Board of Education Regular Meeting
Monday, July 14, 2025 7:00 PM
SEM School Library

205 E 5th Avenue

Sumner, NE 68878

1. Declaration of Intend — Open Meetings Act
Notice of the meeting was posted to the SEM Mustang school website, SEM Facebook,
Elm Creek Beacon, and over the school reach notification system for the board meeting
to be held on Monday, July 14 at 7:00 P.M. The agenda was available on the SEM
Mustang school website and available in the Superintendent's Office. All proceedings
hereafter as shown were taken while the convened meeting was open to the attendance
of the public, unless noted as executive session. This meeting was conducted in
accordance with the Open Meetings Act, Chapter 84, Article 14 posted in the School
Library.

2. Call to Order
2.1. Pledge of Allegiance
2.2.Roll Call of Members
2.3. Recognition of Public Wishing to Address the Board

3. Consent Agenda
3.1. Approval of Minutes
3.2. Approval of the Monthly bills, Claims and Payroll
3.3. Approval of Treasurer’s Report and Budget Report.

4. Administrative Report
4.1. Principal's Report
4.2. Superintendent's Report

5. Board of Education Subcommittee Report(s)

6. Business Items



6.1. Approve Amending Account Agreement and Authorization on all Five Points Bank
Accounts

6.2.
Discuss, Consider, and Approve Policy 6040 Prekindergarten
(Preschool or Early Childhood) Program

This policy was created, so SEM would have a policy on the operations of Preschool
and avoid any confusion in the future. As with any policy, it can be changed as the
board determines the need to change it.

6.3. Approve Required or Highly Recommended Revisions for Policies

These policies were sent out to you in an email at the end of June by Dr. Conradt.
6.4. Approve 2025-26 Student Handbook

6.5. Approve 2025-2026 Staff Handbook
The Staff Handbook is been updated for the 2025-2026 school year.

7. Adjourn



NOTICE OF MEETING
BOARD OF EDUCATION OF THE
SCHOOL DISTRICT # 24-0101
SUMNER-EDDYVILLE-MILLER
IN THE COUNTY OF DAWSON,
IN THE STATE OF NEBRASKA
Monday July 14th 2% @7:00 p.m. Regular School
Board Meeting .

Notice is hereby given that the Special Meeting of the Board of
Education of the School District of Sumner Eddyville Miller in the County
of Dawson, in the State of Nebraska will be held on July 14" @ 7:00p.m.in
the library. The meeting is open to the public. An agenda for such meeting is
kept continuously current and is available for public inspection at the office
of the Superintendent.

Laura Robbins ,
SEM School Board Secretary




TREASURER’S REPORT
JULY 14TH , 2025

All balances as of 06/30/2025

Five Points Bank

Hot Lunch Fund:

General Fund Account Checking:

General Fund Clearing Account:

General Fund ICS Account
9582

b b T e s R e s e e e e T R e e e

SEM Building Savings Fund: #600407

SEM Building Fund C.D. #95218202 Int 4.26%

for 8 months Maturity date of September 14, 2025
SEM Building Checking Fund #10162

B L e e e e g e e L e L R S st

SEM Depreciation ICU #9558

SEM Depreciation Fund C.D. #95130312

Int. @2.13% for 30 months maturity 8/22/2025

SEM Depreciation Fund Checking #10154
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SEM Employee Benefit Fund Savings #600369

SEM Employee Benefit Fund C.D. #95220158
int. @ 4.26% Maturity Aug 28, 2025 7 mon term
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SEM Student Fee Fund: #10378952

SEM Bond Fund #10505857

$ 1962.23

$1,191,689.52
$ 3,000.00

$ 1,159,666.07

$ 901,361.35
$ 100,285.51
$ 200.00
$ 436,022.99
$ 97,547.50
$ 200.00

$ 535.26

$ 45,686.37
$ 0

i

319,624.47



Revenue Journal

Fiscal Year: 2025

Entry Date Received From Receipt Accrue Description Bank ID/Account
Line  Account Description Receivable Received
Journal: 189 07/08/2025 Revenue Journal
Entry 06/15/2025 custer co 52485.29 treasurer A GENERAL Security State
1 01-1-01125-000-000 Motor Vehicle Taxes 0.00 472.46
2 01-1-01100-000-000 Local District Taxes 0.00 51,653.64
3 01-1-01140-000-000 penalties and interest on taxes 0.00 31.15
4  01-1-02110-000-000 County Fines And License 0.00 81.83
5 01-1-03130-000-000 Homestead Exemption 0.00 246.21
Totals for Entry 16040 0.00 52,485.29
Entry 06/15/2025 Buffalo co 39641.50 treasurer A GENERAL Security State
1 01-1-01125-000-000 Motor Vehicle Taxes 0.00 1,795.67
2 01-1-01100-000-000 Local District Taxes 0.00 35,963.42
3 01-1-02110-000-000 County Fines And License 0.00 484.49
4 01-1-03130-000-000 Homestead Exemption 0.00 1,397.92
Totals for Entry 16041 0.00 39,641.50
Entry 06/15/2026 Dawson Co 124554.77 treasurer A GENERAL Security State
1 01-1-01125-000-000 Motor Vehicle Taxes 0.00 4,902.18
2 01-1-01100-000-000 Local District Taxes 0.00 116,839.69
3 01-1-01140-000-000 penalties and interest on taxes 0.00 124.36
4  01-1-03130-000-000 Homestead Exemption 0.00 2,021.74
5 01-1-02110-000-000 County Fines And License 0.00 666.80
Totals for Entry 16042 0.00 124,554.77
Entry 06/15/2025 state of ne 60862 SA sped A GENERAL Security State
1 01-1-03120-000 Sped school Age 0.00 60,862.00
Entry 06/15/2025 state of ne 4375 school mapping sem A GENERAL Security State
1 01-1-03599-000 state catagorial programs other 0.00 4,375.00
Entry 06/15/2025 state of ne 57705 state aid A GENERAL Security State
1 01-1-03110-000-000 State Aid 0.00 57,705.00
Entry 06/15/2025 reap 27124 reap funds A GENERAL Security State
1 01-1-04310-000-000 REAP - GAPS 0.00 27,124.00
Entry 06/15/2025 state of ne 53725 SA sped A GENERAL Security State
1 01-1-03120-000 Sped school Age 0.00 53,725.00
Entry 06/15/2025 laurie smith 600 rent A GENERAL Security State
1 01-1-01910-000-000 Rent On School Facilities 0.00 600.00
Entry 06/15/2025 lunch w/h 1333.37 lunch wih A GENERAL Security State
1 01-1-09000-001-000 Non Programed Recipt Eftps 0.00 1,213.20
2 01-1-09000-001-000 Non Programed Recipt Eftps 0.00 120.17
Totals for Entry 16050 0.00 1,333.37
Entry 06/15/2025 lunch payroll 4727.92 june lunch payroll A GENERAL Security State
1 01-1-09000-002-000 Non Prog. Recipt Hot Lunch Payroll 0.00 4,727.92
Entry 06/15/2025 ne retirement 42151.40 ne retirement A GENERAL Security State
1 01-1-09000-900-000 Retirement to write one check 0.00 42,151.40
Totals for Journal 189 0.00 469,285.25
SEM 07/08/2025 11:11:51 AM Page 1



Revenue Journal

Fiscal Year: 2025

Entry Date Received From Receipt Accrue Description Bank ID/Account
Line  Account Desctription Receivable Received
Bank Account Totals
A GENERAL CKING Security State Bank 469,285.25
Fund Summary Receivable Received
01 GENERAL FUND 0.00 469,285.25
SEM 07/08/2025 11:11:51 AM Page 2



Check and Deposit Slip Register

ALL Data Arranged by:
Cycle Number. 376 Check Number
Period End: 06/30/2025
Check Date: 07/09/2025

Bank ID Bank Account Bank Name

Email ChkNum EmpPRID Employee Name Earning Deduction Net Fringe
Deposits
Fund: 01 GENERAL FUND
CARR Hannah CARR 0.00 0.00 0.00 816.28
CASTELLAN Dilia Castellanos 0.00 0.00 0.00 816.28
PERDOMO  Rosalinda Perdomo 0.00 0.00 0.00 8.88
ROHDEBREN Brenda K Rohde 0.00 0.00 0.00 816.28
A GENERAL CKING Security State Bank

00012345 BEAVERSJA James D Beavers 5,165.23 -1,723.44 3,441.79 1,734.33
00012346 BERGMARCI Marcia Berg 2,272.60 -646.41 1,626.19 2,072.68
00012347 BOSAKJUSTI Justin S. Bosak 9,624.18 -3,004.13 6,620.05 3,920.90
00012348 BOSAKMAND Mandy L Bosak 2,761.39 -609.37 2,152.02 500.34
00012349 BOWIE Tietra D Bowie 5,931.62 -1,825.42 4,106.20 3,286.61
00012350 BROWNE Luke Browne 5,814.04 -1,736.77 4,077.27 2,696.22
00012351 BROWNEMM Emme Brown 3,871.92 -955.32 2,916.60 1,506.95
00012352 BURDENCRY Crystal L Burden 2,900.35 -605.81 2,294.54 2,200.99
00012353 BURMANCYN Cynthia Burman 1,553.00 -310.90 1,242.10 1,101.85
00012354 CLAFLIN Traven Claflin 645.75 -50.62 595.13 49.40
00012355 CLAFLINTIF Tiffany Claflin 4,143.35 -1,157.61 2,985.74 2,965.26
00012356 CONRADT  Candace Conradt 33,452.33 -9,411.39 24,040.94 3,683.51
00012357 EGGLES Marissa Eggleston 3,736.20 -1,063.85 2,672.35 2,326.99
00012358 EGGLESTON Madiera G Eggleston 3,923.55 -1,124.80 2,798.75 2,935.92
00012359 EYNETICH Brianna Eyenetich- Hanson 3,488.72 -1,033.57 2,455.15 2,283.77
00012360 FRANSCOT Scott L Franzen 8,195.73 -2,459.39 5,736.34 3,678.42
00012361 FREEMANMI Misty L. Freeman 102.64 -87.72 14.92 2,253.53
00012362 GURNEY Brenna Gurney 2,169.20 -538.11 1,631.09 1,203.91
00012363 HOTHEM Katie Hothem 5,364.80 -1,735.56 3,629.24 3,163.67
00012364 HUNTMCKEN Mckenna Hunt 3,977.14 -1,022.36 2,954.78 1,525.60
00012365 HUNTMEGAN Megan Hunt 800.10 -785.93 1417 961.25
00012366 JOHNCONJ Connie J Johnson 108.25 -8.28 99.97 8.70
00012367 JONESDEBO Deborah A Jones 25,306.84 -6,282.60 19,024.24 4,238.05
00012368 KAPPELERIK Erika M. Kappel 6,454.43 -1,611.37 4,843.06 3,379.31
00012369 KENTONTAM Tammy R Kenton 6,849.68 -2,085.72 4,763.96 2,871.22
00012370 KLINT Emily Klintworth 4,318.27 -1,355.95 2,962.32 2,429.55
00012371  MARTIN Colleen R Martin 3,736.20 -1,066.61 2,669.59 2,872.37
00012372 MCARTHURJ John D McArthur 8,953.66 -2,595.33 6,358.33 3,822.43
00012373 MCKELOIS Lois E Mc Kenzie 6,936.24 -2,411.73 4,524.51 2,044.85
00012374 MEYERDIET Dietrich J Meyer 1,630.03 -175.82 1,454.21 131.04
00012375 NICHLORI Lori R Nichols 1,525.57 -262.09 1,263.48 270.49
00012376 OURADA Angela R Ourada 6,051.37 -1,765.27 4,286.10 3,303.55
00012377 PIERCEJEAN Jean L. Pierce 25,035.41 -4,884.12 20,151.29 4,121.31
00012378 QUAD Nicole Quadhamer 1,004.50 -568.21 436.29 980.12
00012379 ROBBINS Kyla Robbins 37.50 -2.87 34.63 3.02
00012380 ROHDEJOHN John A Rohde 5,412.71 -1,959.28 3,453.43 2,434.39
00012381 SCHROEDER Lana Schroeder 6,121.94 -1,613.36 4,508.58 3,316.06
00012382 SHOEMAKER Kristi Shoemaker 5,844.71 -1,516.76 4,327.95 2,533.73
00012383 SIMMONSAR Aaron Simmons 3,279.76 -1,058.97 2,220.79 2,262.71
00012384 SINDTHOLLY Holly Sindt 5,229.09 -1,402.43 3,826.66 931.29
00012385 SMITHLAURI Laurie L Smith 6,154.08 -2,256.25 3,897.83 3,322.23
00012386 TRAMPETIFF Tiffany Trampe 5,340.85 -1,457.37 3,883.48 3,181.87
00012387 WILLIAMS  Scott A. Williams 4,821.94 -1,669.56 3,152.38 3,085.57
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Check and Deposit Slip Register

ALL Data , Arranged by:
Cycle Number: 376 Check Number
Period End: 06/30/2025
Check Date: 07/09/2025
Bank ID Bank Account Bank Name
Email ChkNum EmpPRID Employee Name Earning Deduction Net Fringe
00012388 WISEMANHA Haley S. Wiseman-Kociemba 4,821.93 -1,344.25 3,477.68 1,661.91
00012389 WRIGHTBEN Ben Wright 10,833.33 -3,186.16 7,647.17 4,155.69
Fund Totals: 265,702.13 -74,428.84 191,273.29 105,871.28
Fund: 06 LLUNCH FUND
B HOT LUNCH CKING Security State Bank
00012345 ANDERJASK Aubree Anderjaska 1,100.00 -182.87 91713 1,019.77
00012346 SCOVILLE  Sarah Scoville 1,100.00 -249.61 850.39 2,434.25
Fund Totals: 2,200.00 -432 .48 1,767.52 3,454.02
Totals: 267,902.13 -74,861.32 193,040.81 109,325.30
Report Totais: 267,902.13 -74,861.32 193,040.81 109,325.30
Bank Account Totals
Fund:
A GENERAL CKING Security State Bank 191,273.29
B HOT LUNCH CKING Security State Bank 1,767.52
SEM 07/07/2025 02:01:49 PM Page 2



Consolidated Check Listing

ALL Data Arranged by:
Check Number
Direct
Dep. Check Check Date Payable To Amount
01 - GENERAL FUND '
00042856 07/10/2025 Aflac Administrative Services 2,779.20
00042857 07/10/2025 Ameritas Life Insurance Corp 776.16
00042858 07/10/2025 Apple Inc. 4,598.00
00042859 07/10/2025 ASPi Solutions 500.00
00042860 07/10/2025 Beacon Observer 97.17
00042861 07/10/2025 Behrenger Hoos 1,858.56
00042862 07/10/2025 Ben Mikaelsen 169.90
00042863 07/10/2025 Blue Cross Blue Shield 66,679.09
00042864 07/10/2025 Builders How To Warehouse 3,904.79
00042865 07/10/2025 Colonial Research 171.69
00042866 07/10/2025 Country Partners Cooperative 1,056.56
00042867 07/10/2025 ‘CREDIT MANAGEMENT SERVICE INC. 188.52
00042868 07/10/2025 Dawson Public Power 4,114.33
00042869 07/10/2025 Dearborn National 148.16
00042870 07/10/2025 Decker Equipment 80.55
00042871 07/10/2025 Eggleston Oil Company 395.73
00042872 07/10/2025 Enterprise Electric Kearney 596.25
00042873 07/10/2025 Educational Service Unit 10 20,516.67
00042874 07/10/2025 filament 250.00
00042875 07/10/2025 first rate ag 136.06
00042876 07/10/2025 FIVE POINTS BANK 10,646.96
00042877 07/10/2025 Frontier 2,046.82
00042878 07/10/2025 General Fund Clearing Fun 2,582.67
00042879 07/10/2025 ‘Home Town Bank 37,445.63
00042880 07/10/2025 Hometown Leasing 2,304.43
00042881 07/10/2025 Integrated security solutions 49,885.00
00042882 07/10/2025 Kappel Electric 15,720.00
00042883 07/10/2025 Kearney Hub 295.99
00042884 07/10/2025 Madison National Life Ins. Co., Inc. 595.24
00042885 07/10/2025 McGraw-Hill School Education Holding, LLC 6,723.33
00042886 07/10/2025 Menards -- Kearney 1,267.44
00042887 07/10/2025 MG Trust Company 350.00
00042888 07/10/2025 Nasco 830.00
00042889 07/10/2025 Nebraska Child Support Payment Center 592.00
00042890 07/10/2025 Nebraska Council Of School Ad 300.00
00042891 07/10/2025 'Platte Valley Glass 840.00
00042892 07/10/2025 PestoX 111.42
00042893 07/10/2025 ramsey solutions 149.85
00042894 07/10/2025 Ravenna Sanitation 473.08
00042895 07/10/2025 Security State Bank 59,195.66
00042896 07/10/2025 Sem Hot Lunch Fund 303.50

SEM
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ALL Data Consolidated Check Listing Arranged by:
Check Number

Direct :
Dep. Check Check Date Payable To Amount
00042897 07/10/2025 Sem Public School 24-0101 600.00
00042898 07/10/2025 ' Sherwin- Williams 95.34
00042899 07/10/2025 Sterling Computers 119.99
00042900 07/10/2025 Studies Weekly 158.11
00042901 07/10/2025 SUNBELT RENTALS, INC 982.70
00042902 07/10/2025 Teaching Strategies, LLC 1,688.53
00042903 07/10/2025 Tyler Griffith 2,148.80
00042904 07/10/2025 US Bank 12,331.37
00042905 07/10/2025 Verizon Business 54.29
00042906 07/10/2025 Village Uniform 171.54
00042907 07/10/2025 Village Of Sumner 738.00 |
00042908 07/10/2025 Yanda's Music And Pro Audio A127.00
01 - GENERAL FUND Totals: 320,892.08
06 - LUNCH FUND
00008599 07/10/2025 Ameritas Life Insurance Corp 34.60
00008600 07/10/2025 Blue Cross Blue Shield 3,084.10
00008601 07/10/2025 Dearborn National 8.36
00008602 07/10/2025 FIVE POINTS BANK 16.52
00008603 07/10/2025 Home Town Bank 397.76
00008604 07/10/2025 Madison National Life Ins. Co., Inc. 8.56
00008605 07/10/2025 Security State Bank 336.60
06 - LUNCH FUND Totals: 3,886.50
Report Total: 324,778.58

SEM 07/10/2025 10:50:09 AM Page 2



EDUCATIONAL SERVICE UNIT 10 e MPORTANT, m—
PO BOX 850 PLEASE RETURN REMITTANCE

| e KEARNEY NE 68848-0850 .. COPY WITH YOUR PAYMENT
E : U10 Phone: 308-237-5927 / ATE WHICH

SEM PUBLIC SCHOOLS
PO BOX 126 ACCT NO 192200
SUMNER NE 68878 DATE 06/30/2025

‘ - DESCRIPTION ~ . - [% PREVIOUS CURRENT ., | * PAYMENTS | =~ PRESENT
CODE | o it ol BALANCE - - GHARGES: . [- -, | BALANCE

NIS NETWORK INFORMATION SERVICES 466.25 o T

1110 26251 TECHNICAL SUPPORT 112.50

1200 26251 TECHNOLOGY TRAINING 40.00

1110 JUNE Payment - Thank you 93.75

1000 JUNE Payment - Thank you 185.00

1010 JUNE Payment - Thank you 187.50

152.50

SPED SPECIAL EDUCATION 19,176.76

8500 JUNE AUDIOLOGY BELOW 5 11.70

8500 JUNE AUDIOLOGY BELOW 5 11.70

8505 JUNE AUDIOLOGY SCHOOL 46.77

8505 JUNE AUDIOLOGY SCHOOL 46.77

8605 JUNE LICENSED MENTAL 1,000.00

8605 JUNE LICENSED MENTAL _ 1,000.00

8100 JUNE OT BELOW 5 182.28

8100 JUNE OT BELOW 5 182.28

8105 JUNE OT SCHOOL AGE 729.04

8105 JUNE OT SCHOOL AGE 729.04

8400 JUNE PSYCH SERV BELOW 5 412.92

8400 JUNE PSYCH SERV BELOW 5 412.92

8405 JUNE PSYCH SERV SCHOOL 1,651.79

8405 JUNE PSYCH SERV SCHOOL 1,651.79

7900 JUNE PT BELOW 5 91.73

7900 JUNE PT BELOW 5 91.73

7905 JUNE PT SCHOOL AGE 366.94

7905 JUNE PT SCHOOL AGE 366.94

1150 JUNE SPED INSERVICE & 499.00

8000 JUNE SPED SUPER BELOW 5 187.53

8000 JUNE SPED SUPER BELOW 5 187.54

8005 JUNE SPED SUPER SCHOOL 779.77

8005 JUNE SPED SUPER SCHOOL 779.77

8200 JUNE SPEECH PATH BELOW 5 2,540.61

8205 JUNE SPEECH PATH SCHOOL 5,816.66

8305 JUNE VISION SERV SCHOOL 502.37

1240 JUNE VOC EVALUATIONS 64.58

8500 JUNE Payment - Thank you 17.92

1240 JUNE Payment - Thank you 66.53

8505 JUNE Payment - Thank you 71.64

7900 JUNE Payment - Thank you ‘ 161.74

8000 JUNE Payment - Thank you 303.22




EDUCATIONAL SERVICE UNIT 10

fob0 IMPORTANTL 00 00

] PO BOX 850 PLEASE RETURN REMITTANCE"

'S 2 KEARNEY NE 68848-0850 ‘‘COPY WITH YOUR PAYMI
ESU10 Phone: 308-237-5927 AND INDICATE WHICH CHARGES

ARE BEING PAID

SEM PUBLIC SCHOOLS
PO BOX 126 ACCTNO 192200

SUMNER NE 68878 DATE 06/30/2025

PRESENT . .-

'DESCRIPTION - . - | PREVIOUS | - GURRENT . |- PAYMENTS
e e BALANCE | = GHARGES .~ . - . .

BALANCE. . -

8100 JUNE  Payment - Thank you 332.54
8305 JUNE Payment - Thank you 476.47
7905 JUNE Payment - Thank you 647.00
8400 JUNE Payment - Thank you 701.56
8005 JUNE Payment - Thank you 1,136.94
8105 JUNE Payment - Thank you 1,330.16
8605 JUNE Payment - Thank you 2,000.00
8200 JUNE Payment - Thank you 2,491.07
8405 JUNE  Payment - Thank you 2,806.24
8205 JUNE Payment - Thank you 6,633.73

20,344.17
TL TEACHING & LEARNING 0.00
1170 26344-1 TEACHING & LEARNING 20.00

20.00

YOUR CANGELLED GHECK WILL SERVE AS YOUR Receip | 1O TAL PREVBAL TOTAL CHARGES | TOTAL PAYMENT TOTAL BAL DUE
$19,643.01 $20,516.67 $19,643.01 $20,516.67
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205 EAST 5TH A
SUMNER NE

ACCOUNT NUMBER 4485 5945 5557 4175
STATEMENT DATE 06-24-2025
AMOUNT DUE $12.331.37.

NEW BALANCE

$12.351.37

FAYMENT DUE ON RECEIPT

AMOUNT ENCLOSED

Plaase make check payable to
U.S. BANK

68878 7256

U
P
S

LS. ANK
.0. BOX 7
. LOQUIS,

0628
MO 63179-0428

44A5594555574175 001233137 001233137

Please tear payinent coupon at perfaration.

S-E-M PUBLIC SCHOOL Previ :uijé}‘éa]s.es Cash AdC S.h P Late . Ni

-k : revious nd Other as| vance aymient i

4485 5945 5557 4175 Balance + Chargss + Advances+ Fees + Charges - Credis - Payments | = Balance
Gompany Total __$6.473.66 $12.455.71 _$0.00 $.00 $0.00 124,34 6.473.66 | __$12.381.37

$-E-M PUBLIC SCHOOL

TOTAL CORPORATE ACTIVITY
§6,473.

4485-5945-5557-4175 B66CR

Past Tran

Date Date  Reference Number Transaction Descripfien Amount
06-18 06-15 T4798265169000000000296 PAYMENT - THANK YOU 00000 C 6,473.66 PY

CANDANCE CONRADT
4485-5900-0663-2212

Post Tran
| Date Date Reference Number

CREDITS
$0.00

0B-09 06-08 24137465160001434241258
06-10 08-09 24445005161000937127923
06-24 06-23 24011345175100010837865

PURCHASES CASH ADV TOTAL-ACTIVITY
$4,456.17 $0.00 $4,456,17
Transactien Description ;Amuunt -
HY-VEE KEARNEY 1823 KEARNEY NE Seheol W 27,623
PAPA JOHN'S #2124 808-936-5455 NE Cheo ng - F48.80
SP COATED OUTDOOR FURN COATEDQUTDOOR TX Med’ % 4,379.94

_ .ﬁmmw

CUSTOMER SERVICE CALL

ACCOUNT NUMBER

ACCOUNT SUMMA RY

647388,

Y PREVIOUS BALANCE
4485-5945-5557-4175  [PURCHASES & _
800-344-5696 . OTHER CHARGES 12,455.71
STATEMENT DATE | DISPUTED AMOUNT | CASH ADVANGES Q0
08/24/25 a0 CASH ADVANCE FEES__ .00
[LATE PAYMENT
CHARGES 00
SEND BlLLING‘INQUIRIES TO!: CREDITS 124,34
AMOUNT DUE
S, BANK PAYMENTS 6,473.66
P.O. Box 6335 12,331.37 )
Fargo, ND 58125 6335 ACCOUNT BALANCE 12,331.37

page 1 of 3
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Company Name: S-E-M PUBLIC SCHOOL
Corporaté Account Number: 4485 5945 5557 4175
Statement Date: 06-24-2025

Date DPate Reference Number Transaction Description Amount
06-11 06-10  24445005161200165443618  WALMART.COM 8009256278 800 966-6546 AR P J) 40.35
06-17 06-16 2422G385168010934779547 WAL-MART #0637 LEXINGTON NE QM\ 58.28
06-18 08-17 24445005169400201658888 Wi SUPERCENTER 637 LEXINGTON NE 68.30
0823 06-19  74350155173005244108091 NOVISIGN LTD KEF, 40.00
068:24 06-23  24445005175000948156691 DOLLAR GENERAL #9031 KEARNEY NE 20.75
Department: 00000 Total: 12,331.37

lewslon 00000 Total: 10,331,837
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Board of Education Regular Meeting

SEM School Library
205 E 5th Avenue
Sumner, NE 68878

Monday, June 9, 2025 7:00 PM

Mrs. Jennifer Anderson: Present

Mr. Kirby Burden: Present
Cynthia Burman: Present
Mr. Matthew Hothem:  Present
Mrs. Laura Robbins: Present
Audrey Schipporeit: Present

1. Declaration of Intend — Open Meetings Act
2. Call to Order

2.1. Pledge of Allegiance

2.2. Roll Call of Members

2.3. Recognition of Public Wishing to Speak
3. Consent Agenda

Motion to approve consent agenda was approved Passed with a motion by Mr. Matthew Hothem
and a second by Cynthia Burman.
Yea: 6, Nay: 0

3.1. Approval of Minutes

3.2. Approval of the Monthly bills, Claims and Payroll
3.3. Approval of Treasurer’s Report and Budget Report.
4. Administrative Report

4.1. Teacher/Staff Report

4.2. Principal's Report

4.3. Superintendent's Report



5. Business Items
5.1. Consider, Discuss and Approve a Replacement Security Camera System

Motion to approve purchasing security camera system from Integrated Security System for
$99,770.00 with $52,280.45 from REAP Funds was approved Passed with a motion by Mr.
Kirby Burden and a second by Audrey Schipporeit.

Yea: 6, Nay: 0

5.2. Consider, Discuss, and Approve Crow's Nest Bid

Motion to approve the Crow's Nest Bid from Schake Custom Homes for $44,300.00 was tabled
to investigate other crows nests at other schools Passed with a motion by Mrs. Jennifer Anderson
and a second by Mrs. Laura Robbins.

Yea: 4, Nay: 2

6. Adjourn

Motion to adjourn at 7:30 pm Passed with a motion by Mr. Matthew Hothem and a second by
Cynthia Burman.
Yea: 6, Nay: 0



July Board Meeting 2025

Work continues on the school building and grounds, with painting, waxing, cleaning,
discarding, and general maintenance.

New windows look good. They will be completely finished right before school starts
New lights have been installed in the gyms by Kappel Electric. .

Summer weights/workouts open gyms, leagues and camps continue

Doing a few finishing touches on activity handbooks.

We are registered for Administration days in Kearney this month

We have CPR and Bus training along with curriculum work set for our Teachers
Inservices on Aug. 11th and 12th

Aug will be here before we know it.



SUMNER
EDDYVILLE
MILLER

N SEM

Ben Wright
Superintendent
July 14, 2025

July Board Report
1) Financial Report

We are setting in a very nice place to start building our budget for the 2025-26 budget. I
should have a working draft by the end of July and then we can visit about our options going
forward.

2) Transportation, Buildings, and Grounds

Currently we are still working on the sink hole issue but making some progress and will
hopefully be in a good spot to start the year.

3) Board Policy

We will be discussing this through an agenda item with all the new changes and will be
able to answer any questions if need be at that time.

4) Other

I am very excited to start my role at SEM as the superintendent. For me to be able to be
as successful and impactful as I can be I need to get all of your inputs. I will be sending you
emails to set up individual meetings to see what your goals are for me and other ideas you may
have. I will also be starting to set up meetings with other important stakeholders in the school
and the community.

Please let me know if you have any questions!

Thanks!
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2025 Board Subcommittees

Budget & Finance
Jennifer Andersen, Laura Robbins, & Audrey Schipporeit

Negotiations
Jennifer Andersen, Cindy Burman, & Laura Robbins

Building/Grounds & Transportation
Kirby Burden, Cindy Burman, & Matt Hothem

Americanism & Curriculum
Jennifer Anderson, Kirby Burden, & Audrey Schipporeit

Policy & Handbooks
Kirby Burden, Matt Hothem, & Audrey Schipporeit




6040
Prekindergarten (Preschool or Early Childhood) Program

The school board establishes a program to provide prekindergarten services
to resident students, also referred to as an early childhood or preschool
program. The school district will provide the program in compliance with state
law and 92 NAC 11 (Nebraska Department of Education “Rule 11”). The
availability of the program is subject to the district being able to employ and
retain appropriate and qualified personnel.

Purpose. The purpose of the program is to promote the social, emotional,
intellectual, language, physical, and aesthetic development and learning for
the children served and to promote family development and support.

Age Participation. The program will be available to children of the following
ages:

e Children who are 3 years of age before July 31 of the enroliment year;
e Children who are 4 years of age at the start of the enrollment year;

All enrollment is subject to capacity limitations and enrollment priorities
established in this policy.

Capacity Limitation. The maximum capacity for the program is 16 children.
In the event where the total number of children registered for the program by
May 1st. rises above 16, the district will only offer the program to children with
the following priority for enrollment:

e 4-year-olds;
e “At-risk” children (as defined by Rule 11);
e Three-year-olds.

If the program is at capacity after May 1st, further enrollment applications will
be denied. Exception: If an “at-risk child” (as defined by Rule 11) moves into
the district and the program is at capacity, the child will be enrolled in the
program. The youngest child in the class that is not “at risk” will be withdrawn
from the program.

Program and Staff Requirements. All teachers and administrators in
prekindergarten programs must hold a valid certificate or permit to teach
issued by NDE except as otherwise allowed by law or Rule 11.

Participation and Inclusion. Participation of children and families in the
program will be voluntary. The program will not exclude children verified as

Page 1 of 3



having disabilities and will include to the extent possible children of diverse
social and economic characteristics.

Birth Certificates. Within 30 days of enrollment, parents or guardians must
submit a certified copy of the child's birth certificate or other documentation
in compliance with the Missing Children Identification Act (sections 43-2001
through 43-2012).

Instructional Hours. Each class in the program will operate a minimum of
12 instructional hours per week during the school year. Programs receiving
grant funds pursuant to state law will operate a minimum of 450 instructional
hours per school year.

General Reports. The teacher will include information about the program in
the NDE approved data system. All early childhood data is due as specified
by the data system calendar.

Early Childhood Program Report. An Early Childhood Program Report
Form will be submitted annually by October 15 on the form required by NDE.
This report will be completed by the teacher.

Planning. Each program will have a planning period that complies with the
requirements of Rule 11.

Coordination with Existing Programs and Funding Sources. The district
will develop, and keep on file, a written plan to show that the program will be
coordinated or contracted with existing programs in compliance with Rule 11
requirements. The district will develop and keep on file a written plan to
coordinate and use a combination of local, state, and federal funding sources
including, but not limited to, those listed in Rule 11 in order to maximize the
participation of economically and categorically diverse groups of children and
to ensure that participating children and families have access to knowledge of
comprehensive services that may be available.

Additional Rule 11 Requirements. Rule 11 includes additional
requirements that are not included in this policy, including but not limited to
requirements addressing family development and support; developmentally
and culturally appropriate curriculum, practices, and assessment; evaluation
and quality assurance; program staff; child/staff ration and group size;
facilities, equipment, health, and safety; meals and snacks, immunizations;
supervision; toileting; infants and toddlers; Sixpence programs; and home-
based programs. The district will comply with these additional requirements
that are applicable to the program.
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Special Education Act Compliance. Nothing in this policy allows the school
district to fail to meet its responsibilities under the Special Education Act
(section 79-1110 through 79-1167). To the extent there is any conflict

between this policy or Rule 11 with the Special Education Act, the Act shall
control.

Adopted on: _ July 14, 2025
Revised on:
Reviewed on:
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1002
Creation, Amendment and Distribution of Policies

Each of these policies shall become the official policy of the school
district when the board has approved it by majority vote of the members
present at any lawfully convened meeting of the board.

It shall generally be the practice of the board to adopt or amend any
policy after a single reading at any regular or special board meeting.
However, the board may, in its discretion, review policies at multiple
meetings prior to taking action.

The superintendent shall maintain an official copy of the board’s policies,
which may be in paper copy in the central office or on the district’s
website or electronic board meeting site. For any policies with specific
review, hearing, or posting requirements, the superintendent will ensure
those obligations are completed. The superintendent will also ensure all
board members have access to a copy of the district’s policies.

Adopted on:
Revised on:
Reviewed on:




2006
Complaint Procedure

Good communication helps to resolve many misunderstandings and
disagreements. This complaint procedure applies to complaints unless
the complaint is subject to a different procedure required by law, policy
or contract. Individuals who have a complaint should discuss their
concerns with appropriate school personnel in an effort to resolve
problems at the lowest level of the chain of command. When those
efforts do not resolve matters satisfactorily, including matters involving
discrimination or harassment on the basis of race, color, national origin,
sex, marital status, disability, or age, a complainant should follow the
procedures set forth in any specific policy addressing those areas or the
procedures set forth below. Allegations of sex discrimination covered
by Title IX will be addressed through the board’s Title IX policy.

References to “coordinator” in this policy refer to the board-designated
coordinator for the applicable area, such as the Section 504 Coordinator
for allegations of disability-based discrimination.

Under this policy, factual conclusions will be based on a preponderance
of the evidence.

Complaint and Appeal Process.

1. The first step is for the complainant to speak directly to the
person(s) with whom the complainant has a concern. For example,
a parent who is unhappy with a classroom teacher should initially
discuss the matter with the teacher. However, the complainant
should skip the first step if complainant reasonably believes
speaking directly to the person would subject complainant or
complainant’s student to discrimination or harassment.

2. The second step is for the complainant to speak to the building
principal, coordinator, superintendent, or president of the board
of education, as set forth below. Anyone with questions about the
appropriate person to speak with may request clarification from
the superintendent.

a) Complaints about the operation, decisions, or personnel
within a building should be submitted to the principal of the
building.



b)

d)

Complaints about the operations of the school district or a
building principal should be submitted in writing to the
superintendent of schools.

Complaints about the superintendent of schools should be
submitted in writing to the president of the board of
education.

Complaints involving discrimination or harassment on the
basis of race, color, national origin, sex, marital status,
disability, or age may be submitted to the applicable
coordinator. Complaints involving discrimination or
harassment may also be submitted at any time to the Office
for Civil Rights, U.S. Department of Education: by email at
OCR.KansasCity@ed.gov; by telephone at (816) 268-0550;
or by fax at (816) 268-0599.

When a complainant submits a complaint to an administrator or
coordinator, the administrator or coordinator shall first determine
whether another applicable procedure is required by policy or law
and if so, direct the complaint to the appropriate person to follow
that procedure. If not, the administrator or coordinator will
promptly and thoroughly investigate the complaint, and shall:

a)

b)

Determine whether the complainant has discussed the
matter with the respondent.

1) If the complainant has not, urge the complainant to
discuss the matter directly with the respondent, if
appropriate.

2) If the complainant refuses to discuss the matter with
the respondent, the administrator or coordinator
shall, in his or her sole discretion, determine whether
the complaint should or must be pursued further.

Strongly encourage the complainant to reduce his or her
concerns to writing.

Interview the complainant and, if necessary, the respondent
against whom the complaint is filed, to determine:

1) All relevant details of the complaint;



2) All witnesses and documents which the complainant
believes support the complaint;

3) The action or solution which the complainant seeks.

d) Respond to the complainant. If the complaint involves
discrimination or harassment, the response shall be in
writing and shall be submitted within 180 calendar days
after the administrator or coordinator receives the
complaint.

If either the complainant or the respondent is not satisfied with
the decision, he or she may appeal the decision to the
superintendent. The superintendent may assign a qualified
designee to hear any appeal.

a) The appeal must be in writing.

b) This appeal must be received by the superintendent no later
than three (3) calendar days from the date of the decision.

C) For complaints addressed through other applicable
procedures that do not include a separate investigatory
process, the superintendent will investigate as he or she
deems appropriate.

d) The superintendent will prepare a written decision and
provide it to the complainant and any other person entitled
by law to receive the appeal decision. For complaints
involving discrimination or harassment, the superintendent
shall submit the decision within 180 calendar days after the
superintendent received complainant’s written appeal.
Appeals to the superintendent from complaints involving
discrimination or harassment are final once the
superintendent delivers the written decision, as are all other
appeals/complaints to the superintendent unless the
complaint can be appealed on the limited grounds to appeal
to the board below.

The board’s role is to set policy, establish and implement a budget,
and evaluate the superintendent. The board does not manage the
daily operations of the school district entrusted to its
administration unless required by law or policy. Because of the
board’s statutory roles, it does not hear complaints or appeals that



may involve oversight or discipline of students, staff, or others,
unless those involve allegations against the superintendent as
discussed below. The board does not hear complaints or appeals
based on allegations of discrimination or harassment unless
otherwise required by law. The board will hear appeals only in the
following circumstances:

a)
b)

c)

When the complaint is about a board policy, not
implementation of the policy;

When the complaint involves the budget or school
expenditures that have been or must be approved by the
board; or

When the board is required by law, policy, or contract to
hear a complaint or appeal.

If a complaint involves those limited grounds and a party is not
satisfied with the superintendent’s decision regarding the
complaint or appeal, he or she may appeal the decision to the
board.

d)

e)

f)

9)

h)

This appeal must be in writing.

This appeal must be received by the board president no later
than ten (10) calendar days from the date the
superintendent communicated the decision to the
complainant.

This policy allows, but does not require the board to receive
statements from interested parties and witnesses relevant
to the complaint or appeal. However, all matters involving
discrimination or harassment allegations against the
superintendent shall be promptly and thoroughly
investigated by the board president or a designee.

The board president will notify the complainant and any
other person legally required to receive the decision in
writing of the decision. If the complaint involves
discrimination or harassment allegations against the
Superintendent, the board president shall submit the
decision within 180 calendar days after receiving the written
appeal.

There is no appeal from any decision of the board unless
authorized by law.



Formal complaints about the superintendent shall be filed with the
president of the board. However, complaints about the
superintendent do not include disagreement with the
superintendent’s decision on appeal based on a complaint of
discrimination, harassment, or action of any other employee who
is not the superintendent. Upon receipt of a complaint, the board
president or his or her designee shall promptly and thoroughly
investigate the complaint, and shall:

a) Coordinate with school district staff, other than the
superintendent, to determine if another procedure in policy
or law requires the complaint against the superintendent to
follow another procedure. If so, the board president will
coordinate handling the complaint through that procedure.
If another procedure applies, such as in the case of
allegations of sex discrimination against the superintendent,
the board president or, at his or her discretion, the full board
will serve only to hear any appeal by a party to the
complaint.

b) Determine whether the complainant has discussed the
matter with the superintendent.

1) If the complainant has not, the board president or
designee will urge or require the complainant to
discuss the matter directly with the superintendent, if
appropriate or required.

2) If the complainant refuses to discuss the matter with
the superintendent, the board president shall, in his
or her sole discretion, determine whether the
complaint should or must be pursued further.

C) Determine, in his or her sole discretion, whether to place
the matter on the board agenda for consideration at a
regular or special meeting by the full board.

d) Respond to the complainant or appeal. If the complaint or
appeal involves discrimination or harassment, the response
shall be in writing and shall be submitted within 180
calendar days after the president received the complaint.



e) Appoint or contract with other individuals qualified to assist
the board through this process or any other applicable
procedure used to address allegations against the
superintendent.

No Retaliation. The school district prohibits retaliation against any
person for filing a complaint or for participating in the complaint
procedure in good faith.

Special Rules Regarding Educational Services and Related
Services to Students with Disabilities. Students with disabilities and
their families have specific rights outlined in state and federal law,
including administrative processes by which they may challenge the
educational services being provided by the school district. Therefore,
the appeal process contained in this policy may not be used to challenge
decisions made by a student’s individualized education plan (IEP) team
or 504 team.

Complaints about the educational services provided a student with a
disability, including but not limited to services provided to a student with
an IEP, access to -curricular and extracurricular activities, and
educational placement must be submitted to the school district’s
Director of Special Education. The Director of Special Education will
address the complaint in a manner that he/she deems appropriate and
will provide the complainant with a copy of the Notice of IDEA Parental
Rights promulgated by the Nebraska Department of Education.

Complaints about the educational services provided a student with a
disability pursuant to a Section 504 plan must be submitted to the school
district’'s 504 Coordinator. The 504 Coordinator will address the
complaint in a manner that he/she deems appropriate and will provide
the complainant with a copy of the Notice of Section 504 Parental Rights
adopted by the board of education.

Complaints about the educational services provided to a student who is
suspected of having a disability must be submitted in writing to the
school district’s Director of Special Education or to the district's 504
Coordinator. The Director of Special Education or 504 Coordinator will
either refer the student for possible verification as a student with a
disability or will provide prior written notice of the district’s refusal to do
so.

Bad Faith or Serial Filings. The purpose of the complaint procedure
is to resolve complaints at the lowest level possible within the chain of



command. Individuals who file complaints (a) without a good faith
intention to attempt to resolve the issues raised; (b) for the purpose of
adding administrative burden; (c) at a volume unreasonable to expect
satisfactory resolution; or (d) for purposes inconsistent with the efficient
operations of the district may be dismissed by the superintendent or
board president without providing final resolution other than noting the
dismissal. There is no appeal from dismissals made pursuant to this
section.

Adopted on:
Revised on: _ July 14, 2025
Reviewed on:




2008
Meetings

The formation of policy is public business and will be conducted openly in
accordance with the Nebraska Open Meetings Act.

1. Types of Meetings

a. The board shall hold its regular meetings on or before the third
Monday of each month.

b. Special and emergency meetings may be called as provided by
law.
C. The board may schedule work sessions and retreats in order to

provide board members and administrators with the opportunity
to plan, research, and engage in discussion.

2. Notice

The board shall give reasonable advance publicized notice of the time and
place of each of its meetings, which generally will be 48 hours or more in
advance of the meeting. Such notice shall be transmitted to all members of
the board and to the public.

Publication Procedure if the Newspaper Will Be Finalized for Printing
Prior to the Time and Date of the Meeting. Notice of regular and special
meetings shall be (1) published in a newspaper of general circulation within
the district that is finalized for printing prior to the time and date of the
meeting, (2) posting on the newspaper's website, if available, and (3) posting
on a statewide website established and maintained as a repository for such
notices by a majority of Nebraska newspapers.

Publication Procedure if the Newspaper Will Not Be Finalized for
Printing Prior to the Time and Date of the Meeting. Notice of regular
and special meetings shall be (1) posting on the newspaper's website, if
available, and (2) posting on a statewide website established and maintained
as a repository for such notices by a majority of Nebraska newspapers if no
edition of a newspaper of general circulation within the school district’s
jurisdiction is to be finalized for printing prior to the time and date of the
meeting.

Newspapers of general circulation in the district include the EIm Creek Beacon
Observer. Such notice shall contain a statement that the agenda shall be
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readily available for public inspection at the administration office of the school
during the normal business hours. In addition, the superintendent is
authorized, but not required, to publish the notice of any meeting on the
school district’s website, posting in three prominent places within the school
district, or by any other appropriate method designated by the board.

In case of refusal, neglect, or inability of the newspaper to timely publish the
notice, the school district will (1) post the notice on its website, if available,
(2) submit a post on a statewide website established and maintained as a
repository for such notices by a majority of Nebraska newspapers, and (3)
post the notice in a conspicuous public place in the school district’s jurisdiction.
The school district will keep a written record of the posting.

When it is necessary to hold an emergency meeting without reasonable
advance public notice, the nature of the emergency shall be stated in the
minutes of the meeting, and any formal action taken in such meeting shall
pertain only to the emergency. Complete minutes of such emergency
meetings specifying the nature of the emergency and any formal action taken
at the meeting shall be made available to the public no later than the end of
the next regular business day.

3. Weather Delays

In the event of inclement weather which makes it dangerous or unreasonable
for board members or members of the public to attend a meeting for which
notice has already been given, such meeting may be postponed by the board
president. The board will communicate the delay to members of the public by
posting it on the district’'s website and by following the same communication
protocol that the district follows when student attendance at school is called
off due to inclement weather. When possible, the board president and
superintendent will attempt to communicate the information to local media
members and business owners to assist in notifying the public of the delay.
Notice of the date, time, and location of the postponed meeting will be
advertised as required in the “Notice” section above.

4, Minutes
a. The board shall keep minutes of all meetings showing the time,
place, members present and absent, the method(s) and date(s)

of the meeting notice, and the substance of all matters discussed.

b. Any action taken on any question or motion duly moved and
seconded shall be by roll call vote of the board in open session,
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and the record shall state how each member voted, or if the
member was absent or not voting.

C. The minutes of all meetings and evidence and documentation
received or disclosed in open session shall be public record and
shall be published on the school district's website within ten
working days of the last meeting or prior to the next convened
meeting, whichever occurs earlier. The minutes shall be available
on the website for at least six months.

Adopted on:
Revised on: July 14, 2025
Reviewed on:

Page 3 of 3



3003

Bidding for Construction, Remodeling, Repair, or Site Improvement

I. Applicability of this policy.

Construction and contracts undertaken with federal funds, whether
those funds are derived directly from the federal government (e.g.
award of a federal grant) or are derived by pass-through awards from
the Nebraska Department of Education (e.g. special education funds,
school lunch funds, Title I funds) are subject to the policy on
Construction with Federal Funds, which is found elsewhere in this
section.

This policy applies to all other purchases and contracts made by the
school district for construction, remodeling, repair and other site
improvements.

II.Projects with an Estimated Cost of Less than $109,000

I1I.

A. The school district will solicit quotes and/or estimates for all projects
with an estimated cost of less than $109,000.

B. Prior to solicitation of the quotes and/or estimates, the
superintendent will determine whether the district will accept oral
submissions.

C. Quotes and/or estimates may be solicited by the superintendent or
his/her designee without board action.

D. The terms of any construction project undertaken pursuant to this
policy will be memorialized in a written contract which has been
reviewed by the district’s legal counsel and approved by the board.

E. The district may use a Nebraska state-wide cooperative purchasing
program in lieu of obtaining quotes or bids under this policy to the
extent such a bid or quote is not otherwise independently required
by law.

F. Nothing in this subsection prohibits or requires the use of the formal
bidding procedures. If the district is going to solicit formal bids for
projects of less than $109,000 they must follow the formal
procedures outlined in this policy.

Formal Bidding for Major Purchases and Construction

A. Pursuant to section 73-106 of the Nebraska statutes, the board will
advertise for bids when the contemplated expenditure of the project



exceeds $109,000 for the construction, remodeling or repair of a
school-owned building or for site improvement.

B. In projects that involve professional engineering or architecture, the
board will have a registered professional engineer or architect
prepare the plans, specifications, and estimates when the anticipated
cost of the project exceeds $144,000.

C. Advertising for Bids

1.

The superintendent or designee will arrange to advertise for
bids under this section by publishing notice in any newspaper
of general circulation within the school district at least 7
calendar days prior to the date on which bids are due.

Nothing in this policy shall prevent the superintendent or
designee from advertising in additional media outlets or for a
longer period of time.

D. Bid Documents

1.

The bid documents shall identify the day upon which the bids
shall be returned, received or opened and shall identify the
hour at which the bids will close or be received or opened.

The invitation for bids will be sufficiently certain and specific,
will include any specifications and pertinent attachments, and
will define the items or services in order to allow the bidder to
properly respond.

The bid documents shall also provide that such bids shall be
opened simultaneously in the presence of the bidders or their
representatives.

Bids received after the date and time specified in the bid
documents shall be returned to the bidder unopened.

If bids are being opened on more than one contract, the board,
in its discretion, may award each contract as the bids are
opened.

Sealed bids will be opened in a place and at the specific time



stated in the bid form. Bidders shall be notified of the opening
and invited to be present.

7. The board shall have discretion in determining which bidders
are responsible and responsive and shall award the contract
to the lowest, responsible, and responsive bidder whose bid
meets the bid specifications.

E. Any or all bids may be rejected if there is a sound documented reason

F. The terms of any construction project undertaken pursuant to this
policy will be memorialized in a written contract which has been
reviewed by the district’s legal counsel and approved by the board.

Adopted on:
Revised on: July 14, 2025
Reviewed on:




3004.1
Fiscal Management for Purchasing and Procurement Using Federal
Funds

I. Applicability of Policy

This policy applies only to non-construction related purchases undertaken with
federal funds which are subject to the federal Uniform Grant Guidance (UGG)
and other applicable federal law, including but not limited to the Education
Department and General Administration Regulations (EDGAR) and the United
States Department of Agriculture (USDA) regulations governing school food
service programs. In the event this policy conflicts or is otherwise inconsistent
with mandatory provisions of the UGG, EDGAR or other applicable federal law,
the mandatory provisions of the laws shall control.

All other non-construction purchases will be governed by the Board’s general
purchasing policy, which can be found earlier in this subsection. In the event
of a conflict between state and federal law, the more stringent requirement
shall apply.

This procurement policy shall govern all purchasing activities that relate to
any aspect of the National School Lunch and Breakfast Programs. The
district’s goal is to fully implement all required procurement rules, regulations
and policies set forth in 2 CFR 200, 7 CFR parts 210, 3016 and 3019, and by
the Nebraska Department of Education.

II. Procurement System
The District maintains the following purchasing procedures.
A. Responsibility for Purchasing

The authority to make purchases shall be governed by the District’s
purchasing policy, which can be found elsewhere in this section. Except as
otherwise provided in the District’s purchasing policy, the acquisition of
services, equipment, and supplies shall be centralized in the administration
office under the supervision of the superintendent of schools, who shall be
responsible for developing and administering the purchasing program of the
school district. Purchases or commitments of district funds that are not
authorized by this policy will be the responsibility of the person making the
commitment.
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B. Methods of Purchasing

The type of purchase procedures required depends on the cost of the item(s)
being purchased.

1. Purchases up to $10,000 (Micro-Purchases)

Micro-purchase means an individual procurement transaction for supplies or
services using simplified acquisition procedures, the annual aggregate amount
of which does not exceed $10,000. Micro-purchases may be made or awarded
without soliciting competitive quotations, to the extent district staff determine
that the cost of the purchase is reasonable. For purposes of this policy
“reasonable” means the purchase is comparable to market prices for the
geographic area.

To the extent practicable, the District distributes micro-purchases equitably
among qualified suppliers. The District will follow its standard policy on
purchasing, which can be found earlier in this subsection.

2. Purchases between $10,000 and $250,000 (Simplified
Acquisition Procedures)

Simplified acquisitions are purchases that, in the aggregate amount, are more
than $10,000 and less than $250,000 annually. For simplified acquisitions,
price or rate quotes shall be obtained in advance from a reasonable number
of qualified sources as detailed in the district’s standard policies on purchasing
and on bid letting and contracts, which can be found earlier in this subsection.

3. Purchases Over $250,000

a) Sealed Bids (Formal Advertising)

For purchases over $250,000, the district will generally follow the bidding
process outlined in the board’s policy on Bidding for Construction, Remodeling,
Repair or Site Improvement. If sealed bids are not accepted for a purchase
of over $250,000, the district will retain an explanation for that decision.

b) Contract/Price Analysis
The District performs a cost or price analysis in connection with every
procurement action in excess of $250,000, including contract modifications.

The district will make an independent estimate of costs prior to receiving bids
or proposals.
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4,

5.

Noncompetitive Proposals (Sole Sourcing)

a)

Procurement by noncompetitive proposals is
procurement through solicitation of a proposal from
only one source and may be used only when one or
more of the following circumstances apply:

1) The procurement transaction can only be fulfilled
by a single source;

2) The public exigency or emergency for the
requirement will not permit a delay resulting from
providing public notice of a competitive solicitation;

3) The federal awarding agency or pass-through
entity expressly authorizes written approval of
noncompetitive proposals in response to a written
request from the District; or

4) After solicitation of a number of sources,
competition is determined inadequate.

b) Noncompetitive proposals may only be solicited with the

approval of the superintendent or the board. Sufficient
and appropriate documentation that justifies the sole
sourcing decision must be maintained by the
superintendent or designee.

c) A cost or price analysis will be performed for

noncompetitive proposals when the price exceeds
$250,000.

Competitive Proposals.

a) The technique of competitive proposals is normally

conducted with more than one source submitting an
offer, and either a fixed price or cost-reimbursement type
contract is awarded. It is generally used when conditions
are not appropriate for the use of sealed bids. If this
method is used, the following requirements apply:
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1) Requests for proposals must be publicized and
identify all evaluation factors and their relative
importance. Any response to publicized requests
for proposals must be considered;

2) Proposals must be solicited from an adequate
number of qualified sources; and

3) Contracts must be awarded to the responsible firm
whose proposal is most advantageous to the
program, with price and other factors considered.

b) The District may use competitive proposal procedures for
qualifications-based procurement of
architectural/engineering (A/E) professional services
whereby competitors' qualifications are evaluated and
the most qualified competitor is selected, subject to
negotiation of fair and reasonable compensation. The
method, where price is not used as a selection factor, can
only be used to procure A/E professional services. The
method may not be used to purchase other services
provided by A/E firms are a potential source to perform
the proposed effort.

c) The District may select a proposal that offers the best
value and that is based upon the proposer’s
responsiveness to the proposal, experience, reputation,
staff qualifications, ability and capacity to carry on the
work, price, honesty, integrity, skills, business judgment,
financial stability, past performance, and other relevant
factors. The evaluation may be conducted by the school
board, a designated committee, or another designee of
the school board.

C. Use of Purchase (Debit & Credit) Cards

District use of purchase cards is subject to the policy on purchase cards which
can be found elsewhere in this subsection.

D. Federal Procurement System Standards
The district’s procurement transactions will be conducted in a manner

providing full and open competition consistent with 2 C.F.R §200.319.
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The District will maintain and follow general procurement standards consistent
with 2 C.F.R. §200.318.

E. Debarment and Suspension

The District awards contracts only to responsible contractors possessing the
ability to perform successfully under the terms and conditions of a proposed
procurement. Consideration will be given to such matters as contractor
integrity, public policy compliance, proper classification of employees (see the
Fair Labor Standards Act, 29 U.S.C. 201, chapter 8), record of past
performance, and financial and technical resources when conducting a
procurement transaction.

The District may not subcontract with or award subgrants to any person or
company who is debarred or suspended. For all contracts over $25,000 the
District verifies that the vendor with whom the District intends to do business
with is not excluded or disqualified. 2 C.F.R. Part 200, Appendix II(1) and 2
C.F.R. §§ 180.220 and 180.300.

The District will verify debarment or suspension by revising the excluded
parties list on SAM.gov, collecting a certification through the bidding process,
and/or by including a debarment and suspension provision in the bid and
contract documents. The Superintendent or his/her designee shall be
responsible for such verification.

F. Settlements of Issues Arising Out of Procurements

The District alone is responsible, in accordance with good administrative
practice and sound business judgment, for the settlement of all contractual
and administrative issues arising out of procurements. These issues include,
but are not limited to, source evaluation, protests, disputes, and claims.
These standards do not relieve the District of any contractual responsibilities
under its contracts. Violations of law will be referred to the local, state, or
federal authority having proper jurisdiction.

III. Conflict of Interest and Code of Conduct

A. Board and staff member conflicts of interest are governed by
the district’s conflict of interest policies.

B. Purchases covered by this policy are subject to the following
additional provisions.
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1. Employees, officers, and agents engaged in the selection,
award, and/or administration of district contracts which are
prohibited from engaging in such actions if a real or apparent
conflict of interest is present.

2. Such a conflict of interest would arise when the employee,
officer, or agent, any member of his or her immediate family,
his or her partner, or an organization which employs or is about
to employ any of the parties indicated herein, has a financial or
other interest in or a tangible personal benefit from a firm
considered for a contract.

3. The board may determine at its discretion that a financial
interest is not substantial enough to give rise to a conflict of
interest.

C. Favors and Gifts

An employee, officer, agent, and board member of the District may neither
solicit nor accept gratuities, favors, or anything of monetary value from
contractors or parties to subcontracts, except that this provision does not
prohibit the receipt of unsolicited items of nominal value. For purposes of this
policy, “*nominal value” means a fair market value of $25 or less.

D. Enforcement

Disciplinary Actions including, but not limited to, counseling, oral reprimand,
written reprimand, suspensions without pay, or termination of employment,
will be applied for violations of such standards by officers, employees, board
members, or agents of the District.

IV. Property Management Systems
A. Property Classifications

1. Equipment means tangible personal property (including
information technology systems) having a useful life of more
than one year and a per-unit acquisition cost that equals or
exceeds the lesser of the capitalization level established by the
District for financial statement purposes, or $10,000.

2. Supplies means all tangible personal property other than those

described in §200.33 Equipment. A computing device is a
supply if the acquisition cost is less than the lesser of the
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capitalization level established by the District for financial
statement purposes or $10,000, regardless of the length of its
useful life. 2 C.F.R. §200.94.

3. Computing Devices means machines that acquire, store,
analyze, process, and publish data and other information
electronically, including accessories (or “peripherals”) for
printing, transmitting and receiving, or storing electronic
information. 2 C.F.R. §200.20.

4. Capital Assets means tangible or intangible assets used in
operations having a useful life of more than one year which are
capitalized in accordance with GAAP. Capital assets include:

a) Land, buildings (facilities), equipment, and intellectual
property (including software) whether acquired by
purchase, construction, manufacture, lease-purchase,
exchange, or through capital leases; and

b) Additions, improvements, modifications, replacements,
rearrangements, reinstallations, renovations or
alterations to capital assets that materially increase their
value or useful life (not ordinary repairs and
maintenance). 2 C.F.R. §200.12.

B. Inventory Procedure

Newly purchased property shall be received and inspected by the staff
member who ordered it to ensure that that it matches the purchase order,
invoice, or contract and that it is in acceptable condition.

Equipment, Computing Devices, and Capital Assets must be tagged with an
identification number, manufacturer, model, name of individual who tagged
the item, and date tagged).

C. Inventory Records
For equipment, computing devices, and capital assets purchased with federal
funds, the following information is maintained in the property management
system:
1. Serial number;

2. District identification number;
3. Manufacturer;
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4 Model;

5 Date tagged and individual who tagged it;

6. Source of funding for the property;

7. Who holds title;

8. Acquisition date and cost of the property;

9 Percentage of federal participation in the project costs for the
federal award under which the property was acquired;

10. Location, use and condition of the property; and

11. Any ultimate disposition data including the date of disposal and
sale price of the property.

The inventory list shall be adjusted by the superintendent of schools or his/her
designee for property that is sold, lost, stolen, cannot be repaired, or that
cannot be located.

D. Physical Inventory

1. A physical inventory of the property must be taken and the
results reconciled with the property records at least once every
two years.

2. The Superintendent or his/her designee will ensure that the
physical inventory is performed. The physical inventory will
generally occur during the months of June or July, but may be
conducted during other time periods with the approval of the
superintendent.

E. Maintenance

In accordance with 2 C.F.R. 313(d)(4), the District maintains adequate
maintenance procedures to ensure that property is kept in good condition.

F. Lost or Stolen Items
The District maintains a control system that ensures adequate safeguards are
in place to prevent loss, damage, or theft of the property. The District will
notify the Federal agency or pass-through entity of any loss, damage, or theft
of equipment that will have an impact on the program.

G. Use of Equipment
Equipment must be used in the program or project for which it was acquired

as long as needed, whether or not the project or program continues to be
supported by the federal award, and the District will not encumber the
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property for any non-federal program use without prior approval of the federal
awarding agency and the pass-through entity.

H. Disposal of Equipment

When it is determined that equipment acquired under a federal award is no
longer needed for the original project or program or for other activities
currently or previously supported by a federal awarding agency, the
Superintendent or his/her designee will contact the awarding agency (or pass-
through for a state-administered grant) for disposition instructions.

If the item has a current fair market value of $10,000 or less, it may be
retained, sold, or otherwise disposed of with no further obligation to the
federal awarding agency or pass-through entity. The Superintendent or
his/her designee will utilize sales procedures which ensure the highest possible
return on the disposal of the equipment.

I. Equipment Retention
When included in the terms and conditions of the Federal award, the Federal
agency may permit the recipient to retain equipment, or authorize a pass-
through entity to permit the recipient to retain equipment, with no further
obligation to the Federal Government unless prohibited by Federal statute or
regulation.

J. Equipment and Capital Expenditures

All equipment and capital expenditures shall comply with the rules and
requirements of 2 CFR 200.439.

K. Depreciation

All depreciation shall comply with the rules and requirements of 2 CFR
200.436.

L. Reporting and Recording Federal Property Interest
The district will comply with federal interest reporting and submit
annual reports, if required, regarding a real property interest due to
a renovation, major remodeling, construction, or real property
project funded by federal grant funds.

V. Financial Management

Page 9 of 16



A. Identification

The District will identify, in its accounts, all federal awards received and
expended and the federal programs under which they were received. Federal
program and award identification include, as applicable, the CFDA title and
number, federal award identification number and year, name of the federal
agency, and, if applicable, name of the pass-through entity.

B. Financial Reporting

The District will make an accurate, current, and complete disclosure of the
financial results of each federal award or program in accordance with the
financial reporting requirements set forth in the Education Department
General Administrative Regulations (EDGAR).

C. Accounting Records

The District maintains records which adequately identify the source and
application of funds provided for federally-assisted activities. These records
must contain information pertaining to grant or subgrant awards,
authorizations, obligations, unobligated balances, assets, expenditures,
income and interest and be supported by source documentation.

D. Internal Controls

The Superintendent or his/her designee must maintain effective control and
accountability for all funds, real and personal property, and other assets
through board review and approval of claims, an annual audit of the district’s
finances pursuant to the applicable Nebraska Department of Education and
federal rules and regulations, and comparison of expenditures and outlays to
budgeted amounts. The District adequately safeguards all such property and
assures that it is used solely for authorized purposes. The District takes
reasonable cybersecurity and other measures to safeguard information
including protected personally identifiable information.

E. Budget Control
Actual expenditures or outlays will be compared with budgeted amounts for
each federal award at least annually and more often as required by law or

deemed prudent by the board or administrative staff.

F. Payment Methods
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The District will comply with applicable methods and procedures for payment
that minimize the time elapsing between the transfer of funds and
disbursement by the District, in accordance with the Cash Management
Improvement Act at 31 CFR Part 205. Generally, the District receives
payment from the Nebraska Department of Education on a reimbursement
basis. 2 CFR § 200.305. However, if the District receives an advance in federal
grant funds, the District will remit interest earned on the advanced payment
quarterly to the federal agency. The District may retain interest amounts up
to $500 per year for administrative expenses. 2 CFR § 200.305(b)(9).

Consistent with state and federal requirements, the District will maintain
source documentation supporting the federal expenditures (invoices, time
sheets, payroll stubs, etc.) and will make such documentation available for
the Nebraska Department of Education to review upon request.

G. Allowability of Costs

Expenditures must be aligned with approved budgeted items. Any changes or
variations from the state-approved budget and grant application need prior
approval.

When determining how the District will spend its grant funds, the
Superintendent or his/her designee will review the proposed cost to determine
whether it is an allowable use of federal grant funds before obligating and
spending those funds on the proposed good or service. All costs supported by
federal education funds must meet the standards outlined in EDGAR, 2 CFR
Part 3474 and 2 CFR Part 200, Subpart E. The Superintendent or his/her

designee must consider these factors when making an allowability
determination.

The Superintendent or his/her designee will consider Part 200’s cost guidelines
when federal grant funds are expended. The Superintendent or his/her
designee will also consider whether all state - and District-level requirements
and policies regarding expenditures have been followed.

H. Use of Program Income - Deduction, Addition, or Cost Sharing
or Matching

The default method for the use of program income for the District is the
deduction method. 2 C.F.R. § 200.307(e). Under the deduction method,
program income is deducted from total allowable costs to determine the net
allowable costs. Program income will only be used for current costs unless
the District is otherwise directed by the federal awarding agency or pass-
through entity. 2 C.F.R. § 200.307(e)(1). The District may also request prior
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approval from the federal awarding agency to use the addition method. Under
the addition method, program income may be added to the Federal award by
the Federal agency and the non-Federal entity. The program income must
then be used for the purposes and under the conditions of the Federal award.
2 C.F.R. § 200.307(e)(2). The District may also request prior approval from
the federal awarding agency to use the cost sharing or matching method.

While the deduction method is the default method, the District always refers
to the grant award notice prior to determining the appropriate use of program
income.

I. 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 non-Federal entity's cost sharing or matching when
such contributions meet all of the following criteria:

(1) Are verifiable from the non-Federal entity'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 subpart E (Cost Principles) of this part;

(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 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 this part, as applicable.

J. Documentation of Personnel Expenses

Records that reflect charges to federal awards for salaries and wages will
comply with the rules and requirements of 2 CFR 200.430.

VI. Written Compensation Policies
A. Time and Effort Standards
All employees who are paid in full or in part with federal funds must keep

specific documents to demonstrate the amount of time they spent on grant
activities. This includes an employee whose salary is paid with state or local
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funds but is used to meet a required “match” in a federal program. These
documents, known as time and effort records, are maintained in order to
charge the costs of personnel compensation to federal grants. Charges to
federal awards for salaries and wages must be based on records that
accurately reflect the work performed. These records must:

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

(2) Be incorporated into official records;

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

(4) Encompass both federally assisted and all other activities
compensated by the District on an integrated basis;

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

(6) Support the distribution of the employee’s salary or wages among
specific activities or costs objectives.

B. Time and Effort Procedures
Time and effort procedures will follow and comply with 2 CFR 200.430(i).
C. Fringe Benefits

Except as provided otherwise by federal law, the costs of fringe benefits will
be allowable provided that the benefits are reasonable and required by law, a
district-employee agreement, or another policy of the District.

D. Leave

The cost of fringe benefits in the form of regular compensation paid to
employees during periods of authorized absences from the job, such as for
annual leave, family-related leave, sick leave, holidays, court leave, military
leave, administrative leave, and other similar benefits, are allowable if they
are provided under established written District leave policies.

E. Unexpected or Extraordinary Circumstances

In the event of a pandemic or other unexpected or extraordinary
circumstance, the District may close school or individual buildings. In such
case, the District may compensate federally funded or other employees during
such closure to ensure the return of staff to employment after the closure as
allowed by state or federal law.
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F. Documentation for Personnel Expenses

Records that reflect charges to federal awards for salaries and wages will
comply with the rules and requirements of 2 CFR 200.430.

VII. Other Contract Matters.
A. Required Terms

The non-Federal entity's contracts must contain the applicable provisions
required by section 200.326 and described in Appendix II to Part 200—
Contract Provisions for non-Federal Entity Contracts Under Federal Awards.

B. Contracting with Certain Vendors

Pursuant to the standards contained in 2 C.F.R. § 200.321, the District will
take all necessary affirmative steps to assure that minority businesses,
women's business enterprises, veteran-owned businesses, and labor surplus
area firms are used when possible consistent with state law.

Buy American. The District participates in the National School Lunch
Program and School Breakfast Program and is required to use the nonprofit
food service funds, to the maximum extent practicable, to buy domestic
commodities or products for Program meals. A “domestic commodity or
product” is defined as one that is either produced in the U.S. or is processed
in the U.S. substantially using agricultural commodities that are produced in
the u.S. as provided in 7 CFR 210.21(d).
The District may deviate from this general requirement only if:
e The product is not produced or manufactured in the U.S. in sufficient
and reasonably available quantities of a satisfactory quality; or
o Competitive bids reveal the costs of a U.S. product are significantly
higher than the non-domestic product.

C. Record Keeping
1. Record Retention

a) The District maintains all records that fully show (1) the
amount of funds under the grant or subgrant; (2) how
the subgrantee uses those funds; (3) the total cost of
each project; (4) the share of the total cost of each
project provided from other sources; (5) other records to
facilitate an effective audit; and (6) other records to show
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compliance with federal program requirements. 34 C.F.R.
8§ 76.730-.731 and §§ 75.730-.731. The District also
maintains records of significant project experiences and
results. 34 C.F.R. § 75.732. These records and accounts
must be retained and made available for programmatic
or financial audit.

b) The U.S. Department of Education is authorized to
recover any federal funds misspent within 5 years before
the receipt of a program determination letter. 34 C.F.R.
§ 81.31(c). Schedule 10 (Local School Districts) and
Schedule 24 (Local Agencies General Records) of the
Nebraska Records Management Division as approved by
the Nebraska Secretary of State/State Records
Administrator requires the District to maintain records
regarding federal awards for a minimum of six (6) years.
Consequently, the District shall retain records for a
minimum of six (6) years from the date on which the final
Financial Status Report is submitted, unless otherwise
notified in writing to extend the retention period by the
awarding agency, cognizant agency for audit, oversight
agency for audit, or cognizant agency for indirect costs.
However, if any litigation, claim, or audit is started before
the expiration of the record retention period, the records
will be retained until all litigation, claims, or audit findings
involving the records have been resolved and final action
taken. 2 C.F.R. § 200.333.

c) Records will be destroyed in compliance with Schedule
10, Schedule 24, and State law. This includes the
completion of a Records Disposition Report.

2. Maintenance of Procurement Records

a) The District must maintain records sufficient to detail the
history of all procurements. These records will include,
but are not necessarily limited to the following: rationale
for the method of procurement, selection of contract
type, contractor selection or rejection, the basis for the
contract price (including a cost or price analysis), and
verification that the contractor is not suspended or
debarred.
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b) Retention of procurement records shall be in accordance
with applicable law and Board policy.
D. Privacy

The District has protections in place to ensure that the personal information
of both students and employees is protected. These include the use of
passwords that are changed on a regular basis; staff training on the
requirements of the Family Educational Rights and Privacy Act (FERPA) and
State confidentiality requirements; and training on identifying whether an
individual requesting access to records has the right to the documentation.

Adopted on: April 12, 2021
Revised on: July 14, 2025
Reviewed on:
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3023
Record Management and Retention

The school district will comply with all federal record retention requirements,
the Nebraska Records Management Act, and with Schedules 10 and 24 of the
Nebraska Secretary of State’s Records Management Division. These
requirements apply to both physical and digital records. When permitted by
Schedule 10 and Schedule 24 of the Nebraska Secretary of State’s Office,
records will be transferred to durable electronic media for long-term storage.

Special Rules Related to Electronic Forms of Communication.
Electronically stored information such as e-mail, instant messaging, and other
electronic communication are important to the district’s overall operation. E-
mail and other forms of electronic communication which is subject to retention
under the Nebraska Records Management Act may be moved to a storage
method other that their original format. Each individual who creates or
receives electronic communications that belong to or pertains to the operation
of the district is responsible for determining whether and in what format those
records must be maintained. Duplicate records may be destroyed at any time
prior to the approved retention period. Staff members who are uncertain about
whether a record should be retained should consult with their supervising
administrator.

Due to the nature and volume of forms of electronic communication related to
the operation of the district, transitory or multiple copies of electronic
communication will be retained with metadata intact for 30 days. After this
time, the electronically stored information with metadata intact shall be
subject to overwriting or deletion from the district’s electronic files and
records, except as otherwise required by these polices or state and federal
law.

School-affiliated Social Media Posts. Communication on school-affiliated
social media accounts are considered short-term communications pursuant to
the Records Management Act. As such, they will be retained in their original
form on the vendor’s system and will not be deleted by the user for at least 6
months. Individuals who are uncertain as to whether a specific social media
account is “school-affiliated” should refer to the Board’s policy on Staff and
District Social Media Use contained elsewhere in these policies.

Special Rules Related to Security Camera Footage. Video footage from
security cameras is generally considered working papers under the Records
Management Act, and will be overwritten consistent with the district’s audio



and video recording policy. Video footage which captures an event of
educational or behavioral significance and contains personally-identifiable
information will be maintained by the school district pursuant to its policy on
student records.

Student Records. The retention of student records is also governed by the
board’s policy on student records.

Records Regarding Pending or Threatened Litigation. When litigation
against the district or its employees is filed or threatened, the district will take
all reasonable action to preserve all documents and records that pertain to the
issue. When the district is made aware of pending or threatened litigation, a
litigation hold directive will be issued by the superintendent or his/her
designee. The directive will be given to all persons suspected of having
records that may pertain to the potential issues in the litigation. The litigation
hold directive overrides any records retention schedule that may otherwise
call for the disposition or destruction of the records until the litigation hold has
been lifted.

Federal Award Records. The district will retain federal award records as
required by 2 C.F.R. § 200.334. This includes retaining all federal award
records for three years from the date of submission of their final financial
report. For awards that are renewed quarterly or annually, the district will
retain records for three years from the date of submission of their quarterly
or annual financial report, respectively. Records to be retained include but
are not limited to, financial records, supporting documentation, and statistical
records.

Adopted on:
Revised on: July 14, 2025
Reviewed on:




3026
Handbooks

The school district’s handbooks for students and staff are intended to convey
information and explain school regulations and procedures that are necessary
for the school to run smoothly and efficiently. The district’s handbooks are an
extension of these policies and have the force and effect of board policy when
approved by the board of education. Although the board may approve the
handbooks annually, the administration has the authority to change the
contents of any handbook without board approval so long as the changes are
consistent with board policy.

The administration may provide only the amendment to the individuals
affected by the change without providing them with the full handbook unless
required by law.

None of the district’'s handbooks creates a “contract” between the school
district, staff members, parents or students.

If any information contained in any handbook conflicts with board policy or
state statute, the policy or statute will govern.

Adopted on:
Revised on: July 14, 2025
Reviewed on:
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3036
Purchasing (Credit) Card Program

The board approves the use of a purchasing card (credit card) program for the
purchase of goods and services for and on behalf of the school district. The
board will determine the type of purchasing card or cards to be used in the
program and may contract with a third-party provider as provided by law.

Authorized Purchases. Authorized users have standing authority to use the
purchasing card to charge actual, necessary, and reasonable travel expenses
and pre-approved supplies, or educational tools. Otherwise, the purchasing
card may only be used to purchase goods and services approved by the board
or the superintendent or designee. The maximum amount that may be
charged in a single day is $5,000.00

Unauthorized Purchases. In no event shall the purchasing card be used for
personal purchases, purchases that are not school related, alcohol purchases,
or purchases that are not allowed by law. Such unauthorized use shall result
in discipline, up to and including the end of employment. Individuals who
make unauthorized purchases shall reimburse the district for the expense
within ten days of the purchase or the discovery of the unauthorized purchase,
whichever occurs first.

Authorized Users. Individuals holding the following titles may be assighed
an individual purchasing card: Business Manager, Principal, and
Superintendent. The board may take action at any meeting to authorize
additional users or to revoke or suspend user privileges. Such action shall be
recorded in the minutes. The school may also maintain a purchasing card in
the name of the school district. School district employees may purchase
school related goods and services with the school district credit card only with
authorization from the superintendent.

Documentation. Employees making a purchasing card purchase must
submit an itemized receipt and a purchasing card receipt to the school district.
The itemized receipt must include the name of the business, contact
information, the date, a description of each item sufficient to give the board
reasonable notice of the item purchased, and the price. A non-itemized
credit card receipt alone is not sufficient. Designated school personnel
shall maintain the documentation for at least 7 years or as otherwise required
by Schedule 10 - Local School Districts or Schedule 24 - Local Agencies
(General Records) maintained by the Nebraska Records Management Division.
Employees must maintain copies of any documentation submitted to the
school district.



Suspension or Termination of Privileges. The board or the superintendent
(or his or her designee) (1) shall temporarily or permanently suspend the
purchasing card privileges of any individual that does not submit an itemized
receipt for each purchasing card purchase, and (2) may temporarily or
permanently suspend the purchasing card privileges of any individual for any
other reason. The individual’s purchasing card account must be immediately
closed and he or she must return the purchasing card to the superintendent
or board. Purchases that are not accompanied by the required documentation
shall be considered unauthorized, and the individual making the purchase
must reimburse the district within 10 days of the purchase or the discovery of
the non-itemized purchase, whichever occurs first.

Reward Points or Rebates. Any reward points, rebates, or other benefits
received from the third-party purchasing card company are and shall remain
the property of the school district.

Purchase Review Procedures. The superintendent, or his or her designee,
and Business Manager will conduct independent reviews of credit card
expenses, or a sample thereof, on a monthly basis. Any unlawful or
unauthorized expenditure or other discrepancy will be brought to the attention
of the offending employee, if any, and the board. The superintendent or his
or her designee will provide the board at each regular meeting with the
documentation submitted pursuant to this policy or a summary of that
documentation with a description of each item sufficient to give the board
reasonable notice of the items purchased. Any unlawful or unauthorized
purchase must be addressed as provided in this policy or as otherwise allowed
by law.

Adopted on:
Revised on: July 14, 2025
Reviewed on:




3043
Design-Build Contracts

This policy is adopted pursuant to the Political Subdivisions Construction
Alternatives Act (NEB. REv. STAT. § 13-2901 through § 13-2914).

I.

A.

0

Definitions. For purposes of this policy:

Act means the Nebraska Political Subdivisions Construction Alternatives
Act.

Board means the District’s Board of Education.
Department means the Nebraska Department of Education.

. Design-Build Contract (D-B Contract) means a contract which is

subject to qualification-based selection between the District and a
Design-Builder to furnish (a) architectural, engineering, and related
design services for a project pursuant to the Act and (b) labor, materials,
supplies, equipment, and construction services for a project pursuant to
the Act.

. Design-Builder means the legal entity which proposes to enter into a

D-B Contract which is subject to qualification-based selection pursuant
to the Act.

District means Public Schools.

G. Letter of Interest means a statement indicating interest to enter into

a D-B Contract for a project pursuant to the Act.

. NEARA means the Nebraska Engineers and Architects Regulation Act.

Performance-Criteria Developer (PCD) means any person licensed
or any organization issued a certificate of authorization to practice
architecture or engineering pursuant to the NEARA who is selected by
the District to assist the District in the development of Project
Performance Criteria, Requests for Proposals, evaluation of Proposals,
evaluation of the construction under a D-B Contract to determine
adherence to the Project Performance Criteria, and any additional
services requested by the District to represent its interests in relation to
a project.

Project Performance Criteria means the performance requirements
of the project suitable to allow the Design-Builder to make a proposal.
Performance requirements include the following, if required by the
project: capacity, durability, standards, ingress and egress
requirements, description of the site, surveys, soil and environmental
information concerning the site, interior space requirements, material
quality standards, design and construction schedules, site development
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IT1.

requirements, provisions for utilities, storm water retention and
disposal, parking requirements, applicable governmental code
requirements, and other criteria for the intended use of the project.

. Proposal means an offer in response to a Request for Proposals (RFP)

by a Design-Builder to enter into a D-B Contract for a project pursuant
to the Act.

. Qualification-based selection process means a process of selecting

a design-builder based first on the qualifications of the design-builder
and then on the design-builder's proposed approach to the design and
construction of the project;

. Request for letters of interest means the documentation or

publication by which the District solicits letters of interest;

. Superintendent means the District’s Superintendent of Schools, or his

or her designhee.
Resolution to Select Design-Build. The Board shall adopt a

resolution by a two-thirds affirmative vote selecting the design-build contract
delivery system prior to proceeding with any of the steps described below.

ITI.

A. For a project, in whole or in part, for water, wastewater, utility, or sewer

construction, the resolution shall include a statement that the District
has made a determination that the design-build contract delivery
system is in the public interest based, at a minimum, on one of the
following criteria: (a) Savings in cost or time or (b) requirement of
specialized or complex construction methods suitable for the design-
build contract delivery system.

Selecting and Hiring a Performance-Criteria Developer (PCD)

. Selecting the Most Qualified PCD for Contract Negotiations. The

required procedures for selecting the most qualified PCD for contract
negotiations differ depending on the magnitude of the District’s estimate
of the project’s basic construction cost, as described in this section A.

1. Project Cost $896,000 and Below. For a project whose basic
construction cost is estimated by the District to be $896,000 or less,
the District will use the following procedures for identifying the most
qualified PCD:

a. The Superintendent will solicit statements of qualification from
potential PCDs. Such solicitation shall include a general
description of the project and shall indicate how interested
individuals or firms can apply for consideration by the District. The
Superintendent may, but is not required to, give public notice of
such solicitation.

Page 2 of 12



b.

Based on the statements of qualifications and any other relevant
information that the Superintendent receives, the Superintendent
shall make a finding identifying the applicant most qualified to
serve as the PCD for the project based on the applicant’s
capabilities to perform, adequacy of personnel, past record and
performance, experience, and such other factors as may be
determined by the Superintendent to be applicable to the District’s
particular requirements for the project.

Following such finding, the Superintendent shall recommend to
the Board that it negotiate a contract with the applicant so
identified.

2. Project Cost in Excess of $896,000. For a project whose basic
construction cost is estimated by the District to exceed $896,000,
the District will use the following procedures for identifying the most
qualified PCD:

a.

The District will encourage individuals or firms who desire to
provide professional services to the District as its PCD for the
project to submit a statement of qualifications. At least fifteen
(15) days prior to the deadline to respond, the District will publish
notice in a newspaper of general circulation in the District that it
is seeking a PCD for a design-build project. The notice shall
include the following:

i. A general description of the project;

ii. How interested firms can apply for consideration by the
District; and

iii. The date by which individuals or firms must submit their
statements of qualifications; and

iv. A statement that any individual or firm applying for
consideration by the District must obtain a copy of the District’s
Design-Build Contract Policy from the Superintendent.

b. To apply to be the District’s PCD, applicants must submit a current

C.

statement of qualifications to the District. The statement of
qualifications must include evidence that the applicant is licensed
or certified to practice architecture or engineering pursuant to the
NEARA. Applicants must update any information provided to the
District to reflect any changed conditions of the applicant.

Applicants shall first be certified by the Superintendent as
qualified to act as a PCD for the District. In order to certify an
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applicant, the Superintendent shall make a finding that a PCD is
fully qualified to render the required service. Factors to be
considered in making this finding shall include capabilities to
perform, adequacy of personnel, past record and performance,
and experience; and may also include consideration of recent,
current, and projected workloads; equipment and facilities;
promptness; the quality of work previously done by applicant;
suitability to the particular task; willingness to meet time and
budget requirements; and such other qualities as are found
necessary to consider in order to determine whether or not, if
awarded the contract, the applicant could perform it in accordance
with its terms.

d. The Board will evaluate each qualified applicant’s statement of
qualifications and any other relevant the District has received.
The Board will conduct discussions with, and may require public
presentations by, at least three applicants regarding their
qualifications, approach to the project, and ability to furnish the
required service.

e. The Board will select, in order of preference, at least three
applicants deemed to be most highly qualified to perform the
required services after considering the factors identified above.

B. Negotiating a Contract with the PCD. The Board shall negotiate a
contract with the most qualified applicant (identified via the procedures
above) for professional services at compensation that the Board
determines is fair and reasonable. In making such determination, the
Board shall conduct a detailed analysis of the cost of the professional
services required in addition to considering their scope and complexity.
For all lump-sum or cost-plus-a-fixed-fee professional service contracts,
the Board shall require the applicant receiving the award to execute a
certificate stating that wage rates and other factual unit costs supporting
the compensation are accurate, complete, and current at the time of
contracting. Any professional service contract under which such a
certificate is required shall contain a provision that the original contract
price and any additions thereto shall be adjusted to exclude any
significant sums by which Board determines the contract price had been
increased due to inaccurate, incomplete, or noncurrent wage rates and
other factual unit costs. All such contract adjustments shall be made
within one year following the end of the contract.

1. Prohibition Against Contingent Fees. The contract between the
District and the PCD must contain a prohibition against contingent
fees as follows: “The PCD warrants that it has not employed or
retained any company or person, other than a bona fide employee
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working solely for the PCD, to solicit or secure this agreement and
that the PCD has not paid or agreed to pay any person, company,
corporation, individual, or firm, other than a bona fide employee
working solely for the PCD, any fee, commission, percentage, gift, or
any other consideration contingent upon or resulting from the award
or the making of this agreement.” Upon violation of such provision,
the District shall have the right to terminate the agreement without
liability and, at its discretion, to deduct from the contract price, or
otherwise recover, the full amount of such fee, commission,
percentage, or consideration.

. Effect of Unsuccessful Negotiations

1. If the Board is unable to negotiate a satisfactory contract with the
applicant to be the most qualified at a price the Board determines to
be fair and reasonable, negotiations with that applicant shall be
formally terminated. The Board shall then undertake negotiations
with the second most qualified applicant. If the Board fails to reach
an agreement with the second most qualified firm, the Board shall
terminate negotiations with such applicant. The Board shall then
undertake negotiations with the third most qualified applicant.

2. If the Board is unable to negotiate a satisfactory contract with any of
the selected applicants, the Board shall either select additional
applicants in order of their competence and qualification and continue
negotiations in accordance with this policy until an agreement is
reached or review the agreement under negotiation to determine the
possible cause for failure to achieve a negotiated agreement.

. Board-Desighated Committee. The Board may may designate a
committee to carry out any or all of the Board’s duties under this PCD
selection and hiring section of this policy, provided that the Board must
approve any agreement with an applicant prior to its execution. Any
such committee must have among its membership at least one person
who is licensed to practice architecture or engineering pursuant to the
NEARA.

. Open Meetings Act. The public shall not be excluded from the
meetings or proceedings under this section in accordance with the Open
Meetings Act.

. The PCD is ineligible to be included as a provider of any services in a
Proposal for the project on which it has acted as PCD.

. The PCD is prohibited from being employed by or having any financial
or other interest in a Design-Builder that will submit a proposal.
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IV.

V.

Pre-Qualifying Design-Builders

Letters of Interest. The District shall prepare a request for Letters of
Interest, which request shall:

1. Describe the project in sufficient detail to permit a Design-Builder to
submit a letter of interest.

2. Be published in a newspaper of general circulation within the District
at least thirty (30) days prior to the deadline for receiving letters of
interest; and

3. Be sent by first-class mail to any Design-Builder upon request.

Letters of interest shall be reviewed by the District in consultation with
the PCD. The District and the PCD will evaluate prospective Design-
Builders based on the information submitted to the District in response
to the request for letters of interest.

. The District shall select at least three prospective Design-Builders,

except that if only two Design-Builders have submitted letters of
interest, the District shall select at least two prospective Design-
Builders. Such selected Design-Builders shall be considered prequalified
and eligible to receive and respond to the RFP.

. The District and PCD shall use the following standards when selecting

which prospective Design-Builders to prequalify: capabilities to perform,
adequacy of personnel, past record and performance, and experience;
and may also include consideration of recent, current, and projected
workloads; equipment and facilities; promptness; the quality of work
previously done; suitability to the particular task; willingness to meet
time and budget requirements; and such other qualities as are found
necessary to consider in order to determine whether or not, if awarded
the contract, the Design-Builder could perform it in accordance with its
terms.

Preparing Requests for Proposals (RFP). The District, with the

assistance of the PCD, will prepare the RFP, which shall contain:

A.

B.

C.

The identity of the District for which the project will be built and the
District that will execute the design-build contract;

A copy of this Design-Build Contact Policy and all other policies related
to the D-B Contract;

The proposed terms and conditions of the D-B Contract, including any
terms and conditions which are subject to further negotiation. The
proposed general terms and conditions shall be consistent with
nationally recognized model general terms and conditions which are
standard in the design and construction industry in Nebraska. The
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proposed terms and conditions may set forth an initial determination of
the manner by which the Design-Builder selects any subcontractor and
may require that any work subcontracted be awarded by competitive
bidding;

. A project statement which contains information about the scope and
nature of the project;

E. Project Performance Criteria;

F. Budget parameters for the project;

G. Any bonds and insurance required by law or as may be additionally

required by the District;

. The criteria for evaluation of Proposals and the relative weight of each
criterion;

. A requirement that the Design-Builder provide a written statement of
the Design-Builder's proposed approach to the design and construction
of the project, which may include graphic materials illustrating the
proposed approach to design and construction but shall not include price

proposals;
. A requirement that the Design-Builder agree to the following conditions:

1. An architect or engineer licensed to practice in Nebraska will
participate substantially in those aspects of the offering which involve
architectural or engineering services;

2. At the time of the design-build offering, the Design-Builder will
furnish to the Board a written statement identifying the architect or
engineer who will perform the architectural or engineering work for
the design-build project;

3. The architect or engineer engaged by the Design-Builder to perform
the architectural or engineering work with respect to the design-build
project will have direct supervision of such work and may not be
removed by the Design-Builder prior to the completion of the project
without the written consent of the Board;

4. A Design-Builder offering design-build services with its own
employees who are design professionals licensed to practice in
Nebraska will (a) comply with the NEARA by procuring a certificate
of authorization to practice architecture or engineering and (b)
submit proof of sufficient professional liability insurance; and

5. The rendering of architectural or engineering services by a licensed

architect or engineer employed by the Design-Builder will conform to
the NEARA and rules and regulations adopted under the NEARA; and
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K.

VI.

Other information which the District chooses to require.
Notice of RFP. At least thirty (30) days prior to the deadline for

receiving and opening proposals, the District shall cause a Notice of RFP to

be:

A.
B.
C.

VII.

Published in a newspaper of general circulation within the District;
Filed with the Department; and

Sent directly to the prequalified Design-Builders only.

Preparing and Submitting Proposals

Prequalified Design-Builders shall prepare and submit Proposals as
required by the RFP.

. All Proposals shall be sealed. Proposals shall not be opened until

expiration of the time established for making Proposals as set forth in
the RFP.

Proposals may be withdrawn at any time prior to acceptance.

. The District has the right to reject any and all Proposals except for the

purpose of evading the law. The District may thereafter solicit new
Proposals using the same or a different Project Performance Criteria.

Evaluating Proposals

. The District may only proceed to negotiate and enter into a D-B Contract

if there are at least two proposals from prequalified Design-Builders.e

. The Board shall designate members of a selection committee, which

shall include at least five persons. Members of the selection committee
must include:

1. One or more members of the Board;

2. One or more members of the District’'s administration or staff;

3. The PCD;

4. Any person having special expertise relevant to selection of a Design-
Builder or construction manager under the Act; and

5. A resident of the District other than an individual included in

subdivisions (1) through (4) of this subsection.

A member of the selection committee designated under subdivision (4)
or (5) of this subsection shall not be employed by or have a financial or
other interest in a Design-Builder who has a Proposal being evaluated
and shall not be employed by the District or the PCD.

. The District shall refer the Proposals for recommendation to the

selection committee.
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D. The selection committee and the District shall evaluate Proposals taking

into consideration the criteria enumerated in subsections (1) through
(7) of this subsection with the maximum percentage of total points for
evaluation which may be assigned to each criterion set forth following
the criterion. The following criteria shall be evaluated, when applicable:

1. The financial resources of the design-builder to complete the project
(up to ten percent);

2. The ability of the proposed personnel of the design-builder to perform
(up to thirty percent);

3. The character, integrity, reputation, judgment, experience, and
efficiency of the design-builder (up to thirty percent);

4. The quality of performance on previous projects (up to thirty
percent);

5. The ability of the design-builder to perform within the time specified
(up to thirty percent);

6. The previous and existing compliance of the design-builder with laws
relating to the contract (up to ten percent); and

7. Such other information as may be secured having a bearing on the
selection (up to twenty percent).

NOTE TO BE DELETED: The percentages listed above must be modified
so that they add up to 100%. This can be done directly in the policy,
at the time the school board designates the Design-Build method for
a specific project, or at a later time but before the RFP is published
and sent out.

E. The records of the selection committee in evaluating proposals and

e

making recommendations shall be considered public records for
purposes of NEB. REV. STAT. § 84-712.01.

F. The District shall then evaluate and rank each Proposal on the basis of

IX.

best meeting the criteria in the RFP and taking into consideration the
recommendation of the selection committee.

Negotiating a Design-Build Contract

A. The District may attempt to negotiate a D-B Contract with the highest

ranked Design-Builder selected by the District and may enter into a
Design-Build contract after negotiations.

B. The negotiations shall include a final determination of the manner by

which the Design-Builder selects a subcontractor
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. If the District is unable to negotiate a satisfactory D-B Contract with the

highest ranked Design-Builder, the District may terminate negotiations
with that Design-Builder. The District may then undertake negotiations
with the second highest ranked Design-Builder and may enter into a D-
B Contract after negotiations.

. If the District is unable to negotiate a satisfactory contract with the

second highest ranked Design-Builder, the District may undertake
negotiations with the third highest ranked Design-Builder, if any, and
may enter into a D-B Contract after negotiations.

. If the District is unable to negotiate a satisfactory contract with any of

the ranked Design-Builders, the District may either revise the RFP and
solicit new proposals or cancel the Design-Build process under the Act.

. If the District is able to negotiate a satisfactory D-B Contract with a

Design-Builder, the District shall file a copy of all D-B Contract
documents with the Department within thirty (30) days after their full
execution. Within thirty (30) days after completion of the project, the
Design-Builder shall file a copy of all contract modifications and change
orders with the Department.

Formal Protests Relating to the Solicitation or Execution of D-B

Contracts

A. Definitions. For this section on “Formal Protests Related to the

Solicitation of Execution of D-B Contracts” the following definitions

apply:

1. Interested party shall mean an actual or prospective Design-
Builder whose direct economic interest would be affected by the
award of a contract by the District to another party or by the failure

of the District to award a contract to such actual or prospective
Design-Builder.

2. Protest shall mean a written objection by an interested party on any
phase of the bidding procurement process, including specification,
preparation, performance criteria development, RFP, pre-
qualification, ranking, contract negotiations, and award.

. Right to Protest. An interested party may protest to the

Superintendent. The protest shall be submitted in writing on company
letterhead within five working days after the event giving rise to the
protest. Protests based on alleged apparent improprieties in a
solicitation or other request for Proposals must be filed before Proposal
opening or the deadline for receipt of proposals. In all other cases, the
protest must be filed within five working days following the selection of
the Design-Builder. To expedite handling of protests, the envelope
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containing the protest should be clearly labeled "Protest". The written
protest shall include as a minimum the following:

1. The name and address of the interested party;

2. Appropriate identification of the relevant solicitation, and if a Proposal
has been opened, its number, and date of opening;

3. A detailed statement of reasons for the protest;

4. Supporting, exhibits, evidence, or documents to substantiate any
claims unless not available within the filing time, in which case the
expected availability date shall be indicated; and a list of all persons
who have knowledge of facts relevant to the protest; and

5. The action(s) the protestor desires the District to take to resolve the
protest.

The Superintendent will immediately decide upon receipt of the protest
whether or not the award of a contract shall be delayed, or if the protest
is timely received after the award, whether the performance of the
contract should be suspended. The District shall not proceed further
with the solicitation or with the award of the contract and shall suspend
performance under the contract, if awarded, unless the Superintendent
makes a written determination that the protest is clearly without merit
or that award of the contract without delay is necessary to protect the
substantial interests of the District.

. Authority to Resolve Protests. Prior to the commencement of an
administrative review by the Board concerning any protest, the
Superintendent shall attempt to resolve any protest filed by an
interested party concerning any solicitation. If the protest is not
resolved by mutual agreement, the Superintendent shall create and
deliver a Decision to the protestor within a reasonable time after the
written protest was received. The Decision shall include a written
summary of the Superintendent’s investigation and a recommendation
regarding the outcome of the protest. The Decision shall (1) state the
reasons for the action taken, and (2) inform the interested party of their
right to the administrative review by the Board. A copy of the Decision
shall be mailed or otherwise furnished immediately to the interested
party and any other party intervening protester and all other Design-
Builders. If not satisfied with the decision of the Superintendent, any
interested party protester may appeal to the Board, but the decision
shall be final unless the interested party protester files a timely appeal
with the Board.
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D. Board Appeal Procedures. Any interested party protester, within five
working days of receipt of a decision of the Superintendent, may file
with the Superintendent a written notice of appeal for an administrative
review before the Board. The Notice of Appeal must clearly state the
action protested and the basis of appeal. The Board will conduct an
administrative review at its next regularly scheduled meeting or at a
special meeting. The Board shall consider the Decision of the
Superintendent and shall make the final decision on the protest. The
Board’s decision shall be final.

XI. Refinements and Changes. A D-B Contract may be conditioned upon
later refinements in scope and price and may permit the District in agreement
with the Design-Builder to make changes in the project without invalidating
the D-B Contract. Later refinements shall not, however, exceed the scope of
the project statement contained in the RFP.

XII. Adherence to Performance Criteria. Throughout the project, the
PCD shall remain engaged on the project and shall be responsible for
monitoring the Design-Builder’s adherence to the Performance Criteria in the
Design-Builder’'s performance of the D-B Contract. Upon PCD’s observation
that the Design-Builder’s performance of the D-B Contract has or is reasonably
likely to materially diverge from the Performance Criteria, the PCD shall
promptly notify the District of such observation and the basis for the same.

XIII. Projects Excluded. The District shall not use a Design-Build Contract
for any construction project excluded by NeB. REv. STAT. § 13-2914 or any
other applicable law.

Adopted on:
Revised on:
Reviewed on:
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3047
Data Breach Response

I. Preparation

A data breach is an instance in which personal information as defined by state
law or personally identifiable information as defined by federal law is released
or accessed in an unauthorized manner. The district will implement and
maintain reasonable security procedures and practices that are appropriate to
the nature and sensitivity of the personal information handled by the district.
In order to ensure compliance with state and federal law; in the event of a
breach the following preparatory steps shall be taken.

A. Data Governance

The superintendent, or their designee, will create an annually updated
data directory that will include:

1. Computing devices purchased by the district,
2. Software that is installed on district devices,

3. Approved vendors/contractors that have access to personal
information or personally identifiable information,

4, Staff members with access to district devices,

5. Staff members with active usernames and passwords for
any district software.

B. New Devices and Software
Any new software or device that is used in a district building for
district purposes will be submitted to the superintendent or their
designee for inclusion in the directory.
II. Incident Response Plan
A. Assessment and Investigation
1. If the District becomes aware of a data breach it will make

every reasonable effort to remedy the cause of the breach
as soon as possible.
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The District will contact its cyber or relevant data breach
insurance provider in the event of a suspected breach.

The District will conduct a good faith, reasonable, and
prompt investigation to determine the likelihood that
personal information has been or will be used for an
unauthorized purpose.

This investigation will include, but not be limited to, an
assessment of what software, hardware, and physical
documents were accessed; which District personnel had
access to the compromised data; and what specific data
was compromised.

B. Notification of Effected Individuals

1.

If the investigation determines that the use of information
about a Nebraska resident for an unauthorized purpose has
occurred or is reasonably likely to occur, the district shall
give notice to the affected Nebraska resident.

Notice shall be made as soon as possible and without
unreasonable delay, consistent with the legitimate needs of
law enforcement and consistent with any measures
necessary to determine the scope of the breach and to
restore the reasonable integrity of the computerized data
system.

C. Notification of Law Enforcement and Outside Organizations

1.

Should notice of the breach be required to any individual,
notice of the breach will be simultaneously sent to the
Nebraska Attorney General’s office.

The Superintendent will determine if the Family Policy
Compliance Office will be notified of the breach.

The Superintendent will determine if the Privacy Technical
Assistance Center will be notified of the breach.
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3057
Title IX Policy

As required by Title IX of the Education Amendments of 1972, it is the policy
of the school district that no person shall, on the basis of sex, be excluded
from participation in, be denied the benefits of, or be subject to discrimination
under any of the school district’s programs or activities, or in regards to
admission or employment. Any person may report sex discrimination,
including sexual harassment. This report may be made by any means to the
district’s Title IX Coordinator, who can be contacted at [Office Address], [Email
Address], [Telephone Number]. Any other inquiries regarding the application
of this policy should be referred to the Title IX Coordinator.

Definitions. As used in this policy, the following terms are defined as follows:

e Complainant means an individual who is alleged to be the victim of
conduct that could constitute sexual harassment.

e Formal complaint means a document or electronic submission filed
by a complainant or signed by the Title IX Coordinator alleging sexual
harassment and requesting that the district investigate the allegation
of sexual harassment. At the time of filing a formal complaint with the
district, a complainant must be participating in or attempting to
participate in the district’s education program or activity.

e Respondent means an individual who has been reported to be the
perpetrator of conduct that could constitute sexual harassment.

e Consent for purposes of this policy means the willingness in fact for
conduct to occur. An individual may, as a result of age, incapacity,
disability, lack of information, or other circumstances be incapable of
providing consent to some or all sexual conduct or activity. Neither
verbal nor physical resistance is required to establish that an individual
did not consent. District officials will consider the totality of the
circumstances in determining whether there was consent for any
specific conduct. Consent may be revoked or withdrawn at any time.

e Sexual harassment means conduct on the basis of sex where (1) An
employee of the district conditions the provision of an aid, benefit, or
service of the district on an individual’'s participation in unwelcome
sexual conduct; (2) An individual experiences unwelcome conduct
determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies the person equal access
to the district’'s education program or activity; (3) An individual
experiences a sexual assault, dating violence, domestic violence, or



stalking as further defined below. Any report of conduct not meeting
these definitions will not require the grievance procedure described in

this policy.

Sexual assault, as defined in 20 U.S.C. § 1092(f)(6)(A)(v), which
means an offense classified as a forcible or nonforcible sex offense
under the uniform crime reporting system of the Federal Bureau of
Investigation:

o Sex Offenses, Forcible—Any sexual act directed against another
person, without the consent of the victim including instances
where the victim is incapable of giving consent.

Rape—(Except Statutory Rape) The carnal knowledge of a
person, without the consent of the victim, including
instances where the victim is incapable of giving consent
because of his/her age or because of his/her temporary or
permanent mental or physical incapacity.

Sodomy—Oral or anal sexual intercourse with another
person, without the consent of the victim, including
instances where the victim is incapable of giving consent
because of his/her age or because of his/her temporary or
permanent mental or physical incapacity

Sexual Assault With An Object—To use an object or
instrument to unlawfully penetrate, however slightly, the
genital or anal opening of the body of another person,
without the consent of the victim, including instances where
the victim is incapable of giving consent because of his/her
age or because of his/her temporary or permanent mental
or physical incapacity

Fondling—The touching of the private body parts of
another person for the purpose of sexual gratification,
without the consent of the victim, including instances where
the victim is incapable of giving consent because of his/her
age or because of his/her temporary or permanent mental
or physical incapacity

o Sex Offenses, Non-forcible—(Except Prostitution Offenses)
Unlawful, non-forcible sexual intercourse.

Incest—Non-Forcible sexual intercourse between persons
who are related to each other within the degrees wherein
marriage is prohibited by law



= Statutory Rape—Non-Forcible sexual intercourse with a
person who is under the statutory age of consent

e Dating violence, as defined in 34 U.S.C. § 12291(a)(10), which means
violence committed by a person—

o whois or has been in a social relationship of a romantic or intimate
nature with the victim; and

o where the existence of such a relationship shall be determined
based on a consideration of the following factors:

= The length of the relationship.
= The type of relationship.

 The frequency of interaction between the persons involved
in the relationship.

e Domestic violence, as defined in 34 U.S.C. § 12291(a)(8), which
includes felony or misdemeanor crimes of violence committed by a
current or former spouse or intimate partner of the victim, by a person
with whom the victim shares a child in common, by a person who is
cohabitating with or has cohabitated with the victim as a spouse or
intimate partner, by a person similarly situated to a spouse of the victim
under the domestic or family violence laws of the jurisdiction receiving
grant monies, or by any other person against an adult or youth victim
who is protected from that person’s acts under the domestic or family
violence laws of the jurisdiction.

e Stalking, as defined in 34 U.S.C. § 12291(a)(30), which means
engaging in a course of conduct directed at a specific person that would
cause a reasonable person to—

o fear for his or her safety or the safety of others; or

o suffer substantial emotional distress.

e Supportive measures are non-disciplinary, non-punitive
individualized services offered without fee that do not unreasonably
burden the parties. Supportive measures may include counseling,
extensions of deadlines or other course-related adjustments,
modifications of work or class schedules, campus escort services,
mutual restrictions on contact between the parties, changes in work or
housing locations, leaves of absence, increased security and monitoring
of certain areas of the campus, and other similar measures.



Reporting Sexual Harassment. Any person who witnesses an act of
unlawful sexual harassment is encouraged to report it to the district’s Title IX
Coordinator. district personnel will not retaliate against any individual based
on any report of suspected sexual harassment. Any district employee who
receives a report of sexual harassment or has actual knowledge of sexual
harassment must convey that information to the Title IX Coordinator as soon
as reasonably practicable, but in no case later than the end of the following
school day.

Response to Sexual Harassment

General Obligations. When the district has actual knowledge of sexual
harassment in its education program or activity against a person in the United
States, the district will respond promptly in @ manner that is not deliberately
indifferent. For the purposes of this policy “education program or activity”
includes locations, events, or circumstances over which the district exercised
substantial control over both the respondent and the context in which the
sexual harassment occurs. The district's ability to impose discipline for off-
campus misconduct does not necessarily constitute “substantial control” over
the respondent and the context. The district’s response to an allegation of
sex harassment will treat complainants and respondents equitably.

Limitations on Discipline. No respondent will have disciplinary sanctions
imposed upon him/her until the conclusion of the formal grievance process
described below.

Emergency Removal. Disciplinary sanctions do not include removal on an
emergency basis where the respondent is an immediate threat to the health
or safety of another as a result of allegations of sexual harassment. The
district also may place any employee on administrative leave during the
pendency of the grievance process below.

Grievance Process for Formal Complaints of Sexual Harassment

General Obligations. All Title IX team members and individuals carrying out
district obligations will comply with the regulatory requirements of objective
evaluations, avoiding conflict of interest or bias, training, and protection of
legally privileged information.

Presumption. It is presumed that the respondent is not responsible for the
alleged conduct until a determination regarding responsibility is made at the
conclusion of the grievance process.

Grievance Procedure



Time Frames. The district will resolve grievances in a time frame that is
reasonably prompt. Good cause for delay may include considerations such as
the absence of a party, a party’s advisor, or a witness; concurrent law
enforcement activity; or the need for language assistance or accommodation
of disabilities.

Range of Possible Sanctions and Remedies. At the conclusion of the
grievance process, the district may impose disciplinary sanctions and
remedies in conformance with this and the district's student discipline policy,
and other state and federal laws. Depending upon the circumstances, these
policies provide for disciplinary sanctions and remedies up to and including
expulsion and/or immediate discharge from employment.

Separation of Roles. The decision-maker cannot be the same person as the
Title IX Coordinator or the investigator(s).

Notice of Allegations. Upon receipt of a formal complaint, the district will
provide notice of this policy and the allegations to all parties. The notice will
include sufficient details known by the district at that time to provide sufficient
time to prepare a response before any initial interview. Sufficient details, if
known by the district, include the identities of the parties involved in the
incident, the conduct allegedly constituting sexual harassment, and the date
and location of the alleged incident. The district will provide notice of additional
allegations revealed during an investigation to the parties.

Dismissal of Formal Complaint. The district must dismiss a formal
complaint if the conduct alleged in the formal complaint, would not constitute
sexual harassment even if proven; did not occur in the district’s education
program or activity; or if the conduct alleged did not occur against a person
in the United States.

The district may dismiss the formal complaint if, at any time during the
investigation or hearing, the complainant notifies the Title IX Coordinator in
writing that the complainant would like to withdraw the formal complaint or
any allegations therein; the respondent is no longer enrolled in or employed
by the district; or specific circumstances prevent the district from gathering
evidence sufficient to reach a determination as to the formal complaint or
allegations therein.

Upon a dismissal, the district will promptly send written notice of the dismissal
and an explanation of that action simultaneously to the parties.

Dismissal of a formal complaint under this policy does not preclude the district



from taking action under another provision of the district’s code of conduct or
pursuant to another district policy.

Investigation of Formal Complaint. When investigating a formal complaint
and throughout the grievance process, the district will designate and authorize
one or more persons (which need not be district employees) as investigator(s)
to conduct the district’s investigation of a formal complaint. The district may
consolidate formal complaints where the allegations of sexual harassment
arise out of the same facts or circumstances.

The district will bear the burden of gathering evidence sufficient to reach a
determination regarding responsibility. All parties will have an equal
opportunity to present witnesses, including fact and expert witnesses, and
other inculpatory and exculpatory evidence. The district may not restrict the
ability of either party to discuss the allegations under investigation or to gather
and present relevant evidence.

All parties will have the same opportunity to be accompanied by the advisor
of their choice in any meeting or grievance proceeding. This policy does not
relieve the advisor of choice of any other applicable legal obligations or
limitations. The district may establish restrictions regarding the extent to
which the advisor may participate in the proceedings, as long as the
restrictions apply equally to both parties.

The district will provide written notice of the date, time, location, participants,
and purpose of all investigative interviews or other meetings, with sufficient
time for the party to prepare to participate.

All parties will have an equal opportunity to inspect and review evidence
obtained as part of the investigation if that evidence is directly related to the
allegations raised in a formal complaint. The parties will have no less than 10
calendar days to review the evidence and submit a response. The
investigative report will fairly summarize the relevant evidence and the
investigator will send the finalized report to all parties and their advisors.

Determination Regarding Responsibility. Before the district reaches a
determination regarding responsibility, each party may submit written,
relevant questions of any party or withess. The decision-maker will provide
each party with the answers, and allow for additional, limited follow-up
questions from each party. Questions and evidence about the complainant’s
sexual predisposition are never relevant. Questions about the complainant's
prior sexual behavior are only relevant if those questions and evidence are
offered (1) to prove that someone other than the respondent committed the
conduct alleged by the complainant, or (2) are offered to prove consent and



concern specific incidents of the complainant’s prior sexual behavior with
respect to the respondent. If the decision-maker decides to exclude a
question because it is not relevant, he/she will explain the basis for that
decision.

The decision-maker will issue a written determination regarding responsibility
no sooner than ten days after the parties receive the final investigative report.
The decision-maker will apply the preponderance of the evidence standard.
The written determination will include:

e Identification of the allegations potentially constituting sexual
harassment;

e A description of the procedural steps taken from the receipt of the
formal complaint through the determination, including any notifications
to the parties, interviews with parties and witnesses, site visits, and
methods used to gather other evidence;

e Findings of fact supporting the determination;

e Conclusions regarding the application of the district’s code of conduct
to the facts;

e A statement of, and rationale for, the result as to each allegation,
including a determination regarding responsibility, any disciplinary
sanctions the district imposes on the respondent, and whether
remedies designed to restore or preserve equal access to the district’s
education program or activity will be provided by the district to the
complainant; and

e The district’s procedures and permissible bases for the complainant and
respondent to appeal.

The district will provide the written determination to the parties
simultaneously. If neither party timely appeals, the determination becomes
final. If a party appeals, the determination will become final on the date that
the district provides the parties with the written determination of the result of
the appeal.

Appeals. The district will offer both parties the opportunity to appeal from a
determination regarding responsibility, and from the district’s dismissal of a
formal complaint or any allegations therein, on the grounds identified below.

Time for Appeal. Appeals may only be initiated by submitting a written



Notice of Appeal to the Office of the Superintendent of Schools no later than
5:00 pm on the fifth calendar day after the written determination is issued.
The Notice of Appeal must include (a) the name of the party or parties making
the appeal, (b) the determination, dismissal, or portion thereof being
appealed, and (c) a concise statement of the specific grounds upon which the
appeal is based. A party’s failure to timely submit a Notice of Appeal will be
deemed a waiver of the party’s right to appeal.

Grounds for Appeal. Appeals are limited to the following grounds:
e Procedural irregularity that affected the outcome of the matter;

e New evidence that was not reasonably available at the time the
determination or dismissal was made that could affect the outcome of
the matter; and

e The Title IX Coordinator, investigator(s), or decision-maker had a
conflict of interest or bias for or against complainants or respondents
generally or the individual complainant or respondent that affected the
outcome of the matter.

The district will notify other parties in writing when an appeal is filed;
implement appeal procedures equally for all parties; and ensure that the
decision-maker for the appeal is not the same person as the decision-maker,
the investigator(s), or the Title IX Coordinator.

The district will give both parties a reasonable, equal opportunity to submit a
written statement that supports or challenges the outcome; issue a written
decision describing the result of the appeal and the rationale for the result;
and provide the written decision simultaneously to both parties.

Informal Resolution. The district may informally resolve allegations without
completing the grievance procedure with the written consent of all parties.
The process may not be used when allegations involve an employee harassing
a student. As part of this process, the district will provide to the parties in
writing a notice stating:

e the allegations;
e the requirements of the informal resolution process including the
circumstances under which it precludes the parties from resuming a

formal complaint arising from the same allegations;

e that at any time prior to agreeing to a resolution, any party has the



right to withdraw from the informal resolution process and resume the
grievance process with respect to the formal complaint; and

e any consequences resulting from participating in the informal
resolution process, including the records that will be maintained or
could be shared.

Recordkeeping. The district will maintain the following records for a period
of seven years:

e Each sexual harassment investigation including any determination
regarding responsibility, any disciplinary sanctions imposed, and any
remedies provided;

e Any appeal and its result;
e Any informal resolution and its result; and

e All materials used to train Title IX Coordinators, investigators, decision-
makers, and any person who facilitates an informal resolution process.
The district will make these training materials publicly available on its
website, or if the district does not maintain a website, then the district
will make these materials available upon request for inspection by
members of the public.

The district will also create records documenting any actions, including any
supportive measures, taken in response to a report or formal complaint of
sexual harassment. In each instance, the district will document the basis for
its conclusion that its response was not deliberately indifferent, and document
that it has taken measures designed to restore or preserve equal access to
the district’s education program or activity. If the district does not provide a
complainant with supportive measures, then the district will document the
reasons why such a response was not clearly unreasonable in light of the
known circumstances. The documentation of certain bases or measures does
not limit the district in the future from providing additional explanations or
detailing additional measures taken. The district will maintain these records
for a period of seven years.

Retaliation Prohibited. Neither the district nor any other person may
intimidate, threaten, coerce, or discriminate against any individual for the
purpose of interfering with any right or privilege secured by Title IX, 34 C.F.R.
part 106, or this policy, or because the individual has made a report or
complaint, testified, assisted, or participated or refused to participate in any
manner in an investigation, proceeding, or hearing under this policy. The



district will keep confidential the identity of any individual who has made a
report or complaint of sex discrimination, including any individual who has
made a report or filed a formal complaint of sexual harassment, any
complainant, any individual who has been reported to be the perpetrator of
sex discrimination, any respondent, and any witness, except as may be
permitted by the FERPA statute, 20 U.S.C. § 1232g, or FERPA regulations, 34
C.F.R. part 99, or as required by law, or to carry out the purposes of 34 C.F.R.
part 106, including the conduct of any investigation, hearing, or judicial
proceeding arising thereunder. Complaints alleging retaliation may be filed
according to shall be addressed pursuant to Board Policy 2006 (Complaint
Procedure).

The exercise of rights protected under the First Amendment does not
constitute retaliation prohibited by this section. Charging an individual with a
code of conduct violation for making a materially false statement in bad faith
in the course of a grievance proceeding under this part does not constitute
retaliation prohibited under this section, provided that a determination
regarding responsibility alone is not sufficient to conclude that any party made
a materially false statement in bad faith.

Notification of Policy. The district will notify applicants for admission and
employment, students, parents or legal guardians of students, employees,
and all unions or professional organizations holding collective bargaining or
professional agreements with the district of the existence of this policy. The
requirement to not discriminate, as stated in Title IX and 34 C.F.R. part 106,
in the district’s education program(s) or activities extends to admission and
employment, and inquiries about the application of Title IX and 34 C.F.R. part
106 to the district may be referred to the district’s Title IX Coordinator, the
Assistant Secretary for Civil Rights of the United States Department of
Education, or both.

Publication of Policy. The district will prominently display on its website, if
any, and in each handbook that it makes available to applicants for admission
and employment, students, parents or legal guardians of students,
employees, and all unions or professional organizations holding collective
bargaining or professional agreements with the district, the name or title,
office address, electronic mail address, and telephone number of the employee
or employees desighated as the Title IX Coordinator(s).

Application Outside the United States. The requirements of this policy
apply only to sex discrimination occurring against a person in the United
States.



Scope of Policy. Nothing herein shall be construed to be more demanding
or more constraining upon the district than the requirements of Title IX (20
U.S.C. § 1681) and 34 C.F.R. part 106. To the extent that the district is in
compliance with Title IX and 34 C.F.R. part 106, then all of the district’s
obligations under this policy shall be deemed to be fulfilled and discharged.

Adopted on:
Revised on:
Reviewed on:
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Title IX Policy

As required by Title IX of the Education Amendments of 1972, it is the policy
of the district that no person shall, on the basis of sex, be excluded from
participation in, be denied the benefits of, or be subject to discrimination
under any of the district’s programs or activities, or in regards to admission
or employment. Any person may report sex discrimination, including sexual
harassment. This report must be made by any means to the district’s Title IX
Coordinator whose contact information can be found on the district’s website
and in the district’s student and staff handbooks. Any other inquiries
regarding the application of this policy should be referred to the Title IX
Coordinator.

Adopted on:
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Staff and District Social Media Use

Social media is an important tool for communicating, keeping up-to-
date with current developments in education, and for conducting
research to enhance management, teaching, and learning skills. The
district also uses social media accounts to provide information to district
stakeholders. This policy is intended to ensure (1) appropriate use of
social media by staff and (2) appropriate control of social media
accounts belonging to or affiliated with the district. Staff should also
refer to the district’s policy on Staff Computer and Internet Usage.

I. Personal Versus School-Affiliated Social Media Use

A. Personal Social Media Use

1.

The school district will not require staff members or
applicants for employment to provide the district with
their username and password to personal social media
accounts.

The district will not require staff to add anyone to the
list of contacts associated with the staff member’s
personal social media accounts or require a staff
member to change the settings on his or her personal
social media accounts so that others can or cannot
view their accounts.

Staff members whose personal social media use
interferes with the orderly operation of the school or
who use social media in ways that are not protected
by the First Amendment may be subject to discipline
by the district.

Staff members who wish to begin using or to continue
using the school district name, programs, mascot,
image or likeness as part of any social media profile
must notify their supervising administrator of the use,
and must secure the administrator’s permission to do
so.

B. School-Affiliated Social Media Use
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II.

1. Any social media account which purports to be “the
official” account of the school district (e.g., “"Bulldog
Wrestling”), or any of its programs, classes or entities
will be considered to be an account that is used
exclusively for the school district’s business purpose.
Staff members may not use “official” accounts for
personal use.

2. Staff are required to provide their supervising
administrator with the username and password to
school-affiliated social media accounts.

3. Staff may be required to interact with specified
individuals on school-affiliated social media accounts.

4, When staff use school-affiliated social media accounts
to comment on school-related matters, they do not do
SO as private citizens and are therefore not entitled to
First Amendment protections. They are also not
allowed to make any press releases or other official
communications on behalf of the district without prior
administrative approval. In other words, staff do not
speak “for the district” directly or indirectly unless
specifically authorized and directed to do so.

Staff Expectations in Use of Social Media - Applicable to
Both Personal and School-Affiliated Use

A. General Use and Conditions

Staff must comply with all board policies, contract provisions, and
applicable rules of professional conduct in their social media
usage. They must comply with the board’s policy on professional
boundaries between staff and students at all times and in both
physical and digital environments.

Staff must obtain the consent of their building principal or the
superintendent prior to posting any student-related information in
order to make sure that the publication does not violate the
Federal Education Records Privacy Act or any other laws. Staff
must also comply with all applicable state and federal record
retention requirements, even with regard to personal social media
usage.
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Staff must comply with all applicable laws prohibiting the use or
disclosure of impermissible content, such as copyright laws,
accountability and disclosure laws, and any other law governing
the use of resources of a political subdivision. Questions about
appropriate content should be referred to the staff member’s
supervising administrator.

B. Acceptable Use

Staff may use social media for school-related
communication with fellow educators, parents, and
patrons. Student communication must be consistent
with the district’s professional boundaries policies and
expectations.

Teachers should integrate the use of electronic
resources, which may include social media, into the
classroom. As the quality and integrity of content on
social media is not guaranteed, teachers must
examine the source of the information and provide
guidance to students on evaluating the quality of
information they may encounter. This includes
spotting Al-generated content, fakes, spoofs, and
discerning the quality and reliability of content.

C. Unacceptable Use

1.

Staff shall never access obscene or pornographic
material while at school, on school-owned device or
on school-affiliated social media accounts.

Staff shall not engage in any illegal activities,
including the downloading and reproduction of
copyrighted materials.

Staff shall not access social media networking sites
such as Facebook, X, Instagram, Snapchat, and
TikTok on school-owned devices or during school time
unless permitted by district policy or preapproved by
the staff member’s immediate supervisor. This
prohibition extends to using chat rooms, message
boards, or instant messaging in social media
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I1I.

applications and includes posting on social networking
sites using personal electronic devices.

School-Affiliated Digital Content

A. General Use and Conditions for School-Affiliated
Accounts

Staff must obtain the permission of their supervising
administration prior to creating, publishing, or using any school-
affiliated web pages, blogs, microblogs, social media pages or
handles, or any other digital content which represents itself to be
school-related, or which could be reasonably understood to be
school-related. This includes any content which identifies the
school district by name in the account name or which uses the
school’s mascot name or image.

Staff must provide administrators with the username and
password for all school-affiliated accounts and must only publish
content appropriate for the school setting. Staff may not provide
the username and password to school-affiliated accounts to any
unauthorized individual, including students and volunteers.

B. Moderation of Third Party Content

The purpose of school-related social media accounts is to
disseminate information. No school-related or school-affiliated
social media account covered by this policy shall permit comments
by the public unless otherwise approved by the superintendent.
All comment functions for applications such as Facebook and
Instagram must be turned to “off” without this approval.

In the event the superintendent permits content created by
anyone other than the administrator of the account to appear on
the account’s pages, such as comments made by students,
parents, and patrons, the account administrator must monitor the
content to ensure it complies with this policy. Posts, comments,
or any other content made on the account’s pages or tags or links
to official school accounts on another account may be removed
when the content meets any of the following conditions:

1. Is obscene, lewd, lascivious, true threat, or appeals to
prurient interests;
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2. Contains information relating to a student matter or
personnel matter which is protected under or
prohibited by state or federal law;

3. Contains fighting words or content that is threatening,
harassing, or discriminatory;

4, Advocates, promotes, or encourages the use of drugs,
alcohol, or other prohibited substances;

5. Incites or is reasonably anticipated to incite violence,
illegal activity, or a material and substantial disruption
to school operations or activities; or

6. Contains any other threat to the safety of students
and staff.

The district may restrict access to its official accounts for violations
of these rules, such as deleting comments or prohibiting
comments. Accounts that are not official school accounts are
those owned and operated by board members and employees for
their personal use, even if they discuss school matters.

Every official school account administrator must keep a copy of
any removed content or banned/blocked individual account and
must provide a copy to the superintendent along with written
notification for the reason the post has been removed. All
questions about the appropriateness of removal must be directed
to the superintendent.

Adopted on:
Revised on:
Reviewed on:
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4057
Superintendent Evaluation

The board shall observe and evaluate the superintendent based upon actual
classroom observations for an entire instructional period at least twice during
his first year of employment and at least once each year thereafter. Additional
evaluations may be conducted at the discretion of the board. For the purposes
of this policy, “actual classroom observation” shall mean observing the
superintendent performing activities that are typical of his or her position. An
“entire instructional period” for administrators cannot be defined in terms of
an instructional period and shall be satisfied by the actual observation of some
aspect of the superintendent’s work during the semester for no less than 40
minutes.

Purpose. The purposes of the formal job evaluation are:

1. To provide a means of rational, structured communication
between the board and superintendent to create a more
constructive and effective working relationship.

2. To provide a basis for commending, rewarding, and reinforcing
good work, as well as identifying areas where the superintendent
needs to improve.

3. To clarify the superintendent’s role and inform the superintendent
of the board’s expectations.

Dates. Unless otherwise provided for in the superintendent’s employment
contract, the first year evaluations should take place (1) at or prior to the
October board meeting, and (2) at or prior to the January board meeting.
Annual evaluations shall generally take place during the month before the date
in the superintendent’s employment contract by which the board must notify
the superintendent of its intention to consider the nonrenewal or amendment
of the contract. In the absence of such a contract provision, the annual
evaluation should take place at or prior to the March board meeting. The
Superintendent shall remind the Board members in writing at least 45 days
before the date of each upcoming evaluation and shall make his evaluation an
agenda item for the board meeting.

Evaluation Document. The superintendent shall submit a recommended
evaluation document to the board. The board shall meet and discuss the
proposed document with the superintendent. The board may amend and
adopt the proposed evaluation document. The board may amend the
document or adopt a new document without amending this policy. The
superintendent shall submit the evaluation document to the Nebraska
Department of Education.



Evaluation Procedures. Each board member shall have the opportunity to
complete a draft evaluation document. The board president shall compile the
individual draft evaluations into a single and final evaluation, provide a copy
to the superintendent, and discuss it with him or her. If the superintendent’s
evaluation is conducted at a board meeting, the superintendent’s evaluation
may be conducted in closed session if it is necessary to prevent needless injury
to the superintendent’s reputation and if he or she has not requested it be
done in open session.

Deficiencies. If deficiencies are noted in the superintendent’s work
performance, the board shall provide the superintendent at the time of the
observation with a list of deficiencies and a list of suggestions for improvement
and assistance in overcoming the deficiencies. The board shall also provide
the superintendent with follow-up evaluations and assistance when
deficiencies remain, a timeline for improvement, and sufficient time to
improve. In the alternative, the board may rely upon the superintendent’s
education, training, and expertise and require him or her to submit a “list of
suggestions for improvement” or plan of improvement for the board’s
consideration.

Personnel File. The evaluation shall be signed by the board president (or
other member of the board) and the superintendent. The superintendent shall
place a copy of the evaluation in his or her personnel file. The superintendent
may provide a written response to the evaluation to the board. A copy of the
response shall also be placed in the superintendent’s personnel file. The board
may meet with the superintendent to discuss the written response.

Policy Limitation. The evaluation procedures are included in this policy as
a result of the board’s statutory obligation to evaluate the superintendent and
do not give the superintendent any rights not provided by statute. The board’s
failure to comply with any procedures provided in this policy but not required
by law shall not prohibit the board from taking any action regarding the
superintendent’s employment, up to and including the nonrenewal,
amendment, or cancellation of the employment contract.

Adopted on:
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Behavioral and Mental Health Training

All public school employees who interact with students and any other
appropriate personnel are required to complete behavioral and mental health
training with a focus on suicide awareness and prevention training every year.
The training may include, but need not be limited to, topics such as
identification of early warning signs and symptoms of behavioral and mental
health issues in students, appropriate and effective responses for educators
to student behavioral and mental health issues, trauma-informed care, and
procedures for making students and parents and guardians aware of services
and supports for behavioral and mental health issues.

The superintendent will determine the appropriate personnel required to
receive the training. The training materials for this training must be included
in the Nebraska Department of Education’s list of approved training materials.
The length of the training shall be a reasonable amount as determined by the
school board.

These employees must complete the training designated by the school district
or superintendent no later than October 31 of each school year or within 30
days of their initial employment, whichever is later. Failure to complete this
training may subject the employee to employment-related discipline.

Adopted on:
Revised on: July 14, 2025
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5001
Compulsory Attendance and Excessive Absenteeism

Required Attendance

Every person residing in the school district who has legal or actual charge or
control of any child who is of mandatory attendance age shall cause that child
to attend a public or private school regularly unless the child has graduated
from high school or has been allowed to disenroll pursuant to this policy.

Mandatory Attendance Age

All children who are or will turn six years old before January 1 of the current
school year are of mandatory attendance age. Children who have not turned
eighteen years of age are of mandatory attendance age.

Exceptions

This policy does not apply when attendance is made impossible or
impracticable by severe weather conditions or by the mental or physical iliness
of the student or a child whom the student is parenting.

A child who will not reach age 7 before January 1 of the current school year
may be excused from mandatory attendance if the child’s parent or guardian
completes an affidavit affirming that alternative educational arrangements
have been made for the child. A copy of the required affidavit is attached to
this policy.

Discontinuing Enroliment - 5 Year Old Students

The person seeking to discontinue the enrollment of a student who will not
reach six years of age prior to January 1 of the current school year shall submit
a signed, written request to the superintendent using the form which is
attached to this policy. The school district may request written verification or
documentation that the person signing the form has legal or actual charge or
control of the student. The school district shall discontinue the enroliment of
any student who satisfies these requirements. Any student whose enrollment
is discontinued under this subsection shall not be eligible to reenroll in this
school district until the beginning of the following school year unless otherwise
required by law.
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Discontinuing Enroliment - 16 and 17 Year Old Students

Only children who are at least 16 years of age may be disenrolled from the
district. The person seeking to discontinue the child’s enrollment shall submit
a signed, written request and submit it to the superintendent using the form
which is attached to this policy. The district will follow the procedures outlined
on the attached form in considering requests to disenroll.

Only children disenrolling to attend an exempt school may be exempt from
this policy. The person with legal or actual charge or control of the child must
provide the superintendent with a copy of the signed request submitted to the
State Department of Education for attending exempt schools. The
superintendent may confirm the validity of the submission with the State
Department of Education.

Attendance Officer

Each building principal is designated as an attendance officer for the district.
Each building principal, at his or her discretion, may delegate these
responsibilities to any other qualified individual. The attendance officer is
responsible for enforcing the provisions of state law relating to compulsory
attendance. This responsibility includes but is not limited to filing a report
with the county attorney of the county in which a student resides.
Compensation for the duties of attendance officer is included in the salary for
the superintendent or designee.

When absent school, whether it will be excused or unexcused, a parent or
guardian, must call the office before 8:30 a.m.
Excused Absences

The following absences will be considered excused if they are confirmed by
communication to the school from the student's parent/qguardian:

1. Physical or mental ililness of the student (a physician’s verification is
required after four (4) consecutive days of absence for illness). When
absent school office must be called by a parent or guardian before 8:30
a.m.
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2. Severe weather

3. Medical appointments for the student, Dr. verification is required.
4. Death or serious illness of the student’s family member

5. Attending a funeral, wedding or graduation

6. Appearance at court or for other legal matters, provided the school
receives a note verifying it.

7. Observance of religious holidays of the student's own faith

Excessive Absenteeism

When a student receives 3, 5, 8, & 12 unexcused absences or the hourly
equivalent in any semester, the Attendance Officer will send written
notification of the student’s total absences to the student’s parent or guardian.
When a student receives 10 unexcused absences or the hourly equivalent in
any school year, the Attendance Officer will send written notification of the
student’s total absences to the student’s parent or guardian and offer to meet
with the student’s parents or guardians to discuss any barriers to the student’s
attendance. When a student receives 20 unexcused absences or the hourly
equivalent in any school year, the Attendance Officer will send written
notification of the student’s total absences to the student’s parent or guardian
and shall schedule a meeting with relevant stakeholders to discuss and
address any barriers to the student’s attendance, unless the Attendance
Officer determines that such a meeting would not be productive in facilitating
the student’s regular attendance.

When a student is absent more than twenty days per year or the hourly
equivalent and any portion of the absences is unexcused, the Attendance
Officer may file a report with the county attorney of the county in which the
student resides. For example, if the student accumulates 23 days of excused
absences due to documented iliness and is tardy one time, the Attendance
Officer will file a report with the appropriate county attorney.

Adopted on:
Revised on: July 14, 2025
Reviewed on:
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5015
Protection of Pupil Rights

The Board of Education respects the rights of parents and their children, and
has adopted this policy in consultation with parents to comply with the federal
Protection of Pupil Rights Amendment (PPRA).

1. Surveys

a. Surveys Created by a Third Party

This section applies to every survey:

(1) that is created by a person or entity other than a
district staff member or student;

(2) regardless of whether the student answering the
questions can be identified; and

(3) regardless of the subject matter of the questions

Parents have the right to inspect any survey created by a

third party before that survey is distributed to their student.

b. Surveys Requesting Particular Sensitive Information

Sensitive information shall include:

(1) Political affiliations or beliefs of the student or the
student’s parent(s);

(2) Mental or psychological problems of the student or the
student’s family;

(3) Sexual behavior or attitudes;

(4) Illegal, anti-social, self-incriminating, or demeaning
behavior;

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

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

(7) Religious practices, affiliations, or beliefs of the
student or student’s parent(s); or

(8) Income (other than that required by law to determine
eligibility for participation in a program or for receiving
financial assistance under such program), without
prior written consent of the parent or eligible student.

No student shall be required to submit to a survey, analysis,

or evaluation that requests sensitive information.

If a survey requesting sensitive information is funded, in

whole or in part, by a program administered by the U.S.

Department of Education, the school district must obtain the
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d.

written consent of a student’s parent(s) before the student
participates in the survey.

iv.  School officials and staff members shall not request, nor
disclose, the identity of any student who completes any
survey (created by any person or entity, including the
district) containing any sensitive information.

V. Parents have the right to inspect any survey which requests
sensitive information before that survey is distributed to
their student.

Survey Inspection Requests

i School officials shall inform parents of their right to inspect
surveys requesting sensitive information before the surveys
are distributed to any student.

ii. All survey inspection requests must be in writing to the
building principal and delivered to the building principal prior
to the date on which the survey is scheduled to be
administered to the students.

iii. The principal shall respond to survey inspection requests
without delay.

The district will also comply with any survey requirements found

in the district’s policy on Parent Involvement in Education Practices.

2. Invasive Physical Examinations

a.

The term “invasive physical examination” means:

i any medical examination that involves the exposure of
private body parts; or

ii. any act during such examination that includes incision,
insertion, or injection into the body; and

iii. does not include a hearing, vision, or scoliosis screening.

Parents may refuse to allow their student to participate in any

non-emergency, invasive physical examination or screening that

is:

i required as a condition of attendance;

ii. administered by the school and scheduled by the school in
advance; and

iii. not necessary to protect the immediate health and safety of
the student, or of other students.

This policy does not apply to any physical examination or

screening that:

i is permitted or required by an applicable state law, including
physical examinations or screenings that are permitted
without parental notification;
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ii. is administered to a student in accordance with the
Individuals with Disabilities Education Act (20 U.S.C. §1400
et seq.)

iii. is otherwise authorized by Board policy.

Collection of Personal Information from Students for Marketing

a.

The term “personal information” means individually identifiable

information including:

i student’s and parent(s)’ first and last name;

ii. home or other physical address;

iii.  telephone number; and/or

iv. social security number.

No school official or staff member shall administer or distribute to

students a survey or other instrument for the purpose of collecting

personal information for marketing or for selling that information.

This policy does not apply to the collection, disclosure or use of

personal information for the exclusive purpose of providing

educational services to students, such as the following:

i post-secondary education recruitment;

ii. military recruitment;

iii. tests and assessments to provide cognitive, evaluative,
diagnostic or achievement information about students;
and/or

iv. student recognition programs.

Inspection of Instructional Material

a.

Definition

i The term “instructional materials” means instructional
content that is provided to a student regardless of its
format, printed or representational materials, audio-visual
materials, and materials in electronic or digital formats
(such as materials accessible through the Internet).

ii. The term does not include academic tests or academic
assessments.

Parents may inspect, upon their request, any instructional

material used as part of their child’s education curriculum.

Curriculum inspection requests must be made to the building

principal in writing.

Building principals shall respond to inspection requests within a

reasonable amount of time.

Notification of Rights and Procedures
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a. The superintendent shall notify parents of:

i this policy and its availability upon request from the office
of the district;

ii. how to opt their child out of participation in activities as
provided for in this policy;

iii. the approximate dates during the school year when a survey
requesting personal information is scheduled or expected to
be scheduled; and

iv. how to request access to any survey or other material
described in this policy.

b. This notification shall be given to parents as least annually, at the
beginning of the school year and within a reasonable period after
any substantive change in this policy.

Adopted on:
Revised on: July 14, 2015
Reviewed on:
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5018
Parent Involvement in Education Practices

For purposes of this policy, “parent” includes a parent, guardian, or
educational decisionmaker (a person designated or ordered by a court to make
educational decisions on behalf of a student).

The school district recognizes the importance of parental involvement in the
education of their children. To the extent practicable, the school district will
make a reasonable effort to make any learning materials, including original
materials, available for inspection by a parent upon request.

The school district will take the following steps to ensure that the rights of
parents to participate in the education of their children are preserved.

1. Parents will be provided access to textbooks, tests, activities
information; digital materials; websites or applications used for
learning; training materials for teachers, administrators, and staff;
procedures for the review and approval of training materials, learning
materials, and activities; and other curriculum materials (“curricular
materials”) as follows:

a. A parental request to review specific curricular materials (written,
visual, or audio) should be made to the principal of the building
where the curricular materials are used.

b. The building principal will assess the request and determine the
allowable volume and time frame of the review to prevent
disruption to the efficient operations of the district.

C. The purpose of this provision is to allow reasonable access to the
extent practicable. Individuals who make requests (a) for the
purpose of adding staff burden; (b) at an unreasonable frequency
or volume; or (c) for purposes inconsistent with the efficient
operations of the district may be denied access to materials.

d. A parental request to review specific standardized and criterion-
referenced tests used in the district should be made in writing to
the building principal. Copies of the most recent tests used in the
district will be available for parent review. Parents wishing to
review statewide assessments will be provided with sample
questions and a copy of a practice test, but will not be provided
with copies of the actual assessment due to testing security. In
the case of other secure tests such as the ACT, parents must
contact the publisher to obtain copies of the test.
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Parents will be permitted, within district procedures, to attend and
observe courses, assemblies, counseling sessions, and other
instructional activities.

a. Parents are invited to make appointments with the building
principal to visit classes, assemblies, and other instructional
activities. The principal shall give permission after determining
that parental observation would not disrupt the activity.
Observations that last more than 60 minutes or occur on
consecutive days are typically disruptive and will not be permitted
absent unusual circumstances, in the sole discretion of the
building principal.

b. Parents may contact the building principal to request permission
to attend counseling sessions in which their child is involved.

Parents may request that their children be excused from testing (except
as provided below), classroom instruction, learning materials, activities,
guest speaker events, and other school experiences (“school events”)
that parents find objectionable.

a. Parents must submit this request in writing to the building
principal for consideration.

b. Building principals may excuse a student from any school events
at the parent's written request if, in the principal’s professional
judgment, excusal from the activity would not result in diminution
of the student’s educational experience.

C. When the building principal determines it appropriate, alternative
experiences may be provided for the student by the school.

Parents will be informed through the student handbook and district
policies of the manner that the district will provide access to records of
students.

Parents will be informed of the standardized and criterion-referenced

district testing program. Parents may request additional information
from the building principal.
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6. Parents will be informed of the circumstances under which they may
opt-out of state and federal assessments.

a.

In accordance with federal law, at the beginning of the school
year, the District shall provide notice of the right to request a copy
of this policy to parents of students attending schools receiving
Title I funds. The District will provide a copy of this policy to a
requesting parent in a timely manner.

State Assessments

State and federal law simultaneously require students to take
state assessments, with few exceptions, but also permit parents
to request to opt their students out of these assessments.
Approval of opt out requests is contrary to the mandatory testing
laws, so the District cannot “approve” the request. Parents who
do not present their child for testing will result in the child
receiving the lowest score possible on the assessment.

National Assessment of Educational Progress

As a condition of receiving federal funds, the District participates
in the National Assessment of Educational Progress (NAEP). To
help ensure that the District has a representative sample of
students taking the NAEP, which will allow the District to assess
the quality and effectiveness of its programming on a national
level, the District strongly encourages all eligible students to
participate. However, student participation in NAEP is voluntary.

The District shall provide parents of eligible students with
reasonable notice prior to the exam being administered. Parents
wishing to opt their students out of the NAEP assessment must
notify the district in writing at least three days prior to the exam
date to ensure that the District can coordinate supervision and
alternative activities for students who have opted out.

7. Parents will be notified of their right to remove their children from
surveys prior to district participation in surveys.

a.

The principal must approve all surveys intended to gather
information from students before they are administered to
students.
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b. Students’ participation in surveys is voluntary. Parents may
restrict their child from participating in any survey.

C. If the school administers (1) a survey requesting that students
provide sexual information, mental health information, medical
information, information on health-risk behaviors, religious
information, information of political affiliation, or any other
information that the school board deems to be sensitive in nature
or (2) a non-anonymous survey requesting students provide
information relating to drug, vape, alcohol, or tobacco use, the
school district shall, at least fifteen days prior to the
administration of the survey, notify parents, guardians, and
educational decisionmakers of students that are to receive such
survey. The notice will be made through the school's electronic
notification system or by physical mail to the address on file for
the student. The notice will describe the nature and types of
questions included in the survey, the purposes and age-
appropriateness of the survey, how information collected by the
survey will be used, who will have access to such information, the
steps that will be taken to protect student privacy, and whether
and how any findings or results of such survey will be disclosed.

d. Parents have the right to: (1) request that a copy of the survey
be sent through the school's electronic notification system or
physical mail to the address on file for the student, (2) review the
survey in person at the school, and (3) exempt their child from
participating in the survey.

e. Unless required by federal or state law or regulation, school
personnel administering any survey shall not disclose personally
identifiable information of a child.

f. No survey requesting sexual information of a student shall be
administered to any student in kindergarten through grade six.

g. The district will also comply with any survey requirements found
in the district’s policy on Protection of Pupil Rights.

8. The district will make this policy accessible by a prominently displayed

link on its public website. Any amended policy will be made accessible within
a reasonable time of its amendment.
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5031
Student Appearance

General Regulations. The District prohibits student attire or
appearance that:

e Causes or is likely to cause a material and substantial disruption
to the District’s programs and activities.

e Promotes, depicts, or refers to violence, drugs, alcohol, vulgarity,
obscenity, illegal activity, hate speech, bullying speech, or
harassing speech.

e Includes words, gestures, or images that contain or imply sexual
content or innuendo.

e Otherwise undermines the District’'s mission to inculcate the
habits, manners, and values fundamental to civility, community,
and the educational environment.

The District reserves the right to request immediate attire changes from
students. The District will require students to adhere to uniform
standards and/or wear district approved or issued uniforms in order to
participate in activities.

Altering a student’s appearance or removing or altering a student’s
attire without consent from their parent/guardian/caregiver is not
allowed. Additionally, students’ hair should not be permanently or
temporarily altered by school personnel.

Cultural and Religious Attire. Students are allowed to wear religious
attire, adornments, and other attire associated with race, national origin
or religion, or tribal regalia. Additionally, students are permitted to wear
natural and protective hairstyles including but are not limited to braids,
locks, twists, tight coils or curls, cornrows, Bantu knots, afros, weaves,
wigs, or head wraps.

Any person who is a member of an indigenous tribe of the United States
or another country may wear tribal regalia in any public or private
location where the person is otherwise authorized to be on school
grounds or at any school function.

Health and Safety Considerations. Students may be required to
wear protective clothing or equipment or otherwise modify their attire
or secure their hair to ensure the safety of themselves and others. In
such cases, a good faith effort to reasonably accommodate students will
be made to ensure safety without compromising religious beliefs,



grooming practices, or requiring students to permanently alter their
appearance. The least restrictive means appropriate to address the
identified health or safety concern shall be used.

Health and Safety Accommodation Process. If a health and safety
standard accommodation is necessary, the District will:

1. Engage in a good-faith effort to reasonably accommodate the
student and

2. Notify the student's parent or guardian of such an attempt to
accommodate the student's appearance or any attire, tribal
regalia, hairstyles, adornment, or other characteristic associated
with race, national origin, or religion

3. Attempt to obtain consent from a student's parent or guardian
prior to altering a student's appearance or removing or altering a
student's attire, tribal regalia, hairstyle, adornment, or other
characteristic associated with race, national origin, or religion.

Recordkeeping. The District will record efforts made to accommodate
a student’s appearance, attire, hairstyle, adornment, or other
characteristics associated with race, religion, sex, disability, or national
origin. Each record must include: the student's name; federally
identified demographic characteristics; date of the occurrence; the
health and safety standard relating to the accommodation; the nature
of the accommodation requested; staff involved; communication with
parents/guardians/caregivers, and; the outcome of the effort.

Enforcement. Violations of this policy shall be addressed in a manner
consistent with the board’s policies regarding student discipline.

Adopted on:
Revised on: July 14, 2025
Reviewed on:
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6031
Emergency Exclusion

Grounds for Emergency Exclusion. Any student may be excluded from
school in the following circumstances subject to the procedural provisions
governing short term suspension found elsewhere in these policies or state
law:

(a) 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; or

(b) 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.

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
that prompted the exclusion.

Extension of Exclusion. Pursuant to the Student Discipline Act, the principal
has the authority to exclude a student from school for up to five school days
on an emergency basis. If the superintendent or superintendent’s designee
determines that it is appropriate to consider the extension of an exclusion
beyond five days, such consideration shall be made according to the
procedures set forth below.

Notification of Student’s Parent(s) or Guardian(s). The superintendent
or the superintendent’s designee shall notify the student’s parent(s) or
guardian(s) that the principal has proposed the extension of the exclusion. If
the initial notice is oral, the superintendent shall confirm it in writing. The
notice shall include notice of a recommended hearing examiner and an
alternate hearing examiner for consideration by the parent(s) or guardian(s)
if @ hearing is requested.

Opportunity to Request a Hearing. The student’s parent(s) or guardian(s)

may submit a request for a hearing on the proposed extension of the exclusion
within one school day of receiving the notice of the proposed extension.
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Failure to Request a Hearing. If the parent(s) or guardian(s) do not
request a hearing within one school day of receiving oral or written notice, the
proposed extension of the exclusion shall automatically go into effect.

Appointment and Qualifications of a Hearing Examiner. The parent(s)
or guardian(s) shall notify the superintendent within one school day of
receiving notice of the recommended extension and proposed hearing
examiner and alternate hearing examiner if the alternate hearing examiner is
preferred.

Hearing Examiner’s Notice to Parent(s) or Guardian(s). The hearing
examiner shall promptly give written notice of the time, date and place of the
hearing. The hearing will be held within ten school days after the initial date
of exclusion; provided, the hearing may be held more than five school days
after receipt of the request upon a showing of good cause. No hearing will be
held on less than two (2) school days’ notice unless otherwise agreed to by
the student's parent(s) or guardian(s) and school officials.

Continued Exclusion. If a hearing is requested, the principal may determine
in his or her sole discretion that the student shall remain excluded from school
until the hearing officer makes a recommendation to the superintendent.

Examination of Student’s Records and Affidavits. Prior to the hearing,
the student and his/her parent(s) or guardian(s) shall have the right to
examine and have school officials explain the student's records and any
affidavits that will be used by school officials at the hearing.

Attendance at Hearing. The hearing may be attended by the hearing
examiner, the principal (or designee), the student, and the student's parents
or guardian(s). The student may be represented at this hearing by a
representative of the family’s choice.

Student’s Withess(es). The student and his/her parent(s) or guardian(s)
may ask any person with knowledge of the events leading up to the sanction
or with general knowledge of the student's character to testify on behalf of
the student. If school personnel or other students are requested to testify by
the student’s parent(s) or guardian(s), the hearing officer shall endeavor to
help obtain the presence of such witnesses at the hearing.

Right to Know Issues and Nature of Testimony. The student and his/her
parent(s) or guardian(s) have the right to request in advance of the hearing
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the issues which the administration will propose in support of the extension,
and the general nature of the testimony of any administrative or expert
withesses.

Presence of Student and Witnhesses at the Hearing. The student and
witnesses may be excluded at the discretion of the hearing examiner in
accordance with state statutes. The student may speak in his/her own
defense and may be questioned on such testimony, but may choose not to
testify. The school district shall make available to testify at the hearing any
employee who is a witness to the matter upon request from the parent(s) or
guardian(s).

Sworn or Affirmed Testimony. The principal or his or her designee shall
present evidence supporting the recommended extension. Witnesses will give
testimony under oath of affirmation, and may be questioned.

Hearing Examiner’'s Report and Recommendations. The hearing
examiner shall prepare a report of his or her findings and recommendations,
and forward the report to the superintendent.

Superintendent’s Decision. The superintendent will review the hearing
examiner's report and determine whether to extend the exclusion. He or she
shall have the decision delivered or sent by registered or certified mail to the
student, student's parent(s), or guardian(s). If the superintendent decides to
extend the exclusion, the extension will take effect immediately.

Adopted on:
Revised on: July 14, 2025
Reviewed on:
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6034
Concussion Awareness

The Nebraska Unicameral has found that concussions are one of the “most
commonly reported injuries in children and adolescents who participate in
sports and recreational activities and that the risk of catastrophic injury or
death is significant when a concussion or brain injury is not properly evaluated
and managed.”

The School District will:

a. Require all coaches and trainers to complete a training course approved
by the Chief Medical Officer on how to recognize the symptoms of a
concussion or brain injury and how to seek proper medical treatment for
a concussion or brain injury.

b. On an annual basis provide concussion and brain injury information to
students and their parents or guardians prior to such students initiating
practice or competition. This information will include:

1 The signs and symptoms of a concussion;

2 The risks posed by sustaining a concussion; and

3 The actions a student should take in response to sustaining a
concussion, including the notification of his or her coaches.

A student who participates on a school athletic team must be removed from a
practice or game when he/she is reasonably suspected of having sustained a
concussion or brain injury in such practice or game after observation by a
coach or a licensed health care professional who is professionally affiliated
with or contracted by the school. The student will not be permitted to
participate in any school supervised team athletic activities involving physical
exertion, including practices or games, until the student:

a. has been evaluated by a licensed health care professional;

b. has received written and signed clearance to resume participation in
athletic activities from the licensed health care professional; and

c. has submitted the written and signed clearance to resume
participation in athletic activities to the school accompanied by
written permission to resume participation from the student’s parent
or guardian.



If a student is reasonably suspected after observation of having sustained a
concussion or brain injury and is removed from an athletic activity, the parent
or guardian of the student will be notified by the school of:

a. the date and approximate time of the injury suffered by the student,

b. the signs and symptoms of a concussion or brain injury that were
observed, and

c. any actions taken to treat the student.

The school district will not provide for the presence of a licensed health care
professional at any practice or game.

School officials shall deem the signature of an individual who represents that
he/she is a licensed health care professional on a written clearance to resume
participation that is provided to the school to be conclusive and reliable
evidence that the individual who signed the clearance is a licensed health care
professional. The school will not take any additional or independent steps to
verify the individual’s qualifications.

Students who have sustained a concussion and returned to school may need
informal or formal accommodations, modifications of curriculum, and
monitoring by medical or academic staff until the student is fully recovered.
The school's "return to learn protocol" shall follow the model provided by the
Nebraska Department of Education. Nothing in this policy or the referenced
protocol shall entitle a student who has sustained a concussion to an
individualized plan under Section 504 of the Rehabilitation Act, although staff
will refer students who have sustained a concussion for evaluation under
Section 504 as appropriate.

Adopted on:
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6044
Participation and Assignment of Athletic Teams

Designation of Athletic Team or Sport. The terms male, female, and coed
are defined as provided by state law. All athletic and sports teams of the
district are hereby designated as male, female, or coed as follows:

Sport/Team Designation
Football Male
Volleyball Female
Cross Country Male and Female Teams
Golf Male and Female Teams
Basketball Male and Female Teams
Wrestling Male and Female Teams
Track Male and Female Teams
Track and Unified Track Male, Female, and Coed Teams
Bowling and Unified Bowling Male, Female, and Coed Teams
Baseball Male
Softball Female
[INSERT ALL OF YOUR SPORTS]

Participation on Assigned Teams. Males shall not participate on teams
designated for females. Females may only participate on male teams when
there is no female team offered or available for such sport. Males and females
may participate on coed teams and in coed events as long as their participation
is consistent with the eligibility and other rules of that team or event.

Determination of Student Sex. To determine eligibility, a student and the
student’s parent or guardian shall provide the district with confirmation of the
student’s sex on a document signed by a doctor or signed under authority of
a doctor.

Conduct of Visitors and the Public. Visitors and members of the public
attending district interscholastic team activities are expected to comply with
all district policies and practices, including sportsmanship rules.

Adopted on:
Revised on:
Reviewed on:
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6045
Behavioral Intervention

General Approach. The district utilizes a tiered system of support to foster
a positive school climate and culture, encourage appropriate student behavior,
and provide the necessary supports for academic and behavioral success.

Interaction with Student Discipline Policy. This policy does not replace
the Student Discipline policy or limit the District’s authority under the Student
Discipline Act when behaviors warrant action under that policy or Act.

Classroom Removal. Students may be removed from the classroom if the
student poses a threat to their own safety, the safety of others, or the
environment or if the student’s behavior is disruptive to the learning
environment. When appropriate, prior to removal staff should consider the
use of de-escalation techniques, behavior redirection, or other Tier 1 or Tier 2
or comparable interventions.

When classroom removal is appropriate, the District will consider whether the
student requires additional support to transition back to the classroom and
continue to monitor the student’s behavior to adjust interventions and
supports as needed.

Required Training. The School District, independently or through the
educational service unit, will develop and provide behavioral awareness and
intervention training to employees with behavioral management
responsibilities. Each employee with behavior management responsibilities
must complete the behavioral awareness and intervention training during the
2026-27 school year or during the first year of employment with the district.
The length of such training will be at least X hours.

Behavioral Awareness Point of Contact (BAPC). Each school building
must designate one or more school employees as a BAPC. Each BAPC must
have knowledge of community services providers and other resources
available for students and families. Each BAPC must coordinate access to
support services for students.

The BAPC will be identified on the district website and in the school directory.
Adopted on:

Revised on:
Reviewed on:
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INTRODUCTION

This handbook provides information to persons who are employed by the
school district and are referred to in this handbook as employees, staff, or
staff members. It is designed to provide practical information about the
daily operation of the schools in the district and contains building and
district directories, safety and emergency information, as well as district
policies and procedures. Each staff member should carefully review this
handbook. The administration and the board of education continually
review policies and procedures, so staff members should discuss
comments, concerns, or suggestions about this handbook with their
building principal or another member of the administrative staff.

This handbook does not create a “contract” of employment. Staff
positions and assignments that do not require a teaching certificate or are
not otherwise governed 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 a contract approved by the
board of education.

Many situations may arise that are not covered by this handbook. In
those instances, staff members should use their own good judgment or
consult with the administration. If any information contained in this
handbook conflicts with board policy or state statute, the policy or statute
will govern.

The provisions in this handbook are subject to change at the sole
discretion of the Superintendent and the Board of Education. From time
to time, you may receive updated information concerning changes in the
handbook. These updates should be kept within the handbook so that all
procedures can be kept up to date. If you have any questions regarding
this handbook, please ask your supervisor or the Superintendent for
assistance.

Your suggestions about ways to improve the school are welcome and will
always be considered.



Notice of Nondiscrimination

The school district does not discriminate on the basis of race, color,
national origin, sex, disability, or age in its programs and activities and
provides equal access to the Boy Scouts and other designated youth
groups. The school district prohibits sex discrimination in any education
program or activity in any education program or activity that it operates.

Individuals who believe that they have been the subject of unlawful
discrimination or harassment due to their disability, or that have other
related concerns or questions, should contact the ADA/Title IT Coordinator:
Coordinator: Mr. Ben Wright at 308-752-2925,

bwright@semmustangs.org, or in person at school.

Individuals who believe that they have been the subject of unlawful
discrimination or harassment due to their sex, or that have other related
concerns or questions, should contact the Title IX Coordinator: Katie
Hothem at 308-752-2925, khothem@semmustangs.org, or in person at
school. The School District’s specific Notice of Nondiscrimination on the
Basis of Sex may be accessed by contacting the School Superintendent.

Individuals who believe that they have been the subject of unlawful
discrimination or harassment due to their race, color, or national origin, or
that have other related concerns or questions, should contact the
following Title VI Coordinator Mr. Ben Wright at 308-752-2925,
bwright@semmustangs.org or in person at school.

Individuals who believe that they have been the subject of any other
unlawful discrimination or harassment should contact the Scott Franzen
at 308-752-2925, sfranzen@semmustangs.org, or in person at school.
Students may report discrimination or harassment to any staff member
who will then forward it on to the appropriate coordinator or
administrator. The staff member will follow school district policies to
respond to the report.

For additional prohibited discrimination and related information, please
review SEM Board Policy: 3053 Nondiscrimination.




DRUG-FREE WORKPLACE REQUIREMENTS

Policy #4004
DRUG-FREE WORKPLACE REQUIREMENTS

It is vitally important to have a healthy workforce that is free from the
effects of illegal drugs. The use or possession of unlawful drugs in the
workplace has a very detrimental effect upon safety and morale of the
affected employee, coworkers, and the public at large; and on
productivity and the quality of work.

Federal law requires this school district, as a recipient of federal funds, to
maintain a drug-free workplace. The unlawful manufacture, distribution,
dispensing, possession, or use of a controlled substance in the district's
workplace is prohibited. The term "workplace" includes every location
where district employees may be found during their working hours or
while they are on duty, regardless of whether the location is within the
geographic boundaries of the district. Any employee who violates this
policy will be disciplined with measures up to and including discharge.
The district may, in its sole discretion, require or allow an employee who
violates this policy to participate in and satisfactorily complete a drug
abuse assistance or rehabilitation program.

The district shall provide every current employee with a copy of this
policy, and shall provide each newly hired employee with a copy upon
hiring. Every employee shall be required to signify receipt of a copy of
the policy in writing. All district employees must abide by this policy,
including those who are not directly engaged in the performance of work
pursuant to a federal grant.

An employee must notify his/her supervisor of any conviction of a
criminal drug statute for a violation occurring in the workplace within five
days. The failure to report such a conviction will be grounds for
dismissal. If the employee convicted of such an offense is engaged in the
performance of work pursuant to the provisions of a federal grant, the
district shall notify the grant agency within 10 days of receiving notice of
a conviction from the affected employee or of receiving actual notice of
such a conviction.

Adopted on: 12/13/2021



POLICIES AND PROCEDURES REGARDING ALL STAFF

Accidents and Injuries
Staff must inform the building office immediately of all accidents and/or

injuries to students or staff, and complete the appropriate accident form
that is available from the office secretary. The accident form must be
returned to the office within twenty-four hours.

Activity Accounts and Fundraising

Activity accounts are handled through the superintendent’s office. No
student or sponsor may make any purchase without a signed purchase
order from the superintendent. Purchases made without permission
are the personal obligation and responsibility of the purchaser.

The superintendent is responsible for authorizing any fundraising on the
part of student activities. No fundraising may occur without express
administrative permission.

Activity Tickets
All staff and their spouses will be admitted to home games free of charge.

Activity tickets will be issued to staff through the office.

Agents, Salesmen and Other Business Representatives

All business representatives calling on school matters must obtain
permission from the superintendent or building principal before conferring
with staff. Staff must determine whether the business representative has
been granted permission before discussing business matters. Classroom
teachers may not interrupt class work to confer with such
representatives.

Staff may not use school time or school facilities for any personal activity
for personal financial gain or confer with any business representative for
personal business during school time.

Announcements and Circulars
No announcements shall be made before any school group without
authorization of the principal or superintendent.

Any circulars or advertising displayed within the school shall have the
approval of the building principal or superintendent before posting.



Bell Schedules

Monday thru Thursday

Breakfast 7-12
Breakfast K-6

Period 1
Period 2
Period 3
Period 4
7-12 Lunch
PK-2 Lunch
3-6 Lunch
Period 5
Period 6

Period 7
Period 8

WINN

Breakfast 7-12

Breakfast
Period 1
Period 2
Period 3
Period 4
Period 5
3-6 Lunch
7-12 Lunch
PK-2 Lunch
Period 6

Period 7
Period 8

WINN/Meetings as

Scheduled

7:40-7:50
7:50-8:05
8:00-8:47
8:50-9:37
9:40-10:27
10:30-11:17
11:17-11:47
11:50-12:15
12:15-12:40
11:50-12:37
12:40-1:27
1:30-2:17
2:20-3:07
3:10-3:31

7:40-7:50
7:50-8:05
8:00-8:40
8:40-9:23
9:26-10:06
10:09-10:49
10:52-11:32
11:00-11:27
11:32-12:02
12:05-12:30
12:05-12:45

12:48-1:28
1:31-2:11

2:15-2:38



10:00 Late Start

Period 1
Period 2
Period 3
Period 4
7-12 Lunch
PK-2 Lunch
3-6 Lunch
Period 5
Period 6
Period 7
Period 8

10:00-10:35
10:38-11:13
11:16-11:51
11:54-12:29
11:55-12:20
12:29-12:57
1:00-1:25
1:00-1:35
1:38-2:13
2:16-2:51
2:54-3:31

1:30 pm Dismissal

Breakfast 7-12
Breakfast K-6

Period 1
Period 2
Period 3
Period 4
Period 5
7-12 Lunch
PK-2 Lunch
3-6 Lunch
Period 6
Period 7
Period 8

7:40-7:50
7:50-8:05
8:00-8:37
8:40-9:17
9:20-9:57
10:00-10:37
10:40-11:15
11:15-11:45
11:50-12:15
12:15-12:40
11:48-12:25
12:28-1:05
1:08-1:45



1:45 pm Dismissal

Breakfast 7-12 7:40-7:50
Breakfast K-6 7:50-8:05
Period 1 8:00-8:37
Period 2 8:40-9:17
Period 3 9:20-9:57
Period 4 10:00-10:37
Period 5 10:40-11:15
7-12 Lunch 11:15-11:45
PK-2 Lunch 11:50-12:15
3-6 Lunch 12:15-12:40
Period 6 11:48-12:25
Period 7 12:28-1:05
Period 8 1:08-1:45

Board Policies, Rules, and Directives

The board of education has adopted policies that govern the operation of
the school district. A complete policy manual is available on the district’s
website or in the main administrative office. These manuals will be
updated as the board adopts new policies or modifies existing policies. In
particular, the 4000 series deals with policies that affect personnel.
Additionally, the Board has authorized the Superintendent and his or her
designee to adopt rules and directives regarding the conduct of students,
staff, and other persons. Many of these rules and directives are published
in the Student Handbook, Staff Handbook, and Activity Handbook,
respectively. Each of these handbooks are available on the district’s
website and in the main administrative office. By signing below, you
agree that you have read and understood these policies,
handbooks, rules, and directives, their application to you, and that
you have had an opportunity to discuss any questions with the
administration.

Child Abuse

School employees who have reasonable cause to believe that a child has
been subjected to child abuse or neglect or observe a child being
subjected to conditions or circumstances which reasonably would result in
child abuse or neglect will report the suspected abuse or neglect
according to the following procedure.




1, Any school employee who has reasonable cause to believe that a
child has been abused or neglected shall report the suspicion to the
building principal immediately. Employees shall also personally report or
cause a report to be made to local law enforcement or to the Department
of Health and Human Services.

2. When the principal makes a report of suspected child abuse or
neglect, he/she shall inform the employee(s) who made the initial report.

3. Nothing in the paragraph above shall hinder a school employee
from fulfilling his/her/their obligation to report suspected abuse or neglect
if he, she or they have reasonable cause to believe that a child has been
abused or neglected.

4. Any doubt or question in reporting such cases shall be resolved in
the favor of reporting the suspected abuse or neglect. Consultation
between the administrator and school employee is encouraged, keeping in
mind that prompt reporting is essential.

Refer to SEM Board Policy: 4054 Child Abuse

Complaint Procedure

Good communication helps to resolve many misunderstandings and
disagreements. This complaint procedure applies to complaints unless
the complaint is subject to a different procedure required by law, policy or
contract. Individuals who have a complaint should discuss their concerns
with appropriate school personnel in an effort to resolve problems at the
lowest level of the chain of command. When those efforts do not resolve
matters satisfactorily, including matters involving discrimination or
harassment on the basis of race, color, national origin, sex, marital
status, disability, or age, a complainant should follow the procedures set
forth in any specific policy addressing those areas or the procedures set
forth below. Allegations of sex discrimination covered by Title IX will be
addressed through the board’s Title IX policy.

References to “coordinator” in this policy refer to the board-designated
coordinator for the applicable area, such as the Section 504 Coordinator
for allegations of disability-based discrimination.

Under this policy, factual conclusions will be based on a preponderance of
the evidence.



Complaint and Appeal Process.

1

The first step is for the complainant to speak directly to the
person(s) with whom the complainant has a concern. For example,
a parent who is unhappy with a classroom teacher should initially
discuss the matter with the teacher. However, the complainant
should skip the first step if complainant reasonably believes
speaking directly to the person would subject complainant or
complainant’s student to discrimination or harassment.

The second step is for the complainant to speak to the building
principal, coordinator, superintendent of schools, or president of
the board of education, as set forth below. Anyone with questions
about the appropriate person to speak with may request
clarification from the superintendent.

a) Complaints about the operation, decisions, or personnel
within a building should be submitted to the principal of the
building.

b) Complaints about the operations of the school district or a
building principal should be submitted in writing to the
superintendent of schools.

c) Complaints about the superintendent of schools should be
submitted in writing to the president of the board of
education.

d) Complaints involving discrimination or harassment on the
basis of race, color, national origin, sex, marital status,
disability, or age may also be submitted at any time during
the complaint procedure to the applicable coordinator.
Complaints involving discrimination or harassment may also
be submitted at any time to the Office for Civil Rights, U.S.
Department of Education: by email at
OCR.KansasCity@ed.gov; by telephone at (816) 268-0550; or
by fax at (816) 268-0599.

When a complainant submits a complaint to an administrator or
coordinator, the administrator or coordinator shall first determine
whether another applicable procedure is required by policy or law
and if so, direct the complaint to the appropriate person to follow
that procedure. If not, the administrator or coordinator will
promptly and thoroughly investigate the complaint, and shall:

9



b)

d)

Determine whether the complainant has discussed the matter
with the respondent.

1) If the complainant has not, urge the complainant to
discuss the matter directly with the respondent, if
appropriate.

2) If the complainant refuses to discuss the matter with
the respondent, the administrator or coordinator shall,
in his or her sole discretion, determine whether the
complaint should or must be pursued further.

Strongly encourage the complainant to reduce his or her
concerns to writing.

Interview the complainant and, if necessary, the respondent
against whom the complaint is filed, to determine:

1) All relevant details of the complaint;

2) All witnesses and documents which the complainant
believes support the complaint;

3) The action or solution which the complainant seeks.

Respond to the complainant. If the complaint involves
discrimination or harassment, the response shall be in writing
and shall be submitted within 180 calendar days after the
administrator or coordinator receives the complaint.

If either the complainant or the respondent is not satisfied with the
decision he or she may appeal the decision to the superintendent.
The superintendent may assign a qualified designee to hear any
appeal.

a)

b)

The appeal must be in writing.

This appeal must be received by the superintendent no later

than three (3) calendar days from the date of the decision.

c)

For complaints addressed through other applicable procedures
that do not include a separate investigatory process, the
superintendent will investigate as he or she deems
appropriate.

10



d) The superintendent will prepare a written decision and
provide it to the complainant and any other person entitled by
law to receive the appeal decision. For complaints involving
discrimination or harassment, the superintendent shall submit
the decision within 180 calendar days after the
superintendent received complainant’s written appeal.
Appeals to the superintendent from complaints involving
discrimination or harassment are final once the
superintendent delivers the written decision, as are all other
appeals/complaints to the superintendent unless the
complaint can be appealed on the limited grounds to appeal
to the board below.

5. The board’s role is to set policy, establish and implement a budget,
and evaluate the superintendent. The board does not manage the
daily operations of the school district entrusted to its administration
unless required by law or policy. Because of the board’s statutory
roles, it does not hear complaints or appeals that may involve
oversight or discipline of students, staff, or others, unless those
involve the superintendent as discussed below. The board does not
hear complaints or appeals based on allegations of discrimination or
harassment unless otherwise required by law. The board will hear
appeals only in the following circumstances:

a) When the complaint is about a board policy, not
implementation of the policy;

b) When the complaint involves the budget or school
expenditures that have been or must be approved by the board; or
c) When the board is required by law, policy, or contract to hear
a complaint or appeal.

If a complaint involves those limited grounds and a party is not satisfied
with the superintendent’s decision regarding the complaint or appeal, he
or she may appeal the decision to the board.

d)  This appeal must be in writing.

e) This appeal must be received by the board president no later
than ten (10) calendar days from the date the superintendent
communicated his/her decision to the complainant.

f) This policy allows, but does not require the board to receive
statements from interested parties and witnesses relevant to the
complaint appeal. However, all matters involving discrimination or
harassment allegations against the superintendent shall be

11



promptly and thoroughly investigated by the board president or a
designee.

g) The board president will notify the complainant and any other
person legally required to receive the decision in writing of its
decision. If the complaint involves discrimination or harassment
allegations against the Superintendent, the board president shall
submit the decision within 180 calendar days after receiving the
written appeal.

h)  There is no appeal from any decision of the board unless
authorized by law.

Formal complaints about the superintendent shall be filed with the
president of the board. However, complaints about the
superintendent do not include disagreement with the
superintendent’s decision on appeal based on a complaint of
discrimination, harassment, or action of any other employee who is
not the superintendent. Upon receipt of a complaint, the board
president or his or her designee shall promptly and thoroughly
investigate the complaint, and shall:

a) Coordinate with school district staff, other than the
superintendent, to determine if another procedure in policy or
law requires the complaint against the superintendent to
follow another procedure. If so, the board president will
coordinate handling the complaint through that procedure. If
another procedure applies, such as in the case of allegations
of sex discrimination against the superintendent, the board
president or, at his or her discretion, the full board will serve
only to hear any appeal by a party to the complaint.

b) Determine whether the complainant has discussed the matter
with the superintendent.

1) If the complainant has not, the board president or
designee will urge or require the complainant to discuss
the matter directly with the superintendent, if
appropriate or required.

2) If the complainant refuses to discuss the matter with
the superintendent, the board president shall, in his or
her sole discretion, determine whether the complaint
should or must be pursued further.

12



d)

Determine, in his or her sole discretion, whether to place the
matter on the board agenda for consideration at a regular or
special meeting by the full board.

Respond to the complainant or appeal. If the complaint or
appeal involves discrimination or harassment, the response
shall be in writing and shall be submitted within 180 calendar
days after the president received the complaint.

Appoint or contract with other individuals qualified to assist
the board through this process or any other applicable
procedure used to address allegations against the
superintendent.

No Retaliation. The school district prohibits retaliation against any
person for filing a complaint or for participating in the complaint
procedure in good faith.

13



Special Rules Regarding Educational Services and Related
Services to Students with Disabilities. Students with disabilities and
their families have specific rights outlined in state and federal law,
including administrative processes by which they may challenge the
educational services being provided by the school district. Therefore, the
appeal process contained in this policy may not be used to challenge
decisions made by a student’s individualized education plan (IEP) team or
504 team.

Complaints about the educational services provided a student with a
disability, including but not limited to services provided to a student with
an IEP, access to curricular and extracurricular activities, and educational
placement must be submitted to the school district’s Director of Special
Education. The Director of Special Education will address the complaint in
a manner that he/she deems appropriate and will provide the
complainant with a copy of the Notice of IDEA Parental Rights
promulgated by the Nebraska Department of Education.

Complaints about the educational services provided a student with a
disability pursuant to a Section 504 plan must be submitted to the school
district’s 504 Coordinator. The 504 Coordinator will address the complaint
in a manner that he/she deems appropriate and will provide the
complainant with a copy of the Notice of Section 504 Parental Rights
adopted by the board of education.

Complaints about the educational services provided to a student who is
suspected of having a disability must be submitted in writing to the
school district’s Director of Special Education or to the district's 504
Coordinator. The Director of Special Education or 504 Coordinator will
either refer the student for possible verification as a student with a
disability or will provide prior written notice of the district’s refusal to do
so.

Bad Faith or Serial Filings. The purpose of the complaint procedure is
to resolve complaints at the lowest level possible within the chain of
command. Individuals who file complaints (a) without a good faith
intention to attempt to resolve the issues raised; (b) for the purpose of
adding administrative burden; (c) at a volume unreasonable to expect
satisfactory resolution; or (c) for purposes inconsistent with the efficient
operations of the district may be dismissed by the superintendent without
providing final resolution other than noting the dismissal. There is no
appeal from dismissals made pursuant to this section.

Refer to SEM Board Policy: 2006 Complaint Procedure
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Computers and the Internet: Acceptable Use by Staff
Internet access is an important tool for communicating, keeping

up-to-date with current developments in education, and for conducting
research to enhance management, teaching, and learning skills. Staff
members must refer to and comply with the board policy regarding Staff
Internet and Computer Use. Staff should also refer to and comply
with the board policy regarding Staff and District Social Media Use.

Refer to SEM Board Policy: 4012 Staff Internet and Computer Use

Refer to SEM Board Policy: 4051 Staff and District Social Media
Use

Conflict of Interest

All staff members are subject to the board’s policy governing conflict of
interest. That policy provides, in part, that no employee shall solicit or
accept anything of value, including a gift, loan, contribution, reward, or
promise of future employment based on an agreement that the vote,
official action, or judgment of the employee would thereby be influenced.

Contact Information

Staff are required to keep the district informed of any change in their
name, address, telephone or other contact information. Contact the
building secretary to report a change.

Copyright and Fair Use
The school district complies with federal copyright laws. Staff members

must comply with copyright laws when using school equipment or
working on behalf of the district. Federal law prohibits the unauthorized
reproduction of works of authorship, regardless of the medium in which
they were created

The “fair use” doctrine allows limited reproduction of copyrighted works
for educational and research purposes. “Fair use” of a copyrighted work
includes reproduction for purposes such as criticism, news reporting,
teaching (including multiple copies for classroom use), scholarship, or
research. Staff who are unsure whether their proposed reproduction of
copyrighted material constitutes “fair use” should consult with their
building principal, review the school district’s copyright compliance policy,
and review Reproduction of Copyrighted Works by Educators and
Librarians from the

U.S. Copyright Office found at https://www.copyright.gov/circs/circ21.pdf
and Copyright for Students found at
https://www.whoishostingthis.com/resources/student-copyright/. You can
find more information on copyright compliance requirements and
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permitted uses from the U.S. Copyright Office and the Library of Congress
at the following site:
http://www.loc.gov/teachers/usingprimarysources/copyright.html.

Corporal Punishment

Corporal punishment is the infliction of bodily pain as a penalty for
disapproved behavior, and is prohibited by law. Some physical contact is
inevitable, and most of it is appropriate. Corporal punishment does not
include the use of physical force that is reasonable and necessary to (1)
protect school employees; (2) protect students or property; or (3)
remove a student from a situation that endangers the student, persons,
or property. Staff members should promptly report any event that
required the use of physical force to their building principal.

Crisis Response Team

Any staff member appointed by the district administration will serve on
the Crisis Response Team as outlined in the board policies. The Crisis
Response Team serves a vital role in supporting the district’s staff and
students. It is the responsibility of the appointed staff member to discuss
with the district administration any circumstances that may affect the
staff member’s ability to perform the tasks required by board policy.

Disability Leave (Short-Term)

Short-term disability leave will be treated in the manner required by state
and federal law and consistent with the negotiated agreement with the
school district’s local education association. Short-Term Disability leave
will run concurrently with FMLA leave.

Discrimination and Harassment

The school district prohibits discrimination and harassment based upon or
related to race, color, national origin, sex, religion, marital status,
disability, age or any other unlawful basis that (1) has the purpose or
effect of creating an intimidating, hostile, or offensive school
environment, (2) has the purpose or effect of substantially or
unreasonably interfering with an employee’s school performance, or (3)
otherwise adversely affects an employee’s employment opportunities.
Employees who believe that they have been the subject of unlawful
discrimination or harassment due to their disability should contact the
following Section 504 Coordinator: Katie Hothem at 308-752-2925,
khothem@semmustangs.org, or in person at school. Employees who
believe that they have been the subject of unlawful discrimination or
harassment due to their sex should contact the following Title IX
Coordinator: Katie Hothem at 308-752-2925,
khothem@semmustangs.org, or in person at school. Employees who
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believe that they have been the subject of any other unlawful
discrimination or harassment should contact the Scott Franzen at
308-752-2025, sfranzen@semmustangs.org, or in person at school.
Employees may report discrimination or harassment to any staff member
who will then forward it on to the appropriate coordinator or
administrator. The staff member will follow school district policies to
respond to the report.

Driving (both school and personal vehicles)

Staff members 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. Staff members will be provided a Driver’s
Certification form to verify this information. Staff members 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, and are responsible for any injury or accident. Staff
members are not to use cell phones while driving a school vehicle or while
transporting students. Please see the school district’s policy on school
vehicle use for further information. '

Drivers for the school district must be free from drug and alcohol use or
abuse. The school district will test drivers as permitted under state and
federal law and in accordance with board policy.

Dress Code

The attire worn by staff members conveys an important image to
students and the general public. The appearance of professional staff
members shall be appropriate to their assighed duties and indicative of
their professional standing in the school and community.

Certified staff, paraeducators, and office staff should generally dress in
business casual attire that is clean and professional.

The following are examples of unprofessional attire which should not be
worn by classroom staff during the traditional school day, when students
or visitors are in attendance, or when the employee is supervising,
directing, or coaching students when the public is in attendance:

o For men: shirts without collars, unless the shirt can be deemed
professional by other standards.
° Athletic wear, including sweat, jogging and wind suits, except when

teaching a physical education activity in the gymnasium, on a
playing field, or at athletic or other activity practices.
o Shorts, except when teaching physical education class or at athletic
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or other activity practices.

° Blue jeans, except at athletic or other activity practices, or on days
considered to be “dress down” days.

° Hats, except when worn outside for sun coverage.

. Rubber soled *flip flop’ thong sandals.

° Any attire which is excessively wrinkled or torn, so that it is no
longer neat and professional.

° Any attire which is immodest or may distract other employees or

students in the learning environment.

Custodial, maintenance, and transportation staff should dress in attire
appropriate to the work they are performing.

The superintendent or principal shall maintain the discretion to make
determinations on staff dress and appearance. Administrators may
temporarily suspend all or a portion of the dress code when other factors
support a lower dress expectation for school employees (e.g., special
“casual days” or field days). Any violation of school policy and rules may
result in disciplinary action.

Drug and Alcohol Testing
School district administrators who suspect that drugs or alcohol may be

present in a staff member’s system may require the staff member to
provide a body fluid or breath sample as provided in Nebraska law. Staff
members who refuse a lawful directive to provide a body fluid or breath
sample may be subject to disciplinary or administrative action by the
employer, including denial of continued employment.

Duty to Report

School personnel shall self-report any of the following to the District’s
Superintendent within 24 hours of its occurrence or at the beginning of
the next school day, whichever is earlier:

Any criminal citation if the alleged offense is a misdemeanor or felony
under federal or Nebraska law or in the state in which the alleged offense

occurred;

° Any arrest for any reason;

° Any criminal conviction;

° Any sentence of incarceration;

© Any criminal or civil filing or Department of Health and Human
Services or law enforcement investigation for child abuse and/or
neglect;

° Any complaint or other administrative that could impact any

certificate or professional license held by the employee;
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° Any action or threat of action by any entity against the employee’s
driver’s license or ability or authority to operate a motor vehicle if
the employee’s job duties may require the operation  of a motor
vehicle.

The failure to make a report required by this section may result in
disciplinary action up to and including cancellation, termination, and
non-renewal.

Electronic Communication While Driving
Except as provided below, school personnel shall not use any electronic

communication device to read a written communication, manually type a
written communication, send a written communication, verbally
communicate with others, or otherwise communicate with others while
operating a school vehicle or while using a school-issued electronic
communication device while operating a private vehicle. This prohibition
includes but is not limited to answering or making telephone calls not
related to the transportation and reading or responding to e-mails, instant
messages, or text messages.

The superintendent or building principal may grant exceptions and allow
verbal communication on an as needed basis for specific district-related
work based upon employees’ duties and responsibilities.

Expenses
The board will reimburse staff for all approved expenses incurred in

attending to school business. Reimbursement for mileage, supplies,
overnight travel expense, and credit course reimbursement fees are
processed on an expense report form that is available from each building
secretary. Appropriate receipts must be attached.

To be reimbursed for an item or for personal vehicle use, staff members
must complete a reimbursement claim form, attach receipts and submit it
to the Superintendent for approval.

All claims for reimbursement must be approved by the board, so some
delay is probable. Mileage reimbursement will be denied if a school
vehicle was available.

Family and Medical Leve Act (FMLA)

Qualified employees will be provided leave under the Family and Medical
Leave Act (FMLA) as provided in board policy. The school district will
utilize the “rolling” 12-month period measured backward from the date an
employee uses any FMLA leave
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Refer to SEM Board Policy: 4011 Employee Leave Under the Family
and Medical Leave Act (FMLA) Policy

In-School Communication

Every staff member will be assigned a mailbox in the building where he or
she works. Staff members are expected to check their mailboxes for
messages in the morning upon arrival at school, at lunch time, and at the
end of the day before departing.

A great deal of information is distributed to staff via the school’s e-mail
system. Each staff member must check his or her e-mail account
frequently throughout the school day. Staff members are allowed to use
their school e-mail accounts for a moderate amount of personal e-mail
correspondence. However, sending or receiving personal e-mail during
class time is prohibited, regardless of whether that personal e-mail is
received on the staff member’s school e-mail account or a personal
account.

Intellectual Property

All  written or artistic works, instructional materials, inventions,
procedures, ideas, innovations, systems, programs, or other work product
created or developed by any employee in the course and scope of
performance of his or her employment duties on behalf of the district,
whether published or not, shall be the exclusive property of the district.
The district has the sole right to sell, license, assign, or transfer any and
all right, title, or interest in and to such property.

Jury and Witness Duty Leave

An employee who has been called to serve as a juror will be granted paid
leave. Employees must sign over to the district the compensation they
receive for jury duty, but not compensation for expenses.

An employee who has been subpoenaed to testify as a witness in a court
proceeding shall be entitled to one day of paid leave. To receive paid
leave, the employee must sign over to the district his or her witness fee.

Keys
Staff will not lend or have any duplicate keys made of any school key.

Staff will make sure all doors are locked when they enter or leave the
building other than regular school hours.

Staff members are responsible at all times for all keys issued to them and
must keep their keys in a secure location or on the employee’s person.
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Each classroom teacher must check that the doors and windows in his or
her room are closed and locked at the end of the school day. Staff must
report lost or stolen keys to the building principal immediately.

Under no circumstances are pupils to be allowed in the building
after school hours without faculty supervision. Keys to any school
areas are not to be loaned to students under any circumstances.

Locker Room Supervision
Staff members must review and comply with the board’s policy regarding
locker room supervision.

Refer to SEM Board Policy: 4062 Locker Room Supervision

Maintenance & Cleaning Request Forms

Staff members should fill out maintenance requests forms just as soon as
they need or see a maintenance problem. These forms must be turned
into the Superintendent.

Meals Program

Staff may take advantage of meals offered through the district’s foods
program. Staff members will not be allowed to run a deficit in their lunch
accounts.

Military Leaves of Absence

Leaves of absence without pay for military or Reserve duty are granted to
all employees as required by law. An employee who is called to active
military duty or to Reserve or National Guard training or who volunteers
for the same should submit copies of the military orders to the
Superintendent as soon as is practicable. An administrator, at his or her
discretion, may require an employee who requests leave under the
Nebraska Family Military Leave Act to provide certification from the
proper military authority to verify the employee’s eligibility for the leave
requested.

Military Leave under the Federal Family and Medical Leave Act (FMLA) and
the Nebraska Family Military Leave Act will be governed by the board’s
policies.

Milk Expression

Except as otherwise provided by law, the district will provide reasonable
break time for an employee who wishes to breastfeed or express breast
milk for her nursing child each time such employee has the need to do so.
The district will provide a place, other than a bathroom, which is shielded
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from view and free from intrusion from co-workers and the public. These
accommodations will be provided for one year after the child’s birth,
unless otherwise required by law.

News and Press Releases

Only individuals who have prior administrative approval may issue press
releases or other official communications regarding school activities and
events in furtherance of the individual’s official responsibilities. The
superintendent may delegate responsibility for communicating with the
media to building principals, the activities director, event sponsors, and
other staff on an ad hoc basis.

Activity sponsors and other staff who are involved in newsworthy activity
should submit typed press releases to the office for distribution to the
media when noteworthy events have occurred. Coaches must
communicate with local TV, radio, and print media promptly after matches
or games to disseminate the results.

Obligations Related to American Civics Instruction
All staff members shall be familiar with, and comply with, the

requirements of state law, board policy, and district curriculum to
properly instruct students regarding American Civics, Social Studies,
American History, and appropriate patriotic exercises on particular days of
the year. Neglect of any such responsibilities by any employee may be
considered just cause for dismissal.

Outside Employment

No full-time staff member may accept any other employment or carry on
any business or activity for profit that interferes with the complete and
competent discharge of his or her responsibilities to the school district.

Political Activities

District employees retain all rights of citizenship, including, but not
limited to, engaging in political activities. An employee of the District
may participate in the political process, including seeking an elective
office, provided that the staff member does not campaign on school
property during working hours, and provided all other legal requirements
are met. The District assumes no obligation beyond making such
opportunities available.

While the District supports its employees by allowing them to exercise
their rights, any impact on the employee’s ability to perform his or her
functions as required by the district is grounds for discipline. For further
guidance regarding political conduct on school grounds, contact the
superintendent and consult the board policies.
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Pregnant or Parenting Students
The school district encourages students who are pregnant or parenting
are encouraged to continue to participate in the district’s educational and
extracurricular programs. Students who anticipate deviations from their
regular school experience or accrue absences due to pregnancy or
parenting have been told to notify their building principal as early as
possible to discuss their educational programming. The building principal
will work with the student and appropriate district staff to develop a plan
to assist the student in participating in district curriculum and
extra-curricular activities. Such a plan may include:
1. If the student cannot regularly attend classes, the provision of
online courses;
The arrangement of meeting times with teachers;
If the student has not identified appropriate childcare, the
identification of child care providers that meet statutory
requirements for quality and care; and
4. All other curricular adjustments, modifications, and means of
supplementing classroom attendance deemed appropriate by
the school administrators including, but not limited to,
modification of attendance policies.

2.
3.

Professional Boundaries Between Staff and Students

All district employees must follow board policy when interacting with
students in any way. School district employees are responsible for
conducting themselves professionally and for teaching and modeling high
standards of behavior and civic values, both at and away from school.
District employees must be aware of professional boundaries between
students and staff, and they must never blur the boundaries. These
standards of behavior apply to social networking sites, such as Facebook,
Twitter, Instagram, etc., along with communications and interactions of
any kind between staff and students.

Examples of unprofessional misconduct include: inappropriate sexual
communications or interactions with students, meeting with students in
private outside of school, and intruding on a student’s personal space.
These are a few examples of inappropriate behavior, not an exhaustive
list. For further guidance, refer to the district’s policies regarding
professionalism and staff-student interactions.

Any teacher or student who witnesses or knows information about a
district employee violating board policy should report the violation to the
district administration immediately. Minor violations and questionable
violations should be reported as soon as possible, but always within 24
hours.
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A violation of board policies for professionalism will form the basis for
employee discipline up to and including termination or cancellation of
employment, filing a report with law enforcement officials, and filing a
report with the Commissioner of Education.

Professional Growth

All employees must complete 24 Professional Growth Points during a six
year period of time. Teachers shall be provided opportunities for the
development of increased competence beyond that which they may attain
through the performance of their assigned duties.

In addition to this requirement, the superintendent will select in-service
programming to provide additional professional growth activities for
certified and classified staff.

Purchasing
All requisitions for books and school supplies must be filed with the

building principal. The requisition must include the name of the article
being requested, where it may be purchased, how many articles are
required and their cost. Requisition forms are available from the office.
Orders should not be placed until the district office has issued a printed
purchase order. Once an order has been received, the staff member must
notify the building secretary so payment can be processed. Failure to
follow the procedure for requisitions may prevent the staff member from
receiving the items requisitioned. All orders or supplies must be
authorized by the administration. Staff may be personally liable for any
orders placed without such authorization.

When routine supplies are needed for immediate use, staff should contact
the building secretary. When it is necessary to make a special or
emergency requisition for supplies or equipment, staff should contact the
Business Manager for the necessary forms. The superintendent will either
approve or disapprove the request.

Records and Reports
Staff members must refer to and comply with Board Policy No. 5016

regarding the management and maintenance of student records.

All staff members shall promptly furnish the administration with any
information relating to their professional training, experience, activities or
work required for reports to county, state or federal officials or for official
school records. Personal information will be treated confidentially by
school officials.
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Refer to SEM Board Policy: 5016 Student Records

Recordings of Students and Classrooms

Staff members may make audio and video recordings of classroom
instruction and school activities upon authorization of the superintendent
or supervising administrator.

Refer to SEM Board Policy: 3059 Audio and Video Recording

School Calendar

The official school calendar is maintained in each building office. All
activities and events must be scheduled and approved by the building
principal. To avoid conflict, a sponsor should not call a meeting of any
activity until the schedule has been checked and the meeting approved by
the office.

School Property
School property is not to be lent to individuals except by permission of
the superintendent.

Staff or groups who wish to use school facilities should make requests to
the Superintendent as early as possible so that they may be placed on
the school calendar.

Staff must inform the building principal of any school property that needs
repair or that is lost, stolen, or damaged beyond repair. Matters
regarding custodial service in the building should be handled through the
principal's office.

School Vehicle Use

The transportation of students in a pupil transportation vehicle is
governed by the rules of the Nebraska Department of Education and the
district’'s safe pupil transportation plan or safety and security plan.
School district employees, board members, and other elected or
appointed school district officials who are not transporting children are
authorized to use a school district vehicle to travel to a designated
location or to their home when the primary purpose of the travel serves a
school district purpose. Staff should refer to the board policy regarding
the use of school vehicles.

Security
Each staff member is responsible for the security of his/her own

classroom or work area. Staff must lock the doors and windows of their
classrooms and/or other work areas each night.
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Staff members who use the building after it has been locked by the
custodian or on weekends are responsible for turning off all lights and
locking all windows and doors that they or students under their
supervision may have used.

Under no circumstances are pupils to be allowed in the building

after school hours without faculty supervision. Keys to any school
areas are not to be loaned to students under any circumstances.

Smoking on School Premises or at School Activities

The use or possession of any tobacco product, including cigarettes,
cigars, or other tobacco or tobacco derivative products; vapor products or
electronic nicotine delivery systems; alternative nicotine products; or any
other such look-alike or imitation product, is not permitted on school
property at any time.

Sniffer (Drug) Dogs

The administration is authorized to use sniffer dogs to minimize the
presence of illicit items on school grounds. Students and staff are
specifically notified that:

1. Lockers may be sniffed by sniffer dogs at any time.

25 Vehicles parked on school property may be sniffed by sniffer dogs
at any time.

3. Classrooms and other common areas may be sniffed by sniffer dogs
at any time students and staff are not present.

4. If contraband of any kind is found, the student or staff member

shall be subject to appropriate disciplinary action.

Social Media Usage by Staff
Social media is an important tool for communicating, keeping up-to-date

with current developments in education, and for conducting research to
enhance management, teaching, and learning skills. The district also uses
social media accounts to provide information to district stakeholders. All
staff members must refer to and comply with the board’s policies
regarding Staff Internet and Computer Use and Staff and District
Social Media Use. Staff members who are uncertain about the
applicability of board policy to a particular situation must confer with their
supervising administrator prior to posting on social media.

Solicitation and Distribution of Merchandise

In the interest of maintaining a proper school environment and
preventing interference school purposes, employees may not sell
merchandise, solicit financial contributions, solicit, or distribute literature
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or printed material for any non-school related cause during working time
or on school grounds, except as approved by the administration.

Staff Room

The staff room is maintained for the exclusive use and convenience of the
staff. It is not for student use and staff members should not hold student
conferences there. Each staff member will assume responsibility in
keeping the staff room in an orderly and presentable condition.

Student Interviews

Employees shall refer any police officer, child protective service worker, or
other similar individual seeking to speak to or interview a student to an
administrator.

Telephones

School telephones are maintained for the primary purpose of conducting
school business. Staff members should limit their use of school phones to
brief conversations. Teachers will not be called to the telephone during
class time except in the case of an emergency.

Staff members may not use personal cell phones to make or receive calls
or to send or receive text messages during instructional time.

Threat Assessment and Response

Superintendent as Primary Investigator and Decision-Maker

The board of education is committed to providing a safe environment for
members of the school community. Students, staff and patrons are urged
to immediately report any statements or behavior that makes the
observer fearful or uncomfortable about the safety of the school
environment.

1. Definitions

a. A threat is an expression of willful intent to physically or sexually
harm someone or to damage property in a way that indicates that an
individual poses a danger to the safety of school staff, students or other
members of the school community.

i.The threat may be expressed/communicated behaviorally, orally,
visually, in writing, electronically, or through any other means.
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i.A transient threat is an expression of anger or frustration that
can be quickly or easily resolved.

iii.A substantive threat is an expression of serious intent to harm
others which includes, but is not limited to, any threat which
involves a detailed plan and means

b. A threat assessment is a fact-based process emphasizing an
appraisal of observed (or reasonably-observable) behaviors to identify
potentially dangerous or violent situations, to assessment them and to
manage/address them. Threat assessment is the process of
distinguishing “transient” threats from serious ones in a systematic,
data-informed way.

i.The threat assessment process is distinct from student disciplinary

procedures. The mere fact that the district is conducting a threat
assessment does not by itself necessitate suspension, expulsion or
emergency exclusion without complying with state law and board
policy related governing those actions.

ii.The threat assessment process is distinct from specialized
instruction which a student with a disability may receive from the
school district.  The school district will not change a student’s
educational placement as that term is used in the Individuals with
Disabilities in Education Act solely as part of a threat assessment.

2. Obligation to Report Threatening Statements or Behaviors.

All staff and students must report substantive threats to a member of
the administration immediately and comply with any other mandatory
reporting obligations. Staff and students who are unsure whether a
threat is substantive or transient should report the situation. Staff and
students must make such report regardless of the nature of the
relationship between the individual who initiated the threat or threatening
behavior and the person(s) who were threatened or who were the focus
of the threatening behavior. Staff and students must also make such
reports regardless of where or when the threat was made or the
threatening behavior occurred.

THREATS OR ASSAULTS WHICH REQUIRE IMMEDIATE INTERVENTION
SHOULD BE REPORTED TO THE POLICE AT 911.

3. Threat Assessment Investigation and Response

When a threat is reported, the school administrator shall initiate an initial
inquiry/triage and, in consultation with members of the threat
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assessment team, make a determination of the seriousness of the threat
as expeditiously as possible. The school administrator must contact law
enforcement if the administrator believes that an individual poses a clear
and immediate threat of serious violence.

If there is no reasonably apparent imminent threat present or once such
an imminent threat is contained, the threat assessment team will meet to
evaluate and respond to the threatening behavior. The superintendent
may, but is not required to, review the following types of information:

e Review of the threatening behavior and/or communication;

e Interviews with the individuals involved including students, staff
members, and family members as necessary and/or appropriate;

e Review of school and other records for any prior history or
interventions with the students involved;

e Any other investigatory methods that the law enforcement unit
determines to be reasonable and useful.

e The superintendent must confer with at least on member of the
school’s guidance counseling staff as part of his/her investigation.
If the threat has been made by, or is directed towards, a student
with a disability, the superintendent must confer with a staff
member who is knowledgeable about special education services or
Section 504 of the Rehabilitation Act, as appropriate.

At the conclusion of the investigation, the superintendent will determine
what, if any, response to the threat is appropriate. The superintendent is
authorized to disclose the results of his/her investigation to law
enforcement and to the target(s) of any threatened acts. The
superintendent may refer the individual of concern to the appropriate
school administrator for consequences under the school’s student
discipline policy or, if appropriate, report the results of his/her
investigation to the student’s individualized education plan team.

Regardless of threat assessment activities, disciplinary action and referral
to law enforcement will occur consistent with board policy and Nebraska
law.

4. Communication with the Public about Reported Threats

To the extent possible, the superintendent will keep members of the
school community informed about substantive threats and about the
District’s response to those threats. This communication may include oral
announcements, written communication sent home with students, and
communication through print or broadcast media. However, the
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superintendent will not reveal the identity of the individual of concern or
of any target(s) of threatened violence unless permitted by law.

5. Coordination with the Crisis Team After Resolution of Threat

The superintendent will confer with the district’s crisis team after a threat
has been investigated to provide the crisis team with information that the
crisis team may use in assessing or revising the district’s All-Hazard
School’s Safety Plan.

Ticket Taking
All staff will be expected to take tickets at one time or another at

home events. Staff members who coach a sport may take tickets at an
event they do not coach. Staff members who are unavailable to take
tickets at the event they are assigned to work must find their own
replacements and notify the building principal of who will be taking their
place.

Transportation Request Forms

Staff members must complete transportation request forms as soon as
they know they need school-provided transportation to allow the activities
director adequate time to schedule drivers and vehicles.

Visitors
Staff should welcome members of the public who wish to visit school, but
should ensure that visitors follow the district’s requirements.

All visitors must report to the building office before visiting any classroom
or other areas of the building.
Visitors must comply with the following guidelines:
e if a visitor wishes to observe a specific skill or subject, he or she will
be asked to observe during a specified time period
e children under the age of 10 years must be accompanied by a
parent or guardian
e all visitors must have the prior approval of the principal or
superintendent
e salespeople and other such agents will not be allowed to solicit staff
members during school hours
e visitors must wear the visitor’s badge supplied by the building office

Wage and Salary Payments

Staff members are paid on the 12 of each month. The district provides
direct deposit of paychecks to designated financial institutions.
Otherwise, paychecks will be delivered personally at school or mailed to
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the address on file in the district office. Staff who wish to activate or
modify their direct deposits or who wish to have paychecks mailed to a
different address must contact the district office. The school district will
mail staff paychecks to the last address on file for each employee during
months when school is not in session. Employees shall not be paid in
advance under any circumstances.

All required deductions, such as for federal, state, and local taxes,
retirement contributions, and all authorized voluntary deductions, such as
for insurance or union dues, will be withheld automatically from your
paychecks. Garnishments are legal proceedings imposed by a court of
law upon the school district requiring payment to a third party of monies
earned by district employees. The school district will accept all legal
garnishments and tax levies against wages in compliance with state and
federal law. An employee’s pay will be held upon receipt of a
garnishment until a court order is issued indicating satisfaction of the
indebtedness or until ordered to surrender the monies to the court or its
agent. The school district prohibits improper pay deductions, and
employees shall be reimbursed for any improper pay deductions. If you
believe that an improper deduction has been made to your pay, you
should immediately report this information to your direct supervisor,
payroll personnel, or the Superintendent.

Staff members, by their signature on the acknowledgement page of this
handbook, authorize the school district to withhold such sums from their
paychecks as necessary to cover property damage, cash shortages or
other amounts owed to the school district by the employee.

Weather-Related Closings

If school is called off because of bad weather or for any other reason, it
will be announced on School Reach System via text, email and phone
calls. Also advertised on radio and tv.

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. Staff members
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.
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Workplace Searches
To safeguard the property and interests of our students, employees, and

patrons; to help prevent the possession, sale, and use of illegal drugs on
school grounds, and in keeping with the spirit and intent of the district’s
drug-free workplace policy and other policies, the school district reserves
the right to question employees and all other persons entering and
leaving our premises, and to inspect any packages, parcels, purses,
handbags, briefcases, lunch boxes, or any other possessions or articles
carried to and from school when it has reasonable grounds to do so. The
school also reserves the right to search any employee's office, desk, files,
locker, or any other area or article on school grounds. All offices, desks,
files, lockers, and so forth, are school district property and are issued or
provided for the use of employees only during their employment with the
district. Inspections may be conducted at any time at the discretion of
the administration. Employees who refuse to cooperate with this
provision will be subject to disciplinary action up to and including
discharge.
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POLICIES AND PROCEDURES REGARDING CERTIFIED STAFF

Absences

The accumulation of leave for teaching staff is governed by the
Negotiated Agreement between the Board of Education and the Education
Association. This handbook sets forth the process for using that leave

1. Sick Leave
Certified staff members who are too ill to perform their teaching duties
must contact their building principal by 6:00 a.m.

2. Personal Leave

Certified staff who wish to take personal leave must submit a leave
request to their building principal at least three days in advance of the
proposed leave via Odie. The building principal may deny personal leave
requests if the school district is unable to secure the services of a
qualified substitute teacher on the day of the proposed leave.

3. Professional Leave

The board and administration recognize the value of continuing education
and encourage certified staff to participate in seminars, workshops and
other activities which will continue their professional growth. Certified
staff members who wish to take professional leave must submit a leave
request to their building principal, along with a description of the
proposed event and any written materials about the event. Building
principals may deny requests for professional leave if they are unable to
secure the services of a qualified substitute or if the principal determines
that the activity will not enhance the certified staff member’s
effectiveness as an employee of the district. Certified staff members who
feel they have been unfairly denied professional leave may grieve the
principal’s decision, pursuant to the grievance procedure contained in the
district’s Negotiated Agreement.

4. Substitute Folders

Each teacher must prepare a substitute folder and keep the completed
folder in the upper right-hand drawer of his/her desk. The folder must
contain:

the current seating chart for each class;

the daily routine followed by each class;

all schedules (fire drill procedures, lunch schedule, etc.);
a copy of this handbook; and

plans for the day if the teacher’s absence was
anticipated. (These plans are in addition to the
teacher’s regular lesson plan book.)

®Qa0 oW
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Certified staff members may not make arrangements for their own
substitute.

Assemblies
Classroom teachers must attend assemblies and pep rallies and sit with
their assigned students to help maintain order.

All certified staff members should attend school assemblies and should try
to attend as many of the school functions as possible regardless of
whether they have specific assigned duties or not.

Assignment Notebooks and/or Passes

Assignment Notebooks function as students’ make-up slips, as well as a
pass out of class or to see another instructor. They can also be used as a
communication tool home to parents. Students may not be in the
hallways during class time without his/her assignment notebook signed
by the instructor. Every time a student leaves class during class time, it
should be signed. This way, other staff can ascertain where the student
has permission to be.

Students may not go to another classroom without a signed pass
obtained from that teacher. No student may be in the halls during
class or study time without a signed pass for a specific destination. If a
teacher retains a student after the period ends, staff must write a note in
the student’s assignment book stating why the student was late, rather
than sending the student to the office for a tardy slip.

Assignment of Teachers

The administration will assign certified staff to individual duties. Certified
staff will also be assigned for various forms of hall, extracurricular, recess,
traffic, lunch period and other noontime duties, and athletic events.

Certificates, Teacher Contracts, Salary Information

Teaching certificates must be registered with the Superintendent before
they may legally be paid. It is the certified staff member’s responsibility
to make sure this is done.

Each certified staff member must provide the superintendent’s office with
the following information:

a. social security number,

b. retirement number,

c. withholding form W-4, and

d. authorization to withhold for insurance benefits.
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Each new certified staff member must fill out forms for retirement
benefits before the first pay day as well as the family coverage of the
district hospital/medical insurance program.

It is the sole responsibility of the certified staff member to inform the
superintendent of any changes, including but not limited to changes in
certification, endorsements, benefits plans, and salary payment
information.

Cheating
Students caught cheating (including plagiarizing) must be sent to the

building principal for administrative discipline. The classroom teacher
may also give the cheating student a zero grade for the test or
assignment.

Check-out Forms

All certified staff must complete a check-out form and obtain the building
principal’s signature on the form prior to departing for the summer.
Classrooms must be tidy to allow the custodial staff to clean classrooms
and work areas. Certified staff members who do not clean their work
area before departing for the summer will not receive their paychecks will
until the work is completed.

Class Record Books/Digital Programs

A class record book is the school’s official record of matters relating to
each student in each teacher’s class. It may be maintained in paper or
electronic form and must be complete in scope and accurately
maintained. All classroom teachers are required to keep class record
books which list students in each class in alphabetical order and show the
attendance and all grades earned by each student. At the end of each
school year, classroom teachers must turn their record books into the
building office. Record books are subject to examination by the building
principal or superintendent at any time.

Classroom Management and Student Discipline

Classroom discipline is first and foremost the responsibility of the
classroom teacher. Individual teachers are expected to assume
responsibility for good discipline throughout the school system. However,
if a certified staff member needs assistance with student discipline, they
should seek the advice and counsel of the principal or superintendent.

Classroom teachers may not leave their classrooms unless the students
are supervised by a competent adult.
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Classroom teachers may not close the door to their rooms until they have
left the building or unless they are sponsoring some other group in other
areas.

Classroom teachers should have a well-defined discipline plan that is
known to the students. Rules and consequences should be stated clearly
and posted where appropriate.

Each building has its own specific procedures concerning student
discipline. Classroom teachers should consult with their building principal
for more information.

Teachers may remove a student from the classroom for failure to comply
with established rules of conduct. Only an administrator can suspend or
expel students from class or school and due process must be followed.

Students may be kept after school for matters relating to discipline or to
assist in their academic progress. Certified staff should allow all
elementary students and junior/senior high students who ride the bus to
arrange parental transportation for the next day with their parents.
Students who do not have transportation concerns may be kept without
delay. Students may not avoid being kept after school because they have
an after school practice or other school activity.

Both elementary and secondary certified staff are responsible for assisting
with hallway discipline between classes and in the school lunchroom.

Classes should begin on time and end promptly. Work should continue
throughout the period assigned for it. Classroom teachers have no right
to waste the pupils’ time. Classroom teachers may not dismiss classes
early except by permission of the building principal.

Staff members may never send a student off school grounds without the
authorization of the building principal.

Classroom teachers may not admit tardy students to class without an
admit slip from the principal or the student’s teacher from the previous
period.

Classroom Sanitation

1. Handling of Body Fluids

All body fluids of all persons should be considered to potentially contain
infectious agents (germs). Hand washing after contact with a school child
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is recommended if physical contact has been made with any child's blood
or body fluids. The term "body fluids" includes: blood, semen, drainage
from scrapes and cuts, tears, feces, urine, vomit, respiratory secretions,
and saliva.

2. Infectious Diseases

Certified staff should promptly report any indication of an infectious or
contagious disease to the school nurse or building principal. Certified
staff should report to the school nurse or the student’s parents any pupil
whom they suspect of having been exposed to any infectious or
contagious disease.

Coaching Supplies

Coaching supplies will be distributed by the athletic director. Such items
include tape, prewrap, heel pads, band aids, ankle braces, game balls,
etc. Coaches should request additional supplies from the activities
directory only when they have run out of supplies.

Coaches must fill out and submit inventory forms to the activities director
immediately after the season is complete.

Collection of Student Money
Staff members must comply with the school district’s student fee policy
before collecting any funds from students.

Money collected from students should be turned into the office on the day
it is collected for deposit in the proper activity or school district fund. Any
checks written by students or parents for various payments should be
made out to SEM Public Schools, unless otherwise instructed. Certified
staff must submit a financial accountability form when they turn funds
into the office.

When students purchase items such as coats, rings, etc., through the
school district, they must pay for these and other major items before the
order is sent. The sponsor of any school organization is not to give
merchandise to students; items will be distributed by the office after
proper payment.

Community Involvement
Certified staff are encouraged to take part in civic affairs in the
community and must do so when required by state law and board policy.

Computer Lab
Students and staff who use computers owned by the district must abide
by the district’s acceptable use policies. Students may use the computer
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lab during lunch and after school. Classroom teachers may not send
students to the computer lab during study halls or class unless they have
made prior arrangements with the lab coordinator.

Display of Classroom Work in the School

Classroom teachers are encouraged to display student work for public
viewing. Students and parents enjoy viewing the display and may be
even more supportive of their school because the display shows them
many of the things the students do. Classroom teachers may use the
window area of the central office or the commons area to display student
work or they may use during a night activity. Certified staff must contact
the principal before displaying student work at an evening activity.

Duties of Certified Staff
The duties of certified staff include, but are not limited to, the following:

a) Becoming acquainted with board policies, district rules and
regulations, and the state laws concerning teachers and pupils.

b) Attending such education conferences as are required by law or
administrative directives.

C) Attending school assemblies unless excused by the principal.

d) Instructing pupils in the proper use of equipment and instructional
supplies.

e) Reporting in writing to the principal any injury to any child while
under the jurisdiction of the school, including athletic injuries.

f) Complying with the Teachers Professional Code of Ethics which has
been promulgated by the Nebraska Department of Education (92 Neb.
Admin. Code § 27) and adopted by the Board of Education of the district.
g) Discussing a student only with the child’'s parents and the
superintendent, principal, guidance counselor or classroom teachers who
may know the circumstances and have a need to know. It is
unprofessional and inappropriate to discuss student or other staff
members in the staff lounge.

h) Being responsible for students whom they keep in school at times
other than during regular school time. Certified staff will be responsible
for any special work done by their students, including field trips, joint
assemblies, school programs, etc.

i) Refraining from joining book clubs or film clubs using the school
name.

i) Turning in all monies collected to the main office by the end of the
school day.

k) Clearing all class meetings or trips through the principal's office.

1 Participating in Student Assistance Teams pursuant to board policy.
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m) Assisting with the administration of standardized testing as
assigned by the administration.

n) Provide homebound instruction as assigned by the administration.
0) Performing additional duties as assigned by the administration.

Eligibility Grades 7-12

Student academic eligibility for participation in extra-curricular activities
will be determined on a weekly basis. A student will become ineligible by
maintaining an average of less than seventy percent (70%) in two or
more classes weekly. Eligibility will be based on the weekly cumulative
semester mathematical average of each student. The grading period will
end at the conclusion of school on the last school day of the week.
Beginning on the fourth Monday of each semester, classroom teachers
must submit the names of all students who are not academically eligible
to the office by noon on the first school day of each school week. At the
discretion of the sponsor, ineligible students will be allowed to participate
in practice. Activities affected by the eligibility rule are:

1. All interscholastic contests, including but not limited to, athletics,
FFA, FBLA, speech contests, and similar organizations or events.

2s Cheerleading.

3 Music competition, performances (except Christmas and Spring
concerts), and clinics.

4. All school dances.

5 Other activities deemed appropriate by the principal.

Extracurricular Activities

Staff must schedule all events and other extracurricular activities at the
activity director’s office to avoid conflicts. Activities must be put on the
school calendar located in the activity director’s office at least one week
before the activity. Staff should avoid or shorten practices and activities
on Wednesday evenings and Sundays, in order to give students sufficient
time away from school for family-related activities.

Certain activities require time be scheduled outside regular school hours.
Any school sponsored activity involving students must have approval of
the principal prior to the activity, including all fund raising activities.

Regular classroom work in all grades will have precedence over any other
activity. Students will not be dismissed from classes to participate in
extra-curricular activities without permission from the principal. Make up
slips must be completely signed and returned to the sponsor of the
activity prior to dismissal from class. All evening activities, except
practices, must have no less than two school sponsors. Non school
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sponsors must be approved by the administration. If vehicles are used
for transportation, the drivers must be adults who have been approved by
the school.

The activities director has the responsibility for all activities. Therefore,
any ruling or handbook decision he/she makes will be school regulation in
lieu of further board action.

No student may participate in a field trip off school property without
written permission of his or her parent or guardian.

Evacuations

Early in the semester, classroom teachers should review instructions for
leaving the classroom with all of their students. Classroom teachers
should also periodically review with each class what to do in case of fire,
tornado or other emergency.

1. Fire Drills

Fire drills will be held on a regular basis. Certified staff may or may not
be notified in advance. These drills are important exercises that help
ensure the safety of students in case of an emergency.

When the fire alarm is sounded, all students and staff immediately must
cease the activity in which they are engaged and leave the building at
once, following these regulations:

a) Students nearest the windows will close them before leaving.

b) The classroom teacher will be the last to leave the room. He or she
will turn out all lights and close the door as he or she leaves.

c) Classroom teachers will take their fire drill packets and class grade
books with them when they leave their classrooms.

d) The first two students reaching the exit doors will hold the doors
wide open until everyone has filed out.

e) Staff and students will move far enough away from the building to
avoid possible injury from fire and falling embers, and also, to remain
clear of emergency vehicle traffic.

f) Once outside, each teacher must account for every student in the
class. Classroom teachers will take roll for their class and;

1) hold up a Green Card (all students accounted for)

2) hold up a Red Card (missing student (s) listed)

3) hold up a White Card (extra students listed)

The signal to return to the school building will be the short bell. It will be
sounded upon completion of the drill. Students will return in an orderly
manner.

40



2, Tornado Drills

When a tornado warning has been issued, the school will evacuate
classrooms and move students to the designated tornado shelters.
Tornado alerts will be given via the intercom system. When a tornado
alert is given, all students and staff immediately must cease the activity
in which they are engaged immediately and seek shelter, following these
regulations:

a) All students and staff should proceed to the designated tornado
shelter.

b) Once in the basement, each teacher must account for every student
in the class.

€) Classroom teachers should be sure that each student is sitting with
his or her back to the wall, their knees up and their heads should be
between their legs.

3. Protocol for all Evacuations

Upon evacuation signals, all students and staff must exit each building.
Classroom teachers should do the following:

1) Take the class roster/Cell phone

2) Lock the classroom door after all occupants have exited the room;

3) Keep the class together and move promptly in an orderly fashion;

4) Upon arriving at the evacuation point, take roll, maintain order, and
supervise students.

Evaluations

The appropriate district administrator will evaluate tenured and
probationary teachers as required by law and district policy. Additional
evaluations, both formal and informal, may be conducted as the district
administration deems appropriate. Copies of the SEM’s Board Approved
evaluation forms will be handed out at the beginning of the school year.

Faculty Meetings
The superintendent and principals will call meetings as needed. Certified
staff are required to be present at all faculty meetings unless excused by
the administration.

Field Trip Request Forms

Certified staff who wish to take students off school property must submit
a request to the superintendent at least ten calendar days prior to the
date of the requested activity.
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Elementary grades will be limited to one field trip per year. Additional
requests may be granted on a case by case basis.

Grading Policy

Failing reports for Jr.-Sr. High School students must be turned into the
office on or before 8:30 a.m. on each Monday. A pupil should never be
placed on "pupils failing" list without first being on the "pupils about to
fail."

Grades are given as letter or percentage as requested by the building
principal. No incompletes or condition grades will be given, but grades
may be changed by request of the classroom teacher to the principal. If
a student fails the first semester and passes the second semester, a
classroom teacher may pass a student for the full year.

A student is to be graded on academic performance. A student's grade
is not to be reduced for discipline. Prejudice or favoritism has no
place in grading a student. All grading should be explained in simple,
understandable terms to the student.

Classroom teachers should provide students and parents with frequent
updates regarding the student’s progress during the quarter. At the
conclusion of each quarter, students will receive an end-of-quarter report
card. Classroom teachers should use the following symbols for each
subject area:

Report Cards Numerical Scale for Report Cards
A= Excellent 93-100 = A

B= Above Average 86-92 =B

C= Average 78-85 = C

D= Below Average 70-77 =D

F= Failing 69 and below = F

S= Satisfactory Progress
U= Unsatisfactory Progress

Guest Lecturers
Guest lecturers must be approved by the administration before they are

asked to address a class. The guest lecturer must have a specific,
relatable objective in his/her lecture.

Hall Duty
Every classroom teacher is on hall duty before school in the morning and

between classes. Classroom teachers are responsible especially for the
part of the hall adjacent to their classrooms.
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Homework Policy

Homework is an important part of student learning. When parents,
teachers, and students work together, out-of-class assignments are a
valuable part of the instructional program. Homework should provide
opportunities for students to practice acquired skills, develop initiative,
form independent study habits, and use community resources.

Instructional Materials

Instructional materials are made available through the Education Service
Unit. A catalog and order forms will be made available to all members.
Films should be used as instructional materials. All media must be
previewed for suitability by the classroom teacher before being shown to
students.

Lesson Plans

Each teacher will prepare and complete a proper lesson plan on Friday for
the following week. These plans must be written so that they are clear to
any substitute teacher and readily available to any teacher. An
up-to-date seating chart of the class or classes shall be part of the lesson
plan book. Other regulations relative to lesson plans will be made by
individual building principals. The lesson plans of all classroom teachers
are subject to review of the building principal or other members of the
school district’s administration at any time.

Lesson plans must identify major instructional objectives and show
page assignments and general direction that might be followed by
anyone who might be called upon to teach the classes.

Media Center

The media center is set up to serve the needs of certified staff and
students. Certified staff who need assistance with textbooks, literature
sets, magazines and other reference materials should consult with the
media specialist assigned to their building.

Students may use the media center during study halls, at lunch, after
school and in the evenings. Classroom teachers may send individual
students to use the media center during class time, but should contact
the media staff before sending a group of students during class. The
media staff may send disruptive students back to class or study hall, or
may exclude unruly students from the media center for a specified period
of time. Classroom teachers who send their entire class to the media
center must accompany and supervise the students, unless prior
arrangements have been made with the media specialist.
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Audiovisual materials are available to certified staff through the media
center. Certified staff may obtain these materials by filling out the
required requisition form and sending it to the media specialist in their
building. When certified staff return media, they should complete the film
report card and return it to the media specialist.

Paraeducators

Paraeducators provide valuable assistance in the educational process and
allow teachers to carry out their responsibilities in a more efficient and
effective manner. A paraeducator must not, however, assume teaching
responsibilities.  The classroom teacher must maintain the role of
leadership and responsibility for the students, with the teacher aide in a
supportive role. Paraeducators may be used to assist the classroom
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 calculating and recording
grades. Paraeducators are to work only on and within their assigned work
days. If the classroom teacher desires the paraeducator to work hours
other than the assigned work hours or assigned work day, he or she must
contact the administration for approval.

Parent-Teacher Communication

Students’ academic success has been closely linked to parental
involvement in school. Certified staff should strive to develop open and
supportive relationships with parents and guardians. Each classroom
teacher is responsible for keeping a student’s parents informed about the
student’s progress. This may be done by letter, telephone, e-mail, or
personal conference. Certified staff must attend parent teacher
conferences, promptly return phone calls, participate in teacher events
for students and parents, and where necessary utilize a planner as a
communication tool. Certified staff who need additional support in
communicating with parents should contact their building principal or
guidance counselor.

Planning Time

Each classroom teacher is provided with duty-free time for planning,
preparation of school-related materials, and a brief respite from the
duties of the day.

The Board defines planning time as time for educational planning and
other task-related functions that cannot normally be accomplished during
instructional periods. Planning time should not be confused with personal
time. Planning time is not to be used for running personal
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errands, conducting personal business, or pursuing non-school
hobbies and/or interests.

PowerSchool and PowerGrade

All teachers/classroom aides will be required to use PowerSchool and
PowerTeacher. Attendance will be taken as follows: Elementary - at the
beginning of the morning, and right after lunch; and Secondary - at the
beginning of every period. Attendance must be taken within the first five
minutes of each period / beginning session.

Classroom teachers will be required to synchronize the PowerTeacher
application weekly with the main PowerSchool server.

Private Tutoring

Classroom teachers must provide individual assistance to students as a
part of their duties. Any certified staff member who engages in private
tutoring for pay (compensation of any kind from a source other than the
District) is subject to the following rules:

® Certified staff may not arrange to provide private tutoring for any
child enrolled in the staff member’s class.

° Certified staff are not to provide private tutoring in a school
building.

° Certified staff are not to provide private tutoring during duty time.

® Certified staff are prohibited from advertising or promoting the

private tutoring services in the school or in the school’s communications
systems except with the express permission of the Superintendent or
designee.

Projection Maps
The school district will only use the Gall-Peters projection map or a similar
cylindrical equal-area projection map or the AuthaGraph projection map
for display or use in the classroom. Use of the Mercator projection map is
prohibited unless:

1. The Mercator projection map is used in conjunction with other
projection maps in a teaching exercise to demonstrate that all maps
are flawed in some way and different map projections serve
different functions and may affect how individuals view the world;
or

2. The Mercator projection map is part of any:

a. book or material obtained prior to July 19, 2024; or geographic
information system; or computer program that renders a
three-dimensional representation of Earth based primarily on
satellite imagery, such as Google Earth or similar software; and
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b. a Gall-Peters projection map or similar cylindrical equal-area
projection map or an AuthaGraph projection map is displayed in
the classroom or shown to students during the lesson in which a
Mercator projection map is used.

Pupils’ Records

1. Each classroom teacher must keep a set of records in the daily class
record book of the class recitations, tests, exams, daily work,
notebook, etc. This serves as a justification of the final grade in
case of dispute between teacher and pupil, or teacher and parent,
and assists in making out the final grades. This book must be
turned into the principal at the end of each school year.

2. Report cards will be issued within one week following the end of the
quarter unless otherwise announced.

a) Reports should be conscientiously and accurately made
because they are a serious estimate of the degree of success
of the pupil.

b) Each classroom teacher should be adequately prepared to
defend all decisions given on the report card.

c) Each classroom teacher is responsible for distribution of class
cards on time.

d) Classroom teachers must confer with the principal before
recording any incomplete, failing, or conditional grades on
report cards.

Rights of Certified and Probationary Teachers
Certified and probationary teachers are entitled to the legal and

procedural rights outlined in the board policies and state and federal law
with regard to the amendment, cancellation, or termination of the
teacher’s employment contract. For specific questions relating to those
procedural or legal rights, please refer to the district’s board policies.

School Day
All certified staff must be at school or on duty between the hours of 7:45

a.m. and 3:45 p.m., Monday through Thursday. On Fridays and days
preceding certain holidays or vacation periods, certified staff are
permitted to leave after the students are dismissed and have left the
building. Under special circumstances, certified staff may seek
permission from their building principal to vary these duty hours. In
addition, certified staff may be assigned responsibilities at other hours by
the principal or superintendent for supervising or directing school
activities or affairs or for participation in affairs under the direct
sponsorship of the school.
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Each teacher will be in his or her classroom and ready to teach at 8:00
a.m. each day. Classroom teachers will stand at their doors when class is
dismissed and must be outside their classroom doors before each class
period. Classroom teachers must be physically present in their
classrooms at all times during class periods and conference periods.

Personal work may not be done on school time.

Sponsors
Certified staff members are assigned by the superintendent as class and

club sponsors. Sponsors must be present at all meetings and activities of
the sponsored group. The procedure for activity accounts and meetings
can be found in the student manual. Purchasing of supplies must be
approved by the Superintendent.

Student Activities

Staff members who sponsor extracurricular activities such as athletics,
class plays, and class activities may leave the school building only after
making sure that all students and other individuals have left the building.
No student is to be left unattended in the school building at any time.

Under no circumstances are pupils to be allowed in the building
after school hours without faculty supervision. Keys to any school
areas are not to be loaned to students under any circumstances.

School-owned clothing or equipment that is checked out to students
remains the property of the school. The clothing or equipment is not to
be used or worn by the student except for its intended use. Each piece of
equipment or clothing is to be returned to the instructor or coach when
the season or the use for such clothing or equipment is over. Certified
staff will be held responsible for clothing and equipment that is not
returned.

Student Aides

Student aides are to be directly supervised by the certified staff member
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
certified staff member 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 aide should not be present and assisting a certified staff
member without another adult present after the end of regular teacher
duty hours.
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Student Attendance

Students are expected to arrive at each class, be seated and ready for
instruction prior to the beginning of the class day or class period, as
appropriate. Student tardiness is the classroom teacher’s professional
responsibility. Classroom teachers must insist that students be on time.

Each teacher must maintain an accurate record of student attendance
each day. Classroom teachers must carefully check and record
attendance information at the beginning of each school day and, in upper
grades, at the beginning of each period. Students and student assistants
are not permitted to check attendance. Excessive absenteeism should be
reported to the building principal or guidance counselor.

Students returning from an absence must report to the office prior to
going to class. A returning absentee must show each classroom teacher
the admittance pass that was issued by the school office. No student
should be accepted back into class after an absence without this pass.

A student who departs school during the school day must report to the
office and sign out before leaving the building. A student who returns
during the school day must sign in at the building office before returning
to class.

Student Attire

The responsibility for proper daily grooming and dress is primarily the
responsibility of students and parents/guardians. However, certified staff
members must insist that students do not remain in school while wearing
attire that violates the dress code set forth in the Student Handbook.

Classroom teachers must report students who are not in compliance with
the dress code to the building principal. The final decision on what is
considered proper grooming and appearance is the responsibility of the
building principal.

Student Iliness
In the event of student illness or injury, classroom teachers should notify

the building principal or superintendent immediately. Staff should never
send a pupil home without notifying school officials and checking to see if
his/her parents are home.

Student Medication
Student medications should not be dispensed by staff members unless
they follow the following procedures.
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No staff members other than the school office help may dispense
medications (prescription or over-the-counter) to students at any time.
Students may, with written parental or guardian permission,
self-administer medications such as an asthma inhaler.

Staff members are not authorized to dispense prescription medicine
without an agreement with a parent or guardian to provide a prescription
container for the medicine that includes a pharmaceutical label, the
physician’s name, a child guard cap and directions for administering the
medication.

After receiving the medication, the school employee should lock the
medication in a cabinet or place it in an area where access is restricted to
school employees only.

Student Searches

Certified staff members may not search students or their belongings. If a
staff member suspects that a student is in possession of contraband,
he/she should immediately contact a member of the administration and
supervise the student until the administrator arrives. Students who are
suspected of having an item in violation of school rules may be directed
to wait with a staff member.

Substitute Teaching During Planning Period
Certified staff may be required to substitute during their planning period.

Teaching Controversial Issues
Teachers may teach or lead discussions about controversial issues if they
comply with the following criteria:

° The issues discussed must be relevant to the curriculum and be
part of a planned educational program.

° Students must have free access to appropriate materials and
information for analysis and evaluation of the issues.

° The teacher must encourage students to consider and discuss a
variety of viewpoints.

° The topic and materials used must be within the range, knowledge,
maturity, and competence of the students.

° The teacher must inform parents and the building principal before
discussing sensitive or controversial issues.

° The teacher must keep detailed, documentary evidence to prove
that both sides and/or all facts available were presented.

° Teachers must refrain from advocating partisan causes, sectarian

religious views, or selfish propaganda through any classroom or a
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school device; however, a teacher shall not be prohibited from
expressing a personal opinion as long as the student is encouraged
to reach his/her own decision independently.

Textbooks

Classroom teachers will issue textbooks to the pupils, keeping a record of
the number and condition of the book assigned to each pupil. If the
books are new, classroom teachers must make sure the books are
stamped and numbered before distribution.

Textbooks are to be stored in the classroom or storeroom. Textbooks are
to be checked out to the students with teachers keeping an accurate
record of each book by number in the place provided in grade books.
Pupils are to pay for lost or damaged books. Student textbooks must be
covered with a book cover.

Workbooks do not become the property of the students and in most cases
should be retained by the school.
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POLICIES AND PROCEDURES REGARDING CLASSIFIED STAFF

At-Will Employment

Classified staff members are employed “at-will.” Either you or the school
district may terminate your employment at any time, for any reason, with
or without cause or notice. This handbook is not a contract, express or
implied, guaranteeing employment for any specific duration.

Leaves
All leaves are specified in the classified employment work agreement.

Hours

Work hours vary with the classified staff member’s department and
position. Meetings will occasionally be scheduled before or after normal
working hours.

It is vital that the district's employees arrive at work punctually and
consistently. Staff members who are chronically late or excessively
absent will be disciplined, up to and including discharge.

Reporting When School is Closed
Unless the superintendent directs otherwise, staff shall not be required to
report when school is canceled due to inclement weather.
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