Department of Education as such standards may be modified
from time to time. The professional ethics standards which certificated employees are expected to
adhere to include those set forth below. References to “educator” shall include all certificated
employees of the District.

Preamble

The educator shall believe in the worth and dignity of human beings. Recognizing the
supreme importance of the pursuit of truth, the devotion to excellence and the nurture of
democratic citizenship, the educator shall regard as essential to these goals the protection
of the freedom to learn and to teach and the guarantee of equal educational opportunity for
all. The educator shall accept the responsibility to practice the profession to these ethical
standards.

The educator shall recognize the magnitude of the responsibility he or she has accepted in
choosing a career in education, and engages, individually and collectively with other
educators, to judge his or her colleagues, and to be judged by them, in accordance with the
provisions of this code of ethics.

The standards listed in this section are held to be generally accepted minimal standards for
public school certificate holders in the State of Nebraska and for all educators, including
administrators, with respect to ethical and professional conduct.

Principle I - Commitment as a Professional Educator:
Fundamental to the pursuit of high educational standards is the maintenance of a profession
possessed of individuals with high skills, intellect, integrity, wisdom, and compassion. The
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educator shall exhibit good moral character, maintain high standards of performance and
promote equality of opportunity.
In fulfillment of the educator's contractual and professional responsibilities, the educator:

A.

Shall not interfere with the exercise of political and citizenship rights and
responsibilities of students, colleagues, parents, school patrons, or school board
members.

Shall not discriminate on the basis of race, color, creed, sex, marital status, age,
national origin, ethnic background, or handicapping condition.

Shall not use coercive means, or promise or provide special treatment to students,
colleagues, school patrons, or school board members in order to influence
professional decisions.

Shall not make any fraudulent statement or fail to disclose a material fact for which
the educator is responsible.

Shall not exploit professional relationships with students, colleagues, parents,
school patrons, or school board members for personal gain or private advantage.
Shall not sexually harass students, parents or school patrons, employees, or board
members.

Shall not have had revoked for cause in another state a teaching certificate,
administrative certificate, or any certificate enabling a person to engage in any of
the activities for which a special services counseling certificate is issued in
Nebraska.

Shall not engage in conduct involving dishonesty, fraud, deceit, or
misrepresentation in the performance of professional duties.

Shall report to the Superintendent any known violation of paragraphs G, E, or B
above.

Shall seek no reprisal against any individual who has reported a violation of this
rule.

Principle Il - Commitment to the Student:

Mindful that a profession exists for the purpose of serving the best interests of the client,
the educator shall practice the profession with genuine interest, concern, and consideration
for the student. The educator shall work to stimulate the spirit of inquiry, the acquisition of
knowledge and understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the educator:

A

B.

C.

Shall permit the student to pursue reasonable independent scholastic effort, and
shall permit the student access to varying points of view.

Shall not deliberately suppress or distort subject matter for which the educator is
responsible.

Shall make reasonable effort to protect the student from conditions which interfere
with the learning process or are harmful to health or safety.

Shall conduct professional educational activities in accordance with sound
educational practices that are in the best interest of the student.

Shall keep in confidence personally identifiable information that has been obtained
in the course of professional service, unless disclosure serves professional
purposes, or is required by law.

Shall not tutor for remuneration students assigned to his or her classes unless
approved by the Board of Education.

Shall not discipline students using corporal punishment.

30



Principle 111 - Commitment to the Public:

The magnitude of the responsibility inherent in the education process requires dedication

to the principles of our democratic heritage. The educator bears particular responsibility

for instilling an understanding of the confidence in the rule of law, respect for individual

freedom, and a responsibility to promote respect by the public for the integrity of the

profession.

In fulfillment of the obligation to the public, the educator:

A Shall not misrepresent an institution with which the educator is affiliated, and shall
take added precautions to distinguish between the educator's personal and
institutional views.

B. Shall not use institutional privileges for private gain or to promote political
candidates, political issues, or partisan political activities.

C. Shall neither offer nor accept gifts or favors that will impair professional judgment.

D. Shall support the principle of due process and protect the political, citizenship, and
natural rights of all individuals.

E. Shall not commit any act of moral turpitude, nor commit any felony under the laws
of the United States or any state or territory.

F. Shall, with reasonable diligence, attend to the duties of his or her professional
position.

Principle IV - Commitment to the Profession:

In belief that the quality of the services to the education profession directly influences the

nation and its citizens, the educator shall exert every effort to raise professional standards,

to improve service, to promote a climate in which the exercise of professional judgment is

encouraged, and to achieve conditions which attract persons worthy of the trust to careers

in education. The educator shall believe that sound professional relationships with

colleagues are built upon personal integrity, dignity, and mutual respect.

In fulfillment of the obligation to the profession, the educator:

A. Shall provide upon the request of an aggrieved party, a written statement of specific
reasons for recommendations that lead to the denial of increments, significant
changes in employment, or termination of employment.

B. Shall not misrepresent his or her professional qualifications, nor those of
colleagues.
C. Shall practice the profession only with proper certification, and shall actively

oppose the practice of the profession by persons known to be unqualified.

Principle V - Commitment to Professional Employment Practices:

The educator shall regard the employment agreement as a pledge to be executed both in

spirit and in fact. The educator shall believe that sound personnel relationships with

governing boards are built upon personal integrity, dignity, and mutual respect.

In fulfillment of the obligation to professional employment practices, the educator:

A. Shall apply for, accept, offer, or assign a position or responsibility on the basis of
professional preparation and legal qualifications.

B. Shall not knowingly withhold information regarding a position from an applicant
or employer, or misrepresent an assignment or conditions of employment.
C. Shall give prompt notice to the employer of any change in availability of service.
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D. Shall conduct professional business through designated procedures, when
available, that have been approved by the employing agency.

E. Shall not assign to unqualified personnel, tasks for which an educator is
responsible.

F. Shall permit no commercial or personal exploitation of his or her professional
position.

G. Shall use time on duty and leave time for the purpose for which intended.

Section 2 Evaluations

Evaluations of teachers will be conducted in accordance with the District’s evaluation policy.
Supervisors reserve the right to observe, appraise or evaluate teachers more frequently than
required by policy on an as-needed basis. Teachers are expected to participate constructively and
positively in the evaluation process and to accept and implement constructive suggestions and
improvement strategies developed by the administration.

Section 3 Role Model
Teachers serve as role models for students and their actions and conduct reflect on the school as
awhole. Teachers are in all respects to conduct themselves in a professional manner.

Section 4 Relationships

It is important for teachers to maintain an effective working relationship with the administration
and all co-workers, including other teachers and support staff. Teachers are also to maintain
appropriate relationships with students. Appropriate relationships are established by extending
social courtesies, following through on commitments and promises, complying with administrative
directives and Board polices, being honest and consistent, and not intruding into personal matters
outside the scope of duties or gossiping or spreading rumors about others.

Section 5 Professional Attire

It is important for teachers to project a professional image to students, parents and co-workers.
Appropriate attire and grooming is one of the means of projecting a professional image. Teachers
are expected to maintain conservative and professional attire and grooming when on duty. As
professionals, teachers are expected to be aware of the standard to be maintained. As a minimal
guide, teachers should not wear clothing which students would not be permitted to wear at school.
The administration may establish more detailed guidelines for individual teachers should that be
necessary.

Section 6 Private Tutoring

Teachers are encouraged to provide individual assistance to students as a part of their duties.
Teachers who engage in private tutoring for pay (compensation of any kind from a source other
than the District) are subject to the following rules:

1. The teacher may not arrange to provide private tutoring for any child
enrolled in the teacher’s class.

2. The teacher is not to provide private tutoring in a school building.

3. The teacher is not to provide private tutoring during duty time.

4. The teacher is not to advertise or promote the teacher’s private tutoring

services in the school or in the school’s communications systems except
with the express permission of the Superintendent or designee.
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Section 7 Outside Employment

Teachers shall not perform duties unrelated to District employment during duty hours. In addition,
teachers shall not engage in employment which conflicts with their school duties. Teachers are
not required to notify the District of outside employment except: (1) teachers who are also
employed by another Nebraska school district in order to comply with Nebraska State Retirement
System regulations and (2) teachers who have a work-related injury in order to comply with
workers’ compensation requirements.

Section 8 Student Recognition

Teachers are responsible for participating in, promoting and supporting the Student Recognition
Program that has been developed at Arlington Public Schools. A more detailed description of this
program can be found on the teacher server. There are three main events that are associated with
the program and they include the Middle School Awards Ceremony, Honors Night, and
graduation.

Section 9 Professional Boundaries between Employees and Students

All employees are expected to observe and maintain professional boundaries between themselves
and students. A violation of professional boundaries will be regarded as a form of misconduct and
may result in disciplinary action.

The following non-exclusive list of actions will be regarded as a violation of the professional
boundaries that employees are expected to maintain with a student:

= Using e-mail, text messaging, instant messaging or social networking sites to discuss with
a student a matter that does not pertain to school-related activities, such as the student’s
homework, class activity, school sport or club, or other school-sponsored activity.
Electronic communications with students are to be sent simultaneously to multiple
recipients, not to just one student, except where the communication is clearly school-
related and inappropriate for persons other than the individual student to receive (for
example, e-mailing a message about a student’s grades).

= Engaging in social-networking friendships with a student on Facebook, Twitter, Instagram,
SnapChat, TikTok, or other social networking site. Material that employees post on social
networks that is publicly available to those in the school community must reflect the
professional image applicable to the employee’s position and not impair the employee’s
capacity to maintain the respect of students and parents or impair the employee’s ability to
serve as a role model for children.

= Engaging in sexual activity, a romantic relationship, or dating a student or a former student
within one year of the student graduating or otherwise leaving the District.

= Making any sexual advance — verbal, written, or physical — towards a student.
= Showing sexually inappropriate materials or objects to a student.

= Discussing with a student sexual topics that are not related to a specific curriculum.
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Telling sexual jokes to a student.
Invading a student’s physical privacy (e.g., walking in on the student in a restroom).

Hugging or other physical contact with a student that is initiated by the employee when the
student does not seek or want this attention.

Being overly "touchy" with a specific student.

Allowing a specific student to get away with misconduct that is not tolerated from other
students, except as appropriate for students with an IEP or 504 Plan.

Discussing with the student the employee’s problems that would normally be discussed
with adults (e.g., marital problems).

Giving a student a ride in the employee’s personal vehicle without express permission of
the student’s parent or school administrator unless another adult is in the vehicle.

Taking a student on an outing without obtaining prior express permission of the student’s
parent or school administrator.

Inviting a student to the employee’s home without prior express permission of the student’s
parent and school administrator.

Going to the student’s home when the student’s parent or a proper chaperone is not present.

Giving gifts of a personal nature to a specific student.

Appropriate exceptions are permitted to the foregoing for legitimate health or educational purposes
and for reasons of familial relationships between employees and their children who are students in
the District.

Section 10  Intellectual Property

All items that are created in the fulfillment of identified job responsibilities and purchased by
district funds are property of Arlington Public Schools. When permanently exiting the district staff
should leave all district items for future use.

Paper items that have been created by staff should be copied or scanned. All original hard
copies should be left with the building administrator.

Once copied, digital items should be consolidated into a file; identified on the server under
the teachers last name. The teacher should provide their building principal with information
as to location of the items on the APS server.

Items that have been purchased by the district should be left in the teacher’s room, or work
area. This includes but is not limited to; textbooks, office supplies, computers, furniture,
manuals, articles of clothing, electronic devices, etc...

Article 6 - ACADEMIC MATTERS
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Section 1 Purpose and Goals of Academic Achievement

The Arlington Board of Education is committed to providing a quality education for all Arlington
students consistent with the school’s mission statement. Effective, quality instruction by teachers
is an essential means of meeting the District’s mission of providing a quality education.

Section 2 Teaching to Student Understanding to Assure Learning

Each teacher is responsible for teaching in a manner to meet the mission of the District and to
assure student understanding and learning of the principles and concepts to be presented to students
within the curriculum adopted by the District. Teachers will model classroom instruction on the
educational model implemented by the District and reflected in the teacher evaluation instrument
adopted by the Board of Education. Teachers are responsible for familiarizing themselves with
the instructional model and the principles of instruction set forth in the evaluation instrument. The
administration shall provide periodic in-services regarding the instructional model.

State and federal laws and regulations have been enacted which require that students with certain
needs be provided instruction and services consistent with those special needs. Examples include
students who have been verified as in need of special education (“special education students”),
students with other disabilities which impact the educational program (“504 students™), and limited
English proficient students (“LEP or ELL students”). The District’s policy is to comply with the
state and federal laws and regulations in all respects. Teachers who are assigned special education,
504, or LEP/ELL students are required to provide instruction and services consistent with legal
requirements and the requirements of Board policy and regulation.

Section 3 Instruction in the Curriculum
Teachers shall instruct students in the curriculum, including the use of curriculum materials,
adopted and implemented by the Board of Education and as directed by the administration.

Section 4 Measuring and Reporting Academic Achievement

Grades and Grading. Measuring and accurately reporting the level of each student’s academic
achievement is of critical importance to students, parents, staff, the board of education and
community. To this end, each teacher shall develop a variety of assessment instruments and
techniques to measure student achievement in the curriculum adopted and implemented by the
school district, record the results of such assessment, and report such results on Report Cards.
Teachers should endeavor to measure student learning and understanding on a frequent basis
during each grading period to provide an accurate evaluation of each student’s academic
achievement for that period. It is recommended that the teacher record at least two grades per
week. It is generally preferable to give numerical grades for tests, quizzes, and daily work.
GRADES MUST BE RECORDED FOR ALL CURRICULAR AREAS.

Recording Grades. Each teacher shall record grades in the SIMS Grade book. SIMS Gradebook
and Parent Web Access must be updated weekly. A sufficient number of grades must be recorded
in the grade book to justify all quarter and semester grades for each student. Please keep consistent
and complete records. Teachers must be able to support and justify the grades that each individual
student earns.

Progress Report Dates and Semester Dates

Semester 1
Report Dates Entry Date Handout Date
Progress Report TBD TBD
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Mid Semester Report TBD TBD

Progress Report TBD TBD
Semester Report Card TBD TBD
Semester 2

Report Dates Entry Date Handout Date
Progress Report TBD TBD

Mid Semester Report TBD TBD
Progress Report TBD TBD
Semester Report Card TBD TBD

Grade Scales. Teachers are to use only the grading scales set forth below. Any deviation from
the approved grade scales must be approved by the building principal.

STUDENT EVALUATION SCALE: The grade scales to be used for reporting student progress
in Arlington High School are as follows:

All classes except the *Identified Classes will use a seven (7) point grading scale. The
*|dentified Classes will use a ten (10) point scale. Notice that the pluses will receive higher
mark points. The only difference between normal classes and *Identified Classes is the seven
(7) point and ten (10) point scale.

Normal Classes *]dentified Classes  Mark Points
100-98 100-97 4.00 A+
97-96 96-93 4.00 A
95-94 92-90 3.67 A-
93-91 89- 87 3.33 B+
90-88 86-83 3.00 B
87-86 82-80 2.67 B-
85-83 79-77 2.33 C+
82-80 76-73 2.00 C
79-78 72-70 1.67 C-
77-75 69-67 1.33 D+
74-72 66-63 1.00 D
71-70 62-60 0.67 D-
69 Below 59 Below 0.00 F

The *identified classes include: MATHEMATICS: Honors Geometry, Honors Algebra I,
Algebra Ill, Calculus, Pre-Calculus LANGUAGE ARTS: College English 1, College
English 11, Honors English BUSINESS: Economics, Information Technology, Business
Law SOCIAL SCIENCE: Honors US History SCIENCE: Chemistry, Physics, Physiology
and Anatomy, Biology I1, Chemistry Il FOREIGN LANGUAGE: Spanish 111, Spanish 1V.
(Students taking college level courses that exceed our offerings may be granted status as
‘identified’ and/or receive A+ status when an A is awarded with administrative approval.)

The preceding grade scales are expected to be used according to the following guidelines:

1. No other grade scales are to be used on official records or reports.
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2. "Failing," "unsatisfactory"” or equivalent terms indicate that student performance
does not meet the minimum requirements established for the course. A final mark
of "failing" or "unsatisfactory"” in a credit-bearing course means that credit hours
will not be granted.

3. The mark given at the end of each reporting period is considered an evaluation of
the pupil's status at the time (for example, the final mark in a semester course is an
evaluation of the pupil's status as of the close of the semester; not an average of two
nine-week marks).

4. Teachers may exercise professional judgment in distributing marks. Marks are not
expected to be distributed on a normal curve.

If multiple students end their high school career with a 4.00, Arlington High School will count the
total number of A+ grades received to determine the top student(s) and valedictorian position.
When determining the point, the following will apply.

Honors and dual credit classes = 3
Core classes = 2
Non-core classes = 1

Reconsideration of Grades/Marks

Questions raised concerning duly assigned grades will be resolved cooperatively in a conference
which includes the teacher(s) involved and the Principal. In the event a grade is questioned by
parents or students, the parents/guardians and/or student may be included in the conference.

Failure to resolve the issue will result in a second conference involving the Superintendent or
designee and the participants in the initial conference described above. The grades designated by
teachers will not be changed unilaterally by the Superintendent unless the Superintendent
determines that the grade is not consistent with the requirements of law, Board policy, or the best
interests of the District.

Transfer Grades. A student transferring into Arlington Public Schools will have all grades awarded
in accordance to Board Policy 5003.

Reports to Parents.  Grades and credit are assigned on a mid-semester (9 weeks) or semester
basis (18 weeks). Reports are sent to parents at the close of each nine weeks during the school
year; the reporting periods are referred to as 1st mid-semester, first semester, 2nd mid-semester,
and second semester.

The grade reports are produced from information supplied by teachers and distributed to students
at school or are mailed to parents.

All grades are calculated on a cumulative basis per semester; i.e., the grade given at any point and
time represents an evaluation of work done during that semester, and the grade given at the close
of the semester represents an evaluation of all the work done during the entire eighteen weeks.

The mid-semester and end-of-semester reports are directed to parents, not to students. Students
probably know quite well how they stand in such areas as citizenship, attitude, cooperation,
attendance, preparation of assignments, etc. The parents do not have this knowledge. If any such
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factors have significant bearing on the student’s grades or their relationship with teachers,
comment should be included on the report. The comments may call attention to deficiencies,
faults, or failures; or they may be commendatory in nature. If carefully prepared, they can be most
valuable. Parents need to have information about areas of strengths and areas needing
improvement and progress being made by their child. For their instruction, and for our ultimate
well-being, if and when problems arise, it is essential that the reports be as informative as possible.

Please accept, cooperatively and professionally, the responses that parents may make subsequent
to the distribution grade reports or progress reports. Parents are not always helpful or reasonable
under these circumstances but they do need information and direction. Please encourage parents
to discuss their student-centered problems with you and give them all possible assistance.

Progress Reports To Parents. Progress reports are prepared at or near one quarter (1/4) and three
quarters (3/4) of the way through each semester. These reports will be sent home with students.
Any student receiving a D or F will have a copy mailed to their parents.

Academic Eligibility. Academic eligibility for activity participants will be maintained on a weekly
basis. Teachers will enter students earning a grade of “D” or “F” in their classes into SIMS each
Monday before noon. Further ineligibility guidelines can be found in the Student/Guardian
Handbook.
1. Resource students or Sec. 504 students who are not receiving a passing mark should only
be placed on the ineligible list after consultation with the resource teacher and/or case
manager. Referral must be made to the resource teacher.
2. Teachers who submit names to the eligibility list will be responsible for personally
contacting parents about the student’s status. He or she will work with the student and
parent to establish an academic plan of improvement. Parents of students who appear on
the list for two (2) consecutive weeks will receive additional written documentation from
the teacher. This reporting will continue until the problem is resolved or the end of the
semester. If a staff member has not informed the student and his/her parents/guardians
during the probationary week that the student is receiving an “F” and has a week to raise
the grade, the student will not be placed on the ineligible list the following week.

Section 5 School Improvement

Goals for improvement are defined and prioritized annually by the Board of Education with
consideration of recommendations made by the School Improvement Steering Committee. All
staff are expected to be involved in the School Improvement Process.

Section 6 Parent-Teacher Conferences

Parent-Teacher conferences are a critical opportunity for teachers to dialogue with parents (or
guardians) of students regarding student achievement and learning. To this end, fall and spring
Parent-Teacher conferences will be scheduled and held during the school year. Teacher attendance
at Parent-Teacher conferences is mandatory. The appropriate attire for this event is business
professional. A teacher may only be excused from attendance at Parent-Teacher conferences in
writing by the Superintendent. The schedule setting forth the dates and times for the Parent-
Teacher conferences for the school years is as follows:

Teachers are expected to be prepared for such conferences. Being prepared includes having
completed grade reports and other necessary information by the Parent-Teacher conference.
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Section 7 Field Trips

All field trips and subsequent activities must be tied to the curriculum. There must be academic
expectations tied to these activities. Teachers should obtain permission from the building principal
for field trips and should expect to provide sound rationale for the activity. Local walking
excursions should be reported to the principal. Teachers must complete a field trip request at least
two weeks in advance of planned trip and they must communicate to all teachers a list of who will
be absent one week prior to the trip.

A district application form is required for extended field trips. The school retains the right to deny
a student the privilege of field trip participation. Field trips are discouraged during the month of
April and May.

The teacher, coach, and/or adult sponsor are charged with the management and handling of
students when on school transportation vehicles. As a sponsor you are charged with the
following responsibilities:

SAFETY ITEMS:

1. Submit Transportation Manifest as required.

2. Keep the noise level down.

3. There should be ‘no talking or noise’ when the bus is stopped at railroad
crossings.

4. Make sure students stay seated. Avoid standing, kneeling, changing seats, and
peering over seats.

5. Sign activity sheet after trip as required.

6. Keep all aisles and emergency exits cleared.

7. All district transportation vehicles have forms entitled BASIC FIRST AID and
EMERGENCY EVACUATION PROCEDURES. All sponsors should know
where these forms are located and be informed on evacuation procedures.

COURTESY ITEMS:

1. Sponsor should sit in a location that ensures they can monitor students effectively.
Sitting at front with all students behind you is not advised.

2. Sponsor is charged with ensuring that the bus/vans are picked up. That duty can
be delegated to students but sponsor should perform a walkthrough to make sure
it is appropriately executed.

Section 8 Advisor/Advisee Program

Students in seventh through twelfth grades will participate in the advisor/advisee program. Each
student will be assigned to a faculty member to be part of a group made up of seventh and eighth
graders, ninth, tenth, eleventh, and twelfth graders. The teacher advisor group will meet daily for
15 minutes Monday through Thursday. The activities of the advisory group may include but not
be limited to the following:

1. Orientation to the school and its procedures and organization of academic materials,
class preparation, and time.

2. Communication with the parents of advisees about academic and behavioral

experiences.

Advocacy for the student with other staff members and students.

4. A means of representation on Student Council and internal communication.

w
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5. Delivery of designated curriculum which includes D.E.A.R., and Respect and
Responsibility.

Section 9 Nebraska State Assessment Requirements

All students in grades 7-8 will be required to take the Nebraska State Assessment, currently
referred to as NSCAS. Students will test from late January to early May. Required tests will
include NSCAS math, English language arts, and science.

Incoming ninth grade students who fail to meet the required state proficiency levels on any
Nebraska state assessment may be remediated in the individual courses he/she did not meet
proficiency standards. Remediation may include remedial courses in either summer skills, or
during the regular semester. Middle school students will be remediated during their scheduled
learning lab. Please note; the additional course could possibly cause conflict in scheduling
electives or study halls.

All juniors will be required to take the ACT test. The ACT test will be administered in the second
semester and students will take all of the state required portions of the test. Currently, the required
sections include English, Reading, Math, Science, and Writing.

Section 10  GRIP/ACRP

Grade Recovery Intervention Program

The purpose of the GRIP program is to provide extended learning time for students who are failing
or near failing. Therefore, when a student has a D or an F, they may be placed in the GRIP program
to assist in finishing any incomplete work. The GRIP program is designed to provide an additional
learning environment outside of the normal academic day with the availability of an individual
instructor. Students will be placed in GRIP only when it is seen as helping them academically.
Students will not be placed in the GRIP program as a punitive action. Once students have
completed the required school work, they will be excused from GRIP. Teachers who assign
students to GRIP must assign work for students to complete before students arrive at GRIP.
Teachers must also contact parents of students who are assigned to GRIP to increase
communication regarding their child’s progress.

GRIP and ACRP will run together on Monday — Thursday from 3:30 — 4:15pm. Designated GRIP
and ACRP time will take precedence over extracurricular events. If a student is assigned to GRIP
or ACRP, they will not be excused to attend extra — curricular activities

The Attendance Credit Recovery Program

The purpose of ACRP program is to avoid the loss of credit due to excessive attendance issues.
Any student with more than 10 absences will be placed in ACRP. Activity or school related
absences will not be included when determining ACRP. Failure to complete ACRP can lead to a
loss of credit.

GRIP and ACRP will run together on Monday-Thursday from 3:30 — 4:15 pm. Designated GRIP
and ACRP time will take precedence over extracurricular events. Assigned GRIP time may
occur during lunch if needed. If a student is assigned to GRIP or ACRP, they will not be eligible
to attend extra — curricular activities.

Skipping assigned GRIP or ACRP time will result in the following punitive action being taken.
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First offense Detention
Second offense  Two detentions
Third offense After hours
Fourth offense  Two after hours
Fifth offense Suspension

GRIP / ACRP will be required at the completion of the punitive action. Further absences from
either program will result in additional consequences up to expulsion.

GRIP / ACRP Rules
1. Show up on time
2. No Food or Drink
3. Come prepared
4. No Talking

Article 7— USE OF SCHOOL FACILITIES AND EQUIPMENT

Section 1 Drug-Free Workplace

The District has established the school as a drug-free workplace. The drug-free workplace for this
purpose includes school grounds, school utilized vehicles, and places in which school activities
are held.

The unlawful manufacture, distribution, disposition, possession, or use of a controlled substance
is prohibited in the work place. The possession, use or distribution of illicit drugs or alcohol, the
use of glue or aerosol paint or any other chemical substance for inhalation, and being under the
influence of illicit drugs, alcohol, or inhalants, is prohibited in any place while teachers are on duty
time. Any level of impairment from illicit drugs, alcohol, or inhalants, and the presence of any
odor of illicit drugs (such as marijuana) or alcohol on a teacher in the work place or on duty time
shall be a violation of the drug-free workplace. The possession or distribution of a look-alike drug
or look-alike controlled substance is prohibited. In addition, teachers are expected to serve as role
models for students and will be considered to have violated the District’s expectations in the event
the teacher commits a criminal drug or alcohol offense off the work place or off duty time.

Disciplinary sanctions up to and including termination of employment and referral for prosecution
will be imposed upon teachers who violate the aforementioned standards of conduct. Sanctions
may include the requirement that the teacher complete an appropriate rehabilitation program, a
reprimand, and termination of employment. Drug and alcohol counseling and rehabilitation and
reentry programs are available through local health agencies.

Section 2 Smoke and Tobacco-Free Workplace
The use of tobacco products in the District’s buildings and on school grounds, all owned or leased
facilities and vehicles is prohibited.

Section 3 Weapon-Free Workplace
The District prohibits any person from being in possession of a weapon at a school attendance
facility, on school property, at a school-supervised activity, or at a school-sponsored function. Any
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teacher found to be in violation of this policy shall be subject to disciplinary action, up to and
including termination.

The term "weapon™ means an instrument or object used, or which may be used, as a means of
attack, defense, or destruction, including, without limitation:

a.

Any object which will, or is designed to, or may readily be converted to, expel a
projectile by the action of an explosive or other means;

The frame or receiver of any object described in the preceding example;
Any firearm muffler or silencer;

d. Any explosive, incendiary or gas (a) bomb, (b) grenade, (c) rocket, (d) missile, (e)

mine, or similar device;
Any bludgeon, sand club, metal knuckles, or throwing star;

Any knife other than as used for strictly instructional or personal care or eating
purposes. A pocket knife with a blade of 2-1/2 inches or more is a prohibited
weapon. A switch-blade knife is prohibited regardless of size of the blade. A
switch-blade knife is defined as a knife with a blade that opens automatically by
hand pressure applied to a button, spring, or other device in the handle of a knife,
or any knife having a blade that opens or falls or is ejected into position by the force
of gravity or by an outward, downward, or centrifugal thrust or movement;

Any electronic device designed to discharge immobilizing levels of electricity,
commonly known as a stun gun;

A teacher may possess mace or other similar chemical agents in quantity and/or
concentration typically designed for individual personal defensive purposes and
this shall not be considered as possession of a weapon. Possession of larger
quantities and/or concentrations of mace or other similar chemical agents than is
typically designed for individual personal defensive purposes will be considered as
possession of a weapon. Usage of mace or other similar chemical agents will be
considered as usage of a weapon if the usage is found to be for non-defensive
purposes. A teacher who is negligent in their possession of mace or other similar
chemical agents will be subject to disciplinary action.

A teacher may possess an item which may be considered a weapon where such item
is used for instructional purposes and the teacher has received approval of the
administration to possess the item, provided it is used in the manner approved and
IS maintained in such manner as the administration has directed.

Any other object that is designed for or intended for use as a destructive or injurious
device.

The phrase "possession of a weapon" includes, without limitation, a weapon in a teacher's personal
possession, as well as in a teacher's motor vehicle, desk, locker, briefcase, backpack, or purse.

Section 4

Use of District Computer Network and Internet

Internet Safety Policy

It is the policy of Arlington Public Schools to comply with the Children’s Internet Protection Act
(CIPA) and Children’s Online Privacy Protection Act (COPPA). With respect to the District’s
computer network, the District shall: (a) prevent user access to, or transmission of, inappropriate
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material via Internet, electronic mail, or other forms of direct electronic communications; (b)
provide for the safety and security of minors when using electronic mail, chat rooms, and other
forms of direct electronic communications; (c) prevent unauthorized access, including so-called
“hacking,” and other unlawful activities online; (d) prevent unauthorized online disclosure, use, or
dissemination of personal identification information of minors; (e) obtain verifiable parental
consent before allowing third parties to collect personal information online from students; and (f)
implement measures designed to restrict minors’ access to materials (visual or non-visual) that are
harmful to minors.

1.

Definitions. Key terms are as defined in CIPA. “Inappropriate material” for
purposes of this policy includes material that is obscene, child pornography, or
harmful to minors. The term “harmful to minors” means any picture, image, graphic
image file, or other visual depiction that: (1) taken as a whole and with respect to
minors, appeals to a prurient interest in nudity, sex, or excretion; (2) depicts,
describes, or represents, in a patently offensive way with respect to what is suitable
for minors, an actual or simulated sexual act or sexual contact, actual or simulated
normal or perverted sexual acts, or a lewd exhibition of the genitals; and (3) taken
as a whole, lacks serious literary, artistic, political, or scientific value as to minors.

Access to Inappropriate Material. To the extent practical, technology protection
measures (or “Internet filters”) shall be used to block or filter Internet, or other
forms of electronic communications, access to inappropriate information.
Specifically, as required by the CIPA, blocking shall be applied to visual depictions
of material deemed obscene or child pornography, or to any material deemed
harmful to minors. Subject to staff supervision, technology protection measures
may be disabled or, in the case of minors, minimized only for bona fide research or
other lawful purposes.

Inappropriate Network Usage. To the extent practical, steps shall be taken to
promote the safety and security of users of the District’s online computer network
when using electronic mail, chat rooms, instant messaging, and other forms of
direct electronic communications. Specifically, as required by CIPA, prevention of
inappropriate network usage includes: (a) unauthorized access, including so-called
‘hacking,” and other unlawful activities; and (b) unauthorized disclosure, use, and
dissemination of personal identification information regarding minors.

Supervision and Monitoring. It shall be the responsibility of all members of the
District staff to supervise and monitor usage of the online computer network and
access to the Internet in accordance with this policy and CIPA. Procedures for the
disabling or otherwise modifying any technology protection measures shall be the
responsibility of the Superintendent and the Superintendent’s designees.

Social Networking. Students shall be educated about appropriate online behavior,
including interacting with others on social networking websites and in chat rooms,
and cyberbullying awareness and response. The plan shall be for all students to be
provided education on these subjects. The Superintendent or the Superintendent’s
designee shall be responsible for identifying educational materials, lessons, and/or
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Section 5

programs suitable for the age and maturity level of the students and for ensuring
the delivery of such materials, lessons, and/or programs to students.

Parental Consent. The District shall obtain verifiable parental consent prior to
students providing or otherwise disclosing personal information online.

Adoption. This Internet Safety Policy was adopted by the Board at a public meeting,
following normal public notice.

The District shall comply with the Nebraska Student Online Personal Protection
Act and will endeavor to take all reasonable and necessary steps to protect the
online privacy of all students.

Computer Acceptable Use Policy

This computer acceptable use policy is supplemental to the District’s Internet Safety Policy.

1.

Technology Subject to this Policy. This Computer Acceptable Use Policy applies
to all technology resources of the District or made available by the District.
Technology resources include, without limitation, computers and related
technology equipment, all forms of e-mail and electronic communications, and the
internet.

Access and User Agreements. Use of the District technology resources is a privilege
and not a right. The Superintendent or designee shall develop appropriate user
agreements and shall require that employees, students (and their parents or
guardians), and others to sign such user agreements as a condition of access to the
technology resources, as the Superintendent determines appropriate. Parents and
guardians of students in programs operated by the District shall inform the
Superintendent or designee in writing if they do not want their child to have access.

The Superintendent and designees are authorized and directed to establish and
implement such other regulations, forms, procedures, guidelines, and standards to
implement this Policy.

The technology resources are not a public forum. The District reserves the right to
restrict any communications and to remove communications that have been posted.

Acceptable Uses. The technology resources are to be used for the limited purpose
of advancing the District’s mission. The technology resources are to be used, in
general, for educational purposes, meaning activities that are integral, immediate,
and proximate to the education of students as defined in the E-rate program
regulations.

Unacceptable Uses.

The following are unacceptable uses of the technology resources:
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a. Personal Gain: Technology resources shall not be used, and no person shall
authorize its use, for personal financial gain other than in accordance with
prescribed constitutional, statutory, and regulatory procedures, other than
compensation provided by law.

b. Personal Matters: Technology resources shall not be used, and no person
shall authorize its use, for personal matters unless the User has entered into
a lease agreement or other similar agreement with the School District that
makes such use permissible under law.

Occasional use that the Superintendent or designee determines to ultimately
facilitate the mission of the District is not prohibited by this provision.
Examples of occasional use that may be determined to ultimately facilitate
the mission of the District: sending an e-mail to a minor child or spouse;
sending an e-mail related to a community group in which an employee is a
member where the membership in the community group facilitates the
District’s mission.

This occasional use exception does not permit use by employees contrary
to the expectations of their position. For example, employees may not play
games or surf the net for purposes not directly related to their job during
duty time; nor may students do so during instructional time.

The occasional use exception also does not permit use of the technology
resources for private business, such as searching for or ordering items on
the internet for non-school use; or sending an e-mail related to one’s own
private consulting business.

c. Campaigning: Technology resources shall not be used, and no person shall
authorize its use, for the purpose of campaigning for or against the
nomination or election of a candidate or the qualification, passage, or defeat
of a ballot question.

d. Technology-Related Limitations: Technology resources shall not be used
in any manner which impairs its effective operations or the rights of other
technology users. Without limitation:

1. Users shall not use another person’s name, log-on, password, or files
for any reason, or allow another to use their password (except for
authorized staff members).

2. Users shall not erase, remake, or make unusable another person’s
computer, information, files, programs or disks.

3. Users shall not access resources not specifically granted to the user
or engage in electronic trespassing.

4. Users shall not engage in “hacking” to gain unauthorized access to
the operating system software or unauthorized access to the system
of other users.

5. Users shall not copy, change, or transfer any software without
permission from the network administrators.
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6. Users shall not write, produce, generate, copy, propagate, or attempt
to introduce any computer code designed to self-replicate, damage,
or otherwise hinder the performance of any computer’s memory, file
system, or software. Such software is often called a bug, virus,
worm, Trojan horse, or similar name.

7. Users shall not engage in any form of vandalism of the technology
resources.

8. Users shall follow the generally accepted rules of network etiquette.
The Superintendent or designees may further define such rules.

e. Other Policies and Laws: Technology resources shall not be used for any
purpose contrary to any District policy, any school rules to which a student
user is subject, or any applicable law. Without limitation, this means that
technology resources may not be used:

1. to access any material contrary to the Internet Safety Policy; or to
create or generate any such material.

2. toengage in unlawful harassment or discrimination, such as sending
e-mails that contain sexual jokes or images.

3. toengage in violations of employee ethical standards and employee

standards of performance, such as sending e-mails that are

threatening or offensive or which contain abusive language; use of

end messages on e-mails that may imply that the District is

supportive of a particular religion or religious belief system, a

political candidate or issue, or a controversial issue; or sending e-

mails that divulge protected confidential student information to

unauthorized persons.

to engage in or promote violations of student conduct rules.

to engage in illegal activity, such as gambling.

in a manner contrary to copyright laws.

in a manner contrary to software licenses.

No ok

Disclaimer. The technology resources are supplied on an “as is, as available” basis.
The District does not imply or expressly warrant that any information accessed will
be valuable or fit for a particular purpose or that the system will operate error free.
The District is not responsible for the integrity of information accessed, or software
downloaded from the Internet.

Filter. A technology protection measure is in place that blocks and/or filters access
to prevent access to Internet sites that are not in accordance with policies and
regulations. In addition to blocks and/or filters, the District may also use other
technology protection measures or procedures as deemed appropriate.

Notwithstanding technology protection measures, some inappropriate material may
be accessible by the Internet, including material that is illegal, defamatory,
inaccurate, or potentially offensive to some people. Users accept the risk of access
to such material and responsibility for promptly exiting any such material.
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The technology protection measure that blocks and/or filters Internet access may
be disabled only by an authorized staff member for bona fide research or
educational purposes: (a) who has successfully completed District training on
proper disabling circumstances and procedures, (b) with permission of the
immediate supervisor of the staff member requesting said disabling, or (c) with the
permission of the Superintendent. An authorized staff member may override the
technology protection measure that blocks and/or filters Internet access for a minor
to access a site for bona fide research or other lawful purposes provided the minor
is monitored directly by an authorized staff member.

7. Monitoring. Use of the technology resources, including but not limited to internet
sites visited and e-mail transmitted or received, is subject to monitoring by the
administration and network administrators at any time to maintain the system and
insure that users are using the system responsibly, without notice to the users. Users
have no privacy rights or expectations of privacy with regard to use of the District’s
computers or Internet system. All technology equipment shall be used under the
supervision of the Superintendent and the Superintendent’s designees.

8. Sanctions. Violation of the policies and procedures concerning the use of the
District technology resources may result in suspension or cancellation of the
privilege to use the technology resources and disciplinary action, up to and
including expulsion of students and termination of employees. Use that is unethical
may be reported to the Commissioner of Education. Use that is unlawful may be
reported to the law enforcement authorities. Users shall be responsible for damages
caused and injuries sustained by improper or non-permitted use.

Legal Reference: Children’s Internet Protection Act, 47 USC § 254
Children’s Online Privacy Protection Act, 15 U.S.C. § 6501
FCC Order adopted August 10, 2011
47 USC § 254(h)(1)(b); 47 CFR 54.500(b) and 68 FR 36932 (2003) (E-
rate restrictions)
Neb. Rev. Stat. § 49-14,101.01 (Political Accountability and Disclosure
Act)
LB 512 (2017).

Section 6 Care of School Property

Teachers are responsible for the proper care of all books, equipment, supplies and furniture
supplied by the school. If an item is in need of maintenance or repair, report it to the Principal. If
you learn that a student has damaged school property or equipment, or if you are responsible for
damage to school property, promptly report it to the Principal so the item may be replaced or
repaired if possible and appropriate responsibility for the cost of replacement or repair may be
determined.

Section 7 Use of Telephone/Cell Phone

Staff members will have access to a school phone and voice mail at their teaching stations. This
phone is provided for your convenience in completing contacts to parents, vendors, and other school-
related functions. Staff members should use discretion in taking and making calls during the school
day. Please be aware of the following regulations:
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1. Place personal or school calls during planning periods or before or after school. This

includes use of cell phone calls and texting placed or received. Only emergency calls

will be forwarded to you and/or should be sent or received by you during your
obligated duty time. Do not discuss student progress over the phone where other
students could overhear the conversation.

Long distance calls will be logged and submitted upon request.

3. Long distance personal calls should be completed using a personal calling card or your

cell phone.

Students should not be allowed to use school phone for personal use.

Voice mail should be checked regularly during the school day; use planning periods,

lunch break or before and after school times to answer mail. All incoming personal and

professional calls will be forwarded to your voice mailbox.

6.  Staff members should regularly update their personal messages as schedules change
(such as sports seasons) to reflect their availability.

7. Student cell phones and other devices should be turned off, (please note; OFF does not
mean vibrate) prior to entering the classroom, media center or study hall. At no time
should a student’s cell phone interrupt the educational process. Student cell phones
should not be on during scheduled class time. This means that students should not use
their cell phone if they are excused to the restroom or any location outside the
classroom. If a student is caught in the hallway during class time using their cell phone
it will be confiscated

8. To ensure the privacy and confidentiality of student information, no person is
authorized to record or transmit any sound or image of any person (including
themselves) without the prior consent or authorization of either (1) the person or
persons being recorded or whose image or sound is being transmitted or (2) the
Superintendent or Superintendent’s designee. This prohibition applies to all persons,
including staff, students and community members, regardless of the content or context
of the image or sound; however, this provision shall not apply to District-sponsored
athletic or activity events where the focus of the recording or transmission is on the
student performances or activity. Nothing in this provision shall prohibit the recording
of an Individualized Education Program meeting if the recording is necessary to ensure
that the parent understands the IEP or the IEP process or to implement other parental
rights guaranteed by the Individuals with Disabilities Education Act.

no

S

Section 8 ID badges / Visitors

Teachers are not to have visitors on school property except on a short-term basis and only with
permission of the principal. Included in the definition of visitors are family members of the teacher.
Visitors should follow posted procedures for being on school property. Teachers are not to bring
their children to school with them in lieu of taking them to childcare. All staff and visitors will
be required to wear Identification badges during the scheduled day, while on school

property.

Section 9 Salespersons

Teachers need not allow, and should not permit, any salesperson or representative or agent of any
commercial enterprise or theatrical presentation to contact the teacher while engaged in the
teacher’s duties except for such times as may be designated by the Superintendent or designee. By
law, the hours of no solicitation are between 8:30 a.m. and 5:00 p.m. on all days school is in
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session. If you are required to be at work earlier than 8:30 a.m., the hours are extended to that
earlier time as well.

Teachers shall not use classrooms, buildings or other school property for personal use or profit
without specific approval from the Superintendent or designee. Teachers shall not use time for
which the teacher is on duty or paid by the District to engage in any activity for personal financial
profit. Any violation of this policy will be held to be willful insubordination.

Section 10  Security of Desks and Lockers

Offices, teacher desks, lockers, file cabinets and other such storage devices (“storage devices”) are
owned by the school and are to be properly cared for and maintained. Appropriate security
measures should be used to protect school and personal property kept in storage devices from theft
or vandalism and to protect confidential student records.

The school exercises exclusive control over school property and reserves the right to search offices
and storage devices provided to or used by employees where permitted by law, such as where
reasonable grounds exist for suspecting that a search will turn up evidence that the employee has
committed work-related misconduct, or that a search is necessary for a non-investigatory work-
related purpose, such as to retrieve a file. School-related documents or records must remain readily
available to administration and other appropriate school staff. Any personal items a teacher wants
to have kept private should be kept in a separate personal storage device, such as a brief case, purse
or backpack.

The District is not responsible for any personal property teachers may bring to school. Teachers
are cautioned not to bring large amounts of money or items of significant value to school.

Section 11 Bulletins and Announcements

Bulletin boards and display cases are available for school-related and approved materials to be
posted and displayed. Posters to be used in the halls or materials for distribution will need to be
approved by the Principal’s office. Posters are not to be attached to any painted wall surfaces.
The person or organization responsible for distributing the posters is responsible to see that all
posters are removed within 48 hours after the event.

Section 12 Copyright and Fair Use Policy

It is the school’s policy to follow the federal copyright law. Students are reminded that, when
using school equipment and when completing course work, they also must follow the federal
copyright laws. The federal copyright law governs the reproduction of works of authorship.
Copyrighted works are protected regardless of the medium in which they are created or
reproduced; thus, copyright extends to digital works and works transformed into a digital format.
Copyrighted works are not limited to those that bear a copyright notice.

The “fair use” doctrine allows limited reproduction of copyrighted works for educational and
research purposes. The relevant portion of the copyright statue provides that the “fair use” of a
copyrighted work, including reproduction “for purposes such as criticism, news reporting, teaching
(including multiple copies for classroom use), scholarship, or research” is not an infringement of
copyright. The law lists the following factors as the ones to be evaluated in determining whether
a particular use of a copyrighted work is a permitted “fair use,” rather than an infringement of the
copyright:
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e the purpose and character of the use, including whether such use is of a commercial
nature or is for nonprofit educational purposes;

e the nature of the copyrighted work;

e the amount and substantiality of the portion used in relation to the copyrighted work as a
whole, and

e the effect of the use upon the potential market for or value of the copyrighted work.

Although all of these factors will be considered, the last factor is the most important in determining
whether a particular use is “fair.” Students should seek assistance from a faculty member if there
are any questions regarding what may be copied.

Section 13 Lost and Found
Teachers who find lost articles are asked to take them to the office, where the articles can be
claimed by the owner.

Section 14  Safety

Safety Program and Safety Committee

The District has established a Safety and Security Management Plan which includes safety and
security plans and procedures, including plans and procedures to address emergency and crisis
situations. Teachers are expected to be familiar with and to comply with the Safety and Security
Management Plan. The Plan may be obtained for review or copy from the Principal or the
Superintendent.

The District also has a safety committee to address employee accidents, injuries and work place
conditions. A representative from each bargaining group plus representatives appointed by
administration serve on the committee. If you have a desire to serve on the committee, you should
contact the President of the teachers’ association. Teachers can make suggestions and/or report
concerns to the safety committee in the following ways: (1) contact the teachers’ association
representative of the safety committee, (2) contact the President of the teachers’ association, or (3)
contact the Safety Committee in care of the Superintendent.

Safety Practices
Guidelines for safe work practices which teachers should follow include the following:

1. Never stand on chairs, counters, tables, etc. Only use step stools, ladders and
locking stools to stand, climb, etc., to reach high places, put things on bulletin
boards, etc.

2. Always wear protective equipment (i.e., goggles, aprons, gloves, and ear

protection).
3. Wipe up spills or report promptly to appropriate personnel. DO NOT assume
someone else will do it.

4. Be aware of your surroundings. Pick up clutter, keep your work area or room clean
and free of clutter, debris, etc.

5. Identify and report all hazards (i.e., broken equipment, broken or uneven floor
surfaces, non-operating tools, windows, doors, etc.). Follow up if not repaired.

6. Do not use equipment if you are not familiar with it or operate machinery without

proper training.
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7. Do not carry heavy or bulky objects. Get a cart, dolly or assistance. Know how to

properly lift.

8. Report any injuries or medical problems to your supervisor immediately and
complete the employee accident report.

9. Wear seatbelts when in vehicles where provided.

10. Do not do repetitive tasks for long periods of time (i.e., keyboarding, dipping
cookies, cutting out things, filing, typing, etc.). Take breaks, learn and do stretching
exercises, etc. Every accident in the school building, on the school grounds, at
practice sessions, or at any athletic event sponsored by the school must be reported
immediately to the Principal.

As required by law, approved safety glasses will be required of every student and teacher while
participating in or observing vocational, technical, industrial technology, science, and art classes.
All visitors to these areas must check out a pair of safety glasses when entering any of these areas.

Emergency Information Packets

Each classroom shall have an Emergency Information Packet visibly located near the exit.
Teachers should ensure that the following items are in this packet: Emergency Response Manual,
updated roster of students occupying the classroom, teacher identification badge, red and green
card, penlight or flashlight, paper and pencil. Teachers are to take these packets with them during
emergency evacuations of any nature.

Fire and Severe Weather exit routes and safety areas are to be visibly posted near the exit in each
classroom. Guidelines for these procedures can be found in the Emergency Response Manual.

Security Measures

All entrance doors will be locked from 8:15 a.m. - 3:30 p.m. All outer doors are to be closed
during the school day (exceptions may be made due to environmental issues). Any teacher upon
seeing a ‘stranger’ in the hallway will look for a visitor badge and if one is not visible you will
direct and/or lead them to the high school office. The high school secretary will check in all
visitors and issue a visitor badge to them.

Security System Procedures

Each individual staff member has been issued a key fob for entrance into the building. With the
use of the fob each individual teacher should enter through a door that has a key fob reader. The
reader will indicate when you have entered the building. Once in the building please make certain
that the door shuts and locks behind you. At no time should the doors to the school be propped or
left open. In an attempt to further ensure the safety of the staff and students, video cameras have
been placed throughout the interior and exterior of the building.

During the school day the doors will unlock in the morning at 6:30 am and stay open until 8:15
am, with exception to the main entrances. After the school day, the building will remain open
starting at 3:30 pm, and lock down at 5:00 pm.

Use of Personal Vehicles

Teachers who drive school vehicles or volunteer to use their personal automobile to transport
students must have a valid driver's license and proof of insurance. Teachers will be provided a
Driver’s Certification form to verify this information and to be given instruction on emergency
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evacuation and first aid. Teachers who drive school vehicles or transport students in their personal
vehicles are responsible for following safe driving practices, including use of seat belts by all
occupants. When driving your personal vehicle, you are assuming an additional degree of personal
liability for any injury or accident. Teachers are not to use cell phones while driving a school
vehicle or while transporting children.

Accidents

Every accident which results in a personal injury must be reported to the Principal immediately.
In the event the injury involves a student, the teacher responsible for the student either as teacher,
coach or sponsor is responsible for making the report. If the injury occurs in the presence of the
teacher, the teacher is also responsible for making a report.

Workers Compensation
Teachers are required to immediately report any work-related injury and/or work-related medical
condition to their supervisor and complete all appropriate paperwork.

Article 8 - STATE AND FEDERAL PROGRAMS

Section 1 Notice of Nondiscrimination

The Arlington Public Schools does not discriminate on the basis of race, color, national origin,
gender, marital status, disability, religion or age in admission or access to, or treatment of
employment, in its programs and activities. The Coordinators listed in Section 2 have been
designated to handle inquiries regarding complaints, grievance procedures or the application of
these policies of nondiscrimination.

Local complaint or grievance procedures are provided for by the District and set forth in this handbook. If an
employee does not feel that a complaint of nondiscrimination has been satisfactorily resolved at the school level,
the employee may file a complaint with the appropriate federal or state agency. Complaints are to be filed with the
regional Department of Education, Office for Civil Rights where the complaint relates to Title IX (discrimination,
harassment or lack of equity based on gender), Title VI (discrimination or harassment based on race, color, or
national origin) or Section 504 (discrimination, harassment or failure to accommodate a disability). Complaints
are to be filed with the the regional U.S. Equal Employment Opportunity Commission (EEQC) if the complaint
relates to Title VII (discrimination or harassment based on race, color, gender, national origin, or religion), the
Americans with Disabilities Act (discrimination, harassment or failure to accommodate a disability), or the Age
Discrimination in Employment Act (discrimination based on age). The contact information for the OCR and the
EEOC in this regard are:

Office for Civil Rights U.S. Equal Employment Opportunity Commission (EEOC)
One Petticoat Lane 131 M St. NE

1010 Walnut St, Ste 320 Washington, D.C. 20002

Kansas City, MO 64106 (800) 669-4000; TDD: (800) 669-6820

816-268-0550
FAX: 816-268-0559
Email: OCR.KansasCity.ed.gov

Section 2 Designation of Coordinators

Any person having inquiries concerning the District’s compliance with anti-discrimination laws
or policies or other programs should contact or notify the following person(s) who are designated
as the coordinator for such laws, policies or programs. The contact address for the coordinator is:
Arlington Public Schools, 705 N. 9th Street, Arlington, NE 68002, (402) 478-4173.
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Law, Policy or Program Issue or Concern Coordinator

Title VI Discrimination or harassment based on race, Secondary Principal
color, or national origin; harassment

Title IX Discrimination or harassment based on sex; Secondary Principal
gender equity

Section 504 of the Rehabilitation  Discrimination, harassment or reasonable Secondary Principal

Act and the Americans with accommodations of persons with disabilities

Disability Act (ADA)

Homeless student laws Children who are homeless Superintendent or designee

Safe and Drug Free Schools Safe and drug free schools Superintendent or designee

and Communities

Section 3 Anti-discrimination & Harassment Policy

A.

Elimination of Discrimination.

The policy of Arlington Public Schools is to not discriminate on the basis of sex, disability,
race, color, religion, veteran status, national or ethnic origin, age, marital status, pregnancy,
childbirth or related medical condition, or other protected status, in admission or access to,
or treatment with regard to employment or with regard to its programs and activities.

Arlington Public Schools and its staff shall comply with all state and federal laws
prohibiting discrimination. The Board of Arlington Public Schools intends to take any
necessary measures to assure compliance with such laws against any prohibited form of
discrimination and directs its staff to take all actions necessary to meet this objective.

The Secondary Principal shall be the Coordinator for anti-discrimination laws (including
Title VI, Title IX; the Americans with Disabilities Act of 1990 (ADA), and Section 504 of
the Rehabilitation Act of 1973 (Section 504)) and complaints or concerns involving
discrimination or compliance with those laws should be addressed to said Coordinator.

Preventing Harassment and Discrimination of Employees and Students.

1. Purpose: Arlington Public Schools is committed to offering employment and
educational opportunities to its employees and students in a climate free of discrimination.
Accordingly, unlawful discrimination, harassment or retaliation of any kind by District
employees, including, co-workers, non-employees (such as volunteers), third parties, and
others is strictly prohibited and will not be tolerated.

Harassment is a form of discrimination and includes verbal, non-verbal, written, graphic,
or physical conduct relating to a person's sex, disability, race, color, religion, veteran status,
national or ethnic origin, age, marital status, pregnancy, childbirth or related medical
condition, or other protected status, that is sufficiently serious to deny, interfere with, or
limit a person's ability to participate in or benefit from an educational or work program or
activity, including, but not limited to:

a. Conduct that is sufficiently severe or pervasive to create an intimidating,
hostile, or abusive educational or work environment, or
b. Requiring an individual to endure the offensive conduct as a condition of

continued employment or educational programs or activities, including the
receipt of aids, benefits, and services.
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Educational programs and activities include all academic, educational, extracurricular,
athletic, and other programs of the school, whether those programs take place in a school's
facilities, on a school bus, at a class or training program sponsored by the school at another
location, or elsewhere.

Discriminatory harassment because of a person's sex, disability, race, color, religion,
veteran status, national or ethnic origin, age, marital status, pregnancy, childbirth or related
medical condition, or other protected status, may include, but is not limited to:

—mSe@ o oo o

Name-calling,

Teasing or taunting,

Insults, slurs, or derogatory names or remarks,

Demeaning jokes,

Inappropriate gestures,

Graffiti or inappropriate written or electronic material,

Visual displays, such as cartoons, posters, or electronic images,
Threats or intimidating or hostile conduct,

Physical acts of aggression, assault, or violence, or

Criminal offenses

The following examples are additional or more specific examples of conduct that may
constitute sexual harassment:

a.
b.
C.

Unwelcome sexual advances or propositions,

Requests or pressure for sexual favors,

Comments about an individual’s body, sexual activity, or sexual
attractiveness,

Physical contact or touching of a sexual nature, including touching intimate
body parts and inappropriate patting, pinching, rubbing, or brushing against
another's body,

Physical sexual acts of aggression, assault, or violence, including criminal
offenses (such as rape, sexual assault or battery, and sexually motivated
stalking), against a person’s will or where a person is incapable of giving
consent due to the victim’s age, intellectual disability, or use of drugs or
alcohol,

Requiring sexual favors or contact in exchange for aids, benefits, or
services, such as grades, awards, privileges, promotions, etc., or
Gender-based harassment; acts of verbal, nonverbal, written, graphic, or
physical conduct based on sex or sex-stereotyping, but not involving
conduct of a sexual nature.

If the District knows or reasonably should know about possible harassment, including
violence, the District will conduct a prompt, adequate, reliable, thorough, and impartial
investigation to determine whether unlawful harassment occurred (see section entitled
“Grievance Procedures,” below), and take appropriate interim measures, if necessary. If
the District determines that unlawful harassment occurred, the District will take prompt
and effective action to eliminate the harassment, prevent its recurrence, and remedy its
effects, if appropriate. If harassment or violence that occurs off school property creates a
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hostile environment at school, the District will follow this policy and grievance procedure,
within the scope of its authority.

All District employees are expected to take prompt and appropriate actions to report and
prevent discrimination, harassment, and retaliation by others. Employees who witness or
become aware of possible discrimination, including harassment and retaliation, must
immediately report the conduct to his or her supervisor or the compliance coordinator
designated to handle complaints of discrimination (designated compliance coordinator).

2. Anti-retaliation:

The District prohibits retaliation, intimidation, threats, coercion, or discrimination against
any person for opposing discrimination, including harassment, or for participating in the
District's discrimination complaint process or making a complaint, testifying, assisting, or
participating in any manner, in an investigation, proceeding, or hearing. Retaliation is a
form of discrimination.

The District will take immediate steps to stop retaliation and prevent its recurrence against
the alleged victim and any person associated with the alleged victim. These steps will
include, but are not limited to, notifying students, employees, and others, that they are
protected from retaliation, ensuring that they know how to report future complaints, and
initiating follow-up contact with the complainant to determine if any additional acts of
discrimination, harassment, or retaliation have occurred. If retaliation occurs, the District
will take prompt and strong responsive action, including possible discipline, including
expulsion or termination, if applicable.

3. Grievance (or Complaint) Procedures:

Employees or students should initially report all instances of discrimination, harassment or
retaliation to their immediate supervisor or teacher or to the compliance coordinator
designated to handle complaints of discrimination. If the employee or student is
uncomfortable in presenting the problem to the supervisor or teacher, or if the supervisor
or teacher is the problem, the employee or student may report the alleged discrimination,
harassment or retaliation to the designated coordinator, or in the case of students, to another
staff person (such as a counselor or principal).

Other individuals may report alleged discrimination to the designated coordinator. If the
designated coordinator is the person alleged to have committed the discriminatory act, then
the complaint should be submitted to the Superintendent for assignment. A discrimination
complaint form is attached to this grievance procedure and is available in the office of each
District building, on the District's website, and from the designated coordinators.

Under no circumstances will a person filing a complaint or grievance involving
discrimination be retaliated against for filing the complaint or grievance.

I Level 1 (Investigation and Findings):

Once the District receives a grievance, complaint or report alleging discrimination,
harassment, or retaliation, or becomes aware of possible discriminatory conduct, the
District will conduct a prompt, adequate, reliable, thorough, and impartial investigation to
determine whether unlawful harassment occurred. If necessary, the District will take
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immediate, interim action or measures to protect the alleged victim and prevent further
potential discrimination, harassment, or retaliation during the pending investigation. The
alleged victim will be notified of his or her options to avoid contact with the alleged
harasser, such as changing a class or prohibiting the alleged harasser from having any
contact with the alleged victim pending the result of the District’s investigation. The
District will minimize any burden on the alleged victim when taking interim measures to
protect the alleged victim.

The District will promptly investigate all complaints of discrimination, even if an outside
entity or law enforcement agency is investigating a complaint involving the same facts and
allegations. The District will not wait for the conclusion or outcome of a criminal
investigation or proceeding to begin an investigation required by this grievance procedure.
If the allegation(s) involve possible criminal conduct, the District will notify the
complainant of his or her right to file a criminal complaint, and District employees will not
dissuade the complainant from filing a criminal complaint either during or after the
District’s investigation.

The District will aim to complete its investigation within ten (10) working days after
receiving a complaint or report, unless extenuating circumstances exist. Extenuating
circumstances may include the unavailability of witnesses due to illness or incapacitation,
or additional time needed because of the complexity of the investigation, the need for
outside experts to evaluate the evidence (such as forensic evidence), or multiple
complainants or victims. If extenuating circumstances exist, the extended timeframe to
complete the investigation will not exceed ten (10) additional working days without the
consent of the complainant, unless the alleged victim agrees to a longer timeline.
Periodic status updates will be given to the parties, when appropriate.

The District’s investigation will include, but is not limited to:

a. Providing the parties with the opportunity to present witnesses and provide
evidence.

b. An evaluation of all relevant information and documentation relating to the alleged
discriminatory conduct.

c. For allegations involving harassment, some of the factors the District will consider include:

1) the nature of the conduct and whether the conduct was unwelcome, 2) the surrounding
circumstances, expectations, and relationships, 3) the degree to which the conduct affected
one or more students' education, 4) the type, frequency, and duration of the conduct, 5) the
identity of and relationship between the alleged harasser and the suspect or suspects of the
harassment, 6) the number of individuals involved, 7) the age (and sex, if applicable) of
the alleged harasser and the alleged victim(s) of the harassment, 8) the location of the
incidents and the context in which they occurred, 9) the totality of the circumstances, and
10) other relevant evidence.

d. A review of the evidence using a “preponderance of the evidence” standard (based on the
evidence, is it more likely than not that discrimination, harassment, or retaliation
occurred?)

The designated compliance coordinator (or designated investigator) will complete an

investigative report, which will include:
a. A summary of the facts,
b. Findings regarding whether discrimination, harassment or other inappropriate conduct
occurred, and
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c. If a finding is made that discrimination, harassment or other inappropriate conduct
occurred, the recommended remedy or remedies necessary to eliminate such
discrimination, harassment or other inappropriate conduct.

If someone other than the designated compliance coordinator conducted the investigation,
the compliance coordinator will review, approve, and sign the investigative report. The
District will ensure that prompt, appropriate, and effective remedies are provided if a
finding of discrimination, harassment, or retaliation is made. The District will maintain
relevant documentation obtained during the investigation and documentation supportive of
the findings and any subsequent determinations, including the investigative report, witness
statements, interview summaries, and any transcripts or audio recordings, pertaining to the
investigative and appeal proceedings.

The District will send concurrently to the parties written notification of the decision
(findings and any remedy) regarding the complaint within one (1) working day after the
investigation is completed. The Family Educational Rights and Privacy Act (FERPA), 20
U.S.C. § 11232g; 34 C.F.R. Part 99, permits the District to disclose relevant information
to a student who was discriminated against or harassed.

ii. Level 2 (Appeal to the Superintendent):

If a party is not satisfied with the findings or remedies (or both) set forth in the decision,
he or she may file an appeal in writing with the Superintendent within five (5) working
days after receiving the decision. The Superintendent will review the appeal and the
investigative documentation and decision, conduct additional investigation, if necessary,
and issue a written determination about the appeal within ten (10) working days after
receiving the appeal. The party who filed the appeal will be sent the Superintendent’s
determination at the time it is issued, and a copy will be sent to the designated compliance
coordinator. [If the Superintendent is the subject of the complaint, the party will file the
appeal directly with the Board.]

iii. Level 3 (Appeal to the Board):

If the party is not satisfied with the Superintendent’s determination, he or she may file an
appeal in writing with the Board of Education within five (5) working days after receiving
the Superintendent’s determination. The Board of Education will review the appeal, the
Superintendent’s determination, the investigative documentation and decision, and allow
the party to address the Board at a Board meeting to present his or her appeal. The party
will be allowed to address the Board at the Board’s next regularly scheduled Board meeting
(unless the Board receives the appeal within one week of the next regularly scheduled
Board meeting) or at a time and date agreed to by the Board, designated compliance officer
and the party. The Board will issue a written determination about the appeal within thirty
(30) days after the party addresses the Board. The party who filed the appeal will be sent
the Board’s determination at the time it is issued, and a copy will be sent to the designated
compliance coordinator. The Board’s determination, and any actions taken, will be final
on behalf of the District.

4. Confidentiality:
The identity of the complainant will be kept confidential to the extent permitted by state
and federal law. The District will notify the complainant of the anti-retaliation provisions
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of applicable laws and that the District will take steps to prevent retaliation and will take
prompt and strong responsive actions if retaliation occurs.

If a complainant requests confidentiality or asks that the complaint not be pursued, the
District will take all reasonable steps to investigate and respond to the complaint consistent
with the request for confidentiality or the request not to pursue an investigation, as long as
doing so does not prevent the District from responding effectively to the harassment and
preventing harassment of other students. If a complainant insists that his or her name or
other identifiable information not be disclosed to the alleged perpetrator, the District will
inform the complainant that its ability to respond may be limited. Even if the District cannot
take disciplinary action against the alleged harasser, the District will pursue other steps to
limit the effects of the alleged harassment and prevent its recurrence, if warranted.

5. Training:

The District will ensure that relevant District employees are adequately trained so they
understand and know how to identify acts of discrimination, harassment, and retaliation,
and how to report it to appropriate District officials or employees.

In addition, the District shall ensure that employees designated to address or investigate
discrimination, harassment, and retaliation, including designated compliance coordinators,
receive training to promptly and effectively investigate and respond to complaints and
reports of discrimination, and to know the District's grievance procedures and the
applicable confidentiality requirements.

6. Designated Compliance Coordinators:
Designated compliance coordinators will be responsible for:
a. Coordinating efforts to comply with anti-discrimination, anti-harassment,
and anti-retaliation laws and regulations.
b. Coordinating and implementing training for students and employees

pertaining to anti-discrimination, anti-harassment and anti-retaliation laws
and regulations, including the training areas listed above.

C. Investigating complaints of discrimination (unless the coordinator
designates other trained individuals to investigate).
d. Monitoring substantiated complaints or reports of discrimination, as needed

(and with the assistance of other District employees, if necessary), to ensure
discrimination or harassment does not recur, and that retaliation conduct
does not occur or recur.

e. Overseeing discrimination complaints, including identifying and addressing
any patterns or systemic problems, and reporting such patterns or systemic
problems to the Superintendent and the Board of Education.

f. Communicating regularly with the District's law enforcement unit
investigating cases and providing current information to them pertaining to
anti-discrimination, anti-harassment, and anti-retaliation standards and
compliance requirements.

g. Reviewing all evidence in harassment or violence cases brought before the
District's disciplinary committee or administrator to determine whether the
complainants are entitled to a remedy under anti-discrimination laws and
regulations that was not available in the disciplinary process.
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h. Ensuring that investigations address whether other students or employees
may have been subjected to discrimination, including harassment and
retaliation.

i Determining whether District employees with knowledge of allegations of
discrimination, including harassment and retaliation, failed to carry out their
duties in reporting the allegations to the designated compliance coordinator
and responding to the allegations.

J. Recommending changes to this policy and grievance procedure.
k. Performing other duties as assigned.
7. Preventive Measures:

The District will publish and widely distribute on an ongoing basis a notice of
nondiscrimination (notice) in electronic and printed formats, including prominently
displaying the notice on the District's website and posting the notice at each building in the
District. The District also will designate an employee to coordinate compliance with anti-
discrimination laws (see Designated Compliance Coordinator section, above, for further
information on compliance coordinator), and widely publish and disseminate this
grievance procedure, including prominently posting it on the District’s website, at each
building in the District, reprinting it in District publications, such as handbooks, and
sending it electronically to members of the school community.

The District also may distribute specific harassment and violence materials (such as sexual
violence), including a summary of the District’s anti-discrimination, anti-harassment, and
anti-retaliation policy and grievance procedure, and a list of victim resources, during events
such as school assemblies and back to school nights, if recent incidents or allegations
warrant additional education to the school community.

Legal Reference: Title VI, 42 U.S.C. 8 2000d, Title VII, 42 U.S.C. § 2000e, Title 1X; 20
U.S.C. § 1681, and the Nebraska Fair Employment Practices Act, Neb. Rev.
Stat. §48-1101 et seq.

Age Discrimination in Employment Act (ADEA), the Older Workers
Benefit Protection Act (OWBPA), 29 U.S.C. 8621 et seq., and the Nebraska
Age Discrimination in Employment Act, Neb. Rev. Stat. 848-1001 et seq.;
Americans with Disabilities Act (ADA), 42 U.S.C. § 12101 et seq.

Section 504 of the Rehabilitation Act of 1973 (Section 504)

Pregnancy Discrimination Act, 42 U.S.C. § 2000e(k)

Uniform Service Employment and Reemployment Rights Act (USERRA),
38 U.S.C. 84301 et seq.

Neb. Rev. Stat. § 79-2,115, et seq

Section 4 Grievance Procedure for Persons with a Disability
The Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act address
discrimination, harassment or failure to provide reasonable accommodations to persons with a
disability. The following grievance procedure shall be used for resolution of complaints of alleged
violations of the ADA or Section 504:
1. Complaints shall be filed with the ADA and Section 504 Coordinator. Complaints
shall be made in writing, unless the Complainant's disability prevents such, in
which event the Complaint can be made verbally.
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2. Complaints shall set forth: (a) the name of the Complainant, (b) the address and
telephone number or other such information sufficient to enable the Coordinator to
contact the Complainant, (c) a brief description of the alleged violation, and (d) the
relief requested by the Complainant.

3. Complaints shall be investigated by the Coordinator or the Coordinator's designee.
Investigations shall be thorough, but informal, and the Complainant shall be given
a full opportunity to submit evidence relevant to the complaint.

4. The Coordinator shall make a decision on the Complaint within thirty (30) days of
the filing of the Complaint, unless such time period is extended by agreement of
the Complainant. The decision shall be made in writing, shall set forth the
Coordinator's proposed resolution of the Complaint, and shall be forwarded to the
Complainant.

5. The Complainant shall have ten (10) days from the date the Coordinator's decision
is sent to the Complainant to accept or reject the Coordinator's proposed resolution,
and shall be deemed to have accepted the proposed resolution unless the
Complainant rejects the proposed resolution within such time period. In the event
the complainant rejects the proposed resolution, the complainant shall be given the
opportunity to file a request for reconsideration within the ten (10) days from the
date the Coordinator's division is sent to the Complainant. The request for
reconsideration shall be filed with the Coordinator. The Coordinator shall consider
any additional information provided in the request for reconsideration and make a
decision on the request for reconsideration within 10 (ten) days after the request for
reconsideration was filed.

Section 5 Confidentiality of Student Records (FERPA)

The Family Educational Rights and Privacy Act (FERPA) gives parents and students over 18 years
of age rights of access and confidentiality with respect to education records. Employees are
expected to provide access rights and maintain the confidentiality of education records in
accordance with FERPA and Board policy. Further information about FERPA and the District’s
policies under FERPA are found in Board policy and in the student handbook.

Section 6 Disclosure of Student Information to Military Recruiters and Colleges

The Every Student Succeeds Act requires the District to provide military recruiters and institutions
of higher education access to secondary school students’ names, addresses, and telephone listings.
Parents and secondary students have the right to request that the school not provide this
information (i.e., not provide the student’s name, address, and telephone listing) to military
recruiters or institutions of higher education, without their prior written consent. Employees are
expected to follow these requirements.

Section 7 Disclosure of Staff Qualifications

Parents/guardians have the right to get information about the professional qualifications of their
child’s classroom teachers. The District designates the following information as “directory
information” and will give parents/guardians such information upon request:

1. Whether the teacher has met State qualifications and licensing criteria for the grade
levels and subject areas in which the teacher provides instruction.

2. Whether the teacher is teaching under an emergency or provisional teaching
certificate.
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Section 8

The baccalaureate degree major of the teacher, along with information about other
graduate certification or degrees held by the teacher, and the field of discipline of
the certification or degree.

Whether the parent/guardian’s child has been assigned, or has been taught for four
or more consecutive weeks, by a teacher who does not meet the requirements of the
ESSA.

Student Privacy Protection

The Every Student Succeeds Act requires the District to protect the privacy of students. Further
information about student privacy and the District’s policies with regard to student privacy are
found in Board policy and in the student handbook. In general, employees are expected to comply
with these provisions of the ESSA and related Board policy, as follows:

1.

Section 9

Student surveys created by and administered by either the United States Department
of Education or a third party (a group or person other than the District)}—give
parent/guardian the opportunity to inspect the survey upon request before the
survey is administered or distributed to the students;

Student surveys which involve “sensitive” matters—make suitable arrangements to
protect student privacy (that is, do not include the name or other identifying
information about a particular student) and give parents the opportunity, in advance,
to “opt-out” their child from the survey. Sensitive matters include:

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

2. Mental or psychological problems of the student or the student’s
parent;

3. Sex behavior or attitudes;

4, Illegal, anti-social, self-incriminating or demeaning behavior;

5 Critical appraisals of other individuals with whom the student has

close family relationships;

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

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

8. Income (other than that required by law to determine eligibility for

participation in a program or for receiving financial assistance under
such program).
Instructional materials—permit parents upon reasonable request to inspect any
instructional material used as part of the educational curriculum for their child. The
term “instructional materials” does not include academic tests or academic
assessments for purposes of this parent inspection requirement. If you receive such
a request, direct the parent to contact your building principal and also inform the
building principal yourself about the request to get instructions.
Collection, disclosure, or use of personal information collected from students for
the purpose of marketing or for selling that information—the District policy is to
not gather such information for such purposes.

Parental Involvement

General - Parental/Community Involvement in Schools

The District’s policy 6400 is to welcome parental involvement in the education of their children.
As a part of this policy, employees are expected to:
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1. provide parents timely information about their child’s progress, including use of
quarterly report cards, active and constructive attendance at parent-teacher
conferences, and more frequent parent contacts where warranted by the student’s
academic and behavioral needs;

2. make textbooks, completed tests and other curriculum materials available for

review by parents upon request;

permit parents access to their child’s records according to law and school policy;

4. encourage parents to attend courses, assemblies, counseling sessions and other
instructional activities with prior approval of the proper teacher, counselor or
administrator, provided that such parent attendance be educationally appropriate
and not disruptive to the educational program;

w

5. assure that testing occurs to assure proper measurement of each child’s educational
progress and achievement;

6. permit parents to excuse their child from testing, classroom instruction and other
school experiences when possible and educationally appropriate;

7. notify parents of student surveys in accordance with district policy, obtain parental

permission for surveys where required by District policy or law, and allow parents
to opt-out of such surveys in accordance with District policy and law; and

8. encourage parents to express their concerns, share their ideas and advocate for their
child’s education.

Title | Parental Involvement

The District has a separate policy established pursuant to district policy and/or Every Student
Succeeds Act relating to parental involvement applicable to parents of children enrolled in Title |
programs. The policy requires that parents of Title I children been given the opportunity to
participate in regular, two-way, and meaningful communication involving student academic
learning and other school activities, including ensuring—(A) that parents play an integral role in
assisting their child’s learning; (B) that parents are encouraged to be actively involved in their
child’s education at school; (C) that parents are full partners in their child’s education and are
included, as appropriate, in decision making and on advisory committees to assist in the education
of their child; and (D) the carrying out of other activities, such as those described in the parental
involvement policy. Employees are expected to comply with the Title | parental involvement

policy.

Section 10  Homeless Students

The Every Student Succeeds Act requires that homeless students not be stigmatized or segregated
on the basis of their status as homeless. Homeless children generally include children who lack a
fixed, regular, and adequate nighttime residence. The Superintendent serves as the District’s
designated Homeless Coordinator and should be contacted for questions relating to homeless
students.

Section 11  Breakfast and Lunch Programs
The District participates in the National School Lunch Program. Employees are expected to keep
information about the participation of students in the program confidential.

Section 12  Confidentiality of Protected Health Information
It is the policy of the District to develop and implement all necessary practices, policies, and
procedures to comply with the Health Insurance Portability and Accountability Act of 1996
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(HIPAA) where and to the extent applicable and to maintain the privacy of protected health
information (PHI), as that term is defined by HIPAA, that it receives, obtains, or transmits for
employees and students. The District designates the Superintendent as its HIPAA privacy officer.
Student and employee records containing PHI shall be accessible only to those who require such
information to carry out their duties.
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APPENDIX A

Notice of COBRA Continuation Coverage Rights
** Continuation Coverage Rights Under COBRA**
Introduction

You are receiving this notice because you have recently become covered under [Insert Name of School] health plan
(the “Plan”). This notice contains important information about your right to COBRA continuation coverage, which is
a temporary extension of coverage under the Plan. The right to COBRA continuation coverage was created by a
federal law, the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA). COBRA continuation coverage
can become available to you and to other members of your family who are covered under the Plan when you would
otherwise lose your group health coverage. This notice generally explains COBRA continuation coverage, when
it may become available to you and your family, and what you need to do to protect the right to receive it. This
notice gives only a summary of your COBRA continuation coverage rights. For more information about your rights
and obligations under the Plan and under federal law, you should either review the Plan’s Summary Plan Description
or get a copy of the Plan Document from the Plan Administrator.

The Plan Administrator is [enter name, address and telephone number of Plan Administrator]. The Plan Administrator
is responsible for administering COBRA continuation coverage.

COBRA Continuation Coverage

COBRA continuation coverage is a continuation of Plan coverage when coverage would otherwise end because
of a life event known as a “qualifying event.” Specific qualifying events are listed later in this notice. COBRA
continuation coverage must be offered to each person who is a “qualified beneficiary.” A qualified beneficiary
is someone who will lose coverage under the Plan because of a qualifying event. Depending on the type of
qualifying event, employees, spouses of employees, and dependent children of employees may be qualified
beneficiaries. Under the Plan, qualified beneficiaries who elect COBRA continuation must pay for COBRA
continuation coverage.
If you are an employee, you will become a qualified beneficiary if you will lose your coverage under the Plan
because either one of the following qualifying events happens:

1. Your hours of employment are reduced, or

2. Your employment ends for any reason other than your gross misconduct.
If you are the spouse of an employee, you will become a qualified beneficiary if you will lose your coverage under
the Plan because any of the following qualifying events happens:

1. Your spouse dies;

2. Your spouse’s hours of employment are reduced;

3. Your spouse’s employment ends for any reason other than his or her gross misconduct;

4. Your spouse becomes enrolled in Medicare (Part A, Part B, or both); or

5. You become divorced or legally separated from your spouse.
Your dependent children will become qualified beneficiaries if they will lose coverage under the Plan because
any of the following qualifying events happens:
The parent-employee dies;
The parent-employee’s hours of employment are reduced;
The parent-employee’s employment ends for any reason other than his or her gross misconduct;
The parent-employee becomes enrolled in Medicare (Part A, Part B, or both);
The parents become divorced or legally separated; or
The child stops being eligible for coverage under the plan as a “dependent child.”
Sometlmes filing a proceeding in bankruptcy under title 11 of the United States Code can be a qualifying event.
If a proceeding in bankruptcy is filed with respect to the employer and that bankruptcy results in the loss of
coverage of any retired employee covered under the Plan, the retired employee is a qualified beneficiary with
respect to the bankruptcy. The retired employee’s spouse, surviving spouse, and dependent children will also
be qualified beneficiaries if bankruptcy results in the loss of their coverage under the Plan.
The Plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan Administrator
has been notified that a qualifying event has occurred. When the qualifying event is the end of employment or
reduction of hours of employment, death of the employee, commencement of a proceeding in bankruptcy with
respect to the employer to the extent retiree health coverage is provided, or enroliment of the employee in
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Medicare (Part A, Part B, or both), the employer must notify the Plan Administrator of the qualifying event
within 30 days of any of these events.
For the other qualifying events (divorce or legal separation of the employee and spouse or a dependent child’s losing
eligibility for coverage as a dependent child), you must notify the Plan Administrator. The Plan requires you to notify
the Plan Administrator within 60 days after the qualifying event occurs. You must send this notice to the Plan
Administrator. Any additional Plan procedures for this notice must also be provided.
Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA continuation
coverage will be offered to each of the qualified beneficiaries. For each qualified beneficiary who elects COBRA
continuation coverage, COBRA continuation coverage will begin on the date of the qualifying event.
COBRA continuation coverage is a temporary continuation of coverage. When the qualifying event is the death
of the employee, enrollment of the employee in Medicare (Part A, Part B, or both), your divorce or legal
separation, or a dependent child losing eligibility as a dependent child, COBRA continuation coverage lasts for
up to 36 months.
When the qualifying event is the end of employment or reduction of the employee’s hours of employment,
COBRA continuation coverage lasts for up tol8 months. There are two ways in which this 18-month period of
COBRA continuation coverage can be extended.
Disability extension of 18-month period of continuation coverage
If you or anyone in your family covered under the Plan is determined by the Social Security Administration to
be disabled at any time during the first 60 days of COBRA continuation coverage and you notify the Plan
Administrator in a timely fashion, you and your entire family can receive up to an additional 11 months of
COBRA continuation coverage, for a total maximum of 29 months. You must make sure that the Plan
Administrator is notified of the Social Security Administration’s determination within 60 days of the date of the
determination and before the end of the 18-month period of COBRA continuation coverage. This notice should
be sent to the Plan Administrator. Any additional Plan procedures for this notice must also be provided.
Second qualifying event extension of 18-month period of continuation coverage
If your family experiences another qualifying event while receiving COBRA continuation coverage, the spouse
and dependent children in your family can get additional months of COBRA continuation coverage, up to a
maximum of 36 months. This extension is available to the spouse and dependent children if the former employee
dies, enrolls in Medicare (Part A, Part B, or both), or gets divorced or legally separated. The extension is also
available to a dependent child when that child stops being eligible under the Plan as a dependent child. In all of
these cases, you must make sure that the Plan Administrator is notified of the second qualifying event within 60
days of the second qualifying event. This notice must be sent to the Plan Administrator. Any additional Plan
procedures for this notice must also be provided.
If You Have Questions
If you have questions about your COBRA continuation coverage, you should contact the Superintendent or Plan
Administrator or you may contact the nearest Regional or District Office of the U.S. Department of Labor’s
Employee Benefits Security Administration (EBSA). Addresses and phone numbers of Regional and District
EBSA Offices are available through EBSA’s web site at www.dol.gov/ebsa.
Keep Your Plan Informed of Address Changes
In order to protect your family’s rights, you should keep the Plan Administrator informed of any changes in the
addresses of family members. You should also keep a copy, for your records, of any notices you send to the Plan
Administrator.
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Arlington Public Schools
Addition to Employee Code of Conduct

ACCEPTABLE USE OF COMPUTERS AND NETWORKS

ADMINISTRATORS, FACULTY AND STAFF AGREEMENT

In order to make sure that all members of Arlington Public School’s community understand and
agree to these rules of conduct for use of the e-mail and Internet systems of the school district, the
Arlington School District asks that you, as an administrator, faculty member, or staff member user,
sign the following statement:

| have received a copy of, and have read, the Internet Safety and Acceptable Use Policy adopted
by the Arlington Public Schools, and I understand and will abide by those district guidelines and
conditions for the use of the facilities of Arlington Public Schools and access to the Internet. |
further understand that any violation of the district guidelines is unethical and may constitute a
criminal offense. Should I commit any violation, my access privileges will be revoked. School
disciplinary action and/or appropriate legal action will be taken.

| agree not to hold the Arlington Public Schools, any of its employees, or any institution providing
network access to Arlington Public Schools responsible for the performance of the system or the
content of any material accessed through it.

Employee’s Name

Employee's Signature Date:

This form will be retained on file by authorized
faculty designee for duration of applicable
computer/network/Internet use.
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RECEIPT OF 2021-2022 HANDBOOKS

FACULTY/STAFF AND TEACHER EVALUATION SYSTEM
ARLINGTON SECONDARY HIGH SCHOOL

This signed receipt acknowledges receipt (electronically and/or manually) of the 2021-2022
Faculty/Staff and Teacher Evaluation System Handbooks of Arlington Secondary School. This
receipt acknowledges that it is understood that | am to read and be familiar with the handbooks,
that | understand the handbooks contain a disclaimer of contract and that | understand that the
handbooks include the District’s policies of non-discrimination and equity, bullying and that
specific complaint and grievance procedures exist in the handbook which should be used for
responding to harassment or discrimination.

Date:

Teacher’s Signature
Return to:

Aaron Pfingsten, Secondary Principal

67



ARLINGTON
MIDDLE SCHOOL
HIGH SCHOOL
STUDENT/GUARDIAN

HANDBOOK

2021-2022

“The mission of Arlington Public Schools is to
empower all students to develop skills for life-long
learning and responsible decision making in order

to contribute to a global society.”

S




2021-2022
PARENT-STUDENT
HANDBOOK
GRADES 7-12

TABLE OF CONTENTS

Foreword
Page
Section 1 Intent of Handbook 1
Section 2 Members of the Board of Education 1
Section 3 Administrative Staff 1
Section 4 Teachers and Staff 2
Section 5 Support Staff 3
Section 6 School Calendar 4
Avrticle 1 — Philosophy, Goals, Objectives
Section 1 School Mission Statement 5
Section 2 Belief Statement and Goals 5
Section 3 Mutual Respect 6
Section 4 Multicultural Policy 6
Section 5 Complaint Procedures 6
Article 2 - School Day
Section 1 Daily Schedule 7
Section 2 Severe Weather and School Cancellations 8
Section 3 Planners 8
Section 4 Closed Campus 9
Section 5 School Guidelines 9
Avrticle 3 — Use of Building, Grounds and Equipment

Page
Section 1 Entering and Leaving the Building 10
Section 2 Identification Badges 10
Section 3 Smoke-Free Environment 10
Section 4 Care of School Property 10
Section 5 Lockers 10
Section 6 Searches of Lockers and Other Types of Searches 11
Section 7 Video Surveillance 11
Section 8 Use of Telephone 11




Section 9 Bicycles 11
Section 10 Student Valuables 11
Section 11 Lost and Found 12
Section 12 Accidents 12
Section 13 Laboratory Safety Glasses 12
Section 14 Insurance 12
Section 15 Bulletins and Announcements 12
Section 16 Copyright and Fair Use Policy 12
Section 17 Media Center 13
Section 18 Technology / Computer Usage 13
Section 19 Internet Safety Policy 13
Section 20 Recording Others 14
Section 21 Computer Acceptable Use Program 14
Avrticle 4 — Attendance

Page
Section 1 Attendance Policy 18
Section 2 Attendance Recovery Program (ACRP) 19
Section 3 Attendance and Absences 19
Section 4 Tardiness 22
Section 5 Leaving School 22
Section 6 Attendance is Required to Participate in Activities 22
Section 7 Make-up Work 23

Avrticle 5 — Scholastic Achievement

Page
Section 1 Graduation Requirements 24
Section 2 Grading System 25
Section 3 Cumulative GPA 26
Section 4 Academic Eligibility 26
Section 5 Progress Reports 26
Section 6 Promotion, Retention 26
Section 7 Schedule Changes 27
Section 8 Interim Reports 27
Section 9 Report Cards 27
Section 10 Parent-Teacher Conferences 27
Section 11 Student Recognition 27
Section 12 State Testing Requirements 28

Avrticle 6 - Support Services

Page
Section 1 Special Education Identification and Placement Procedures 29
Section 2 Guidance Services 31
Section 3 Health Services 31
Section 4 Advisor/Advisee 35
Section 5 Parent Web Access 35
Section 6 Additional Academic Resources 35




Article 7 - Drugs, Alcohol and Tobacco

Page
| Section 1 | Drug-Free Schools 37
Avrticle 8 - Student Rights, Conduct, Rules and Regulations
Page
Section 1 Student Conduct and Discipline Policies 40
Section 2 General Standards of Behavior 45
Section 3 Reporting Student Law Violations 54
Section 4 Due Process Procedures 55
Avrticle 9 - Extra-Curricular Activities - Rights, Conduct, Rules and Regulations
Page
Section 1 Extra-Curricular Programs 58
Section 2 Activity Philosophy 58
Section 3 Activity Code of Conduct 58
Section 4 Team Selection and Playing Time 63
Section 5 Academic Grade Standard for Activities Participation 63
Section 6 Student Fees Policy 64
Article 10 - State and Federal Programs
Page
Section 1 Notice of Nondiscrimination 76
Section 2 Designation of Coordinator(s) 76
Section 3 Anti-discrimination & Harassment Policy 76
Section 4 Notice to Parents of Rights Afforded by Section 504 of the Rehabilitation Act of 1973 81
Section 5 Notification of Rights Under FERPA 82
Section 6 Notice Concerning Disclosure of Student Information to Military Recruiters 83
Section 7 Notice Concerning Staff Qualifications 83
Section 8 Student Privacy Protection Policy 84
Section 9 Parental Involvement Policies 86
Section 10 Transportation Notification 89
Section 11 Homeless Students Policy 89
Section 12 Multicultural Policy 91
Section 13 Breakfast and Lunch Programs 92
Appendix
Handbook Signature Form 94
Activity and Picture Release Form 95
Computer and Network Use Form 96




Foreword

Section 1 INTENT OF HANDBOOK

This handbook is intended to be used by students, parents and staff as a guide to the rules, regulations, and general
information about Arlington Public Schools. Each student is responsible for becoming familiar with the handbook and
knowing the information contained in it. Parents are encouraged to use this handbook as a resource and to assist their
child in following the rules contained in this handbook.

Although the information found in this handbook is detailed and specific on many topics, the handbook is not intended
to be all encompassing so as to cover every situation and circumstance that may arise during any school day, or school
year. This handbook does not create a “contract.” The administration reserves the right to make decisions and make
rule revisions at any time to implement the educational program and to assure the well-being of all students. The
administration will be responsible for interpreting the rules contained in the handbook. Should a situation or
circumstance arise that is not specifically covered in this handbook, the administration will make a decision based
upon all applicable school district policies and state and federal statutes and regulations.

Section 2 MEMBERS OF THE BOARD OF EDUCATION
Name Contact Information
Matt O’Daniel, President (402) 478-5757
Shanon Willmott, Vice President (402) 478-5604
Chase Kratochvil (402) 677-5217
Janet Warner (402) 478-4360
Jason Arp (402) 427-7550
Bruce Scheer (402) 478-4322
Section 3 ADMINISTRATIVE STAFF
Name Position
Dr. Dawn Lewis Superintendent
Aaron Pfingsten Secondary Principal
James Shada Assistant Principal/Activities Director
Jacqueline Morgan Elementary Principal




Section 4 TEACHERS AND COUNSELORS STAFF

Name

Department

Kali Agler

Agriculture

Luke Brenn

Industrial Technology

Barina Buresh-Crosland

Vocal Music

Michaela Curran

Mathematics

Sara Detjens

Special Education

Jacob Duhey

Language Arts

Connor Eurek

Special Education

Teresa Feick

Business/Computer

Kenny Fuchser

Science

Elsa Glasford

Spanish

Steven Gubbels

Social Studies

Doug Hart

Family and Consumer Science

Luke Hoesing

Physical Education

Sara Horner Science

Cailyn Johnson Language Arts
Dawn Klein Mathematics/HAL
Jeff Kment Science

Shawna Koger

Business/Computers

Dan Larson

Technology Coordinator

Janelle Lorsch

Language Arts

Allison Mastny

Instrumental Music

Scott Parson

Computers/Multimedia

Helen Regier Social Studies

Kristy Rollins Library/Media Specialist
Chrissy Rydl Language Arts

Erin Schaapveld Art

Sarah Sharp

Special Education

Tyler Spitser

Physical Education

Tyler Stender

Mathematics

Shawna Tierney

Mathematics




Holly Toft

School Counselor

Maddie Wakefield

Art

Deb Washburn Speech Pathologist

Jason Wiese Social Studies

Tashia Wolf Curriculum and Assessment Coordinator
Section 5 SUPPORT STAFF

Name

Position

Jennifer Arp

Superintendent Secretary

Jenny Hansen

Bookkeeper

Sara O’Connell

Administrative Assistant

Shelly Miller

Administrative Assistant

New Hire

Paraprofessional

Jeana Hernes

Paraprofessional

New Hire

Paraprofessional

Shirley Holck

Nurse

Lawrence Reed

Maintenance Supervisor

Rod Parker Custodian

Vicki Freeman Custodian

Claudia Escamilla Custodian

Silvia Arias Custodian

Rita Bonilla Custodian

Julie French Food Service Manager
Mary Hunter Food Service

Amanda Hagar

Food Service

Lorena Adams

Food Service

Karen Toebben

Food Service

Lori Opfer

Food Service

Adrienne Larsen

Food Service




Section 6

SCHOOL CALENDAR

Arlington Public Schools | 2021-2022 CALENDAR
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Article 1 — Philosophy, Goals, Objectives

Section 1 MISSION STATEMENT

The mission of Arlington Public Schools is to empower all students to develop skills for life-long
learning and responsible decision making in order to contribute to a global society.

Section 2 BELIEF STATEMENT AND GOALS

We believe that:
1. Education is a responsibility shared among students, parents, educators, and the
community.
Respect for self and other individuals, groups, and cultures is essential.
Critical thinking is an essential life skill.
Students are stakeholders in their own learning.
All learners are unique; therefore, we will provide diverse instructional strategies
and multiple opportunities to learn.

aprwd

The central purpose of the Arlington Public Schools is to develop students who can demonstrate the knowledge, skills
and competencies necessary to become productive and contributing members of our democratic society.

Although all children will not learn all things equally well, we recognize that all children should have an equal opportunity
in the pursuit of educational qualifications for the world ahead. Recognizing the uniqueness of each student, the Arlington
Public Schools will attempt to balance the curriculum to provide for the varied interests and talents of all students. The
school accepts the premise that the center of the school curriculum is the child and that the instructional program should
be designed to fit each and every child's unique needs.

The education of children is a comprehensive program that must be undertaken in cooperation with other services and
institutions within society and the local community. The Arlington Public Schools will seek to establish and maintain
strong ties with parents, patrons, the business community and other community institutions.

The following opportunity and means shall be provided whereby this philosophy may be realized.

@ Each student may search for the truth, find the truth, and incorporate this truth into his or her values,
ambitions, and aspirations.

(b) Each student may develop an attitude of personal worth and self-esteem and by so doing, may
experience degrees of success and achievement within the bounds of his or her individual abilities and
limitations.

(© Each student may learn to identify and cope with current trends in society.

(d) Each student may experience an intellectual, a technical and a social environment that enhances the

possibilities for group interaction conducive to peaceful coexistence in the school, community, state,
nation, and the world.

(e) Each teacher may use his or her individual capabilities in establishing constructive attitudes toward
students, administrative heads, and the community.

)] Each teacher may use the resources necessary for attaining the highest measure of success in his or her
particular field.

(9) The administration may promote and preserve the establishment of every possibility for better
education.

(h) The administration may serve as a channel of communication between the teachers and the school and
the community.

0] The community may be given an integral part in the implementation and accomplishment of the

objectives of the school.
The community may demonstrate this responsibility to the school by expressing to the administration its beliefs and

desires concerning the educational programs and practices of the school. It shall be the responsibility of the
administrative staff periodically to prepare formal statements defining and implementing the basic purposes of the
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schools as stated above. These statements shall be the basis for determining the content of the curriculum, the methods
of instruction, and the means for evaluating the effectiveness of both.

KEY VALUES OF ARLINGTON PUBLIC SCHOOLS

1 Our schools belong to our community and exist to provide service to our community.
2. Our central mission is to provide quality academic education for our students.

3. Our chief asset is our people.

Section 3 MUTUAL RESPECT

Arlington Public Schools expects every staff member and student to be treated with respect and dignity. A show of
disrespect toward a staff member or insubordination on the part of the student will not be tolerated.

Section 4 MULTICULTURAL EDUCATION

Arlington Public Schools incorporates multicultural education in all curriculum areas at all grades. Multicultural
education includes, but is not limited to, studies relative to the culture, history, and contributions of African Americans,
Hispanic Americans, Native Americans, Asian Americans and European Americans with special emphasis on human
relations and sensitivity toward all races.

Section 5 COMPLAINT PROCEDURES

The proper procedures for a parent or student to make complaints or raise concerns about school staff or the school
programs or activities are set forth below. Other procedures exist to address discrimination or harassment, the bullying
of students, and to challenge disciplinary actions, and such other procedures should be used to address those types of
concerns.

1. Complaint procedure:
Step 1. Have a scheduled conference with the staff person and the student involved in the complaint.
Step 2. Appeal to the Principal if the matter is not resolved at Step 1.
Step 3. Appeal to the Superintendent if the matter is still unresolved at Step 2.
Step 4. Appeal to the Board of Education if the matter is still unresolved at Step 3. Written appeal should
be made within five (5) days of the Superintendent’s decision.

2. Conditions Applicable to All Levels of Complaint Procedure:
All information to be considered at each appeal step should be placed in writing in order to be most effective.
Appeal decisions shall be expedited as quickly as possible. A decision at any level should be rendered within
ten (10) calendar days, unless a legal hearing is requested or required.




Article 2 — School Day

Section 1 DAILY SCHEDULE

GENERAL SCHOOL INFORMATION

SCHOOL DAY:

Arlington High School is on a nine period day. Students are not to be in the building before 7:30 a.m. unless they have a before
school class or activity. Prior arrangement should be made if there is a need to be in the building before this time. Students are to
leave the building at the close of the school day unless they are under direct supervision of staff. Those students involved in
extracurricular activities are to report directly to the sponsor of the activity at the close of the school day. The tardy bell for first
period will ring at 8:05.

Friday Schedule
Due to teacher collaboration time school will start at 8:40 am on Friday mornings for the duration of the school year. In the event

of finals or early outs, the PLC schedule will be adjusted.

Schedules

HS/MS Bell Schedule

Normal Schedule Friday PLC
1 8:05-8:51
2 8:54-9:40 1| 8:40-9:25
3 9:43-10:29 | 2 | 9:28-10:12
4 10:32-11:18 | 3 | 10:15-10:59
5/TA | 11:21-11:46 | 4 | 11:02-11:46
6 11:46-1:03 | 6 | 11:49-1:03
7 1:06-1:52 7 | 1:06-1:52
8 1:55-2:41 8 | 1:55-2:41
9 2:44-3:30 9 | 2:44-3:30
High School Lunch 11:46 — 12:16
Middle School Lunch 12:33-1:03

FINAL TESTING SCHEDULE FINAL TESTING SCHEDULE

SEMESTER ONE SEMESTER TWO

BOTH SEMESTER TESTING DAYS ARE 1:30P.M. DISMISSALS (approximate times)
Day one Day one
Period 1 8:05-9:18 Period 6 8:05-9:18
Period 2 9:21-10:34 Period 7 9:21-10:34
Advisor Break  10:37-10:57 Advisor Break  10:37-10:57
Period 3 11:00-12:13 Period 8 11:00-12:13
Period 4 12:16-1:30 Period 9 12:16-1:30
Day two Day two
Period 6 8:05-9:18 Period 1 8:05-9:18
Period 7 9:21-10:34 Period 2 9:21-10:34
Advisor Break  10:37-10:57 Advisor Break  10:37-10:57
Period 8 11:00-12:13 Period 3 11:00-12:13
Period 9 12:16-1:30 Period 4 12:16-1:30
REMINDER: TA is 5" period. We do not have TA on early dismissal days or finals days.

Students will be released at 1:25 pm on the last day of second semester finals to their TA’s in order
to turn in their sign out sheet.



Section 2 SEVERE WEATHER AND SCHOOL CANCELLATIONS
SCHOOL CLOSING INFORMATION

The Superintendent of schools is authorized by the Board of Education to close public schools in case of severe
weather. Representatives of the Superintendent’s staff will notify local news media when inclement weather warrants
such action. The information is broadcast regularly by radio on KFAB and KHUB. Parents will also receive a phone
message from Eagle Alert indicating a late start or school closing.

Decision to Close Schools. A decision to close school is made when forecasts by the weather service and civil defense
officials indicate that it would be unwise for students to go to school. An early decision is not always possible because
of uncertain weather conditions. School officials will make periodic assessments of conditions during the night and
will decide early in the morning (by 6 a.m. if possible). In any case, an announcement will be made to the news
media when schools will be closed. In some instances, schools will be open, but certain services may be cancelled
(bus transportation, kindergarten, student activities). Announcements about other Nebraska school closings are
included in Lincoln radio and television broadcasts. Students and parents will want to pay special attention to which
public school district is being closed.

After School Starts. Every attempt will be made to avoid closing school once classes are in session. In some instances,
closing school during the day is inevitable if children are to safely return home before the brunt of a major storm hits.
In these cases, as much advance notice as possible will be given to parents. If school is closed during the day, the
notice will be broadcast by the media and parents should have a plan to accommodate these circumstances.

Parental Decisions. Parents may decide to keep their children at home in inclement weather because of personal
circumstances. Students absent because of severe weather when school is in session will be marked absent. The
absence will be treated like any other absence for legitimate causes provided parents properly notify the school of their
decision. Parents may pick up their children in inclement weather at any time during the school day. Students will not
normally be dismissed from school during severe weather on the basis of a telephone request.

What Not To Do. Parents should not attempt to come to school during a tornado warning. School officials are not
permitted to release students from the school building during a tornado warning. Tornado safety procedures are
practiced regularly by students and staff members. Also, parents are urged not to call radio and television stations and
school buildings during severe weather. Every effort will be made to provide accurate and timely information through
the media.

Emergency Conditions. Arlington Public Schools has a signal which, when activated, includes the necessity to either
evacuate the building or to move to safer areas of the building. All regular drills are held as required by law through
the school year. There are plans for Emergency Exit system, Tornado Warning System, and Critical Incident Response.

SEVERE WEATHER
Arlington Public Schools follows Standard Response Protocol. Staff and students are trained and practice these
protocols during the school year.

Section 3 PLANNERS

STUDENT PLANNERS

All students will be given (free of charge) a student planner that contains the most referenced items of the Arlington
Junior/Senior High Student/Guardian Handbook. This planner will also be the means by which students will be given
passes. Students are not to tear pages out of the planner nor are they to remove the cover. If a student loses or defaces
their planner there will be a $5.00 charge to purchase a replacement planner.

PASS PRIVILEGES

Students must possess an appropriate planner to obtain a pass. Students are limited to three passes a day. They need
to organize and plan appropriately. Access to computer labs (when available) may only be obtained with a pre-signed
pass.




Section 4 CLOSED CAMPUS

CLOSED CAMPUS POLICY

Providing a safe and orderly campus environment is important. Therefore, all students are required to stay on
campus upon arrival. Students must check out through office if it is necessary to leave campus for doctor or dental
appointments or for reasons of illness.

Section 5 SCHOOL GUIDELINES

STUDENT VEHICLES AND PARKING LOT

All vehicles driven to school should be parked in designated student areas. Student parking is designated as the lot
south of the high school building and across by the football field. Cars which are inappropriately parked are subject to
warnings, fines, and loss of privileges. All state and local traffic regulations should be observed on school property.
Careless or reckless driving will be reported to the County Sheriff and can result in fines and/or court action as well
as suspension from school. Parking guidelines apply to all school events including: after school practices, meetings,
contests, etc.

Students should not loiter in the parking lot. The school parking lots and grounds are to be used only when school
and/or school activities/events are taking place. Students are to observe all posted signs and should understand that
failure to observe these signs could result in tickets and/or fines.

FOOD AND DRINK

Drinks and snhacks will not be allowed in classrooms, computer labs etc. .., with exception to water. Food and liquids will
however be allowed in the hallways. If food and drink become a problem at any point during the school year they may
be banned from lockers as well.

STUDY HALL GUIDELINES

The purpose of study halls is to provide time for students to complete their assigned class work. Students must bring
enough material to work on for the entire period. Students may not talk without permission. Sleeping is not allowed.
Students must have a pre-signed pass to go to available computer labs or to check out to see a teacher. Students in
study hall who are on the ineligible list will be restricted from going to the library unless they have a pre-signed pass
from a teacher. Study hall supervisors will not write passes for students on the ineligible list under any circumstances
except to see the school nurse (they must go through the office first). Personal electronic devices including cell phones
may not be used in study hall unless teacher permission is given.

FIRE DRILLS

Fire drills will be conducted regularly. An electric horn indicates a fire drill. Upon hearing the fire drill signal, move
quietly and quickly out of the building by the fire exit route posted near the door of your room. After the “all clear” is
given, students may re-enter the building and proceed directly to their classrooms.



Article 3 - Use of Building, Grounds and Equipment

Section 1 ENTERING AND LEAVING THE BUILDING

Beginning of School: Students should not be on school grounds prior to 7:30 a.m. unless they are in an activity and
are sponsored by a staff member. Students are to stay in the hall and are not to go to any other part of the building
without permission.

During the School Day: Students are to remain on campus unless excused in accordance with school policies. Upon
return to school during the day students are to sign in at the high school office.

End of School: Our regular school day ends at 3:30 p.m. Make-up work, special help, assignment after school, club
meetings, and other school activities begin at 3:35 p.m. It is important that students who are involved in any of these
activities report to the designated area on time. All other students must clear the building as soon as possible.

Section 2 IDENTIFICATION BADGES

All visitors must report to the office upon entering the building. Visitors and all staff members will be required to wear
ID badges while on school premises. Visitor badges are to be returned to the office at the completion of your visit.
Parents are welcome at all times. Please sign in/out at the office upon entering/exiting the school. Visitations during
the first week of school and the last week of school will require extraordinary reasons or permission from
administrators. Visitors will not be allowed to go to lunch with or go to classes with an Arlington student.

Section 3 SMOKE-FREE ENVIRONMENT

Arlington Public Schools declares all of our school’s buildings and game facilities to be smoke-free. We would
appreciate your help in meeting the goal of a smoke-free, tobacco-free, and vape free environment for our children.
When you attend school events, including athletic events, please remember that our facilities are smoke-free, tobacco-
free, and vape free and abide by our District’s policy.

Section 4 CARE OF SCHOOL PROPERTY

1. Students are responsible for the proper care of all books, equipment, supplies and furniture supplied by the
school.

2. Students who disfigure property, break windows or do other damage to school property or equipment will be

required to pay for the damage done or replace the item.

Fines are determined on books according to the following criteria:

Lost/Ruined Book: Replacement cost

Missing one or both covers: Same as lost book

Loose Cover: TBD — based on expense to repair

Missing Page: 50 cents per page (up to replacement
cost)

Torn Page: 20 cents per page (up to replacement
cost)

Marks that cannot be erased: 20 cents per mark (up to replacement
cost)

School-issued items that are stolen or damaged from unlocked lockers are the responsibility of the student to
whom they were issued. Students must pay all fines before they can receive school publications and final grades.

Section 5 LOCKERS
Each student will be assigned a locker. Students must use their own lockers and are not to share lockers with other
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students except as assigned by school officials. We recommend that the locker be kept locked with the combination
lock provided and that your combination remain confidential. There is no way to assure no one but you get into your
locker if you give others your combination. An unlocked locker or one that has lost its confidentiality is not secure
and items may be stolen with no recourse available. Students are expected to keep all books, etc., in their assigned
locker. Students are also responsible for the cleanliness inside their locker and the door of their locker. Students may
be assessed a fine for damage to lockers. Students are not allowed to attach items to the exterior of the lockers without
prior permission from a teacher or administrator.

Section 6 SEARCHES OF LOCKERS AND OTHER TYPES OF SEARCHES

Student lockers, desks, computer equipment, and other such property are owned by the school. The school exercises
exclusive control over school property. Students should not expect privacy regarding usage of or items placed in or on
school property, including student vehicles parked on school property, because school property is subject to search at
any time by school officials. Periodic, random searches of lockers, desks, computers and other such property may be
conducted at the discretion of the administration.

The following rules shall apply to searches of students and of a student's personal property and to the seizure of items
in a student's possession or control:

1. School officials may conduct a search if there is a reasonable basis to believe that the search will
uncover evidence of a crime or a school rule violation. The search must be conducted in a reasonable
manner under the circumstances.

2. Illegal items or other items reasonably determined to be a threat to the safety of others or a threat to
educational purposes may be taken and kept by school officials. Any firearm or other weapon shall
be confiscated and delivered to law enforcement officials as soon as possible.

3. Items which have been or are reasonably expected to be used to disrupt or interfere with the
educational process (that is, “nuisance items”) may be removed from student possession.

Section 7 VIDEO SURVEILLANCE

The Board of Education has authorized the use of video cameras on School District property to ensure the health,
welfare and safety of all staff, students and visitors to District property, and to safeguard District facilities and
equipment. Video cameras may be used in locations as deemed appropriate by the Superintendent.

Notice is hereby given that video surveillance may occur on District property. In the event a video surveillance
recording captures a student or other building user violating school policies or rules or local, state or federal laws, the
video surveillance recording may be used in appropriate disciplinary proceedings against the student or other building
user and may also be provided to law enforcement agencies.

Section 8 USE OF TELEPHONE

Use of the office phone will only be allowed in an emergency or when a student is ill. There is a courtesy phone
available for student use. The courtesy phone is NOT to be used during class time. Use of the phone is not an excuse
to be tardy to class.

Section 9 BICYCLES
Bicycles must be parked in the racks provided at the elementary building. All bicycles should be equipped with locks.
The school is not responsible for damage or theft of parts while bicycles are on school property.

Section 10 STUDENT VALUABLES

Arlington Public Schools is NOT responsible for the personal property of students. Students are cautioned not to bring
large amounts of money or items of value to school. If it is necessary to bring valuable items or more money than is
needed to pay for lunch, leave the money or valuables with a staff member in the school office for temporary and safe-
keeping. Even then, the school is not in a position to guarantee that the student’s property will not be subject to loss,
theft, or damage.
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Section 11 LOST AND FOUND

Students who find lost articles are asked to take them to the office, where the articles can be claimed by the owner. If
articles are lost at school, report that loss to office personnel. Lost and found items will be disposed of periodically if
they go unclaimed.

Section 12 ACCIDENTS

Every accident in the school building, on the school grounds, at practice sessions, or at any athletic event sponsored
by the school must be reported immediately to administration. The individual staff member involved should complete
an accident report immediately.

Section 13 LABORATORY SAFETY GLASSES

As required by law, approved safety glasses will be required of every student and teacher while participating in or
observing vocational, technical, industrial technology, science, and art classes. All visitors to these areas must check
out a pair of safety glasses when entering any of these areas.

Section 14 INSURANCE

Under Nebraska law the District may not use school funds to provide general student accident or athletic insurance.
The District requires that all student participants in athletic programs have injury and accident insurance and
encourages all students who are in classes with risk of personal injury or accident to have insurance coverage. The
district does not make recommendations, nor handle the premiums or claims for any insurance company, agent or
carrier. Information about student insurance providers will be available in the school office or on school bulletin
boards.

Section 15 BULLETINS AND ANNOUNCEMENTS
Posters to be used in the halls or materials for distribution will need to be approved by the Principal’s office. Posters
are not to be attached to any painted wall surfaces without approval from the administration. Place posters on marble,
glass, metal, brick and wood. The person or organization responsible for distributing the posters is responsible
to see that all posters are removed within 48 hours after the event.

Daily Announcements will be available each morning.

Section 16 COPYRIGHT AND FAIR USE POLICY
It is the school’s policy to follow the federal copyright law. Students are reminded that, when using school equipment
and when completing course work, they also must follow the federal copyright laws. The federal copyright law governs
the reproduction of works of authorship. Copyrighted works are protected regardless of the medium in which they are
created or reproduced; thus, copyright extends to digital works and works transformed into a digital format.
Copyrighted works are not limited to those that bear a copyright notice.

The “fair use” doctrine allows limited reproduction of copyrighted works for educational and research purposes. The
relevant portion of the copyright statue provides that the “fair use” of a copyrighted work, including reproduction “for
purposes such as criticism, news reporting, teaching (including multiple copies for classroom use), scholarship, or
research” is not an infringement of copyright. The law lists the following factors as the ones to be evaluated in
determining whether a particular use of a copyrighted work is a permitted “fair use,” rather than an infringement of
the copyright:

e the purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit
educational purposes;

e the nature of the copyrighted work;

e the amount and substantiality of the portion used in relation to the copyrighted work as a whole, and

o the effect of the use upon the potential market for or value of the copyrighted work.

Although all of these factors will be considered, the last factor is the most important in determining whether a particular

use is “fair.” Students should seek assistance from a faculty member if there are any questions regarding what may be
copied.
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Section 17 MEDIA CENTER

The High School Media Center is open from 7:50 A.M. to 3:50 P.M. on student days and by arrangement. The Media
Center is a place for quiet study, reading, and research. Books are checked out for 21 days, magazines and reference
materials are checked out for 1 day. Fines for overdue materials will be assessed at the rate of 5¢ per day with a
maximum of $2.00 per item. Students may negotiate overdue fines with the Library Media Specialist. Lost books or
magazines will be assessed at the replacement cost of the material and are non-negotiable. Students must have passes
to enter or leave the media center. General regulations are available upon request.

Section 18 TECHNOLOGY/COMPUTER USAGE

School computers are to be used for school purposes only. Any student accessing the network must have the proper
paperwork (Acceptable Use Policy) on file with the district. This policy provides more specific details governing
acceptable use. The use of the internet and/or email is also reserved for school purposes. Students may not bring any
computer applications, including games, to school for any reason. District workstations may not be altered without
direct teacher permission. Any vandalism (renaming, trashing, or moving files, illegal copying, etc.), intentional
copyright violations or attempted access to unauthorized data will result in disciplinary action, which may include
restitution. Students are directed to limit printing to only information that is directly tied to school purposes. Multiple
copies of material should be done at provided copy machines at student expense. Students will be charged for printed
material ($.10/page) that does not meet these specifications.

Section 19 INTERNET SAFETY POLICY

It is the policy of Arlington Public Schools to comply with the Children’s Internet Protection Act (CIPA) and
Children’s Online Privacy Protection Act (COPPA). With respect to the District’s computer network, the District
shall: (a) prevent user access to, or transmission of, inappropriate material via Internet, electronic mail, or other forms
of direct electronic communications; (b) provide for the safety and security of minors when using electronic mail, chat
rooms, and other forms of direct electronic communications; (c) prevent unauthorized access, including so-called
“hacking,” and other unlawful activities online; (d) prevent unauthorized online disclosure, use, or dissemination of
personal identification information of minors; (e) obtain verifiable parental consent before allowing third parties to
collect personal information online from students; and (f) implement measures designed to restrict minors’ access to
materials (visual or non-visual) that are harmful to minors.

1. Definitions. Key terms are as defined in CIPA. “Inappropriate material” for purposes of this policy
includes material that is obscene, child pornography, or harmful to minors. The term “harmful to
minors” means any picture, image, graphic image file, or other visual depiction that: (1) taken as a
whole and with respect to minors, appeals to a prurient interest in nudity, sex, or excretion; (2)
depicts, describes, or represents, in a patently offensive way with respect to what is suitable for
minors, an actual or simulated sexual act or sexual contact, actual or simulated normal or perverted
sexual acts, or a lewd exhibition of the genitals; and (3) taken as a whole, lacks serious literary,
artistic, political, or scientific value as to minors.

2. Access to Inappropriate Material. To the extent practical, technology protection measures (or
“Internet filters”) shall be used to block or filter Internet, or other forms of electronic
communications, access to inappropriate information. Specifically, as required by the CIPA,
blocking shall be applied to visual depictions of material deemed obscene or child pornography, or
to any material deemed harmful to minors. Subject to staff supervision, technology protection
measures may be disabled or, in the case of minors, minimized only for bona fide research or other
lawful purposes.

3. Inappropriate Network Usage. To the extent practical, steps shall be taken to promote the safety and
security of users of the District’s online computer network when using electronic mail, chat rooms,
instant messaging, and other forms of direct electronic communications. Specifically, as required by
CIPA, prevention of inappropriate network usage includes: (a) unauthorized access, including so-
called ‘hacking,” and other unlawful activities; and (b) unauthorized disclosure, use, and
dissemination of personal identification information regarding minors.
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4, Supervision and Monitoring. It shall be the responsibility of all members of the District staff to
supervise and monitor usage of the online computer network and access to the Internet in accordance
with this policy and CIPA. Procedures for the disabling or otherwise modifying any technology
protection measures shall be the responsibility of the Superintendent and the Superintendent’s
designees.

5. Social Networking. Students shall be educated about appropriate online behavior, including
interacting with others on social networking websites and in chat rooms, and cyberbullying
awareness and response. The plan shall be for all students to be provided education on these subjects.
The Superintendent or the Superintendent’s designee shall be responsible for identifying educational
materials, lessons, and/or programs suitable for the age and maturity level of the students and for
ensuring the delivery of such materials, lessons, and/or programs to students.

6. Parental Consent. The District shall obtain verifiable parental consent prior to students providing
or otherwise disclosing personal information online.

7. Adoption. This Internet Safety Policy was adopted by the Board at a public meeting, following
normal public notice.

8. The District shall comply with the Nebraska Student Online Personal Protection Act and will
endeavor to take all reasonable and necessary steps to protect the online privacy of all students.

Section 20 RECORDING OF OTHERS

To ensure the privacy and confidentiality of student information, no person is authorized to record or transmit any
sound or image of any person (including themselves) without the prior consent or authorization of either (1) the person
or persons being recorded or whose image or sound is being transmitted or (2) the Superintendent or Superintendent’s
designee. This prohibition applies to all persons, including staff, students and community members, regardless of the
content or context of the image or sound; however, this provision shall not apply to District-sponsored athletic or
activity events where the focus of the recording or transmission is on the student performances or activity. Nothing in
this provision shall prohibit the recording of an Individualized Education Program meeting if the recording is necessary
to ensure that the parent understands the IEP or the IEP process or to implement other parental rights guaranteed by
the Individuals with Disabilities Education Act.

Section 21 COMPUTER ACCEPTABLE USE POLICY

This computer acceptable use policy is supplemental to the District’s Internet Safety Policy.

1. Technology Subject to this Policy. This Computer Acceptable Use Policy applies to all technology
resources of the District or made available by the District. Technology resources include, without
limitation, computers and related technology equipment, all forms of e-mail and electronic
communications, and the internet.

2. Access and User Agreements. Use of the District technology resources is a privilege and not a right.
The Superintendent or designee shall develop appropriate user agreements and shall require that
employees, students (and their parents or guardians), and others to sign such user agreements as a
condition of access to the technology resources, as the Superintendent determines appropriate.
Parents and guardians of students in programs operated by the District shall inform the
Superintendent or designee in writing if they do not want their child to have access.

The Superintendent and designees are authorized and directed to establish and implement such other
regulations, forms, procedures, guidelines, and standards to implement this Policy.

The technology resources are not a public forum. The District reserves the right to restrict any
communications and to remove communications that have been posted.

3. Acceptable Uses. The technology resources are to be used for the limited purpose of advancing the
District’s mission. The technology resources are to be used, in general, for educational purposes,
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meaning activities that are integral, immediate, and proximate to the education of students as defined
in the E-rate program regulations.

Unacceptable Uses.

The following is a non-exhaustive list of unacceptable uses of technology resources:

a.

Personal Gain: Technology resources shall not be used, and no person shall authorize its
use, for personal financial gain other than in accordance with prescribed constitutional,
statutory, and regulatory procedures, other than compensation provided by law.

Personal Matters: Technology resources shall not be used, and no person shall authorize its
use, for personal matters unless the User has entered into a lease agreement or other similar
agreement with the School District that makes such use permissible under law.

Occasional use that the Superintendent or designee determines to ultimately facilitate the
mission of the District is not prohibited by this provision. Examples of occasional use that
may be determined to ultimately facilitate the mission of the District: sending an e-mail to
a minor child or spouse; sending an e-mail related to a community group in which an
employee is a member where the membership in the community group facilitates the
District’s mission.

This occasional use exception does not permit use by employees contrary to the
expectations of their position. For example, employees may not play games or surf the net
for purposes not directly related to their job during duty time; nor may students do so during
instructional time.

The occasional use exception also does not permit use of the technology resources for
private business, such as searching for or ordering items on the internet for non-school use;
or sending an e-mail related to one’s own private consulting business.

Campaigning: Technology resources shall not be used, and no person shall authorize its
use, for the purpose of campaigning for or against the nomination or election of a candidate
or the qualification, passage, or defeat of a ballot question.

Technology-Related Limitations: Technology resources shall not be used in any manner
which impairs its effective operations or the rights of other technology users. Without
limitation:

1. Users shall not use another person’s name, log-on, password, or files for any
reason, or allow another to use their password (except for authorized staff
members).

2. Users shall not erase, remake, or make unusable another person’s computer,
information, files, programs or disks.

3. Users shall not access resources not specifically granted to the user or engage in
electronic trespassing.

4. Users shall not engage in “hacking” to gain unauthorized access to the operating
system software or unauthorized access to the system of other users.

5. Users shall not copy, change, or transfer any software without permission from
the network administrators.

6. Users shall not write, produce, generate, copy, propagate, or attempt to introduce
any computer code designed to self-replicate, damage, or otherwise hinder the
performance of any computer’s memory, file system, or software. Such software
is often called a bug, virus, worm, Trojan horse, or similar name.

Users shall not engage in any form of vandalism of the technology resources.
8. Users shall follow the generally accepted rules of network etiquette. The

Superintendent or designees may further define such rules.

~
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e. Other Policies and Laws: Technology resources shall not be used for any purpose contrary
to any District policy, any school rules to which a student user is subject, or any applicable
law. Without limitation, this means that technology resources may not be used:

1. to access any material contrary to the Internet Safety Policy; or to create or
generate any such material.

2. to engage in unlawful harassment or discrimination, such as sending e-mails that
contain sexual jokes or images.

3. to engage in violations of employee ethical standards and employee standards of

performance, such as sending e-mails that are threatening or offensive or which

contain abusive language; use of end messages on e-mails that may imply that the

District is supportive of a particular religion or religious belief system, a political

candidate or issue, or a controversial issue; or sending e-mails that divulge

protected confidential student information to unauthorized persons.

to engage in or promote violations of student conduct rules.

to engage in illegal activity, such as gambling.

in a manner contrary to copyright laws.

in a manner contrary to software licenses.

No ok~

Disclaimer. The technology resources are supplied on an “as is, as available” basis. The District
does not imply or expressly warrant that any information accessed will be valuable or fit for a
particular purpose or that the system will operate error free. The District is not responsible for the
integrity of information accessed, or software downloaded from the Internet.

Filter. A technology protection measure is in place that blocks and/or filters access to prevent access
to Internet sites that are not in accordance with policies and regulations. In addition to blocks and/or
filters, the District may also use other technology protection measures or procedures as deemed
appropriate.

Notwithstanding technology protection measures, some inappropriate material may be accessible by
the Internet, including material that is illegal, defamatory, inaccurate, or potentially offensive to
some people. Users accept the risk of access to such material and responsibility for promptly exiting
any such material.

The technology protection measure that blocks and/or filters Internet access may be disabled only
by an authorized staff member for bona fide research or educational purposes: (a) who has
successfully completed District training on proper disabling circumstances and procedures, (b) with
permission of the immediate supervisor of the staff member requesting said disabling, or (c) with
the permission of the Superintendent. An authorized staff member may override the technology
protection measure that blocks and/or filters Internet access for a minor to access a site for bona fide
research or other lawful purposes provided the minor is monitored directly by an authorized staff
member.

Monitoring. Use of the technology resources, including but not limited to internet sites visited and
e-mail transmitted or received, is subject to monitoring by the administration and network
administrators at any time to maintain the system and insure that users are using the system
responsibly, without notice to the users. Users have no privacy rights or expectations of privacy
with regard to use of the District’s computers or Internet system. All technology equipment shall be
used under the supervision of the Superintendent and the Superintendent’s designees.

Sanctions. Violation of the policies and procedures concerning the use of the District technology
resources may result in suspension or cancellation of the privilege to use the technology resources
and disciplinary action, up to and including expulsion of students and termination of employees.
Use that is unethical may be reported to the Commissioner of Education. Use that is unlawful may
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be reported to the law enforcement authorities. Users shall be responsible for damages caused and
injuries sustained by improper or non-permitted use.

Legal Reference: Children’s Internet Protection Act, 47 USC § 254
Children’s Online Privacy Protection Act, 15 U.S.C. § 6501
FCC Order adopted August 10, 2011
47 USC 8 254(h)(1)(b); 47 CFR 54.500(b) and 68 FR 36932 (2003) (E-rate restrictions)
Neb. Rev. Stat. § 49-14,101.01 (Political Accountability and Disclosure Act) LB 512
(2017).
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Article 4 — Attendance

Section 1 ATTENDANCE POLICY

Regular and punctual student attendance is required. The Board's policies require such attendance, the administration
is responsible for developing further attendance rules and regulations, and students and parents are responsible for
developing behaviors which will result in regular and punctual student attendance. There is more on this in Article 2
of this publication.

ATTENDANCE PROCEDURES

School is a full-time job; therefore, students are expected to be in attendance for all classes throughout the school year.
Students who are absent from school lose out on valuable explanations of material, interaction with their teachers and
peers, and often perform at a level below their potential. The achievement of an outstanding attendance record should
be a goal of every student.

Cooperation between the school officials and parents is critical in insuring that students are in school. The parents
must determine the validity of their child’s absences from school and take the responsibility to notify the school when
he or she is not in attendance. The school will document and inform parents in situations where absences are becoming
detrimental to student achievement. State law requires that students not miss more than 20 days each year (10 days
per semester is a guide), which we strictly follow.

REPORTING OF ABSENCES

The school keeps period attendance. Arrival at school between 8:05am and 8:20 am shall be considered a tardy.
Avrrivals after 8:20 will count as an absence. An absence for any portion of a period may count as a full period absence.
To constitute an excused absence a parent/guardian should call the office at 478-4171 before 9:00 a.m. on the day of
the absence. Students are still limited to ten days per semester regardless if they are excused or not. Individual students
that exceed 10 absences per semester will be placed in the ACRP program and reported to the Washington County
Attorney for excessive absenteeism. Additionally, students with exceed 10 absences in a semester may be required
to appear before an attendance review board in order to retain credit or determine additional educational
opportunities. Guardians are expected to call each day that the student is absent from school unless other arrangements
have been made with the secretary. Failure to follow these guidelines could result in the student being considered
unexcused/truant.

All absences except those incurred for school-sponsored activities shall count towards the ten-day limit per
semester. It is the responsibility of the guardian and /or student to keep track of their total absences and to know
whether or not they are in danger of losing credit. The school will attempt to provide assistance by sending absentee
notices to guardians at certain intervals during the year.

LOSS OF CREDIT

A student who exceeds ten absences and/or two unexcused absences from any class in a semester will be placed in the
ACRP program to make up time lost. Students who do not complete their assigned ACRP time will be required to go
before the attendance review board and may lose credit for individual courses. During the appeal students must
address all absences. At the conclusion of the hearing process, the attendance committee will evaluate the situation.
The student and parent, or legal guardian must be in attendance at the attendance hearing. In the event of an appeal, a
physician’s statement will be required to determine the validity of absences due to illness. Special circumstances are
usually thought of as unplanned circumstances such as family disruption/death, etc.

LATE ARRIVALS/EARLY DISMISSALS
Any time a student arrives late to school or leaves prior to regular dismissal time, he/she must report to the office to
sign in/out and ensure that their guardian has contacted the office.

SCHOOL SPONSORED ABSENCES
Students who are going to miss class for school-sponsored field trips or activities (band, vocal, and athletics) must
contact instructors prior to the activity and follow their directives.
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Section 2 ATTENDANCE CREDIT RECOVERY PROGRAM

The purpose of ACRP program is to avoid the loss of credit due to excessive attendance issues. Any student with more
than 10 absences will be placed in ACRP. Absences will include but not be limited to excused and unexcused. Activity
or school related absences will not be included when determining ACRP. Failure to complete ACRP can lead to a loss
of credit.

GRIP and ACRP will run together on Monday-Thursday from 3:30 — 4:15 pm. Designated GRIP and ACRP time will
take precedence over extra—curricular events. If a student is assigned to GRIP or ACRP, they will be eligible to attend
extra—curricular activities following their assigned time.

DISCIPLINARY ABSENCE

To receive credit for work missed due to a disciplinary suspension, the student is responsible for requesting
assignments for make-up work and completing the make-up work on his/her own initiative, and on his or her own time
either before or after school, by the due date. The teacher based on the content being studied and the length of student
absence will determine the date when make-up work is due.

Section 3 ATTENDANCE AND ABSENCES

Attendance Policy and Excessive Absenteeism

Regular and punctual student attendance is required. The administration is responsible for developing further
attendance rules and regulations, and all staff are expected to implement this policy and administrative rules and
regulations to encourage regular and punctual student attendance. The principals and teachers are required to maintain
an accurate record of student attendance.

A. Attendance and Absences.

1. Circumstances of Absences — Definitions. The circumstances for all absences from school will be
identified as School Excused or Not School Excused. Absences should be cleared through the
Principal's office in advance whenever possible. All absences, except for illness and/or death in the
family, require advance approval.

a. School Excused. Any of the following circumstances that lead to an absence will be
identified as a School Excused absence, provided the required attendance procedures have
been followed:

1) Impossible or impracticable barriers outside the control of the parent or child
prevent a student from attending school. The parent must provide the school with
documentation to demonstrate the absence was beyond the control of the parent
or child. This could include, but is not limited to documented illness, court, death
of a family member, or suspension.

2 Other absences as determined by the principal or the principal’s designee.

b. Not School Excused. Absences that are not school excused may result in a report to the
county attorney and may be classified as follows:

1) Parent acknowledged absences are those in which the parent communicated with
the school in the prescribed manner that the child is absent and is the parent’s
responsibility for the extent of the school day. This includes, but is not limited to,
illness, vacations, and medical appointments.

2 Other absences are those in which the parent has not communicated a reason for
the student’s absence.

2. Absence Procedure. In its Student Information System, the District may identify many different
codes that provide greater definition to the circumstances of a child’s absence, but all of the codes
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need to be identified to parents and students as fitting into one of the above defined absence
circumstances.

Two school days will be allowed to make up work for each day missed, with a maximum of 10 days
allowed to make up work.

Mandatory Ages of Attendance. A child is of mandatory age if the child will reach age 6 prior to
January 1 of the then-current school year and has not reached 18 years of age.

Exceptions for Younger Students. Attendance is not mandatory for a child who has reached 6 years
of age prior to January 1 of the then-current school year, but will not reach age 7 prior to January 1
of such school year, if the child’s parent or guardian has signed and filed with the school district in
which the child resides an affidavit stating either: (1) that the child is participating in an education
program that the parent or guardian believes will prepare the child to enter grade one for the
following school year; or (2) that the parent or guardian intends for the child to participate in a school
which has elected or will elect pursuant to law not to meet accreditation or approval requirements
and the parent or guardian intends to provide the Commissioner of Education with a statement
pursuant to section 79-1601(3) on or before the child’s seventh birthday.

Exceptions for Older Students. Attendance is also not mandatory for a child who: (1) has obtained
a high school diploma by meeting statutory graduation requirements; (2) has completed the program
of instruction offered by a school which elects pursuant to law not to meet accreditation or approval
requirements; or (3) has reached the age of 16 years and has been withdrawn from school in the
manner prescribed by law.

Early Withdrawal for Students Enrolled in Accredited or Approved Schools. A person who has legal
or actual charge or control of a child who is at least 16 but less than 18 years of age may withdraw
such child from school before graduation and be exempt from the mandatory attendance
requirements if an exit interview is conducted and a withdrawal form is signed.

Exit Interview. The process is initiated by a person who has legal or actual charge or control of the
child submitting a withdrawal form. The form is to be as prescribed by the Commissioner of
Education. Upon submission of the form, the Superintendent or Superintendent’s designee shall set
a time and place for an exit interview if the child is enrolled in Arlington Public Schools or resides
in the Arlington Public School District and is enrolled in a private, denominational, or parochial
school.

The exit interview shall be personally attended by:

e The child, unless the withdrawal is being requested due to an illness of the child making
attendance at the exit interview impossible or impracticable;

e the person who has legal or actual charge or control of the child who requested the exit
interview;

e the Superintendent or Superintendent's designee;

e the child's principal or the principal's designee if the child at the time of the exit interview
is enrolled in a school operated by the school district; and

e any other person requested by any of the required parties who agrees to attend the exit
interview and is available at the time designated for the exit interview which may include,
for example, other school personnel or the child's principal if the child is enrolled in a
private school.

At the exit interview, the person making the written request must present evidence that (a) the person
has legal or actual charge or control of the child and (b) the child would be withdrawing due to
either:

e financial hardships requiring the child to be employed to support the child’s family or one
or more dependents of the child, or
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e anillness of the child making attendance impossible or impracticable.

The Superintendent or Superintendent’s designee shall identify all known alternative educational
opportunities, including vocational courses of study, that are available to the child in the school
district and how withdrawing from school is likely to reduce potential future earnings for the child
and increase the likelihood of the child being unemployed in the future. Any other relevant
information may be presented and discussed by any of the parties in attendance.

At the conclusion of the exit interview, the person making the written request may sign a withdrawal
form provided by the school district agreeing to the withdrawal of the child OR may rescind the
written request for the withdrawal.

Withdrawal Form. Any withdrawal form signed by the person making the written request shall be
valid only if:
e the child also signs the form, unless the withdrawal is being requested due to an illness of
the child making attendance at the exit interview impossible or impracticable, and
e the Superintendent or Superintendent’s designee signs the form acknowledging that the
interview was held, the required information was provided and discussed at the interview,
and, in the opinion of the Superintendent or Superintendent’s designee, the person making
the written request does in fact have legal or actual charge or control of the child and the
child is experiencing either (i) financial hardship, or (ii) an illness making attendance
impossible or impracticable.

Early Withdrawal for Students Enrolled in an Exempt School (Home Schools). A person who has
legal or actual charge or control of a child who is at least 16 but less than 18 years of age may
withdraw such child from school before graduation and be exempt from the mandatory attendance
requirements if such child has been enrolled in a school that elects not to meet the accreditation or
approval requirements by filing with the State Department of Education a signed notarized release
on a form prescribed by the Commissioner of Education.

Reporting and Responding to Excessive Absenteeism. Any administrator, teacher, or member of the
board of education who knows of any failure on the part of any child of mandatory school attendance
age to attend school regularly without lawful reason, shall within three days report such violation to
the superintendent or such person(s) who the superintendent designates to be the attendance officer
(hereafter, “attendance officer”). The attendance officer shall immediately cause an investigation
into any such report to be made. The attendance officer shall also investigate any case when of his
or her personal knowledge, or by report or complaint from any resident of the district, the attendance
officer believes there is a violation of the compulsory attendance laws. The school shall render all
services in its power to compel such child to attend some public, private, denominational, or
parochial school, which the person having control of the child shall designate, in an attempt to
address the problem of excessive absenteeism. Such services shall include, as appropriate, the
services listed below under “Excessive Absenteeism” and “Reporting Excessive Absenteeism.”

Excessive Absenteeism. Students who accumulate five (5) unexcused absences in a quarter shall be
deemed to have “excessive absences.” Such absences shall be determined on a per day basis for
elementary students and on a per class basis for secondary students. When a student has excessive
absences, the following procedures shall be implemented:

a. Verbal or written communication by school officials with the person or persons who have
legal or actual charge or control of any child; and

b. One or more meetings between the school (a school attendance officer, a school
administrator or his or her designee, and/or a social worker), the child’s parent or guardian,
and the child, when appropriate, to address the barriers to attendance. The result of the
meeting or meetings shall be to develop a collaborative plan to reduce barriers identified to
improve regular attendance. The plan shall consider, but not be limited to:
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Q) IlIness related to physical or behavioral health of the child.

(i) Educational counseling;

(iii) Educational evaluation;

(iv) Referral to community agencies for economic services;

(v) Family or individual counseling; and

(vi) Assisting the family in working with other community services.
If the parent/guardian refuses to participate in such meeting, the principal shall place documentation
of such refusal in the child’s attendance records.

6. Reporting Excessive Absenteeism to the County Attorney.

The school may report to the county attorney of the county in which the person resides when the
school has documented the efforts to address excessive absences, the collaborative plan to reduce
barriers identified to improve regular attendance has not been successful, and the student has
accumulated more than ten (10) absences per semester. The school shall notify the child’s family in
writing prior to referring the child to the county attorney. IlIness that makes attendance impossible
or impracticable shall not be the basis for referral to the county attorney. A report to the county
attorney may also be made when a student otherwise accrues excessive absences as herein defined.

Section 4 TARDINESS

Tardy to School: Students will be considered tardy to school if they are not in their assigned class or ready and attentive
in their assigned area when the bell for their first class rings. Students are considered tardy if they arrive after 8:05
a.m. and prior to 8:20 a.m. Arriving after 8:20 a.m. will result in an absence rather than a tardy.

Tardy to Class: Students will be considered tardy to class if they are not in their classroom when the tardy bell rings,
unless they have a pass from the teacher who detained them. Students have a sufficient time period between all class
changes to make it to their next assigned class on time.

TARDY POLICY

Students tardy to any class three times or more during the semester will be subject to the following consequences:
*The individual classroom teacher will handle tardies one and two as per their guidelines.

*For every subsequent tardy the student will be given an office referral. The following action will be taken in the
office:

Ist office referral .......cccoovveiiiii s e, 1 Detention

2nd office referral.........ccoooveiiiiii e s 2 Detentions

3rd office referral .........coooveeiiiiiie e s After Hours Session

4th office referral...........coeoie i e, 2 After Hours Sessions

5th and subsequent office referrals.........c.ccccovvveviviiiies e, Action deemed necessary by the administration,

which could include, but is not limited to: suspensions, reassignment, and/or being dropped from the class with a
failing mark.

Section 5 LEAVING SCHOOL

Students who must leave school for any reason during the school day must check out and sign out at the office before
leaving. Students leaving school must be cleared in advance by a note or phone call from the student’s parent or legal
guardian. Upon returning to school that same day, students are expected to sign in at the office. A sheet will be
available in the office for this purpose. Students who leave without permission and without signing out in the proper
manner will be considered truant.

Section 6 ATTENDANCE IS REQUIRED TO PARTICIPATE IN ACTIVITIES
Students must attend school for a normal school day prior to participating in an activity. This includes sports
contests, dances, or any other co-curricular activities. Failure to attend on that day will result in a student being
withheld from participation in the activity. A student must also be in attendance the three (3) periods prior to any
practice in order to participate in the practice. The principal or activities director retains the right to grant participation
should exceptional circumstances prevail.
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Section 7 MAKE-UP WORK

Make-up work may be assigned for each day missed regardless of the type of absence. If make-up work is not
completed, students will receive no credit for the work required. The time each student is allowed will be determined
by mutual agreement between the student and teacher. The student has the responsibility to contact teachers, initially,
regarding make-up assignments. Assignment sheets will be sent only for extended absences such as hospitalization or
other prolonged illnesses. No assignment sheets will be sent out until after at least three (3) days of absence. If the
parents or students have concerns prior to the three (3) days, they are encouraged to contact the teacher. Refer to
Section 3 “Attendance and Absences” for more detail.
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Article 5 - Scholastic Achievement and Student Recognition

Section 1 GRADUATION REQUIREMENTS
A graduate must earn a minimum of 260 credit hours in order to be eligible to graduate from Arlington High School.
The following courses must be successfully completed.

Language Arts — 45 credit hours

English 9 10
English 10 10
English 11 10
Beginning Speech 5
English 12 10
Social Studies — 35 credit hours
World Geography 10
World History 10
American History-20" Century 10
American Government 5

Mathematics — 30 credit hours

Algebra I* 10
Geometry 10
Math Elective 10

* Students who passed Algebra | as an 81
grader will meet the 30 credit hour
requirement with additional math
electives.

Science — 30 credit hours

Physical Science 10
Biology 10
Science Elective 10

Practical Arts — 20 credit hours
Information Technology |
Information Technology I
Personal Finance/Economics 5
Remaining credits can be obtained
from Business, and/or Consumer/

Family Science, and/or Industrial
Education, and/or additional computer
classes. 5

g1 o

Physical Education — 20 credit hours
Physical Education I/Health 10
P.E. Electives 10

Fine Arts — 10 credit hours
*These credits can be earned in the
areas of Instrumental (10), Vocal
Music (10), Art (10) or a combination
of Art (5) and Music (5)

Electives — 70 credit hours
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Additional academic and vocational courses must be taken to complete the required number of credit hours for
graduation.

All seniors must complete all course work required for graduation prior to the commencement ceremonies in
the spring in order to participate in those ceremonies. The counseling staff will communicate with parents on a
regular basis regarding their son or daughter’s progress toward completing requirements for graduation.
Exceptions to the above requirements may be made for students with disabilities upon the approval of the high school
principal and the superintendent. Each student must be scheduled into a minimum of seven courses each semester.
Graduation requirements and class schedules for any student who transfers into Arlington High School during his/her
high school years shall be determined by the superintendent, high school principal, and counselor. Graduation
requirements of the school of origin as well as the requirements of Arlington High School shall be taken in to
consideration. No outside agency shall have the authority to grant credits applicable to graduation requirements for
Arlington High School unless approved by the administration.

Section 2 GRADING SYSTEM
Grade Scales. Teachers are to use only the grading scales set forth below. Any deviation from the approved grade
scales must be approved by the building principal.

STUDENT EVALUATION SCALE: The grade scales to be used for reporting student progress in Arlington High
School are as follows:

All classes except the *Identified Classes will use a seven (7) point grading scale. The *Identified Classes will use a
ten (10) point scale. Notice that the pluses will receive higher mark points. The only difference between normal
classes and *Identified Classes is the seven (7) point and ten (10) point scale.

Normal Classes *|dentified Classes Mark Points

100-98 100-97 4.00 A+
97-96 96-93 4.00 A
95-94 92-90 3.67 A-
93-91 89- 87 3.33 B+
90-88 86-83 3.00 B
87-86 82-80 2.67 B-
85-83 79-77 2.33 C+
82-80 76-73 2.00 C
79-78 72-70 1.67 C-
77-75 69-67 1.33 D+
74-72 66-63 1.00 D
71-70 62-60 0.67 D-
69 Below 59 below .00 F

The *identified classes include: MATHEMATICS: Honors Geometry, Honors Algebra 1, Algebra 111, Calculus,
Pre-Calculus LANGUAGE ARTS: College English I, College English 11, Honors English BUSINESS:
Macroeconomics, Information Technology I11, Business Law, Wealth Building/ Personal Finance SOCIAL
SCIENCE: Honors US History, SCIENCE: Chemistry, Physics, Physiology and Anatomy, Biology 11, Chemistry II.
FOREIGN LANGUAGE: Spanish Il and Spanish IV (Students taking college level courses that exceed our
offerings may be granted status as ‘identified’ and/or receive A+ status when an A is awarded with administrative
approval.)

The preceding grade scales are expected to be used according to the following guidelines:

1. "Failing,” "unsatisfactory" or equivalent terms indicate that student performance does not meet the
minimum requirements established for the course. A final mark of "failing" or "unsatisfactory" in a
credit-bearing course means that credit hours will not be granted.

2. Grades and credit are assigned on a mid-semester (9 weeks) or semester basis (18 weeks). Reports are
sent to parents at the close of each nine weeks during the school year; the reporting periods are referred
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to as 1st mid-semester, first semester, 2nd mid-semester, and second semester. The grade reports are
produced from information supplied by teachers and distributed to students at school or are mailed to
parents.

3. All mid-quarter grades are calculated on a cumulative basis per semester; i.e., the grade given at any
point and time represents an evaluation of work done during that semester, and the grade given at the
close of the semester represents an evaluation of all the work done during the entire eighteen weeks.

Section 3 CUMULATIVE GPA

The cumulative grade point average is used in determining class rank and honor roll and is extremely important to
students when they become seniors and begin making applications for jobs and higher education. The method for
determining this is as follows.

The total number of credits attempted divided by the total number of mark points gives their grade point average. As
they proceed through their career this accumulates at the end of each semester. Only semester grades are recorded in
the students’ records and only semester grades count toward his/her graduation and cumulative grade point average.
Grade point average is used to determine salutatorian and valedictorian positions. This is done at the mid-semester
point of the second semester and is calculated out to thousandths.

Section 4 ACADEMIC ELIGIBILITY

All students at Arlington Junior-Senior High must maintain passing grades to be eligible to participate in co-curricular
activities. This is determined on a weekly basis. A student’s eligibility will be determined by their cumulative progress
at the given time in the semester. Dances are considered co-curricular.

Students placed in the GRIP or ACRP programs will not be eligible for extracurricular events until the completion of
their required homework, or time.

Students (grades 9-12) are subject to eligibility rules established by the NSAA: "to be eligible a student shall have
earned 20 semester hours of school work for the immediate preceding semester." In addition, all students at Arlington
Junior-Senior High must maintain passing grades to be eligible to participate in co-curricular activities. This is reported
on a weekly basis. Following are the academic eligibility guidelines:

1. A student who is reported failing one class will have a one-week probationary period to revise the course
grade to a passing mark. If after the one-week probationary period the student is still failing the class, he/she
will be ruled ineligible for participation in all extracurricular activities. The suspension period will be until
the first Tuesday it is determined the student is receiving a passing grade in all classes.

2. A student who is reported failing two or more classes will be immediately ruled academically ineligible for
participation in all co-curricular activities. The eligibility period will be until the first Tuesday it is determined
the student is receiving a passing grade in all classes.

3. Teachers who submit names to the ineligibility list will be responsible for initially contacting parents about
the student's status.

Parents and staff should work together to develop a plan for student improvement.
*Note: A student ruled academically ineligible will be allowed to practice during the suspension period. Ineligible
students will not be excused from classes to attend an activity held during the school day.

Section 5 PROGRESS REPORTS
Report cards are issued every nine weeks. These always reflect the students’ cumulative grade at that time. Progress
reports are made available for each student at approximately the first quarter and third quarter through each year.

Section 6 PROMOTION, RETENTION
The professional staff at Arlington Public Schools will place students at the grade level and in the courses best suited
to them academically, socially and emotionally.

Students will typically progress annually from grade to grade. A student may be retained at a grade level or be required

to repeat a course or program when such is determined in the judgment of the professional staff to be appropriate for
the educational interests of the student and the educational program.
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Section 7 SCHEDULE CHANGES

Students needing schedule changes should notify the principal. Schedule changes must be initiated by the teachers
involved, the principal or guidance counselor, and students’ parents. Final approval of all schedule changes will be
made by the Principal only.

Section 8 INTERIM REPORTS

Various supplemental reports may be sent to parents throughout the school year concerning student’s performance.
These reports may describe student work of an exceptional nature or work which needs improving. These reports will
be sent as the teacher determines.

Included in the academic improvement report will be a request from the teacher for parents to contact the teacher by
phone to discuss the student’s academic progress. Teachers will arrange with the parents for days when the student
can meet with the teacher outside the regular class period until the student returns to satisfactory academic standing.

Section 9 REPORT CARDS

Report cards are issued at the end of each quarter, or nine-week sessions. Letter grades are used to designate a student’s
progress. Incomplete grades shall be designated by an "INC". Students have two weeks after the end of the quarter to
make up incomplete work. Failure to do so will cause the grade to change to a "NC" (No Credit). No incomplete grades
will be given at the end of the fourth quarter, as all course work must be completed by the end of the fourth quarter.

Section 10 PARENT-TEACHER CONFERENCES

Parent-teacher conferences will be held during each semester. Refer to the school calendar for the schedule.
Conferences with teachers, at any other time, are possible by calling the school office and making arrangements with
one or more teachers as needed.

Section 11 STUDENT RECOGNITION

Part 1

HONOR ROLL

Those students who have achieved a grade average of 3.75 or above achieve Honor Roll with Distinction. Honor Roll
is composed of those students who have achieved a grade average of 3.5 or above. Those students who have achieved
a grade average of 3.0 or above receive Honorable Mention. (Students may not have any grade lower than a “C” to be
considered for any honor roll distinction.)

The purpose of the honor roll is to recognize those students who demonstrate academic excellence. Honor rolls will
be determined for 1st, 2nd, 3rd and 4th quarters. Students will be recognized accordingly:

i) Students who earn a GPA of 3.75, or above will be recognized as students with DISTINCTION.
i) Students who earn a GPA of at least 3.5 will be classified as students with HONOR.

iii) All class grades are figured the same for honor roll status.

iv) Honor roll lists are published in the Arlington Citizen and Fremont Tribune each quarter.

Part 2

ACADEMIC RECOGNITION

The students will be given an academic award by the principal’s office for achieving three, five, and seven semesters
on the Honor Roll and/or the Honor Roll with Distinction. These awards will be given at Honors Night. Those middle
school students that are on the Honor Roll or Honor Roll with Distinction for both mid semesters and first semester
will receive recognition during the Middle School Awards Ceremony.

Part 3

PERFECT ATTENDANCE

Those students that are absent four or less periods over the course of the school year will be awarded ‘Perfect
Attendance.” These students are recognized at the Middle School Awards Ceremony or Honors Night.
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Section 12 NEBRASKA STATE ASSESSMENT REQUIREMNETS
All students’ grades 7-8 will be required to take the Nebraska State Assessment tests, NSCAS. Required tests
currently include math, English/language arts, and science.

Incoming ninth grade students who fail to meet the required state proficiency levels on any Nebraska state assessment
may be remediated in the individual courses they are not proficient in. Remediation may include remedial courses in
either summer skills or during the regular semester. Middle school students may be remediated during their scheduled
learning lab. Please note; the additional course could possibly cause conflict in scheduling electives or study halls.

All juniors will be required to take the ACT test. The ACT test will be administered in the second semester and students

will take all of the state required portions of the test. Currently, the required sections include English, Reading, Math,
Science, and Writing.
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Article 6 - Support Services

Section 1 SPECIAL EDUCATION IDENTIFICATION AND PLACEMENT PROCEDURES

What Does Special Education Mean?

Special education means educational experiences, curriculum and services, including transportation, through the use
of staff, facilities, equipment and classrooms which have been adapted to provide special instruction for students with
disabilities. In addition, special education provides the support services necessary for evaluation, placement and
instruction for students with disabilities. These services are free to parents, unless they elect to place their child in a
program other than one approved by the school district.

How are Students with Disabilities Identified?

The first step is for parents to provide written permission to have their child evaluated. The request for permission will
include a description of the action to be taken and a description of each evaluation procedure. Written statements
showing the results of the evaluation and the reasons for placement in a special education program must be kept on
file. Within 30 days after a student has been verified as having a disability, a conference will be held with parents.
Advance notice will be given. At the conference, an Individual Education Program (IEP) will be developed.

Students Who May Benefit

A student verified as having autism, behavior disorder, hearing impairment, mental handicap, orthopedic impairment,
other health impairment, specific learning disability, speech language impairment, traumatic brain injury, or visual
handicap may be placed in regular education with support services or may benefit from a special education classroom
or service.

Independent Evaluation

If a parent disagrees with an evaluation completed by the school district, the parent has a right to request an independent
educational evaluation at public expense. Parents should direct inquiries to school officials to determine if the school
district will arrange for further evaluation at public expense. If school district officials feel the original evaluation was
appropriate and the parents disagree, a due process hearing may be initiated. If it is determined that the original
evaluation was appropriate, parents still have the right to an independent educational evaluation at their own expense.

Reevaluation

Students identified for special education will be reevaluated at least every three years by the IEP team. The IEP team
will review existing evaluation data on the student and will identify what additional data, if any, are needed. The school
district shall obtain parental consent prior to conducting any reevaluation of a student with a disability.

Individual Education Program (IEP)

Each student with a disability must have a written IEP prepared by the staff in cooperation with parents specifying
programs and services which will be provided by the schools. If necessary, the district will arrange for interpreters or
other assistants to help parents in preparing and understanding the IEP. Once in place, the program is reviewed on a
regular basis with the parent.

An IEP is developed in a conference setting. Parents will be notified of the persons who will be in attendance. The
IEP conference shall include at least the following:

1. A representative of the school district;

2. An individual who can interpret the instructional implications of evaluation results;

3. One or both parents;

4. The child (when appropriate);

5. At least one regular education teacher if the child is, or may be participating in the regular education
environment;

6. At least one special education teacher;

7. A representative of the nonpublic school if the child is attending a nonpublic school;

8. A representative of a service agency if the child is receiving services from an approved service
agency; and

9. Other individuals, at the discretion of the parent or school district.
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It is permissible for parents to bring other persons to the IEP meeting, but it is a good idea to inform the school before
the scheduled meeting. The school district will provide parents with a copy of the IEP.

Special Education Placement

The student’s placement in a special education program is dependent on the student’s educational needs as outlined in
the Individual Education Program (IEP). The school district must assure that students with disabilities are educated
with students who do not have disabilities, to the maximum extent possible. Students are entitled to have
supplementary aids and services to help them in a regular educational setting. Students with disabilities may be placed
in special classes, separate schools or other situations outside the regular educational environment when the nature of
the child’s needs require specialized educational techniques which are not available in current settings. Determination
of a student’s educational placement will be made by a team of persons who knows the student and who understands
the tests and procedures that assess the student’s learning abilities. Team members know the available programs and
services which might help the student. Parents are asked for written consent to determine whether or not they approve
the educational placement recommended for their child. If the parent does not speak English or is hearing impaired,
an interpreter may be requested. Written notice shall be given to parents a reasonable time before the school district:
1. Proposes to initiate or change the identification, evaluation, verification or educational placement of a child or the
provision of a free appropriate public education; or 2. Refuses to initiate or change the identification, evaluation, or
educational placement of the child or the provision of a free appropriate public education to the child.

Alternative Programs

Parents have a right to know about available private and public programs, other than those offered by the schools. The
school district staff will provide information about those programs on request. If parents place the student in one of
those programs, however, the school district is not required to pay for the student’s education.

Transportation of Students Receiving Special Education

The district special education staff will make arrangements for transportation for eligible students to the extent such
is required by the student’s IEP. Students assigned to special education programs requiring attendance at schools
outside their regular attendance area will be transported. Special conditions may warrant that special education students
receive transportation to their assigned schools. If parents are dissatisfied with a transportation decision, they may
contact the Superintendent for a review.

Access to Student Records
Parents have the right to inspect and review any education records relating to their child which are collected,
maintained or used by the school district in providing educational services.

Nonpublic School Students
Students in state-approved nonpublic schools may participate in special education programs in the same manner as
public school students.

Parental Review of Programs

Parents who want to review their child’s placement for any reason should request an IEP team meeting. If parents are
not satisfied with the results of the conference, they may appeal to the Nebraska Department of Education for a formal
hearing to be conducted by a state hearing officer. Parents dissatisfied by the findings and decisions made in a state
level hearing have the right to bring civil action.

Plans and Budget
With the exception of personally identifiable student records, district special education plans and budgets are available

for public inspection.

This is a summary of the Arlington Public Schools district plan for special education students. Anyone interested in
obtaining a copy of the complete district policy or a copy of the Nebraska Department of Education Rule 51 (complaint
procedures) or Rule 55 (appeal procedures) may contact the Superintendent at the Arlington Public Schools District
Offices.
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Section 2 GUIDANCE SERVICES

The Arlington Public Schools employs guidance counselor(s) for the purpose of implementing and facilitating a
comprehensive guidance program as directed by the state of Nebraska which includes; assisting with the district’s
testing program, scheduling, and vocational exploration. The guidance program also allows for students to discuss
problems as well as resolve conflicts. If you wish to see a counselor, stop by a counselor’s office and make
arrangements for an appointment.

Section 3 HEALTH SERVICES

Student IlInesses

School health personnel will notify parents when a student needs to be sent home from school due to illness. Conditions
requiring a student be sent home include: Temperature greater than 100°F., vomiting, diarrhea, unexplained rashes,
live head lice, or on determination by the school nurse that the child’s condition prevents meaningful participation in
the educational program, presents a health risk to the child or others, or that medical consultation is warranted unless
the condition resolves. Please include emergency daytime phone numbers on your child’s enrollment card so that you
can be reached if your child becomes ill or injured while at school. Please also inform your school health office staff
of health related information you feel is important for your student’s success in the classroom and/or safety at school.

Guidelines for Administering Medication

Whenever possible your child should be provided medications by you outside of school hours. In the event it is
necessary that the child take or have medication available at school, the parents/guardians must provide a signed
written consent for the child to be given medication at school. A consent form is available at the school health office.

Medications must be provided to the school by the parent/guardian in the pharmacy-labeled or manufacturer-labeled
bottle. Repackaged medications will not be accepted. All medications also require a physician’s authorization to be
given at school. The school nurse may limit medications to those set forth in the Physician’s Desk Reference (PDR).
Please limit the amount of medication provided to the school to a two-week supply.

School Health Screening

Children in Preschool and Kindergarten through fourth grade, as well as children in seventh and tenth grade are
screened for vision, hearing, dental defects, height and weight. Students entering the Student Assistance Process at
any grade level, and those about whom health concerns are identified to the school nurse may also be screened. Parents
are notified of any health concerns as they are identified. Parents who do not wish their child to participate in the
school screening program must communicate this in writing to the school health office where their child attends at the
start of the school year. Because Nebraska statutes require school-age screening, parents who remove their child from
the screening program must submit findings from an alternate medical provider to the school by December 1.

Physical Examination

Evidence of a physical examination by a qualified physician is required within six months prior to the entrance of the
child into any Early Childhood Special Education classes, kindergarten and the seventh grade, or in the case of transfer
from out of state to any other grade. A parent or guardian who objects may submit a written statement of refusal for
his or her child. The statement will be kept in the student’s file. Waiver forms are available in the school health office.
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Immunizations

Summary of the School Immunization Rules and Regulations

For 2021-2022 School Year

Student Age Group

Required Vaccines

Ages 2 through 5 years enrolled in a
school based program not licensed as a
child care provider

4 doses of DTaP, DTP, or DT vaccine
3 doses of Polio vaccine

3 doses of Hib vaccine or 1 dose of Hib given at or after 15 months of
age

3 doses of pediatric Hepatitis B vaccine
1 dose of MMR or MMRYV given on or after 12 months of age

1 dose of varicella (chickenpox) or MMRYV given on or after 12 months
of age. Written documentation (including year) of varicella disease from
parent, guardian, or health care provider will be accepted.

4 doses of pneumococcal or 1 dose of pneumococcal given on or after 15
months of age

Students entering school
(Kindergarten or 1% Grade depending
on the school district’s entering grade)

3 doses of DTaP, DTP, DT, or Td vaccine, one given on or after the 4™
birthday

3 doses of Polio vaccine

3 doses of pediatric Hepatitis B vaccine or 2 doses of adolescent vaccine
if student is 11-15 years of age

2 doses of MMR or MMRYV vaccine, given on or after 12 months of age
and separated by at least one month

2 doses of varicella (chickenpox) or MMRYV given on or after 12 months
of age. Written documentation (including year) of varicella disease from
parent, guardian, or health care provider will be accepted. If the child
has had varicella disease, they do not need any varicella shots.

Students entering 71" grade

Must be current with the above vaccinations
AND receive
1 dose of Tdap (contain Pertussis booster)

Students transferring from outside the
state at any grade

Must be immunized appropriately according to the grade entered.

Source: Nebraska Immunization Program, Nebraska Department of Health and Human Services. For additional information, call 402-471-6423.

The School Rules & Regulations are available on the internet: http://www.hhs.state.ne.us/reg/t173.htm (Title 173: Control of Communicable

Diseases - Chapter 3; revised and implemented 2011)
Updated 1/25/2017

Students must show proof of immunization upon enrollment in Arlington Public Schools. Any student who does not
comply with the immunization requirements will not be permitted to continue in school. Students with medical
conditions or sincerely held religious beliefs which do not allow immunizations may complete a waiver statement

which is available in school health offices.

Students with a signed waiver statement may be excluded from school in the event of a disease outbreak.

Birth Certificate Requirements

State law requires that a certified copy of a student’s birth certificate be used when enrolling a new student in school.
If your child is registering with Arlington Public Schools for the first time, you may obtain this document from the
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Bureau of Vital Statistics in the state in which your child was born. Assistance in obtaining birth certificates may be
obtained from Health Records Management, P.O. Box 95065, Lincoln, NE 68509-5065. There is a fee per certificate.

Please note: The document parents receive from the hospital looks like a birth certificate, but it is not a certified copy.
A certified copy has the raised seal of the state of Nebraska on it and is signed by the director of vital statistics.

If a birth certificate is unavailable, other reliable proof of a student's identity may be used. These documents could
include naturalization or immigration documents showing date of birth or official hospital birth records, a passport, or
atranslation of a birth certificate from another country. The documents must be accompanied by an affidavit explaining
the inability to produce a copy of the birth certificate.

Guidelines for Head Lice
The following guidelines are in place to: better control a nuisance condition; reduce absenteeism due to head lice; and
involve parents as partners with the school in control efforts:

1. Children will be sent home from school for live head lice. In the event the child has TWO cases of
live lice in a semester, he or she will be sent home until free of both live lice and nits (eggs).
2. Health office staff will provide written treatment information and instructions, including how to

check and identify head lice*.

A child who is sent home from school for head lice should miss no more than two school days.

4, A child who has been sent from school due to head lice must come to the health office for inspection

before returning to class.

A child who returns to class with nits (eggs) will be checked again in 7-10 days.

Families are encouraged to report head lice to the school health office.

7. Individual buildings will perform classroom-wide or school-wide head checks as needed in order to
control the condition at school.

w
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*Nit removal will be emphasized for effective management of the condition. For more information, call the nurse.

Physical Restrictions

Any restrictions on a student’s participation because of illness or injury in physical education or other classes which
requires physical activity should be communicated to the instructor, preferably in writing. If a student is unable to
participate in an activity class, he or she will be restricted from active participation in athletic, dance squad or
cheerleader practices. Coaches will be informed by the classroom teacher of any temporary restriction on activity.

Abortion Notification Law

In 1991, the Nebraska Legislature passed a bill that may impact you if you are under the age of 18. If you get pregnant,
you will not be able to get an abortion without having your parents notified. In the event that you do not wish to have
your parents notified, you may appear before a judge and explain why you do not feel your parents should be notified.

Guidelines for Pregnant and Parenting Students

Arlington Public Schools recognizes that pregnant and parenting students have the right and responsibility to attend
school. This attendance right and responsibility applies to students regardless of their marital or parental status.
Further, the district will educate pregnant and parenting students and will provide reasonable accommodations to
support and encourage all pregnant and parenting students to obtain their high school diploma. No student will be
excluded from, denied the benefit of, or discriminated against under any educational program or activity because of
pregnancy or parenting responsibilities.

Attendance and Leave of Absences

Pregnant and parenting students will be permitted to attend to their own health care, their child’s medical care, or
other pregnancy- or parenting- related appointments with the benefit of having any such absences or tardiness
excused. A student will be permitted to take a leave of absence for pregnancy, childbirth, and any other pre- and
post-natal related medical needs, along with recovery therefrom for the duration that is deemed medically
necessary by the student’s licensed health care provider. At the conclusion of the leave of absence, a student will
be immediately enrolled in the district at the same grade and status as when the leave began. Pregnant and
parenting students shall be allowed to participate in all activities including extracurricular activities throughout
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the student’s pregnancy and thereafter unless the district deems such participation poses a substantial risk of injury
to the student or to others. A pregnant and parenting student may be asked to obtain certification from the
student’s licensed healthcare provider regarding the student’s safe participation in an extracurricular activity when
such certification is required of students for other conditions which require the attention of a licensed healthcare
provider.

Any absences accumulated due to pregnancy or pregnancy-related conditions, or care for an ill child, should not
count towards any district policies in effect under compulsory attendance requirements. Pregnant and parenting
students with excused absences or tardiness shall be treated like all other students with excused absences or
tardiness for any other medical reasons.

Pregnant and parenting students will be provided with assignments, classwork and any additional support needed
to ensure that the student can keep up with class requirements when absent for pregnancy or parenting-related
absences.

Alternative Means to Complete Course Work

The district will provide at least one alternate method, in addition to traditional classroom instruction, to keep
pregnant and parenting students in school. Such accommodation(s) may include accessing coursework on-line,
home-based independent study, or at-home tutoring. Alternative methods of instruction or other alternative
program for pregnant and parenting students are voluntary for the student who may elect whether to engage in an
alternative method of instruction or the traditional methods of instruction available to their peers. Pregnant and
parenting students shall be allowed to attend their regular classrooms and complete regular coursework.

Lactation

The district will provide reasonable time and space to accommodate lactating students to express breast milk or
breastfeed during the school day. Such accommodations will be in a location, other than a bathroom or closet,
that is private, clean, has an electrical outlet, a chair and is reasonably accessible. Students shall also be provided
a food safe refrigerator to store breast milk safely.

Child Care

If in-school child care is not provided, a list of qualified licensed child care providers will be provided upon
request to pregnant or parenting students. Such list will be updated annually and include providers that participate
in the quality rating and improvement system and meet all of the quality rating criteria for at least a step three
rating pursuant to the Step Up to Quality Child Care Act. Nothing in this policy is intended to prohibit or limit
any referral for a student or a student’s child to an early head start program or any other available community
resources.

Privacy and Confidentiality

Pregnant and parenting students have the right to have their health and personal information kept confidential in
accordance with law. School staff will make every effort to keep personal information and health records
confidential and in compliance with Nebraska and federal law.

Information about students’ pregnancies and related conditions will not appear in their cumulative records and
will not be used when they are being considered for educational or job opportunities, awards or scholarships.

Other Accommodations

Pregnant and parenting students may request additional reasonable accommodations to ensure continued
participation and enrollment in school. Accommodation requests will be evaluated on a case-by-case basis. Such
accommodations may include but are not limited to: additional frequency allowed for bathroom breaks, additional
time allowed in between class periods, a larger desk or additional work space, and adjustments to requirements
for physical education as needed. Students seeking additional reasonable accommodation should make such
requests to the building principal.

Bullying and Harassment
Pregnant and parenting students have the same rights as other students to be free from discrimination, bullying,
and harassment. Such school policies are incorporated herein and apply to all students.
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Section 4 ADVISOR/ADVISEE PROGRAMS
Students in seventh through twelfth grades will participate in an advisor/advisee program. Each student will be
assigned to a faculty member to be part of a group made up of 7-8 graders and 9-12 graders. The activities of the
advisory group may include but not be limited to the following:
1. Orientation to the school and its procedures and organization of academic materials, class preparation and time.
2. Advocacy for the student with other staff members and students.
3. A means of representation on student council and internal communication system.
4. Delivery of designated curriculum.
5. Implementation of the student academic monitoring program.

Section 5 PARENT WEB ACCESS

Authorized parent(s) and/or guardian(s) have access to various items of their child’s school records via the web. Some
of the available items are: Attendance records, Discipline/Behavior records, Assignments, Report Card Grades,
Student Class Schedule, Student Progress and Transcripts. Each school within a district will have the ability to
determine what is displayed for their school, both modules and fields. Only modules available for that school will
display.

Users will create an id and password the first time that they go to the web-site. A single user id may have access to
multiple children or a single child. There may be multiple users with access to the same child.

To log in to the Parent Web as an authorized user or to apply for authorization, follow the steps below:
1. Open your browser.
2. At the address line, type www.apseagles.org
3. Go to Parent Information.
4. Click on Student Record Access

For users that already have a User ID and Password setup with the district, follow the steps below:
Enter your User ID.

Enter your Password.

Click Sign In.

If you do not have a User ID and Password, follow the steps below:
Click on the Sign Up Now! link to apply as a member, click the link, fill in the application and submit the form. The
district will notify you when your application has been processed. Please read the instructions for submitting.

Section 6 ADDITIONAL ACADEMIC RESOURCES

Grade Recovery Intervention Program (GRIP)

The purpose of the GRIP program is to provide extended learning time for students who are failing or near failing.
Therefore, when a student has a D or an F, they may be placed in the GRIP program to assist in finishing any
incomplete work. The GRIP program is designed to provide an additional learning environment outside of the normal
academic day, with the availability of an individual instructor. Students will be placed in GRIP only when it is seen
as helping them academically. Students will not be placed in the GRIP program as a punitive action. Once students
have completed the required schoolwork, they will be excused from GRIP.

Individual students that remain on the ineligible list and are failing two or more classes may be placed in the Lunch
GRIP program. Students that continue to struggle academically may also be placed in after hours for additional
assistance. After Hours will operate from 3:30 — 5:30 pm on Tuesday or Thursday evenings.

The Attendance Credit Recovery Program (ACRP)

The purpose of ACRP program is to avoid the loss of credit due to excessive attendance issues. Any student with more
than 10 absences will be placed in ACRP. Activity or school related absences will not be included when determining
ACRP. Failure to complete ACRP can lead to a loss of credit.

GRIP and ACRP will run together on Monday — Thursday from 3:30 — 4:15 pm. Designated GRIP and ACRP time
will take precedence over extra-curricular events. GRIP time may also be provided over the lunch period. If a student
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is assigned to GRIP or ACRP, they will be excused to attend extra — curricular activities at the completion of their
assigned time.

Skipping assigned GRIP or ACRP time will result in the following punitive action being taken.

First offense Detention
Second offense Two detentions
Third offense After hours
Fourth offense Two after hours
Fifth offense Suspension

GRIP / ACRP will be required at the completion of the punitive action. Further absences from either program will
result in additional consequences up to expulsion.

GRIP / ACRP Rules
1. Show up on time
2. No Food or Drink
3. Come prepared
4. No Talking

EAGLE SUCCESS PROGRAM

Middle School students are required to complete all homework. Students and parents should make certain that
homework is completed at home. When students are unable to complete homework at home, they will be provided
time to complete their homework at school by using the Eagle Success Program.

Teachers will refer students to a Lunch ESP. When students are assigned lunch ESP, the student will report directly to
the lunch ESP room and will begin work immediately. Students will be provided a lunch. Homework will be completed
during lunch. If a student does not complete the homework during lunch for two consecutive days, the student may be
given an after school ESP to complete the homework. The student will stay until the homework is completed or until
the supervisor sends them home.
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Article 7 — Drugs, Alcohol, and Tobacco

Section 1 DRUG-FREE SCHOOLS

The District implements regulations and practices which will ensure compliance with the Federal Drug-Free Schools
and Communities Act and all regulations and rules promulgated pursuant thereto. The District’s safe and drug-free
schools program is established in accordance with principles of effectiveness as required by law to respond to such
harmful effects.

Education and Prevention:

This District promotes comprehensive, age appropriate, developmentally based drug and alcohol education and
prevention programs, which will include in the curriculum the teaching of both proper and incorrect use of drugs and
alcohol for all students in all grades of this School District. Further, this District will have proper in-service orientation
and training for all employed staff.

Drug and Alcohol Use and Prevention.

By this handbook, each student of the District is hereby provided a copy of the standards of conduct for student
behavior in the District which prohibit the unlawful possession, use, or distribution of illicit drugs and alcohol on
school premises or as a part of any of the school's activities.

Drug and Alcohol Education and Prevention Program of the District Pursuant to The Safe and Drug-Free Schools and
Communities Laws and Regulations

All students are provided age appropriate, developmentally based drug and alcohol education and prevention program
for all students of the schools. It shall be the policy of the District to require instruction at such grade level concerning
the adverse effects resulting from the use of illicit drugs and alcohol. Such instruction shall be designed by affected
classroom teachers or as otherwise directed by the Board to be appropriate to the age of the student exposed to such
instruction. One of the primary objectives shall be the prevention of illicit drug and alcohol use by students. It shall
further be the policy of the District to encourage the use of outside resource personnel such as law enforcement officers,
medical personnel, and experts on the subject of drug and alcohol abuse, so that its economic, social, educational, and
physiological consequences may be made known to the students of the District.

It shall further be the policy of the District, through the instruction earlier herein referred to, as well as by information
and consistent enforcement of the Board's policy pertaining to student conduct as it relates to the use of illicit drugs
and the unlawful possession and use of alcohol, that drug and alcohol abuse is wrong and is harmful both to the student
and the District, and its educational programs.

Drug and Alcohol Counseling, Rehabilitation and Re-entry Programs.

All students shall be provided information concerning available drug and alcohol counseling, rehabilitation, and re-
entry programs within sixty miles of the administrative offices of the District or, where no such services are found,
within the State of Nebraska. Information concerning such resources shall be presented to all of the students of the
District upon request by the Guidance Counselor.

In the event of disciplinary proceedings against any student for any District policy pertaining to the prohibition against
the unlawful possession, use, or distribution of illicit drugs and alcohol, appropriate school personnel shall confer with
any such student and his or her parents or guardian concerning available drug and alcohol counseling, rehabilitation,
and re-entry programs that appropriate school personnel shall consider to be of benefit to any such student and his or
her parent or parents or guardian.

Standards of Student Conduct Pertaining to the Unlawful Possession, Use, or Distribution of Illicit Drugs or Alcohol
on School Premises or as a Part of Any of the School's Activities.

(In addition to standards of student conduct elsewhere adopted by board policy or administrative regulation to
absolutely prohibit the unlawful possession, use, or distribution of illicit drugs or alcohol on school premises or as a
part of any of the school's activities.) This shall include such unlawful possession, use, or distribution of illicit drugs
and alcohol by any student of the District during regular school hours or after school hours at school sponsored
activities on school premises, at school sponsored activities off school premises.
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Conduct prohibited at places and activities as herein above described shall include, but not be limited to, the
following:

Possession of any controlled substance, possession of which is prohibited by law.
Possession of any prescription drug in an unlawful fashion.

Possession of alcohol on school premises or as a part of any of the school's activities.
Use of any illicit drug.

Distribution of any illicit drug.

Use of any drug in an unlawful fashion.

Distribution of any drug or controlled substance when such distribution is unlawful.
The possession, use, or distribution of alcohol.

Nk~ E

It shall further be the policy of the district that violation of any of the above prohibited acts will result in disciplinary
sanction being taken within the bounds of applicable law, up to and including short term suspension, long term
suspension, expulsion, and referral to appropriate authorities for criminal prosecution.

Drugs and Alcohol Prohibited - Standards of Conduct for Students and Employed Staff:

The manufacture, possession, selling, dispensing, use or being under the influence of alcohol or any alcoholic beverage
or alcoholic liquor on school grounds, or during an educational function, or event off school grounds, or off school
grounds if there is a substantial interference with school purposes, is prohibited.

The possession, selling, dispensing, use or being under the influence of any controlled substance or drug, including
but not limited to marijuana, any narcotic drug, any hallucinogen, any stimulant, or any depressant on school grounds,
or during the educational function or event off school grounds, or off school grounds if there is a substantial
interference with school purposes, is prohibited.

The possession, selling, dispensing, use or being under the influence of any abusable glue or aerosol paint or any other
chemical substance for inhalation, including but not limited to lighter fluid, whiteout, and reproduction fluid, when
such activity constitutes a substantial interference with school purposes on school grounds or during and educational
function, or event off school grounds, is prohibited.

The possession, selling, dispensing or use of any look-alike drug or look-alike controlled substance when such activity
constitutes a substantial interference with school purposes on school grounds or during an educational function, or
event off school grounds, is prohibited.

Any prescription or non-prescription drug, medicine, vitamin or other chemical may not be taken unless authorized as
stated in the next section on AUTHORIZED USE.

Authorized Use:
Any student whose parent or guardian requests that he or she be given any prescription or non-prescription medicine,
drug, or vitamin shall provide signed permission by parent or physician.

Disciplinary Sanctions:

1. Violation of this policy may result in suspension or expulsion. Prohibited substances will be confiscated and
could be turned over to law enforcement authorities. The student may be referred for counseling or treatment.
Parents or legal guardian will be notified.

2. If the student is observed to be violating this policy, the student will be escorted to the
Principal/Superintendent's office immediately, or if not feasible, the Principal/ Superintendent will be
notified. The student's parents or legal guardian will be requested to pick up the student. If it appears there
is imminent danger to other students, school personnel, or students involved, the Principal/Superintendent,
or such other personnel as authorized by the Principal/Superintendent, may have the student removed by
authorized medical or law enforcement personnel.

3. Parents and students shall be given a copy of the standards of conduct and disciplinary sanctions required and
shall be notified that compliance with the standards of conduct is mandatory.
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Intervention:

The Arlington Public School District does not have the authority or responsibility to make medical or health
determinations regarding chemical dependency. However, when observed behavior indicates that a problem exists
which may affect the student's ability to learn or function in the educational climate or activity, the school then has the
right and responsibility to refer the student for a formal chemical dependency diagnosis based on behavior observed
by school staff. The school will issue a statement to all students and employed staff that the use of illicit drugs and the
unlawful possession and use of alcohol is wrong and harmful. The school shall make available to students and
employed staff information about any drug and alcohol counseling, and rehabilitation and re-entry programs, which
are available to students.

Administration:

The administration is authorized to adopt such administrative rules, regulations or practices necessary to properly
implement this policy. Such regulations, rules or practices may vary the procedures set forth herein to the extent
necessary to fit the circumstances of an individual situation. Such rules, regulations and practices may include
administrative forms, such as checklists to be used by staff to record observed behavior and to determine the proper
plan of action.

Safe and Drug-Free Schools-- Parental Notice

NOTICE TO PARENTS: Pursuant to the provisions of the Every Student Succeeds Act, if upon receipt of information
regarding the content of safe and drug free school programs and activities other than classroom instruction a parent
objects to the participation of their child in such programs and activities, the parent may notify the School District of
such objection in writing. Upon the receipt of such notice the student will be withdrawn from the program or activity
to which parental objection has been made.
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Article 8 - Student Rights, Conduct, Rules and Regulations

Section 1 STUDENT CONDUCT AND DISCIPLINE POLICIES

The common goal of students, parents, faculty and administration of Arlington Public Schools is to maintain a school
atmosphere which is conducive to learning. In order to achieve this, Arlington Public Schools will continue to review
and distribute a set of reasonable and fair rules and policies. VIOLATIONS OF THE ARLINGTON PUBLIC
SCHOOL’S RULES AND POLICIES WILL RESULT IN DISCIPLINARY ACTION.

Part 1 - Forms of School Discipline

SANCTIONS

The principal or their designees are delegated full authority and are authorized to take all action appropriate or
necessary to implement student disciplinary sanctions in the Arlington Public Schools. Actions taken include, but are
not limited to, the following:

A. OFFICE DETENTIONS: Detentions must be served on the day that they are given or they may begin on the
following day if transportation needs to be arranged (this includes the bus students.) Detentions are not scheduled
around student work schedules. Students are to report to the designated detention room by the 3:35 bell and leave the
building upon dismissal. Students who have not reported by the bell will not be admitted and treated as if they skipped
their detention. Detentions run from 3:30 - 4:15. Students must bring something to study or to read. No talking,
eating, or sleeping is allowed in detention. Students may not get up out of their seats unless granted permission by the
supervisor. Failure to follow these guidelines will result in removal and further disciplinary action. Skipping a
detention will result in double detentions to begin the day following the skipped detention (not given the one-day
leeway in this instance.) Failure to serve this time will result in further disciplinary intervention, up to suspension from
school.

B. IN-SCHOOL SUSPENSION: Students so placed are in affect being given another opportunity to succeed in school.
They will work on regular school assignments in a designated area from 8:05 a.m. until 4:15 p.m.

C. AFTER HOURS SESSION: After Hours Sessions are slots of time outside of the school day (evenings and/or
Saturday mornings) assigned to students. The typical After Hour Session will last three hours or more. This is an
alternative to in-school suspension and short-term out-of-school suspension. In these sessions students may be required
to complete an instructional segment. When this is completed they may work on activities related to academic classes.
If all schoolwork is completed students will be allowed to read “appropriate” books (DEAR books). Magazines will
not be allowed unless they are being used to support research for academic projects. Students must come prepared
with enough work to fill the assigned time. All of the rules of in-school suspension apply. Students who fail to report
on the assigned date and at the assigned time will receive two days out of school suspension.

D. ACTIVITY SUSPENSION: A student may be denied participation in or attendance at school sponsored activities
for a period of time.

E. LOSS OF PRIVILEGES: A student may be denied access to a privilege previously granted them such as computer
usage, parking lot usage, pass privileges, lunch room privileges, and others.

F. SHORT-TERM SUSPENSION - A suspension for any portion of a school day up to and not exceeding FIVE
consecutive school days. Students will have the opportunity to complete work missed while suspended.

G. LONG-TERM SUSPENSION - A suspension that exceeds five school days but less than twenty school days.

H. EXCLUSION - any student may be excluded from school under the following circumstances: if the student has a
dangerous communicable disease transmittable through normal school contacts and poses an eminent threat to the
health and safety of the school community; if the student's conduct presents a clear threat to the physical safety of
himself, herself, or others, or is so extremely disruptive as to make temporary removal necessary to preserve the rights
of other students to pursue an education.

I. EXPULSION - A denial from attendance in all schools for an indefinite period of time. An expulsion also may
include a denial of admission to or entry upon real and personal property that is owned, leased, rented, or controlled
by the school district.

J. MANDATORY REASSIGNMENT - The involuntary transfer of a student to another school in connection with
any disciplinary action.

Part 2 - Authority of School Personnel

Authorized Actions by Administrators and Teachers.
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Administrative and teaching personnel may take actions regarding student behavior, other than those specifically
provided in the Student Discipline Act, which are reasonably necessary to aid the student, further school purposes, or
prevent interference with the educational process. Such actions may include, but need not be limited to, counseling of
students, parent conferences, rearrangement of schedules, requirements that a student remain in school after regular
hours to do additional work, restriction of extracurricular activity, or requirements that a student receive counseling,
psychological evaluation, or psychiatric evaluation upon the written consent of a parent or guardian to such counseling
or evaluation. [Ref. § 79-258]

Part 3 - Attendance as Related to Discipline

Compliance with Other State and Federal Laws.

If a student is suspended, expelled, or excluded from school or from any educational function pursuant to the Student
Discipline Act, such absence from school shall not be deemed a violation on the part of any person under any
compulsory school attendance statutes. Any suspension or expulsion under the act shall comply with the requirements
of the Special Education Act and the requirements of the federal Individuals with Disabilities Education Act, 20 U.S.C.
1401 et seq. [Ref.§ 79-259]

1. Emergency Exclusion.
A. Grounds. Any student may be excluded from school in the following circumstances:

1. Disease. If the student has a dangerous communicable disease transmissible through normal school contacts
and poses an imminent threat to the health or safety of the school community. [Ref. § 79-264(1)(a).

2. Conduct. If the student’s conduct presents a clear threat to the physical safety of himself, herself, or others, or
is so extremely disruptive as to make temporary removal necessary to preserve the rights of other students to
pursue an education. [Ref. § 79-264(1)(b).

B. Duration and Procedures.

1. Generally. Any emergency exclusion shall be based upon a clear factual situation warranting it and shall last
no longer than is necessary to avoid the dangers described immediately above. [Ref. § 79-264(2)]
2. Exclusion for Five Days or Less. The same procedures for short-term suspension also apply to emergency
exclusion if such exclusion is for five days or less. [Ref. § 79-264(1) & (3)]
3. Exclusion Over Five Days. If the superintendent or his/her designee determines that the exclusion will extend
beyond five days, the following procedural provisions must be used: [Ref. § 79- 264(3)]
a. Hearing/Final Determination. The school board must adopt a procedure for a hearing to be held and a
final determination made within ten (10) school days after the initial date of exclusion. [Ref. § 79-264(3)]
b. Procedural Compliance.
The procedure adopted by the school board must substantially comply with the disciplinary actions which
require due process [i.e., long-term suspension, expulsion and reassignment] and such provisions shall be
modified only to the extent necessary to accomplish the hearing and determination within this shorter time
period. [Ref. 8 79-264(3)]

2. Short-Term Suspension:
Students may be excluded by the Principal or the Principal’s designee from school or any school function for a
period of up to five school days (short-term suspension) on the following grounds:
a. Conduct that constitutes grounds for expulsion, whether the conduct occurs on or off school grounds; or
b. Other violations of rules and standards of behavior adopted by the Board of Education or the administrative or
teaching staff of the school, which occur on or off school grounds, if such conduct interferes with school purposes
or there is a nexus between such conduct and school.

The following process will apply to short-term suspensions:

a. The Principal or the Principal’s designee will make a reasonable investigation of the facts and circumstances.
A short-term suspension will be made upon a determination that the suspension is necessary to help any
student, to further school purposes, or to prevent an interference with school purposes.

b. Prior to commencement of the short-term suspension, the student will be given oral or written notice of the
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charges against the student. The student will be advised of what the student is accused of having done, an
explanation of the evidence the authorities have, and be afforded an opportunity to explain the student's
version of the facts.

¢.  Within 24 hours or such additional time as is reasonably necessary following the suspension, the Principal or
administrator will send a written statement to the student and the student's parent or guardian describing the
student's conduct, misconduct or violation of the rule or standard and the reasons for the action taken.

d. An opportunity will be given to the student, and the student's parent or guardian, to have a conference with
the Principal or administrator ordering the short-term suspension before or at the time the student returns to
school. The Principal or administrator shall determine who in addition to the parent or guardian is to attend
the conference.

e. A student who on a short-term suspension shall not be permitted to be on school grounds without the express
permission of the Principal.

3. Long-Term Suspension:
A long-term suspension means an exclusion from school and any school functions for a period of more than five
school days but less than twenty school days. A student who on a long-term suspension shall not be permitted to
be on school grounds without the express permission of the Principal. A notice will be given to the student and
the parents/guardian when the Principal recommends a long-term suspension. The notice will include a description
of the procedures for long-term suspension; the procedures will be those set forth in the Student Discipline Act.

4. Expulsion:
a. Meaning of Expulsion. Expulsion means exclusion from attendance in all schools, grounds and activities of

or within the system for a period not to exceed the remainder of the semester in which it took effect unless the
misconduct occurred (a) within ten school days prior to the end of the first semester, in which case the expulsion
shall remain in effect through the second semester, or (b) within ten school days prior to the end of the second
semester, in which case the expulsion shall remain in effect for summer school and the first semester of the
following school year, or (c) unless the expulsion is for conduct specified in these rules or in law as permitting or
requiring a longer removal, in which case the expulsion shall remain in effect for the period specified therein.
Such action may be modified or terminated by the school district at any time during the expulsion period.

A student who has been expelled shall not be permitted to be on school grounds without the express permission
of the Principal. A notice will be given to the student and the parents/guardian when the Principal recommends
an expulsion. The notice will include a description of the procedures for expulsion; the procedures will be those
set forth in the Student Discipline Act.

b. Suspensions Pending Hearing. When a notice of intent to discipline a student by long-term suspension,
expulsion, or mandatory reassignment is filed with the superintendent, the student may be suspended by the
principal until the date the long-term suspension, expulsion, or mandatory reassignment takes effect if no hearing
is requested or, if a hearing is requested, the date the hearing examiner makes the report of his or her findings and
a recommendation of the action to be taken to the superintendent, if the principal determines that the student must
be suspended immediately to prevent or substantially reduce the risk of (a) interference with an educational
function or school purpose or (b) a personal injury to the student himself or herself, other students, school
employees, or school volunteers.

¢. Summer Review. Any expulsion that will remain in effect during the first semester of the following school
year will be automatically scheduled for review before the beginning of the school year in accordance with law.
Alternative Education- Students who are expelled may be provided an alternative education program that will
enable the student to continue academic work for credit toward graduation. In the event an alternative education
program is not provided, a conference will be held with the parent, student, the principal or another student
representative assigned by the principal, and a representative of the community organization that assists young
people or that is involved with juvenile justice to develop a plan for the student in accordance with the law.

d. Alternative Education. Students who are expelled may be provided an alternative education program that will
enable the student to continue academic work for credit toward graduation. In the event an alternative education
program is not provided, a conference will be held with the parent, student, the Principal or another school
representative assigned by the Principal, and a representative of a community organization that assists young
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people or that is involved with juvenile justice to develop a plan for the student in accordance with law.

e. Suspension of Enforcement of an Expulsion: Enforcement of an expulsion action may be suspended (i.e.,
“stayed”) for a period of not more than one full semester in addition to the balance of the semester in which the
expulsion takes effect. As a condition of such suspended action, the student and parents will be required to sign a
discipline agreement.

f. Students Subject to Juvenile or Court Probation. Prior to the readmission to school of any student who is
less than nineteen years of age and who is subject to the supervision of a juvenile probation officer or an adult
probation officer pursuant to the order of the District Court, County Court, or Juvenile Court, who chooses to
meet conditions of probation by attending school, and who has previously been expelled from school, the Principal
or the Principal’s designee shall meet with the student's probation officer and assist in developing conditions of
probation that will provide specific guidelines for behavior and consequences for misbehavior at school (including
conduct on school grounds and conduct during an educational function or event off school grounds) as well as
educational objectives that must be achieved. If the guidelines, consequences, and objectives provided by the
Principal or the Principal’s designee are agreed to by the probation officer and the student, and the court permits
the student to return to school under the agreed to conditions, the student may be permitted to return to school.
The student may with proper consent, upon such return, be evaluated by the school for possible disabilities and
may be referred for evaluation for possible placement in a special education program. The student may be expelled
or otherwise disciplined for subsequent conduct as provided in Board policy and state statute.

5.Other Forms of Student Discipline:

Administrative and teaching personnel may also take actions regarding student behavior, other than removal of
students from school, which are reasonably necessary to aid the student, further school purposes, or prevent
interference with the educational process. Such actions may include, but are not be limited to, counseling of
students, parent conferences, rearrangement of schedules, requirements that a student remain in school after
regular hours to do additional work, restriction of extracurricular activity, or requirements that a student receive
counseling, psychological evaluation, or psychiatric evaluation upon the written consent of a parent or guardian
to such counseling or evaluation. The actions may also include in-school suspensions. When in-school
suspensions, after-school assignments, or other disciplinary measures are assigned, the student is responsible for
complying with such disciplinary measures.

A. Failure to serve such assigned discipline as directed will serve as grounds for further discipline, up to expulsion
from school.

B. Student Conduct Expectations. Students are not to engage in conduct which causes or which creates a
reasonable likelihood that it will cause a substantial disruption in or material interference with any school function,
activity or purpose or interfere with the health, safety, well-being or rights of other students, staff or visitors.

C. Grounds for Short-Term Suspension, Long-Term Suspension, Expulsion or Mandatory Reassignment. The
following conduct has been determined by the Board of Education to have the potential to seriously affect the
health, safety or welfare of students, staff and other persons or to otherwise seriously interfere with the educational
process. Such conduct constitutes grounds for long-term suspension, expulsion, or mandatory reassignment, and
any other lesser forms of discipline. The conduct is subject to the consequence of long-term suspension, expulsion,
or mandatory reassignment where it occurs on school grounds, in a vehicle owned, leased, or contracted by the
school and being used for a school purpose or in a vehicle being driven for a school purpose by a school employee
or an employee’s designee, or at a school-sponsored activity or athletic event.

1. Willfully disobeying any reasonable written or oral request of a school staff member, or the voicing of
disrespect to those in authority.

2. Use of violence, force, coercion, threat, intimidation, harassment, or similar conduct in a manner that
constitutes a substantial interference with school purposes or making any communication that reasonable
recipient would interpret as a serious expression of an intent to harm or cause injury to another.

3. Willfully causing or attempting to cause substantial damage to property, stealing or attempting to steal
property of substantial value, repeated damage or theft involving property, or setting or attempting to set a
fire of any magnitude.
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4. Causing or attempting to cause personal injury to any person, including any school employee, school
volunteer, or student. Personal injury caused by accident, self-defense, or other action undertaken on the
reasonable belief that it was necessary to protect some other person shall not constitute a violation of this
subdivision.
5. Threatening or intimidating any student for the purpose of or with the intent of obtaining money or anything
of value from such student or making a threat which causes or may be expected to cause a disruption to school
operations.
6. Knowingly possessing, handling, or transmitting any object or material that is ordinarily or generally
considered a weapon or that has the appearance of a weapon or bringing or possessing any explosive device,
including fireworks.
7. Engaging in selling, using, possessing or dispensing of alcohol, tobacco, narcotics, drugs, controlled
substance, or an inhalant; being under the influence of any of the above; possession of drug paraphernalia, or
the selling, using, possessing, or dispensing of an imitation controlled substance as defined in section 28-401
of the Nebraska statutes, or material represented to be alcohol, narcotics, drugs, a controlled substance or
inhalant. Tobacco means any tobacco product (including but not limited to cigarettes, cigars, and chewing
tobacco), vapor products, (such as e-cigarettes), alternative nicotine products, tobacco product lookalikes and
products intended to replicate tobacco products either by appearance or effect. Use of a controlled substance
in the manner prescribed for the student by the student’s physician is not a violation. The term “under the
influence” has a less strict meaning than it does under criminal law; for school purposes, the term  means
any level of impairment and includes even the odor of alcohol or illegal substances on the breath or person
of a student; also, it includes being impaired by reason of the abuse of any material used as a stimulant.
8. Public indecency or sexual conduct.
9. Engaging in bullying, which includes any ongoing pattern of physical, verbal, or electronic abuse on school
grounds, in a vehicle owned, leased, or contracted by a school being used for a school purpose by a school
employee or a school employee’s designee, or at school-sponsored activities or school-sponsored athletic
events.
10. Sexually assaulting or attempting to sexually assault any person. This conduct may result in an expulsion
regardless of the time or location of the offense if a complaint alleging such conduct is filed in a court of
competent jurisdiction.
11. Engaging in any activity forbidden by law which constitutes a danger to other students or interferes with
school purposes. This conduct may result in an expulsion regardless of the time or location of the offense if
the conduct creates or had the potential to create a substantial interference with school purposes, such as the
use of the telephone or internet off-school grounds to threaten.
12. A repeated violation of any rules established by the school district or school officials if such violations
constitute a substantial interference with school purposes.
13. Truancy or failure to attend assigned classes or assigned activities; or tardiness to school, assigned classes
or assigned activities.
14. The use of language, written or oral, or conduct, including gestures, which is profane or abusive to
students or staff members. Profane or abusive language or conduct includes, but is not limited to, that which
is commonly understood and intended to be derogatory toward a group or individual based upon race, gender,
disability, national origin, or religion.
15. Dressing or grooming in a manner which is dangerous to the student's health and safety or a danger to the
health and safety of others or repeated violations of the student dress and grooming standards; dressing,
grooming, or engaging in speech that is lewd or indecent, vulgar or plainly offensive; dressing, grooming, or
engaging in speech that school officials reasonably conclude will materially and substantially disrupt the
work and discipline of the school; dressing, grooming, or engaging in speech that a reasonable observer would
interpret as advocating illegal drug use.
16. Willfully violating the behavioral expectations for riding school buses or vehicles.
17. A student who engages in the following conduct shall be expelled for the remainder of the school year in
which it took effect if the misconduct occurs during the first semester, and if the expulsion for such conduct
takes place during the second semester, the expulsion shall remain in effect for the first semester of the
following school year, with the condition that such action may be modified or terminated by the school district
during the expulsion period on such terms as the administration may establish
a. The knowing and intentional use of force in causing or attempting to cause personal injury to a school
employee, school volunteer, or student, except if caused by accident, self-defense, or on the reasonable
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belief that the force used was necessary to protect some other person and the extent of force used was

reasonably believed to be necessary, or

b. The knowing and intentional possession, use, or transmission of a dangerous weapon other than a

firearm.
18. Knowingly and intentionally possessing, using, or transmitting a firearm on school grounds, in a school-
owned or utilized vehicle, or during an educational function or event off school grounds, or at a school-
sponsored activity or athletic event. This conduct shall result in an expulsion for one calendar year. “Firearm”
means a firearm as defined in 18 U.S.C. 921, as that statute existed on January 1, 1995. That statute includes
the following statement: “The term ‘firearm’ means (a) any weapon (including a starter gun) which will or is
designed to or may readily be converted to expel a projectile by the action of an explosive; (b) the frame or
receiver of any such weapon; (c) any firearm muffler or firearm silencer; or (d) any destructive device.” The
Superintendent may modify the one-year expulsion requirement on a case-by-case basis, provided that such
modification is in writing. Bringing a firearm or other dangerous weapon to school for any reason is
discouraged; however, a student will not be subject to disciplinary action if the item is brought or possessed
under the following conditions: (a). Prior written permission to bring the firearm or other dangerous weapon
to school is obtained from the student's teacher, building administrator and parent. (b). The purpose of having
the firearm or other dangerous weapon in school is for a legitimate educational function. (c). A plan for its
trans