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498 
 

Princeton Public Schools 
 

Substitute (Casual and Long-Term), Homebound Teachers, and Classified Staff 
Employment - Wages and Benefits 

 
I. PURPOSE 

The purpose of this policy is to ensure school administrators and staff members consistently 
implement and administrate the wage, benefit, license, PELRA and tenure package for short-call 
and long-call substitute teachers. 
 

II. GENERAL STATEMENT OF POLICY 
The superintendent or his/her designee shall develop a comprehensive policy to cover issues 
surrounding the employment of substitute teachers. 
 

III. DEFINITION AND LICENSURE 
Under the Minnesota Rules, substitute teachers are divided into two classes, long call substitute 
teachers, and short call substitute teachers.  Both classes are required to hold licenses, and are 
defined by Minn. R. 8700 as follows: 
 

Subpart 1. Long call substitute teacher.​  A long call substitute teacher is one who replaces 
the same teacher for 15 or more consecutive days.  Long call substitute teachers shall 
hold an entrance or continuing license to teach for each licensure area taught or a 
variance must be approved by the Department of Education. 
 
Subpart 2.  Short call substitute teacher.​  A short call substitute teacher is one who 
teaches on a day-to-day basis not to exceed 15 consecutive days replacing the same 
teacher.  A short call substitute teacher shall hold a Minnesota license or short call 
substitute license.  These licenses are valid for functioning as a short call substitute 
teacher at all grade levels in all fields. 
 
NOTE:  All substitutes must be employed through Teachers on Call in order to be 
employed in Princeton Public School. 
 

IV. DURATION AND TENURE 
 

Minn. State.122A.44 addresses substitute teachers in the following manner: 
 
Subd. 1.  The board must employ and contract with necessary qualified teachers and 
discharge the same for cause. 
Subd. 2(a).  The board must not hire a substitute teacher except: 
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(1) For a duration of time of less than one school year to replace a regular teacher who is 
absent; or 

(2) For a duration of time equal to or greater than one school year to replace a regular teacher 
on a leave of absence. 

       (b)  If a substitute teacher is hired pursuant to paragraph (a), clause (2), each full school year  
during which the teacher is employed by a district pursuant to that clause shall be deemed 
one year of the teacher’s probationary period of employment pursuant to either section 
122A.40, subd. 5, 122A.41, subd. 2.  The teacher shall be eligible for continuing contract 
status pursuant to section 122A.40, subd. 7, or tenure status pursuant to section 122.41, 
subd 4, after completion of the applicable probationary period.  
 

V. PELRA BARGAINING UNIT STATUS 
 

PELRA specifically states that the following employees are considered public employees: 
 

“(1) An employee hired by a school district… (i) to replace an absent teacher or faculty 
member who is a public employee, where the replacement employee is employed more than 
30 working days as a replacement for that teacher or faculty member; or (ii) to take a teaching 
position created due to increased enrollment curriculum expansion, courses which are a part 
of the curriculum whether offered annually or not, or other appropriate reasons.”  Minn. Stat. 
179A.03, Subd. 14. 

 
Even though substitute teachers who are hired for less than one year are not covered by 
continuing contract rights under Minn. Stat. 122A.44 subd.2, they are covered by PELRA if 
they satisfy either of the above conditions.  All long call, working for more than 15 
consecutive days, substitute teachers, who are deemed public employees will be represented 
by the teachers bargaining unit because all substitute teachers are required to hold a license. 

 
VI.     WAGE DETERMINATION 
 

Short Call/Casual Substitutes:​  The daily rate of pay for casual/short call subs is $125.00 per day; 
$135.00 per day for District #477 retirees. 

 
Long Call:​  The daily rate of pay for casual/short call subs is $125.00 per day; $135.00 per day for 
District #477 retirees. 

 
After 15 days of consecutive work in the same position, the long call substitute teacher is paid BA 
Step A wages retroactive to the first day of consecutive work. 

 
The Superintendent may employ a long call substitute at higher wage rate if the position requires a 
Master’s Degree. 
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VII. BENEFIT DETERMINATION 
 

1.      Short call substitute teachers are not eligible for benefits through Princeton Public Schools. 
 

2.      Long call substitute teachers are eligible for the following benefits: 
 

Personal Leave: 
 

Personal leave on a prorated basis, is available for long-call substitute teachers who have a 
signed contract.  Personal leave is prorated based on the FTE as designated in the long call 
substitute contract.  The maximum personal leave accrued is two (2) days per school year if 
the long call substitute teacher works consistently for one (1) school year.  Personal leave is 
not carried over, or cashed out for long call substitutes. 
 
Sick Leave: 
 
Sick leave, on a prorated basis, is available for long call substitute teachers who have a 
signed contract.  Sick leave is prorated based on the FTE as designated in the long call 
substitute contract.  The maximum sick leave accrued is 13 days per school year if the long 
call substitute teacher works consistently for one (1) school year.  Sick leave is not carried 
over or cashed out for long call substitutes. 

 
Insurance: 
 
Health, dental, life and disability benefits are available for long call substitute teachers who 
hold a position and have a signed contract for 90 working days, or more, for at least 30 
scheduled hours of work per week in any given school year. 

 
Other: 

 
Benefits that are ​not​ available for long call substitute teachers include:  403b match, 
funeral, sabbatical, childcare and adoption leave. 

 
VIII. CONTRACT 

 
A teacher hired as a long call substitute will be put on a long call substitute teacher contract if 
the start and end date are known. 

 
IX.  CLASSIFIED STAFF 
 

1.  Classified staff covering long term absences, more than 30 days, shall be eligible for the 
following benefits:  
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Personal Leave:  
 

Personal leave, on a prorated basis, is available for long-call substitute teachers who have a 
signed contract.  Personal leave accrual is prorated based on the FTE as designated in the long 
call substitute contract.  The maximum personal leave accrued is two (2) days per school year if 
the long call substitute teacher works consistently for one (1) school year.  Personal leave is not 
carried over, or cashed out for long call substitutes. 

 
Sick Leave: 

 
Sick leave, on a prorated basis, is available for long call substitute teachers who have a signed 
contract.  Sick leave is prorated based on the FTE as designated in the long call substitute 
contract.  The maximum sick leave accrued is 9 days per school year if the long call substitute 
teacher works consistently for one (1) school year.  Sick leave is not carried over or cashed out 
for long call substitutes. 

 
Insurance: 

 
Health, dental, life and disability are available for classified long call substitutes who hold a 
position for 90 working days, or more, for at least 30 scheduled hours of work per week in any 
given school year. 

 
Other: 

 
Benefits that are ​not​ available for long call substitute teachers include:  403b match, funeral, 
sabbatical, childcare and adoption leave. 

 
Homebound Teachers 
 

The selection of homebound teachers shall be the responsibility of the respective building 
principals. 

 
Salary shall be paid at the rate established in negotiations.  There shall be renumeration paid for 
mileage to and from the student’s home. 

 
 
 
 
 
 
Source: Independent School District #911, Cambridge, Minnesota 
Legal References: 122A.44; Minn R. 8700; 122A.40; 122A.41 
Reviewed: 4-24-03, 1-22-04 
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Approved: 5-22-03, 02-19-04 
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PRINCETON PUBLIC SCHOOLS 
  

Substitute (Casual and Long-Term), Homebound Teachers, and Classified 
Staff Employment 

  
LICENSED STAFF 
  
Casual Substitutes 
  
The expectation is that teachers are responsible to use the substitute software program for securing the 
services of substitute teachers.  All substitutes employed by the school district are required to have valid 
short call or teaching certificates. 
  
Each sub will work and be paid a minimum of one-half day. The rate of pay for casual                  
substitutes is $115.00 per day; $125.00 per day for District No. 477 retirees. 
  

Long-Term Substitutes 

  
Long-term substitute teachers who are employed in the same teaching position for more than 30               
consecutive working days in any calendar year shall be paid in accordance with the provisions of                
the Master Agreement. 
  
Homebound Teachers 
  
The selection of homebound teachers shall be the responsibility of the respective building             
principals. 
  
Salary shall be paid at the rate established in negotiations. There shall be remuneration paid for                
mileage to and from the student’s home. 
  
CLASSIFIED STAFF 

Substitutes 

The rate of pay for all ​SUBSTITUTES for classified employees ​shall be ​$.25 less per hour than                 
the lowest starting salary. 

Part-Time Positions 

7



       498 

Employees working in a PART-TIME POSITION with less than the number of hours necessary              
for consideration in a collective bargaining unit ​shall be paid ​the same rate per hour as the                 
lowest starting salary within the respective unit. 

 
   Adopted:  July 27, 1982 
Revised:  August 17, 1993 
Revised:  August 26, 1997 

Revised:  April 27, 1999 
                                                                                                           Revised:  January 9, 2001 

Revised:  February 26, 2002 
                                                                                                           Revised:  September 13, 2005 

Revised: November 10, 2008 
Reviewed: December 21, 2010 

Revised: April 23, 2013 
Reviewed: August 4, 2015 
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 PRINCETON PUBLIC SCHOOL 
SCHOOL BOARD MEMBER COMPENSATION AND EXPENSE 

 
Minnesota statutes permit person who serve on public school boards to receive compensation 
and reimbursement for expenses incurred while performing school board responsibilities. It is the 
policy of this district to compensate board members in the amount of  $​350.00  ​450.00 ​per 
month. The individual board member serving as chairperson will receive an additional $100​ ​per 
month. Board members will receive $50 per official standing board committee & appointment 
meetings. MSBA training will be allowed at $50.00 rate per day as well. The School Board 
Chairperson has authority to appoint a member to attend a district meeting for payment.  
 
Official Princeton School Board Committees:  
Activities 
Certified Negotiations 
Classified Negotiations 
Community Education /Early Childhood Family Education 
Finance 
Meet & Confer 
MN State High School League 
Oak Land Vocational Program* 
Policy 
Project Oversight Committee 
Rum River Special Education Cooperative 
Schools for Equity in Education (SEE) 
Teaching and Learning 
Transportation 
Wellness  
*Oak Land Vocational Program reimburses Board members directly. 
 
Official Princeton School Board Appointments:  
Community Education/Early Childhood Family Education 
Meet & Confer 
MN State High School League 
Rum River SPecial Education Cooperative 
Schools for Equity in Education (SEE) 
Wellness 
The Board’s compensation is part of the Organizational Meeting and will be reviewed at that 
time. School board members who attend meetings outside the school district will receive 
reimbursement for expenses as outlined in school district policy 412. 
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Adopted: July 2, 1987 
Revised: January 12, 1993 
Reaffirmed: January 4, 1994 
Reaffirmed: January 3, 1995 
Reaffirmed: January 9, 1996 
Revised: January 14, 1997 
Reaffirmed: January 13, 1998 
Reaffirmed: January 12, 1999 
Reaffirmed: January 11, 2000 
Revised: January 26, 2007 
Revised: February 14, 2007 
Reaffirmed: May 14, 2013 
Revised: November 18, 2014 
Reaffirmed: January 5, 2016 
Revised: February 7, 2017 
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PRINCETON PUBLIC SCHOOLS 
ORGANIZATION OF GRADE LEVELS 

 
 

I. PURPOSE 
 

The purpose of this policy is to address the grade level organization of schools within the school 
district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The policy of the school district is to address the groupings of grade levels as recognized 
 in Minn. Stat. § 120A.05, as follows: 

 
Early Childhood Program: Birth through age 5 
Family Center 

 
Elementary Schools: Grades K through 5 
Primary School Grades K-2 
Intermediate School Grades 3-5 

 
Middle School: Grades 6 through 8 

 
High School: Grades 9 through 12   

 
B. The superintendent may seek school board approval to administer certain programs on a 

 non-graded basis or a design different from that indicated.  Program proposals that seek 
school board approval must meet all state requirements and reflect the rationale for the 
modification. 

 
III. DEFINITIONS 
 

A. “Kindergarten” means a program designed for students five years of age on September 1 
 of the calendar year in which the school year commences that prepares students to enter 
first grade the following school year. 

 
B. “Prekindergarten” means a program designed for students younger than five years of age 

 on September 1 of the calendar year in which the school year commences that prepares 
students to enter kindergarten the following school year. 
Children who are five years of age on September 2 through October 31 of the calendar 
school year may enroll in Kindergarten only if they meet the district’s early admission to 
Kindergarten criteria, established in Policy. 
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     607 

 
C. “Prekindergarten” means a program designed for students younger than five years of age 

on September 1 of the calendar year in which the school year commences that prepares students to enter 
Kindergarten the following school year.  
 
 
Legal References: Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)  

Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School Districts) 
 
 
 

Revised: April 15, 2014  
      Reviewed: October 20, 2015 
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Adopted:                               MSBA/MASA Model Policy 607 
Orig. 1995 

Revised:                                Rev. 2005 
 
 
607 ORGANIZATION OF GRADE LEVELS 
 
 
I. PURPOSE 
 

The purpose of this policy is to address the grade level organization of schools within the 
school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. It is the The policy of the school district is to address the groupings of grade 
levels as recognized in Minn. Stat. § 120A.05, as follows: 

 
[Note:  Each school district should identify within the groupings as defined in 
Minn. Stat. § 120A.05, how grade levels shall be organized within the school 
district  from the options listed below: 

 
Elementary:  Grades prekindergarten through 6 

 
Middle:  Minimum of two consecutive grades above 4th but 

below 10th 
 

Secondary:  (Grades 7 through 12) 
   Junior High   Grades ___ through ___ 
   Senior High   Grades ___ through ___ 
  Vocational  Grades 7 through 12] 

 
B. The superintendent may seek school board approval to administer certain 

programs on a nongraded basis or a design different from that indicated.  Program 
proposals that seek school board approval must meet all state requirements and 
reflect the rationale for the modification. 

 
III. DEFINITIONS 
 

A. “Kindergarten” means a program designed for students five years of age on 
September 1 of the calendar year in which the school year commences that 
prepares students to enter first grade the following school year. 

 
B. “Prekindergarten” means a program designed for students younger than five years 

of age on September 1 of the calendar year in which the school year commences 
that prepares students to enter kindergarten the following school year. 
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Legal References: Minn. Stat. § 120A.05, Subds. 9, 10a, 11, 13, 17 (Public Schools)  
Minn. Stat. § 123B.02, Subd. 2 (General Powers of Independent School 
Districts) 

 
Cross References:  
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PRINCETON PUBLIC SCHOOLS 
RELIGION 

  

I.  PURPOSE 

  
The purpose of this policy is to identify the status of religion as it pertains to the                                 
programs of the school district. 

  
II.  GENERAL STATEMENT OF POLICY 
  

A.  The school district shall neither promote nor disparage any religious belief or 
nonbelief. Instead, the school district encourages all students and employees to                       
have appreciation for and tolerance of each other’s views. 

  
B.  The school district also recognizes that religion has had and is having a significant  

role in the social, cultural, political, and historical development of civilization. 
  

C.  The school district recognizes that one of its educational objectives is to increase 
its students’ knowledge and appreciation of music, art, drama, and literature                       
which may have had a religious basis or origin as well as a secular importance. 

  
D.  The school district supports the inclusion of religious music, art, drama, and  

literature in the curriculum and in school activities provided it is intrinsic to the                           
learning experience and is presented in an objective manner without sectarian                     
indoctrination. 

  
E.  The historical and contemporary values and the origin of various religions, 

holidays, customs and beliefs may be explained in an unbiased and nonsectarian                         
manner. 

  
III.  RESPONSIBILITY 
  

A.  It shall be the responsibility of the superintendent to ensure that the study of 
religious materials, customs, beliefs and holidays in the school district is in                         
keeping with the following guidelines: 

  
1.  The proposed activity must have a secular purpose. 

  
2.  The primary objective of the activity must be one that neither advances 
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 nor inhibits religion. 
  

3.  The activity must not foster excessive governmental relationships with 
 religion. 
 

4.  Notwithstanding the foregoing guidelines, reasonable efforts will be made  
to accommodate any student who wishes to be excused from attendance at                       
school for the purpose of religious instruction or observance of religious                     
holidays. 

  
B.  The superintendent is granted authority to develop and present for school board  

review and approval directives and guidelines for the purpose of providing further                       
guidance relative to the teaching of materials related to religion. Approved                     
directives and guidelines shall be attached as an addendum to this policy. 

  
  
Legal References:  U. S. Const., amend. I 

Minn. Stat. § 120A.22, Subd. 12(3) (Compulsory Instruction) 
Minn. Stat. § 120A.35 (Absence From School for Religious Observance) 
Minn. Stat. § 121A.10 (Moment of Silence) 
Good News Club v. Milford Central School​, 533 U.S. 98, 121 S.Ct. 2093,  
150 L.Ed.2d 151 (2001) 
Santa Fe Indep. Sch. Dist. v. Doe​, 530 U.S. 290, 120 S.Ct. 2266 (2000) 
Tangipahoa Parish Bd. of Educ. v. Freiler​, 530 U.S. 1251, 120 S.Ct. 2706 
 (2000) 
Lemon v. Kurtzman​, 403 U.S.602, 91 S.Ct. 2105, 29 L.Ed.2d 745 (1971) 
Child Evangelism Fellowship v. Minneapolis Special Sch. Dist. No 1​, 690  
F.3d 996 (8th Cir. 2012) 
Wigg v. Sioux Falls Sch. Dist.​, 382 F.3d 807 (8​th​ Cir. 2004) 
Doe v. School Dist. of City of Norfolk​, 340 F.3d 605 (8​th​ Cir. 2003) 
Stark v. Independent Sch. Dist. No. 640​, 123 F.3d 1068 (8​th​ Cir. 1997) 
Florey v. Sioux Falls Sch. Dist. 49­5​, 619 F.2d 1311 (8​th​ Cir. 1980) 
Roark v. South Iron R­1 Sch. Dist.,​ 573 F.3d 556 (8th Cir. 2009) 
Child Evangelism Fellowship v. Elk River Area Sch. Dist. No ​728, 559 
F. Supp.2d 1136 (D. Minn. 2009) 
LeVake v. Independent Sch. Dist. No. 656​, 625 N.W.2d 502 (Minn. App. 
 2001) 
Minn. Op. Atty. Gen. 169­J (Feb. 14, 1968) 
Minn. Op. Atty. Gen. 169­K (Oct. 21, 1949) 
Minn. Op. Atty. Gen. No. 63 (1940) 
Minn. Op. Atty. Gen. No. 120 (1924) 
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Minn. Op. Atty. Gen. No. 121 (1924) 
  
Cross References:  MSBA/MASA Model Policy 801 (Equal Access to Facilities of Secondary  

Schools) 
  
  
  

    Adopted:  February 14, 2006 
       Revised: October 20, 2015 
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Adopted:                               MSBA/MASA Model Policy 609 
Orig. 1995 

Revised:                                Rev. 2000 
 
 
609 RELIGION 
 
 
I. PURPOSE 
 

The purpose of this policy is to identify the status of religion as it pertains to the 
programs of the school district. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The school district shall neither promote nor disparage any religious belief or 
nonbelief.  Instead, the school district encourages all students and employees to 
have appreciation for and tolerance of each other’s views. 

 
B. The school district also recognizes that religion has had and is having a significant 

role in the social, cultural, political, and historical development of civilization. 
 

C. The school district recognizes that one of its educational objectives is to increase 
its students’ knowledge and appreciation of music, art, drama, and literature 
which may have had a religious basis or origin as well as a secular importance. 

 
D. The school district supports the inclusion of religious music, art, drama, and 

literature in the curriculum and in school activities provided it is intrinsic to the 
learning experience and is presented in an objective manner without sectarian 
indoctrination. 

 
E. The historical and contemporary values and the origin of various religions, 

holidays, customs, and beliefs may be explained in an unbiased and nonsectarian 
manner. 

 
III. RESPONSIBILITY 
 

A. The superintendent shall be responsible for ensuring that the study of religious 
materials, customs, beliefs, and holidays in the school district is in keeping with 
the following guidelines: 

 
1. The proposed activity must have a secular purpose. 

 
2. The primary objective of the activity must be one that neither advances 

nor inhibits religion. 
 

3. The activity must not foster excessive governmental relationships with 
religion. 
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4. Notwithstanding the foregoing guidelines, reasonable efforts will be made 

to accommodate any student who wishes to be excused from attendance at 
school for the purpose of religious instruction or observance of religious 
holidays. 

 
B. The superintendent is granted authority to develop and present for school board 

review and approval directives and guidelines for the purpose of providing further 
guidance relative to the teaching of materials related to religion.  Approved 
directives and guidelines shall be attached as an addendum to this policy. 

 
 
Legal References: U. S. Const., amend. I 

Minn. Stat. § 120A.22, Subd. 12(3) (Compulsory Instruction) 
Minn. Stat. § 120A.35 (Absence From School for Religious Observance) 
Minn. Stat. § 121A.10 (Moment of Silence) 
Good News Club v. Milford Central School, 533 U.S. 98, 121 S.Ct. 2093, 
150 L.Ed.2d 151 (2001) 
Santa Fe Indep. Sch. Dist. v. Doe, 530 U.S. 290, 120 S.Ct. 2266 (2000) 
Tangipahoa Parish Bd. of Educ. v. Freiler, 530 U.S. 1251, 120 S.Ct. 2706 
(2000) 
Lemon v. Kurtzman, 403 U.S.602, 91 S.Ct. 2105, 29 L.Ed.2d 745 (1971) 
Child Evangelism Fellowship v. Minneapolis Special Sch. Dist. No. 1, 690 
F.3d 996 (8th Cir. 2012) 
Wigg v. Sioux Falls Sch. Dist., 382 F.3d 807 (8th Cir. 2004) 
Doe v. School Dist. of City of Norfolk, 340 F.3d 605 (8th Cir. 2003) 
Stark v. Independent Sch. Dist. No. 640, 123 F.3d 1068 (8th Cir. 1997) 
Florey v. Sioux Falls Sch. Dist. 49-5, 619 F.2d 1311 (8th Cir. 1980) 
Roark v. South Iron R-1 Sch. Dist., 573 F.3d 556 (8th Cir. 2009) 
Child Evangelism Fellowship v. Minneapolis Special Sch. Dist. No. 1, ___ 
F.Supp.2d ____ (D. Minn. 2011) 
Child Evangelism Fellowship v. Elk River Area Sch. Dist. No. 728, 599 
F.Supp.2d 1136 (D. Minn. 2009) 
LeVake v. Independent Sch. Dist. No. 656, 625 N.W.2d 502 (Minn. App. 
2001) 
Minn. Op. Atty. Gen. 169-J (Feb. 14, 1968) 
Minn. Op. Atty. Gen. 169-K (Oct. 21, 1949) 
Minn. Op. Atty. Gen. 63 (1940) 
Minn. Op. Atty. Gen. 120 (1924) 
Minn. Op. Atty. Gen. 121 (1924) 

 
Cross References: MSBA/MASA Model Policy 801 (Equal Access to School Facilities) 
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 610 - 1 

 
 

PRINCETON PUBLIC SCHOOLS 
 

FIELD TRIPS 
 
 
I. PURPOSE 
 
The purpose of this policy is to provide guidelines for student trips and to identify the 
general process to be followed for review and approval of trip requests. 
 
II. GENERAL STATEMENT OF POLICY 
 
It is the general expectation of the school board that all student trips will be well planned, 
conducted in an orderly manner and safe environment, and will relate directly to the 
objectives of the class or activity for which the trip is requested.  Every effort will be 
made to leave Sundays and Wednesday Evenings open so that students may participate 
in non-school activities.  Any exceptions must be approved by the school board.  Student 
trips will be categorized within three general areas: 
 

A. Instructional Trips 
 
Trips that take place during the school day, relate directly to a course of study, 
and require student participation shall fall in this category.  These trips shall be 
subject to review and approval of the building principal, and shall be financed by 
school district funds within the constraints of the school building budget.  Fees 
may not be assessed against students to defray direct costs of instructional trips. 
(Minn. Stat. § 123B.37, Prohibited Fees) 
 
B. Supplementary Trips 
 
This category pertains to those trips in which students voluntarily participate and 
which usually take place outside the regular school day.  Examples of trips in this 
category involve student activities, clubs, and other special interest groups.  
These trips are subject to review and approval of the activities director and/or the 
building principal.  Financial contributions by students may be requested. (Minn. 
Stat. § 123B.36, Authorized Fees) 
 
C. Extended Trips 

 
1. An extended field trip is any trip that covers more than 400 miles 
(round trip) or involves at least one overnight stay.  An extended trip may 
be instructional or supplementary to the school curriculum.  Exceptions to 
this policy may be granted as teams/individuals advance through MSHSL 
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tournament play or in cases where a group/individuals advance as a 
result of winning an official school activity or competition, e.g., D.E.C.A., 
F.F.A., National Conventions or Historical Events.  These trips are subject 
to review and approval of the Superintendent and School Board. 
   
2.  Extended Field Trips may take place on a regular schedule in a 
rotation established by the staff and administrators. 
 
3. The school board acknowledges and supports the efforts of 
booster clubs and similar organizations in providing extended trip 
opportunities for students. 

 
III. REGULATIONS 
 

A. All requests for extended trips and/or Sunday or Wednesday Evening 
trips are to be submitted to the superintendent on the Field Trip Request form. 
 
B. The teacher/sponsor must first secure approval from the building 
principal.  If approved by the principal, the plan is then to be submitted to the 
superintendent for approval and shall then be presented to the school board. The 
principal will check with the activities director to ascertain if there are any 
conflicts to avoid. Approval at each appropriate level is required before 
organizing with students. 
 
C. Attending students must submit a permission slip/medical release signed 
by their parent or guardian.  The slips are to be collected by the teacher/sponsor 
who is to file the slips with the building principal before the trip begins.  Slips will 
define details of trip.  No slip - no trip. 
 
D. Safety instructions and conduct expectations shall be explained at a trip 
orientation meeting involving students, chaperones, and parents. 
 
E. Proposals shall include plans for supervision.  Supportive personnel or 
other adults (over 21) may act as chaperones.  The recommended ratio is no 
less than 1 chaperone per 10 students.  Background checks are required (see 
policy 404 Employment Background Checks). 
 
F. The teacher/sponsor shall check to make sure insurance and liability 
coverage is available. 
 
G. All trips are limited to a maximum of two school days’ absence unless 
dates of participation are dictated by the event, making the limit impossible to 
meet. 
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H. All rules of school shall apply.  In the event a serious discipline problem 
develops, the supervisor in charge shall contact the home and advise the parents 
of the problem and that the student may be returned home immediately at the 
parent's’ expense.* 
* This is to be noted on parent permission slips. 
 
I.   All extended student field trips must conform to Princeton Public Schools    
   Activities Program, Policy 510, and may not conflict with conference 
   championship MSHSL sub-section, section or state tournaments. 
 
J. Transportation shall be furnished through a commercial carrier or school-
owned vehicle.  In the event a private vehicle is approved for use, a certificate of 
insurance must be on file in the school district office. 

  
IV. SCHOOL BOARD REVIEW 
 
The superintendent shall at least annually report to the school board upon the utilization 
of trips under this policy. 
 
V.  EXEMPTION 
 
All non-curricular extended field trips shall operate through Community Education and 
shall be exempt from item B under Regulations - (seeking School Board approval and 
following policy 510). Community Education extended field trips must meet the following 
criteria: 

A. Be recreational in nature 
B. Be accessible to multi-age groups 
C. Be conducted outside of school day hours 
D. Follow all other Policy 610 regulations  
E. Be subcontracted through a certified second party travel company  
F. Be set up through Community Education and follow Dist. 477 CE Field Trip 

Procedures 
 
 

Legal References: Minn. Stat. § 123B.36 (Authorized Fees) 
Minn. Stat. § 123B.37 (Prohibited Fees) 
Minn. Stat. § 123B.49 (Cocurricular and Extracurricular 
Activities; Insurance) 
Sonkowsky v. Board of Educ. for Indep. Sch. Dist. No. 721, 
327 F.3d 675 (8th Cir. 2003) 
Lee v. Pine Bluff Sch. Dist., 472 F.3d 1026 (8th Cir. 2007) 

 
Cross References: Policy 403 (Discipline, Suspension, and Dismissal of 

School District Employees) 
Policy 404 (Employment Background Checks) 
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Policy 423 (Employee – Student Relationships) 
Policy 506 (Student Discipline) 
Policy 510 (Activities Program) 
Policy 707 (Transportation of Public School Students)  
Policy 709 (Student Transportation Safety Policy) 
Policy 710 (Extracurricular Transportation) 

 
 

Adopted:  August 23, 1983  
Revised:  January 12, 1999   

Revised:  August 9, 2005  
Revised:  December 8, 2009  

Revised:  March 11, 2010  
Revised:  October 26, 2010 
Revised:  October 25, 2011 
Revised: October 21, 2014  
Revised: January 20, 2016 
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Adopted:                               MSBA/MASA Model Policy 610 
Orig. 1995 

Revised:                                Rev. 2012 
 
 
610 FIELD TRIPS 
 
 
I. PURPOSE 
 

The purpose of this policy is to provide guidelines for student trips and to identify the 
general process to be followed for review and approval of trip requests. 

 
II. GENERAL STATEMENT OF POLICY 
 

The general expectation of the school board is that all student trips will be well planned, 
conducted in an orderly manner and safe environment, and will relate directly to the 
objectives of the class or activity for which the trip is requested.  Student trips will be 
categorized within three general areas: 

 
A. Instructional Trips 

 
Trips that take place during the school day, relate directly to a course of study, 
and require student participation shall fall in this category.  These trips shall be 
subject to review and approval of the building principal and shall be financed by 
school district funds within the constraints of the school building budget.  Fees 
may not be assessed against students to defray direct costs of instructional trips. 
(Minn. Stat. § 123B.37, Prohibited Fees) 

 
B. Supplementary Trips 

 
This category pertains to those trips in which students voluntarily participate and 
which usually take place outside the regular school day.  Examples of trips in this 
category involve student activities, clubs, and other special interest groups.  These 
trips are subject to review and approval of the activities director and/or the 
building principal.  Financial contributions by students may be requested. (Minn. 
Stat. § 123B.36, Authorized Fees) 

 
C. Extended Trips 

 
1. Trips that involve one or more overnight stops fall into this category.  

Extended trips may be instructional or supplementary and must be 
requested well in advance of the planned activity.  An extended trip 
request form must be completed and approved at each level:  student, 
principal, superintendent, and school board.  Exceptions to the approval 
policy may be granted or expedited to accommodate emergencies or 
contingencies (e.g., tournament competition). 
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2. The school board acknowledges and supports the efforts of booster clubs 
and similar organizations in providing extended trip opportunities for 
students. 

 
III. REGULATIONS 
 

A. Rules of conduct and discipline for students and employees shall apply to all 
student trip activity. 

 
B. The school administration shall be responsible for providing more detailed 

procedures, including parental involvement, supervision, and such other factors 
deemed important and in the best interest of students. 

 
C. Transportation shall be furnished through a commercial carrier or school-owned 

vehicle.  In the event a private vehicle is approved for use, a certificate of 
insurance must be on file in the school district office and such use must be 
approved in accordance with Policy 710, Extracurricular Transportation. 

 
D. An employee may use a personal vehicle to transport staff or personal property 

for purposes of a field trip upon prior, written approval from administration.  
 
E. An employee must not use a personal vehicle to transport one or more students for 

purposes of a field trip.  
 

1. If immediate transportation of a student is required due to an emergency or 
unforeseen circumstance, such as the illness or injury of a child, and the 
transportation does not constitute regular or scheduled transportation, a 
personal vehicle may be used. To the extent a personal vehicle is used, the 
vehicle must be properly registered and insured.  

 
2. An employee must obtain preapproval by administration of student 

transportation by a personal vehicle, pursuant to Section III.E.1, if 
practicable. If preapproval by administration of use of a personal vehicle 
cannot be obtained in a reasonable time given the circumstances, an 
employee shall report the relevant facts and circumstances justifying the 
need for use of a personal vehicle to administration as soon as practicable. 
The relevant facts and circumstances for use of a personal vehicle shall be 
documented by administration. 

 
IV. SCHOOL BOARD REVIEW 
 

The superintendent shall at least annually report to the school board upon the utilization 
of trips under this policy. 

 
 
Legal References: Minn. Stat. § 123B.36 (Authorized Fees) 

Minn. Stat. § 123B.37 (Prohibited Fees) 
Minn. Stat. § 123B.49 (Cocurricular and Extracurricular Activities; 
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Insurance) 
Minn. Stat. § 169.011, Subd. 71(a) (Definition of a School Bus) 
Minn. Stat. § 169.454, Subd. 13 (Type III Vehicle Standards – Exemption) 
Sonkowsky v. Board of Educ. for Indep. Sch. Dist. No. 721, 327 F.3d 675 
(8th Cir. 2003) 
Lee v. Pine Bluff Sch. Dist., 472 F.3d 1026 (8th Cir. 2007) 

 
Cross References: MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal 

of School District Employees) 
MSBA/MASA Model Policy 423 (Employee – Student Relationships) 
MSBA/MASA Model Policy 506 (Student Discipline) 
MSBA/MASA Model Policy 707 (Transportation of Public School 
Students)  
MSBA/MASA Model Policy 709 (Student Transportation Safety Policy) 
MSBA/MASA Model Policy 710 (Extracurricular Transportation) 
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PRINCETON PUBLIC SCHOOLS  

HOME SCHOOLING 
  
  
I.  PURPOSE 
  

The purpose of this policy is to recognize and provide guidelines in accordance with state                             
law for parents who wish to have their children receive education in a home school that is                                 
an alternative to an accredited public or private school. 

  
II.  GENERAL STATEMENT OF POLICY 
  

The Compulsory Attendance Law (Minn. Stat. § 120A.22) provides that the parent or                         
guardian of a child is primarily responsible for assuring that the child acquires knowledge                           
and skills that are essential for effective citizenship.  (Minn. Stat. § 120A.22, Subd. 1) 

  
III.  CONDITIONS FOR HOME SCHOOLING 
  

The person in charge of a home school and the school district must provide instruction                             
and meet the requirements specified in Minn. Stat. § 120A.22. 

  
IV.  IMMUNIZATION 
  

The parent or guardian of a home­schooled child shall submit statements as required by                           
Minn. Stat. § 121A.15, Subds. 1, 2, 3 4, and 4, 12, on the appropriate Minnesota                               
Department of Education form, to the superintendent of the school district in which the                           
child resides by October 1 of the first year of home schooling in Minnesota and the grade                                 
7 year.   (Minn. Stat. § 121A.15, Subd. 8) 

  
V.  TEXTBOOKS, INSTRUCTIONAL MATERIAL, STANDARD TESTS 
  

Upon formal request as required by law, the school district will provide textbooks,                         
individualized instructional materials and standardized tests and loan or provide them for                       
use by a home­schooled child as provided in Minn. Stat. § 123B.42 and Minn. Rules Ch.                               
3540. The school district is not required to expend any amount for this purpose that                             
exceeds the amount it receives pursuant to Minn. Stat. §§ 123B.40­123B.48 for this                         
purpose. If curriculum has both physical and electronic components, the school district                       
will, at the request of the student or the student’s parent or guardian, make the electronic                               
component accessible to a resident student provided that the school district does not incur                           
more than an incidental cost as a result of providing access electronically. 
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VI.  PUPIL SUPPORT SERVICES 
  

Upon formal request as required by law, the school district will provide pupil support                           
services in the form of health services and counseling and guidance services to a                           
home­schooled child as provided by Minn. Stat. § 123B.44 and Minn. Rules Ch. 3540.                           
The school district is not required to expend an amount for any of these purposes that                               
exceeds the amount it receives pursuant to Minn. Stat. §§ 123B.40­123B.48 for any of                           
these purposes. 

  
VII.  EXTRACURRICULAR ACTIVITIES 
  

Resident pupils who receive instruction in a home school (where five or fewer students                           
receive instruction) may fully participate in extracurricular activities of the school district                       
on the same basis as other public school students. (Minn. Stat. §§ 123B.36, Subd. 1, and                               
123B.49, Subd. 4) 

  
VIII. SHARED TIME PROGRAMS 
  

Enrollment in class offerings of the school district. 
  

A.  A home­schooled child who is a resident of the school district may enroll in                           
classes in the school district as a shared time pupil on the same basis as other nonpublic                                 
school students. The provisions of this policy shall not be determinative of whether the                           
school district allows the enrollment of any pupils on a shared­time basis. 

  
B.  The school district may limit enrollment of shared­time pupils in such classes                       
based on the capacity of a program, class, grade level, or school building. The school                             
board and administration retain sole discretion and control over scheduling of all classes                         
and assignment of shared time pupils to classes. 

  
IX.  OPTIONAL COOPERATIVE ARRANGEMENTS 
  

A.  Activities 
  

1.  Minnesota State High School League sponsored activities (where six or 
more students receive instruction in the home school or the home school                         
students are not residents of the school district). 

  
A home school which is a member of the Minnesota State High School                         
League may request that the school district enter into a cooperative                     
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sponsorship arrangement as provided in Minnesota State High School                 
League Bylaw 403.00. The approval of such an arrangement shall be at                       
the discretion of the school board. 

  
a.  The home school must become a member of the Minnesota State  

High School League in accordance with the rules of the Minnesota                     
State High School League. 

  
b.  The home school is solely responsible for any costs or fees  

associated with its application for and/or subsequent membership               
in the Minnesota State High School League. 

  
c.  The home school is responsible for any and all costs associated 

with its participation in a cooperative sponsorship arrangement as                   
well as any school district activity fees associated with the                   
Minnesota State High School League activity. 

  
2.  Non­Minnesota State High School League activities where six or more  

students receive instruction in the home school. 
  

A home­schooled child may participate in non­Minnesota State High                 
School League activities offered by the school district upon application                   
and approval from the school board to participate in the activity and the                         
payment of any activity fees associated with the activity. However home                     
school students may not be charged higher activity fees than other public                       
school students. An approval shall be granted at the discretion of the                       
school board. 

  
B.  Transportation Services 

  
1.  The school district may provide nonpublic nonregular transportation 

 services to a home­schooled child. 
  

2.  The school board of the school district retains sole discretion and control  
and management of scheduling routes, establishment of the location of bus                     
stops, manner and method of transportation, control and discipline of                   
school children, and any other matter relating to the provision of                     
transportation services. 
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Legal References:  Minn. Stat. § 124D.03 (Enrollment Options Program) 
Minn. Stat. § 120A.22 (Compulsory Instruction) 
Minn. Stat. § 120A.24 (Reporting) 
Minn. Stat. § 120A.26 (Enforcement and Prosecution) 
Minn. Stat. § 123B.49 (Cocurricular and Extracurricular Activities) 
Minn. Stat. § 121A.15 (Health Standards; Immunizations; School  
Children) 
Minn. Stat. § 123B.36 (School Boards May Require Fees) 
Minn. Stat. § 123B.41 (Definitions) 
Minn. Stat. § 123B.42 (Textbooks, Individual Instruction Material, 
 Standard Tests) 
Minn. Stat. § 123B.44 (Provision of Pupil Support Services) 
Minn. Stat. § 123B.86 (Equal Treatment ­ Transportation) 
Minn. Stat. § 123B.92 (Transportation Aid Entitlement) 
Minn. Rules Ch. 3540 (Textbooks, Individualized Instruction Materials, 
 Standardized Tests) 

  
Cross References:  MSBA/MASA Model Policy 509 (Enrollment of Nonresident Students) 

MSBA/MASA Model Policy 510 (School Activities) 

   
Adopted: July 20, 1993 
Revised: January 11, 2000 
Revised: January 9, 2001 
Revised: March 13, 2007 
Revised: July 17, 2012 
Revised: October 20, 2015 
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Adopted:                               MSBA/MASA Model Policy 611 
Orig. 1996 

Revised:                                Rev. 2005 2011 
 
 
611 HOME SCHOOLING 
 

[Note: The provisions of this policy substantially reflect statutory requirements.] 
 
I. PURPOSE 
 

The purpose of this policy is to recognize and provide guidelines in accordance with state 
law for parents who wish to have their children receive education in a home school that is 
an alternative to an accredited public or private school. 

 
II. GENERAL STATEMENT OF POLICY 
 

The Compulsory Attendance Law (Minn. Stat. § 120A.22) provides that the parent or 
guardian of a child is primarily responsible for assuring that the child acquires knowledge 
and skills that are essential for effective citizenship.  (Minn. Stat. § 120A.22, Subd. 1) 

 
III. CONDITIONS FOR HOME SCHOOLING 
 

The person in charge of a home school and the school district must provide instruction 
and meet the requirements specified in Minn. Stat. § 120A.22. 

 
IV. IMMUNIZATION 
 

The parent or guardian of a home-schooled child shall submit statements as required by 
Minn. Stat. § 121A.15, Subds. 1, 2, 3, 4, and 4 12, on the appropriate Minnesota 
Department of Education form, to the superintendent of the school district in which the 
child resides by October 1 of each school year the first year of home schooling in 
Minnesota and the grade 7 year.  (Minn. Stat. § 121A.15, Subd. 8) 

 
V. TEXTBOOKS, INSTRUCTIONAL MATERIAL, STANDARD TESTS 
 

Upon formal request as required by law, the school district will provide textbooks, 
individualized instructional materials, and standardized tests and loan or provide them for 
use by a home-schooled child as provided in Minn. Stat. § 123B.42 and Minn. Rules Ch. 
3540.  The school district is not required to expend any amount for this purpose that 
exceeds the amount it receives pursuant to Minn. Stat. §§ 123B.40-123B.48 for this 
purpose.  If curriculum has both physical and electronic components, the school district 
will, at the request of the student or the student’s parent or guardian, make the electronic 
component accessible to a resident student provided that the school district does not incur 
more than an incidental cost as a result of providing access electronically. 

 
VI. PUPIL SUPPORT SERVICES 
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Upon formal request as required by law, the school district will provide pupil support 
services in the form of health services and counseling and guidance services to a home-
schooled child as provided by Minn. Stat. § 123B.44 and Minn. Rules Ch. 3540.  The 
school district is not required to expend an amount for any of these purposes that exceeds 
the amount it receives pursuant to Minn. Stat. §§ 123B.40-123B.48 for any of these 
purposes. 

 
VII. EXTRACURRICULAR ACTIVITIES 
 

Resident pupils who receive instruction in a home school (where five or fewer students 
receive instruction) may fully participate in extracurricular activities of the school district 
on the same basis as other public school students.  (Minn. Stat. §§ 123B.36, Subd. 1, and 
123B.49, Subd. 4) 

 
VIII. SHARED TIME PROGRAMS 
 

Enrollment in class offerings of the school district. 
 

A. A home-schooled child who is a resident of the school district may enroll in 
classes in the school district as a shared time pupil on the same basis as other 
nonpublic school students.  The provisions of this policy shall not be 
determinative of whether the school district allows the enrollment of any pupils 
on a shared-time basis. 

 
B. The school district may limit enrollment of shared-time pupils in such classes 

based on the capacity of a program, class, grade level, or school building.  The 
school board and administration retain sole discretion and control over scheduling 
of all classes and assignment of shared time pupils to classes. 

 
[Note: The provisions of Article VIII. - Shared Time Programs do not make a 
determination as to whether Shared Time Programs should be offered to any pupil.  
However, it is required that home-schooled children be treated the same as all other 
nonpublic school children.] 

 
IX. OPTIONAL COOPERATIVE ARRANGEMENTS 
 

A. Activities 
 

1. Minnesota State High School League sponsored activities (where six or 
more students receive instruction in the home school or the home school 
students are not residents of the school district). 

 
A home school which is a member of the Minnesota State High School 
League may request that the school district enter into a cooperative 
sponsorship arrangement as provided in Minnesota State High School 
League Bylaw 403.00.  The approval of such an arrangement shall be at 
the discretion of the school board. 
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a. The home school must become a member of the Minnesota State 
High School League in accordance with the rules of the Minnesota 
State High School League. 

 
b. The home school is solely responsible for any costs or fees 

associated with its application for and/or subsequent membership 
in the Minnesota State High School League. 

 
c. The home school is responsible for any and all costs associated 

with its participation in a cooperative sponsorship arrangement as 
well as any school district activity fees associated with the 
Minnesota State High School League activity. 

 
2. Non-Minnesota State High School League activities where six or more 

students receive instruction in the home school. 
 

A home-schooled child may participate in non-Minnesota State High 
School League activities offered by the school district upon application 
and approval from the school board to participate in the activity and the 
payment of any activity fees associated with the activity.  However, home 
school students may not be charged higher activity fees than other public 
school students.  An approval shall be granted at the discretion of the 
school board. 

 
B. Transportation Services 

 
1. The school district may provide nonpublic nonregular transportation 

services to a home-schooled child. 
 

2. The school board of the school district retains sole discretion and control 
and management of scheduling routes, establishment of the location of bus 
stops, manner and method of transportation, control and discipline of 
school children, and any other matter relating to the provision of 
transportation services. 

 
 
Legal References: Minn. Stat. § 120A.22 (Compulsory Instruction) 

Minn. Stat. § 120A.24 (Reporting) 
Minn. Stat. § 120A.26 (Enforcement and Prosecution) 
Minn. Stat. § 121A.15 (Health Standards; Immunizations; School 
Children) 
Minn. Stat. § 123B.36 (School Boards May Require Fees) 
Minn. Stat. § 123B.41 (Definitions) 
Minn. Stat. § 123B.42 (Textbooks, Individual Instruction Material, 
Standard Tests) 
Minn. Stat. § 123B.44 (Provision of Pupil Support Services) 
Minn. Stat. § 123B.49 (Cocurricular and Extracurricular Activities) 
Minn. Stat. § 123B.86 (Equal Treatment - Transportation) 
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Minn. Stat. § 123B.92 (Transportation Aid Entitlement) 
Minn. Stat. § 124D.03 (Enrollment Options Program) 
Minn. Rules Ch. 3540 (Textbooks, Individualized Instruction Materials, 
Standardized Tests) 

 
Cross References: MSBA/MASA Model Policy 509 (Enrollment of Nonresident Students) 

MSBA/MASA Model Policy 510 (School Activities) 
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PRINCETON PUBLIC SCHOOLS  

SCHOOL DISTRICT TESTING PLAN AND PROCEDURE 
  
  
I.  PURPOSE 
  

It is the purpose of this policy to set forth the school district’s testing plan and procedure. 
  
II.  GENERAL STATEMENT OF POLICY 
  

It is the policy of the school district to implement procedures for testing, test security,                             
reporting, documentation, notification to students and parents and student record keeping                     
in accordance with Minnesota law. 

  
III.  DUTIES OF SCHOOL DISTRICT TEST ADMINISTRATOR 
  

The school district test administrator as named in Policy 613, Graduation Requirements,                       
shall be responsible for preparing and presenting annually to the school board for                         
approval, and overseeing the publishing of, the state required test administration plan.                       
The school district test administrator shall file the plan with the Department of Education                           
(“Department”) and deliver the plan to all households in the school district by October 15                             
of each year.  The plan shall include, at a minimum, the following: 

  
A.  The graduation requirements; 

  
B.  The number of opportunities a student shall have to retake Basic Skills Tests                         
(BSTs) or Graduation Required Assessments for Diploma (GRAD) during each year; 

  
C.  The opportunities for remediation for a student who has not passed BSTs or                         
GRADs; 

  
D.  The process for requesting an additional testing opportunity and accommodations                   
for a senior who has met all other graduation requirements but has not passed one or                               
more basic standards; 

  
E.  The process for appealing the school district’s response to requests in item C.; 
  
F.  The method to report breaches in test security procedures to the school district                         
and the Department; and 
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G.  Procedures for meeting the needs of Limited English Proficient students, students                     
who require an IEP or students who require Section 504 Accommodation. 

  
IV.  TEST SECURITY 
  

A.  Security Requirements​. When administering state­required tests for basic               
standards or graduation requirements, the school district shall observe the following test                       
security measures in addition to any requirements imposed by the Minnesota Department                       
of Education: 

  
1.  All test booklets, answer sheets, and test materials shall be placed in 

 locked storage before and after each test administration; 
  

2.  The tests, testing materials, and answer sheets are nonpublic data under  
Minn. Stat. § 13.34; 

  
3.  No copies of test booklets, test questions, or answer sheets shall be made;  

and 
  

4.  The school district shall report any violations of test security to the 
Department. The Department shall receive reports of violations of test                     
security from anyone with knowledge of such an incident. 

  
B.  Security Violations​.   
 

The district test administrator shall investigate any reported   
  incidents or breaches in test security and report to the Department as required by  
  state testing guidelines and regulations.  The consequences of a violation of test 
  security may include: 
  

1.     The invalidation of test scores if a violation is found to justify serious 
 questions about the integrity of the results of the test administration; or 

  
2.     Other reasonable sanctions that are necessary to preserve the security and 
confidentiality of future tests and test administrations. 

  
  
V.  SCHOOL DISTRICT REPORTING TO THE DEPARTMENT AND PUBLIC 
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A.  The school district shall report the curriculum, instruction, and assessment 
 information required by the Minnesota Department of Education annually by 
October 15 in a format to be determined by the Department. 

  
B.  The school district shall prepare annually by October 15 a public report of the  

curriculum, instruction, and assessment information information required by the                 
Department. The report shall include all information as required by the                     
Department. This report shall be available to the public on the district’s web site.                           
Notification of the availability of this report shall be made ​through the official                         
newspaper or through publications sent to all households in the school district. 

  
VI.  REQUIRED DOCUMENTATION FOR PROGRAM AUDIT 
  

The school district shall maintain records necessary for program audits conducted by the 
 Department.  
 

I.  REQUIRED NOTIFICATION TO PARENTS AND STUDENTS 
  

A.  Written Notice​.  The school district shall establish and maintain a system to  
provide written notice to parents and students about graduation requirements. 

  
B.  Notice of Graduation Requirements​.  No later than thirty (30) working days after 

the date of the entrance into the 9th grade or transfer of a student into the school                                   
district during or after 9th grade, the school district shall provide to the parents                           
and the student written notice of: 

  
1.  The graduation requirements; and 

  
2.  The grade in which the student shall have the first opportunity to take a 

 test in basic standards or graduation testing requirements. 
  

C.  Notice of Test Results and Remediation Opportunities​.  The school district shall 
provide no later than 30 working days after the district receives individual results                           
of basic standards or graduation testing requirements, written notice to the parents                       
and the student of: 

  
1.  Basic standards or graduation test results; and 

  
2.  Consistent with Minn. Rules Part 3501.0050, subpart 3, if the student is in 

 the graduating year: 
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a.  The process by which a parent or student can request additional  
testing and testing accommodations after April 1; and 

  
b.  The process by which a parent or student can appeal the school  

district’s decision if additional testing or testing accommodation is                 
denied. 

  
D.  Notice Pertaining to Adequate Yearly Progress​.  If the school district is proposed  

for identification for school improvement, for corrective action, or for                   
restructuring by the Minnesota Department of Education, the school district shall                     
provide to parents of students in the school district sufficiently detailed summary                       
data of its academic assessments or other academic indicators reviewed to                     
determine whether the school is making adequate yearly progress to permit                     
parents to appeal the Department’s proposal. 

  
VIII. STUDENT RECORD KEEPING 
  

A.  Test Results​.  The school district shall keep a record on each student that includes: 
  

1.  The basic standards tests and graduation tests taken; and 
  

2.  The results of the most recent basic standards and graduation tests given. 
  

B.  Student Progress​.  Individual student progress shall be reported on a student  
record as described in items 1. to 4. below. 

  
1.  “Pass­state level” shall be noted on the record of a student who passes a basic 

 standards or graduation test under standard conditions or with an 
accommodation.  The records for students passing with an accommodation shall 
not be different from the records of students passing the test under standard 
conditions. 

  
2.  “Pass­individual level” shall be noted on the record of a student who passes a  

basic standards or graduation test with a modification established in the IEP or 
Section 504 Accommodation plan in accordance with Minn. Rules Part 
3501.0090. 

  
3.  “Pass­translation” shall be noted on the record of a student who passes a  

basic standards or graduation test that has been translated into a language                       
other than English and has not been validated by the state as a state test                             
with a set passing score. 
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Adopted:                               MSBA/MASA Model Policy 614 
Orig. 1997 

Revised:                                Rev. 2009 2015 
 
 
614 SCHOOL DISTRICT TESTING PLAN AND PROCEDURE 
 

[Note: With the repeal of the graduation-required assessment for diploma (GRAD), 
school districts no longer are required to comply with any of the provisions of this 
policy.] 

 
I. PURPOSE 
 

The purpose of this policy is to set forth the school district’s testing plan and procedure. 
 
II. GENERAL STATEMENT OF POLICY 
 

The policy of the school district is to implement procedures for testing, test security, 
reporting, documentation, notification to students and parents, and student record keeping 
in accordance with Minnesota law. 

 
III. DUTIES OF SCHOOL DISTRICT TEST ADMINISTRATOR 
 

The school district test administrator as named in Policy 613, Graduation Requirements, 
shall be responsible for preparing and presenting annually to the school board for 
approval, and overseeing the publishing of, the basic requirements test administration 
plan.  The school district test administrator shall file the plan with the Minnesota 
Department of Education (MDE) and deliver the plan to all households in the school 
district by October 15 of each year.  The plan shall include, at a minimum, the following: 

 
A. The graduation requirements; 

 
B. The number of opportunities a student shall have to retake tests of basic 

requirements during each year; 
 

C. The opportunities for remediation for a student who has not passed tests of basic 
requirements; 

 
D. The process for requesting an additional testing opportunity and accommodations 

for a senior who has met all other graduation requirements but has not passed one 
or more basic requirements; 

 
E. The process for appealing the school district’s response to requests in item D.; and 

 
F. The method to report breaches in test security procedures to the school district 

and MDE. 
 
IV. TEST SECURITY 
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A. Security Requirements. 
 

1. When administering tests for the basic requirements, the school district 
shall observe the following test security measures in addition to any 
requirements imposed by MDE: 

 
a. All test booklets, answer sheets, and test materials shall be placed 

in locked storage before and after the test administration; 
 

b. The tests, testing materials, and answer sheets are nonpublic data 
under Minn. Stat. § 13.34; and 

 
c. No copies of test booklets or answer sheets shall be made. 

 
2. When administering a graduation-required assessment for diploma 

(GRAD), the school district must observe the following test security 
measures: 

 
a. All test materials must be secured, either physically or 

electronically, before and after the test administration; 
 

b. All testing materials are nonpublic data under Minn. Stat. § 13.34; 
and 

 
c. A student is required to present valid photo identification before 

being admitted to the testing site if: 
 
 (1) the student is not enrolled in the testing district; or 
 
 (2) the student is unknown to the test proctor. 

 
3. The school district must report any known violations of test security to 

MDE which must accept reports of violations of test security from anyone 
with knowledge of such an incident. 

 
B. Security Violations.  MDE shall investigate any reported incidents of breaches in 

test security. The consequences of a violation of test security may include: 
 

1. The invalidation of test scores if a violation is found to justify serious 
questions about the integrity of the results of the test administration; or 

 
2. Other reasonable sanctions that are necessary to preserve the security and 

confidentiality of future tests and test administrations. 
 
V. SCHOOL DISTRICT REPORTING TO MDE AND THE PUBLIC 
 

A. The school district shall report the information specified below to MDE annually 
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by October 15 in a format to be determined by MDE. 
 

B. The school district shall prepare and disseminate annually by October 15 a public 
report of the information specified below through the official newspaper or 
through publications sent to all households in the school district. 

 
C. The reports required above shall include: 

 
1. The number of students enrolled at each grade level 9 through 12 

according to the end of the year Minnesota Automated Reporting Student 
System (MARSS) report; 

 
2. The number of students at each grade level 9 through 12 passing each 

basic requirement at the state standard level; 
 

3. The number of students at each grade level 9 through 12 passing each 
basic requirement at an individualized level under an IEP or a Section 504 
accommodation plan; 

 
4. The number of students at each grade level 9 through 12 passing tests in 

each basic requirement with tests that have been translated into a language 
other than English; 

 
5. The number of students at each grade level 9 through 12 exempt from 

testing in each basic requirement; and  
 

6. For grade 12 of the previous year only, the number of students currently 
denied a high school diploma because of not passing the state standard for 
a basic requirement when all other graduation requirements have been 
met. 

 
VI. REQUIRED DOCUMENTATION FOR PROGRAM AUDIT 
 

The school district shall maintain records necessary for program audits conducted by 
MDE.  The records must include documentation that: 

 
A. Required notifications to parents and students meet the requirements of Minn. 

Rules Parts 3501.0120 and 3501.1120; 
 

B. Required student records meet the requirements of Minn. Rules Parts 3501.0130 
and 3501.1130; 

 
C. The school district’s process for additional testing of students meets the 

requirements of Minn. Rules Part 3501.0050; 
 

D. Test security procedures comply with Minn. Rules Parts 3501.0150 and 
3501.1150; 
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E. The school district’s decisions and processes regarding testing accommodations, 
modifications, and granting exemptions are in compliance with Minn. Rules Parts 
3501.0090, 3501.0100, and 3501.1180; 

 
F. The school district’s curriculum and instruction provides appropriate learning 

opportunities in the basic requirements in compliance with Minn. Rules Part 
3501.0110 and state graduation requirements in compliance with Minn. Rules Part 
3501.1110; 

 
G. Remediation plans for students are on file consistent with Minn. Rules Parts 

3501.0110 and 3501.1110; 
 

H. The basic requirements test administration plan complies with Minn. Rules Part 
3501.0140, subpart 2, and the GRAD administration plan complies with Minn. 
Rules Part 3501.1140; 

 
I. The documentation for students granted accommodations or exempted from 

testing complies with Minn. Rules Parts 3501.0090 and 3501.1190; 
 

J. The assessments and documentation of performance for students granted 
modifications of statewide standards comply with Minn. Rules Parts 3501.0090, 
subpart 2, item C, and 3501.1190; and 

 
K. The school district’s process for testing considerations for limited English 

proficiency students complies with Minn. Rules Part 3501.0100. 
 
VII. REQUIRED NOTIFICATION TO PARENTS AND STUDENTS 
 

A. Written Notice.  The school district shall establish and maintain a system to 
provide written notice to parents and students about graduation requirements. 

 
B. Notice of Graduation Requirements. 

 
1. No later than thirty (30) working days after the date of the entrance into 

grade 9 or transfer of a student into the school district during or after  
grade 9, the school district shall provide to the parents and the student 
written notice of: 

 
a. The graduation requirements; and 

 
b. The grade in which the student shall have the first opportunity to 

take a test in a basic requirement. 
 

2. The school district shall provide parents and students with annual written 
notice of the grade in which the student will have the first opportunity to 
take a GRAD.  The school district shall provide written notice to parents 
and students of GRAD results no later than sixty (60) days after the 
district receives the results of a GRAD.  After the date of receiving test 
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results, students must have a minimum of six (6) weeks for remediation 
before the next testing opportunity. 

 
C. Notice of Test Results and Remediation Opportunities.  The school district shall 

provide no later than ninety (90) days after a student takes a test of basic 
requirements, written notice to the parents and the student of: 

 
1. Basic requirements test results; and 

 
2. Consistent with Minn. Rules Part 3501.0050, subpart 3, if the student is in 

the graduating year: 
 

a. The process by which a parent or student can request additional 
testing and testing accommodations after April 1; and 

 
b. The process by which a parent or student can appeal the school 

district’s decision if additional testing or testing accommodation is 
denied. 

 
D. Notice Pertaining to Adequate Yearly Progress.  If the school district is proposed 

for identification for school improvement, for corrective action, or for 
restructuring by MDE, the school district shall provide to parents of students in 
the school district sufficiently detailed summary data of its academic assessments 
or other academic indicators reviewed to determine whether the school is making 
adequate yearly progress to permit parents to appeal MDE’s proposal. 

 
VIII. STUDENT RECORD KEEPING 
 

A. Test Results.  The school district shall keep a record on each student that includes: 
 

1. The basic requirements tests taken; 
 

2. The results of the most recent basic requirements tests given; 
 

3. The GRADs taken; and 
 

4. The results of the most recent GRAD given. 
 

B. Student Progress.  Individual student progress shall be reported on a student 
record as described below. 

 
1. “Pass-state level” shall be noted on the record of a student who passes a 

basic requirement test under standard conditions or with an 
accommodation.  The records for students passing with an accommodation 
shall not be different from the records of students passing the test under 
standard conditions. 

 
2. “Pass-individual level” shall be noted on the record of a student who 
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passes a basic requirement test with a modification established in the IEP 
or Section 504 accommodation plan in accordance with Minn. Rules Part 
3501.0090. 

 
3. “Pass-translation” shall be noted on the record of a student who passes a 

basic requirement test that has been translated into a language other than 
English and has not been validated by the state as a state test with a set 
passing score. 

 
4. “Exempt” shall be noted on the record of a student who has been 

exempted from a basic requirement test. 
 

5. “Pass” or “p” must be noted on the record of a student who passes a 
GRAD under standard conditions or with an accommodation. 

 
6. “Pass” or “p” must also be noted on the record of a student who passes a 

GRAD with a modification established in the IEP or Section 504 
accommodation plan in accordance with Minn. Rules Part 3501.1190.  
This notation is also used as a GRAD notation for any other modified or 
alternate assessment used for accountability purposes for students with 
disabilities.  The records for students passing with an accommodation or a 
modification or who pass an alternate assessment must not differ from the 
records of students passing the test under standard conditions. 

 
III. DUTIES OF SCHOOL DISTRICT PERSONNEL REGARDING TEST 

ADMINISTRATION 
 

[Note: This listing of school personnel may not be consistent with the personnel in the 
school district and, consequently, should be amended to reflect the personnel with 
responsibility for testing in the particular school district.] 

 
A. Superintendent 

 
1. Responsibilities before testing. 

 
a. Designate a district assessment coordinator and district technology 

coordinator. 
 

b.  The superintendent, or a designee who has been authorized to be 
the identified official with authority by the school board, pre-
authorizes staff access for applicable Minnesota Department of 
Education (MDE) secure systems. 

 
c. Annually review and recertify staff who have access to MDE 

secure systems. 
 

d. Read and complete the Assurance of Test Security and Non-
Disclosure. 
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[Note: This form is included in the 614 Form file of the Policy 
Reference Manual.] 

 
e. Establish a culture of academic integrity. 

 
f. Fully cooperate with MDE representatives conducting site visits or 

Minnesota Test of Academic Skills (MTAS) audits during testing. 
 

g. Ensure student information is current and accurate. 
 

h. Ensure that a current district test security procedure is in place and 
that all relevant staff have been provided district training on test 
administration and test security. 

 
i. Confirm the district assessment coordinator has current 

information and training specific to test security and the 
administration of statewide assessments. 

 
j. Confirm the district assessment coordinator completes Pre-test 

Editing in the Test Web Edit System (WES). 
 

2. Responsibilities after testing. 
 

a. Confirm the district assessment coordinator and Minnesota 
Automated Reporting Student System (MARSS) coordinator 
complete Post-test Editing in Test WES. 

 
b. Verify with the district assessment coordinator that all test security 

issues have been reported to MDE and are being addressed. 
 

c. Confirm the MARSS coordinator has updated all student records 
for Post-test Editing. 

 
d. Confirm the district assessment coordinator has finalized the 

district’s assessment information prior to the close of Post-test 
Editing in Test WES. 

 
e. Confirm the district assessment coordinator, or designee, has 

access to the Graduation Requirements Records (GRR) system and 
enters necessary information. 

 
f. Discuss assessment results with the district assessment coordinator 

and school administrators. 
 

B. District Assessment Coordinator 
 

1. Responsibilities before testing. 
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a. Serve as primary contact with MDE regarding policy and 

procedure questions related to test administration. 
 

b. Read and complete the Assurance of Test Security and Non-
Disclosure. 

 
c. Confirm all staff who handle test materials, administer tests, or 

have access to secure test content have completed the Assurance of 
Test Security and Non-Disclosure. 

 
(1)  Maintain the completed Assurance of Test Security and 

Non-Disclosure for two years after the end of the academic 
school year in which testing took place. 

 
d. Review with all staff the Assurance of Test Security and Non-

Disclosure and their responsibilities thereunder. 
 

e. Identify appropriate tests for students and ensure student data sent 
to service providers for testing are correct. 

 
f. Establish district testing schedule within the testing windows 

specified by the MDE and service providers. 
 

g. Prepare testing conditions, including user access to service 
provider websites, preparing readiness for online testing, preparing 
a plan for tracking which students test on which computers or 
devices, ensure accommodations are indicated as necessary, 
providing students with opportunity to become familiar with test 
format, item types, and tools prior to test administration; 
establishing process for inventorying and distributing secure test 
materials where necessary; preparing procedures for expected and 
unexpected situations occurring during testing; planning for 
addressing technical issues while testing; identify staff who will 
enter student responses from paper accommodated test materials 
and scores from MTAS administration online. 

 
h. Train school assessment coordinators, test monitors, MTAS test 

administrators, and ACCESS (test for English language learners) 
and Alternate ACCESS test administrators. 

 
(1) Provide training on proper test administration and test 

security. 
 

(2) Verify staff complete any and all test-specific training. 
 

i. Maintain security of test content, test materials, and record of all 
staff involved. 
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(1) Receive secure paper test materials from the service 

provider and immediately lock them in a previously 
identified secure area, inventory same, and contact service 
provider with any discrepancies. 

 
(2) Organize secure test materials for online administrations 

and keep them secure. 
 

(3) Define chain of custody for providing test materials to test 
monitors and administrators.  The chain of custody must 
address the process for providing test materials on the day 
of testing, distributing test materials to and collecting test 
materials from students at the time of testing, keeping test 
materials secure between testing sessions, and returning test 
materials after testing is completed. 

 
j. Confirm that all students have appropriate test materials. 

 
2. Responsibilities on testing day(s). 

 
a. Conduct random, unannounced visits to testing rooms to observe 

staff adherence to test security and policies and procedures. 
 

b. Fully cooperate with MDE representatives conducting site visits or 
MTAS audits. 

 
c. Contact the MDE assessment contact within 24 hours of a security 

breach and submit the Test Security Notification in Test WES 
within 48 hours. 

 
d. Address invalidations and test or accountability codes. 

 
3. Responsibilities after testing. 

 
a. Ensure that student responses from paper accommodated test 

materials and MTAS scores are entered. 
 

b. Arrange for secure disposal of all test materials that are not 
required to be returned within 48 hours after the close of the testing 
window. 

 
c. Return secure test materials as outlined in applicable manuals and 

resources. 
 
d. Collect security documents and maintain them for two years from 

the end of the academic school year in which testing took place. 
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e. Review student assessment data and resolve any issues. 
 

f. Distribute Individual Student Reports no later than fall 
parent/teacher conferences. 

 
g. Enter Graduation Requirements Records in the GRR system. 

 
C. School Principal 

 
1. Responsibilities before testing. 

 
a. Designate a school assessment coordinator and technology 

coordinator for the building. 
 

b. Be knowledgeable about proper test administration and test 
security as outlined in manuals and directions. 

 
c. Read and complete the Assurance of Test Security and Non-

Disclosure. 
 

d. Communicate the importance of test security and expectation that 
staff will keep test content secure and act with honesty and 
integrity during test administration. 

 
e. Provide adequate secure storage space for secure test materials 

before, during, and after testing until they are returned to the 
service provider or securely disposed of. 

 
f. Ensure adequate computers and/or devices are available and rooms 

appropriately set up for online testing. 
 

g. Verify that all test monitors and test administrators receive proper 
training for test administration. 

 
h. Ensure students taking specified tests have opportunity to become 

familiar with test format, item types, and tools prior to test 
administration. 

 
2. Responsibilities on testing day(s). 

 
a. Ensure that test administration policies and procedures and test 

security requirements in all manuals and directions are followed. 
 
b. Fully cooperate with MDE representatives conducting site visits or 

MTAS audits. 
 

3. Responsibilities after testing. 
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a. Ensure all secure test materials are collected, returned, and/or 
disposed of securely as required in any manual. 

 
b. Ensure requirements for embargoed final assessment results are 

followed. 
 

D. School Assessment Coordinator 
 

1. Responsibilities before testing. 
 

a. Implement test administration and test security policies and 
procedures. 

 
b. Read and complete the Assurance of Test Security and Non-

Disclosure. 
 

c. Ensure all staff who handle test materials, administer tests, or have 
access to secure test content read and complete the Assurance of 
Test Security and Non-Disclosure. 

 
d. Identify appropriate tests for students and ensure student data sent 

to service providers for testing are correct. 
 

e. Prepare testing conditions, including the following: schedule 
rooms and computer labs; arrange for test monitors and 
administrators; arrange for additional staff to assist with 
unexpected situations; arrange for technology staff to assist with 
technical issues; develop a plan for tracking which students test on 
which computers or devices; plan seating arrangements for 
students; ensure preparations are completed for Optional Local 
Purpose Assessment (OLPA), Minnesota Comprehensive 
Assessment (MCA), and ACCESS online testing; ensure 
accommodations are properly reported; confirm how secure paper 
test materials will arrive and quantities to expect; address 
accommodations and specific test administration procedures; 
determine staff who will enter the student responses from paper 
accommodated test materials and scores from MTAS 
administrations online. 

 
f. Train staff, including all state-provided training materials, policies 

and procedures, and test-specific training. 
 
g. Maintain security of test content and test materials. 

 
(1) Receive secure paper test materials from the service 

provider and immediately lock them in a previously 
identified secure area, inventory same, and contact service 
provider with any discrepancies. 
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(2) Organize secure test materials for online administrations 

and keep them secure. 
 

(3) Follow chain of custody for providing test materials to test 
monitors and administrators.  The chain of custody must 
address the process for providing test materials on the day 
of testing, distributing test materials to and collecting test 
materials from students at the time of testing, keeping test 
materials secure between testing sessions, and returning test 
materials after testing is completed. 

 
(4) Identify need for additional test materials to district 

assessment coordinator. 
 

(5) Provide MTAS student data collection forms if necessary. 
 

(6) Distribute applicable ACCESS and Alternate ACCESS Test 
Administrator Scripts and Test Administration Manuals to 
test administrators so they can become familiar with the 
script and prepare for test administration. 

 
(7) Confirm that all students taking ACCESS and Alternate 

ACCESS have appropriate test materials and preprinted 
student information on the label is accurate. 

 
2. Responsibilities on testing day(s). 

 
a. Distribute materials to test monitors and ACCESS test 

administrators and ensure security of test materials between testing 
sessions and that district procedures are followed. 

 
b. Ensure Test Monitor and Student Directions and Test 

Administrator Scripts are followed and answer questions regarding 
same. 

 
c. Fully cooperate with MDE representatives conducting site visits or 

MTAS audits, as applicable. 
 

d.  Conduct random, unannounced visits to testing rooms to observe 
staff adherence to test security and test administration policies and 
procedures. 

 
e. Report testing irregularities to district assessment coordinator 

using the Test Administration Report. 
 

[Note: This form is included in the 614 Form file of the Policy 
Reference Manual.] 
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f. Report security breaches to the district assessment coordinator as 

soon as possible. 
 

3. Responsibilities after testing. 
 

a. Ensure that all paper test materials are kept locked and secure and 
security checklists completed. 

 
b. Ensure that student responses from paper accommodated test 

materials and MTAS scores are entered. 
 

c. Arrange for secure disposal of all test materials that are not 
required to be returned within 48 hours after the close of the testing 
window. 

 
d. Return secure test materials as outlined in applicable manuals and 

resources. 
 

e. Prepare materials for pickup by designated carrier on designated 
date(s).  Maintain security of all materials. 

 
f. Ensure requirements for embargoed final assessment results are 

followed. 
 

E. Technology Coordinator 
 

1. Ensure that district is prepared for online test administration and provide 
technical support to district staff. 

 
2. Acquire all necessary user identifications and passwords. 

 
3. Read and complete the Assurance of Test Security and Non-Disclosure. 

 
4. Fully cooperate with MDE representatives conducting site visits or MTAS 

audits. 
 

5. Attend district training and any service provider technology training. 
 

6. Review, use, and be familiar with all service provider technical 
documentation. 

 
7. Prepare computers and devices for online testing. 

 
8. Confirm site readiness. 
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9. Provide all necessary accessories for testing, technical 
support/troubleshooting during test administration and contact service 
provider help desks as needed. 

 
F. Test Monitor 

 
1. Responsibilities before testing. 

 
a. Read and complete the Assurance of Test Security and Non-

Disclosure. 
 

b. Attend trainings related to test administration and security. 
 

c. Complete required training course(s) for tests administering. 
 

d. Be knowledgeable about how to contact the school assessment 
coordinator during testing, where to pick up materials on day of 
test, and plan for securing test materials between test sessions. 

 
e. Be knowledgeable regarding student accommodations. 

 
f. Remove or cover any instructional posters or visual materials in 

the testing room. 
 

2. Responsibilities on testing day(s). 
 

a. Before test. 
 

(1) Receive and maintain security of test materials. 
 

(2) Verify that all test materials are received. 
 

(3) Ensure proper number of computers/devices or paper 
accommodated test materials are present. 

 
(4) Verify student testing tickets and appropriate allowable 

materials. 
 

(5) Assign numbered test books to individual students. 
 

(6) Complete information as directed. 
 

(7) Record extra test materials. 
 

b. During test. 
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(1) Verify that students are logged in and taking the correct test 
or using the correct grade-level and tier test booklet for 
students with paper accommodated test materials. 

 
(2) Follow all directions and scripts exactly. 

 
(3) Follow procedures for restricting student access to cell 

phones and other electronic devices. 
 

(4) Stay in testing room and remain attentive during entire test 
session.  Practice active monitoring by circulating 
throughout the room during testing. 

 
(5) Be knowledgeable about responding to emergency or 

unusual circumstances and technology issues. 
 

(6) Do not review, discuss, capture, email, post, or share test 
content in any format. 

 
(7) Ensure all students have been provided the opportunity to 

independently demonstrate their knowledge. 
 

(8) Fully cooperate with MDE representatives conducting site 
visits or MTAS audits. 

 
(9) Document students who require a scribe or translated 

directions or any unusual circumstances and report to 
school assessment coordinator. 

 
(10) Report any possible security breaches as soon as possible. 

 
c. After test. 

 
(1) Follow directions and scripts exactly. 

 
(2) Collect all materials and keep secure after each session.  

Upon completion return to the school assessment 
coordinator. 

 
(3) Immediately report any missing test materials to the school 

assessment coordinator. 
 

G. MTAS Test Administrator 
 

1. Before testing. 
 

a. Read and complete the Assurance of Test Security and Non-
Disclosure. 
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b. Attend trainings related to test administration and security. 

 
c. Complete required training course(s) for tests administering. 

 
d. Be knowledgeable as to when and where to pick up MTAS 

materials and the school’s plan for keeping test materials secure. 
 

e. Prepare test materials for administration, including objects and 
manipulatives, special instructions, and specific adaptations for 
each student. 

 
2. Responsibility on testing day(s). 

 
a. Before the test. 

 
(1) Maintain security of materials. 

 
(2) Confirm appropriate MTAS materials are available and 

prepared for student. 
 

b. During the test. 
 

(1) Administer each task to each student and record the score. 
 

(2) Be knowledgeable about how to contact the district or 
school assessment coordinator, if necessary, and 
responding to emergency and unusual circumstances. 

 
(3) Fully cooperate with MDE representatives conducting site 

visits or MTAS audits. 
 

(4) Document and report and unusual circumstances to district 
or school assessment coordinator. 

 
c. After the test. 

 
(1) Keep materials secure. 

 
(2) Return all materials. 

 
(3) Return objects and manipulatives to classroom. 

 
(4) Enter MTAS scores online or return data collection forms 

to the district or school assessment coordinator. 
 

H. MARSS Coordinator 
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1. Responsibilities before testing. 
 

a. Confirm all eligible students have unique state student 
identification (SSID) or MARSS numbers. 

 
b. Ensure English language and special education designations are 

current and correct for students testing based on those 
designations. 

 
c. Submit MARSS data on an ongoing basis to ensure accurate 

student demographic and enrollment information. 
 

2. Responsibilities after testing. 
 

a. Ensure accurate enrollment of students in schools during the 
accountability windows. 

 
b. Ensure MARSS identifying characteristics are correct, especially 

for any student not taking an accountability test. 
 

c. Work with district assessment coordinator to edit discrepancies 
during the Post-test Edit window in Test WES. 

 
IV. TEST SECURITY  
 

A. Test Security Procedures will be adopted by school district administration. 
 

[Note: A sample procedure that has been approved by MDE is included in the 
614 Form file of the Policy Reference Manual.] 

 
B. Students will be informed of the following: 

 
1.  The importance of test security; 

 
2. Expectation that students will keep test content secure; 

 
3.  Expectation that students will act with honesty and integrity during test 

administration;  
 

4. Availability of the online Test Security Tip Line on the MDE website for 
reporting suspected incidents of cheating or other improper or unethical 
behavior. 

 
C. Staff will be informed of the following: 

 
1. Availability of the online Test Security Tip Line on the MDE website for 

reporting suspected incidents of cheating or other improper or unethical 
behavior. 
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2. Other contact information and options for reporting security concerns. 

 
V.  REQUIRED DOCUMENTATION FOR PROGRAM AUDIT 
 

A. The school district shall maintain records necessary for program audits conducted 
by MDE.  The records must include documentation consisting of the following: 

 
1. Signed Assurance of Test Security and Non-Disclosure forms must be 

maintained for two years after the end of the academic year in which the 
testing took place. 

 
2. School district security checklists provided in the test materials shipment 

must be maintained for two years after the end of the academic school 
year in which testing took place. 

 
3. School security checklists provided in the test materials shipment must be 

maintained for two years after the end of the academic school year in 
which testing took place. 

 
4. Test Monitor Test Materials Security Checklist provided for each group of 

students assigned to a test monitor must be maintained for two years after 
the end of the academic school year in which testing took place. 

 
[Note: This form is included in the 614 Form file of the Policy 
Reference Manual.] 

 
5. ACCESS and Alternate ACCESS Packing List and Security Checklist 

provided in the test materials shipment must be maintained for two years 
after the end of the academic school year in which testing took place. 

 
6. Documentation of school district staff training on test administration and 

test security must be maintained for two years after the end of the 
academic school year in which testing took place. 

 
7. Test Security Notification must be maintained for two years after the end 

of the academic school year in which testing took place. 
 

8. Test Administration Report must be maintained for one year after the end 
of the academic school year in which testing took place. 

 
9. Record of staff trainings and test-specific trainings must be maintained for 

one year after the end of the academic year in which testing took place. 
 
 
Legal References: Minn. Stat. § 13.34 (Examination Data) 

Minn. Stat. § 120B.11 (School District Process) 
Minn. Stat. § 120B.30 (Statewide Testing and Reporting System) 
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Minn. Stat. § 120B.36, Subd. 2 (Adequate Yearly Progress) 
Minn. Rules Parts 3501.0010-3501.0180 (Graduation Standards – 
Mathematics and Reading) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22) 
Minn. Rules Parts 3501.0200-3501.0290 (Graduation Standards – Written 
Composition) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22) 
Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for 
Language Arts) 
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics) 
Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the 
Arts) 
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science) 
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required 
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22) 
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies) 
20 U.S.C. § 6301, et seq. (No Child Left Behind Act) 

 
Cross References: MSBA/MASA Model Policy 601 (School District Curriculum and 

Instruction Goals) 
MSBA/MASA Model Policy 613 (Graduation Requirements) 
MSBA/MASA Model Policy 615 (Testing Accommodations, 
Modifications, and Exemptions for IEPs, Section 504 Plans, and LEP 
Students) 
MSBA/MASA Model Policy 616 (School District System Accountability) 
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ASSURANCE OF TEST SECURITY AND NON-DISCLOSURE 
 
Effective for school year: _____________ 
 
The Minnesota Department of Education (MDE) is required by state statute to implement statewide testing programs. 
Test security must be maintained to provide an equal opportunity to all students to demonstrate their academic 
achievement and to ensure the validity of test scores and the integrity of state assessments. Failure to maintain test 
security jeopardizes district and state accountability requirements and the accuracy of student, school, district, and 
state data. Test scores are included in important decisions about students’ future success, and it is essential that they 
reflect the truth about what students know and can do. This form must be signed prior to access to any secure test 
content or restricted material(s). 
 
All test content and restricted material(s), whether in draft or final form, are considered secure, and only authorized 
persons are permitted to have access to them. Authorized persons: 

• Are administrators, educators, staff, or other persons designated by the district who have a role in storing, 
distributing, coordinating, or administering tests. 

• Have received appropriate training to fulfill their assigned roles. 
•  Have signed this agreement. 

 
Responsibilities of authorized persons who may potentially interact with secure test content and data are outlined in 

the Procedures Manual of the Minnesota Assessments (hereafter Procedures Manual). By signing this form, you 
agree to the following assurances: 

• As required for my role in the administration of the statewide testing program, I am responsible for 

understanding relevant information contained in the current year’s Procedures Manual and directions for test 
administration. I will abide by policies and procedures detailed in the manuals for statewide test administration. 

• As required for my role, I am or will be trained in the administration policies and procedures for statewide tests 
before participating in any part of statewide test administration. 

•  As required for my role, I will instruct staff on state and district procedures for maintaining test security and will 
not allow unauthorized persons to distribute, coordinate, or administer tests, or have access to secure test 
content and materials. 

• As required for my role, I will follow the procedures in the Procedures Manual to investigate and notify the 
appropriate school and district staff or the MDE immediately upon learning of potential misconduct or 
irregularities, whether intentional or unintentional. 

• I understand that MDE has the responsibility to oversee the administration of the statewide tests, and I will 
cooperate fully with MDE representatives conducting site visits. 

•  I understand that test data and documents that contain student-level information are considered confidential 
and secure. I will follow all applicable federal and state data privacy laws related to student educational data, 
including data within reports and data accessible in electronic systems provided by MDE or its service 
provider(s). 

• I understand my responsibility to enforce proper testing procedures and to ensure the security and confidential 
integrity of the test(s). I will apply and follow procedures designed to keep test content secure and to ensure 
the validity of test results, including, but not limited to: 

◦ Recognizing the rights of students and families to accurate test results that reflect students’ individual, 
unassisted achievement. 

◦ Protecting the confidentiality of statewide assessments and ensuring the validity of students’ results by 
safeguarding secure test content, keeping test materials in a secure area, and adhering to chain of 

custody requirements. 
◦ Never retaining secure test materials in my custody beyond the allowed times to process, distribute, 
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coordinate, administer, and return them, as appropriate for my role. 
◦ Ensuring that no part of the paper or online tests are outlined, summarized, paraphrased, discussed, 

released, distributed to unauthorized personnel, printed, reproduced, copied, photographed, recorded, or 

retained in original or duplicated format, without the explicit permission of MDE or as authorized in the 

Procedures Manual. 
◦ Never permitting or engaging in the unauthorized use of a student’s MARSS or Secure Student 

Identification Number (SSID) to log in to the online testing system or access an online test. 
◦ Never engaging in, or allowing others to engage in, unauthorized viewing, discussion, or analysis of test 

items before, during, or after testing. 
◦ Actively monitoring students during test administration for prohibited behavior. 
◦ Never leaving students unattended during test administration or under the supervision of unauthorized 

staff or volunteers. 
◦ Never providing students with answers to secure test items, suggesting how to respond to secure test 

items, or influencing student responses to secure test items. Prohibited actions include, but are not limited 
to, providing clues or hints; providing reminders of content or testing strategies, prompting students to 
correct or check/recheck specific responses; permitting access to curricular materials (e.g., textbooks, 
notes, review materials, bulletin boards, posters, charts, maps, timelines, etc.); or using voice inflection, 
facial gestures, pointing, gesturing, tapping, or other actions to indicate a response or accuracy of a 
student’s response. 

◦ Never formally or informally scoring secure tests or individual test items except as required by the 
test-specific manuals and directions. Prohibited actions include, but are not limited to, creating an answer 
key; reviewing or scoring a student’s item response or responses unless items are designed to be scored 
by the test administrator using a rubric or script; retaining, reviewing, or scoring student scratch paper or 
accommodated test materials; or tracking student performance on test items. 

◦ Never altering or engaging in other prohibited involvement with student responses. 
◦ Never inducing or encouraging others to violate the procedures outlined above or to engage in any 

conduct that jeopardizes test security or the validity of test scores. 
 

By accepting the terms of this agreement, you name yourself as an employee of the School District (District) or as an 
authorized person selected by the District, and affirm that you are authorized by the District during the current 
academic school year to have access to secure test materials or student data related to statewide test administrations 
and hereby agree to be bound by the terms of this agreement. 
 
Failure to follow procedures can lead to the invalidation of students’ tests. Consequences for violating the terms of 
this agreement may result in a complaint filed with the local School Board, the Board of Teaching, or the Board of 
School Administrators for evaluation and investigation.  The findings of the appropriate Board may result in 
disciplinary action up to and including termination and/or loss of license. 
 
 
____________________________________  ____________________________________ 

Signature       Date 
 
____________________________________  ____________________________________ 
Name (printed)      Work Telephone 
 
____________________________________  ____________________________________ 
School Name      Email Address 
 
____________________________________ 
District Name 
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TEST ADMINISTRATION REPORT (TAR) 
 
District Name/Number:___________________________________________________________________ 

School Name/Number:___________________________________________________________________ 

Date:_________________________   Printed Name:__________________________________________ 

Signature:_____________________________________________________________________________ 

Test:_________________________________________________________________________________ 

Subject (if applicable):    □ Mathematics   □ Reading   □ Science 

 

The Test Administration Report is used for recording situations where something unusual or unexpected happened 
during testing (see examples below).  If an adult was involved (e.g., translator), include the adult’s name, signature, 
and relationship to the student.  Attach additional sheets to this form as needed. 
 
For all Minnesota Assessments, districts are not required to return a Test Administration Report.  However, 
districts must maintain records for one year after the end of the academic school year in which testing took place for 
program audits or monitoring conducted by MDE or to answer questions when reports are received.  If completed by 
the School Assessment Coordinator, a copy of the report should be forwarded to the District Assessment 
Coordinator. 
 

Name of Student Gr. MARSS# (13 digits) Explanation and/or Name and Signature 

    

    

    

    

    

    

    

 
Examples of events to be documented in this report: 
   • A student engages in inappropriate behavior or action, including cheating, that results in the invalidation of 

tests. 
   • A student is administered the incorrect assessment or accommodation. 
   • A student uses a calculator when a calculator is not allowed. 
   • A student refuses to take an assessment, requiring the assessment to be invalidated. 
   • The district uses a translator to translate test directions to an English learner. 
   • District staff enters a student’s MCA responses or a student’s MTAS scores online. 
 
Districts may also choose to document any students who experienced technical issues during online testing that 
affected their testing experience. 
 
November 2015                                                                   2015-2016 Procedures Manual – Appendix A 
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DISTRICT TEST SECURITY PROCEDURES 

Independent School District No. _____, _______________, Minnesota 

20__-20__ 

 

 

I. PREPARATION FOR TEST SECURITY DURING TEST ADMINISTRATION 

 

A. Roles and Responsibilities 

 

1. _____________ will be responsible for ensuring completion of Assurance 

of Test Security and Non-Disclosure each year by all staff involved with 

test administration. 

 

2. ____________ will be responsible for reviewing the specific requirements 

staff agreed to in the Assurance of Test Security and Non-Disclosure prior 

to spring testing (especially if the assurance was completed in the fall). 

 

3. _____________ will be responsible for training the Test Monitors and 

Test Administrators prior to the test administration.  Annual training for 

Test Monitors and Test Administrators must include training on test 

administration policies and procedures and test security and be 

documented and kept on file at the district. 

 

a) Review of Test Security Training.  Test Monitor responsibilities, 

Test Monitor and Student Directions, and any special instructions 

for a particular test given. 

b) Review of required test-specific trainings, such as the Online Test 

Monitor Certification Course and MTAS Training for Test 

Administrators. 

c) Discuss what active monitoring of the test session involves and the 

school district’s expectations for Test Monitors. 

d) Review of district policies and procedures for situations that may 

arise during test administration in order to maintain test security, 

including: 

 

(1) Who will answer questions from staff involved in test 

administration and how staff will ask questions without 

leaving students unmonitored. 

(2) What the process is for contacting others for assistance if a 

problem arises during the testing so active monitoring can 

continue. 

(3) Who Test Monitors should contact in case of emergency. 

(4) Ensuring students get to the correct rooms for test 

administration. 

(5) Ensuring students do not use cell phones or other electronic 

devices. 

(6) Breaks for use of the restroom or other interruptions during 

testing: 
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(a) What to do if a student reports an error or technical 

issue with a test item. 

(b) What to do if an individual student or the Test 

Monitor becomes ill or needs to leave during 

testing. 

(c) What to do if an entire group of students needs to 

leave during testing (e.g., emergency situation, fire 

drill). 

(d) What individual students will do when finished 

testing. 

(7) Remind staff that all test materials are secure and cannot be 

reproduced or shared in any form. 

 

4. _____________ will ensure that students are reminded of the importance 

of test security (including the expectation that students will keep test 

content secure and act with honesty and integrity during test 

administration). 

 

5. _______________ will ensure that all guidelines referenced in applicable 

procedures manuals are followed in terms of what materials are allowed 

during test administration, calculator use guidelines, what help a Test 

Monitor can give, covering instructional materials in the classroom, and 

setup of computer labs and testing rooms. 

 

6. _____________ is responsible for tracking devices/computers used by 

students. 

 

7. ____________________ is responsible for conducting on-site monitoring 

of test administrations within the district.   

 

8. ____________________ is responsible for determining the process for 

how all secure test materials for online and paper administrations will be 

kept secure before, during, and after testing, including when and how all 

secure test materials are returned between testing sessions and once 

testing is completed. 

 

a) ___________ is responsible for reminding staff of the district 

process for communicating potential security breaches within the 

school and to the District Assessment Coordinator, as well as 

providing information on the MDE tip line as an additional option 

for reporting security concerns. 

 

II. BREACHES IN TEST SECURITY 

 

Any concern that test security may have been breached must be reported to the District 

Assessment Coordinator who will notify MDE within 24 hours of the time notice of the 

alleged breach was received and submit the Test Security Notification in Test WES 

within 48 hours of notice of the alleged breach. 
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III. CHAIN OF CUSTODY FOR SECURE TEST MATERIALS 

 

A. Receipt and Organization of Secure Test Materials 

 

1. Persons with access to the secured area, inventory materials, and complete 

security checklists are _________________.  Persons with access to 

secure online testing systems, student testing tickets, and student scratch 

paper are ______________________. 

 

2. Paper test materials are shipped to district or school as determined by 

________________.  If delivered to the school district, the process for 

distributing secure test materials to the school(s) will be completed by 

_____________________. 

 

3. ________________ will be immediately informed that secure test 

materials have arrived and will secure all materials in a pre-determined 

secure locked location. 

 

4. _______________ will inventory materials immediately using the 

securing checklists.  Any discrepancies will be reported immediately to 

_________________________.  Security checklists are maintained by the 

school district for two years following the end of the school year that the 

tests are administered. 

 

5. _______________ organizes test materials for each Test Monitor and Test 

Administrator, including Test Monitor/Test Materials Security Checklists, 

student testing tickets, and scratch paper. 

 

6. Test materials for online and paper administrations will be kept in 

_______________, a secure locked location, until the time of distribution. 

 

7. If students are taking the tests on multiple days, the building plan for 

keeping test materials (including student login information and any 

materials used as scratch paper) secure between test sessions includes 

________________. 

 

B.  Distribution of Materials to Test Monitors or Test Administrators and Test 

Administration 

 

1. The procedure for the distribution of all test materials for online 

administrations to the Test Monitors and Test Administrators will be 

______________________.  Discrepancies in materials will be reported 

immediately to ______________________. 

 

2. The procedure for the distribution of any paper test materials to the Test 

Monitors and Test Administrators will be ______________.  

Discrepancies in materials will be reported immediately to ____________. 
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3. Upon the receipt of materials, the Test Monitor will ensure that all test 

materials listed on the Test Monitor Test Materials Security Checklist and 

any other materials provided (e.g., student testing tickets, scratch paper) 

are accounted for prior to handing out the test materials to the students.  

Any discrepancies will be reported immediately to 

___________________. 

 

4. The Test Monitor is responsible for the test materials during the test 

administration until their return to ______________________. 

 

C. Return of Materials 

 

1. The Test Monitor and Test Administrator will return all test materials 

(including student testing tickets and any material used as scratch paper) 

to ____________________ immediately after testing.  If Test Monitors 

and Test Administrators will keep test materials in between testing 

sessions, they must keep them in ________________, a locked secure 

location. 

 

2. If not kept by Test Monitors and Test Administrators, ______________ 

will keep all test materials secure until distributed for the next test session. 

 

3. Student testing tickets and any materials used as scratch paper will be 

securely destroyed at the end of test administration by ____________ no 

more than 48 hours after the close of the testing window. 

 

4. Test Monitor Test Materials Security Checklists for paper test materials 

will be signed by the Test Monitor indicating that all materials have been 

returned once testing is completed.  The Test Monitor Test Materials 

Security Checklists will be returned to ______________. 

 

5. When the test materials are returned to _______________, they will again 

be inventoried and kept in __________________, a secure locked 

location, until returned to the district office (if applicable) or shipped back 

to the service provider. 

 

6. ____________________ will prepare the materials for their return to the 

district office (if applicable) or for shipment to the service provider 

according to return instructions in the applicable assessment manual. 

 

7. ____________________ will follow instructions provided in the 

applicable assessment manual for the return shipping of test materials. 
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TEST MONITOR TEST MATERIALS SECURITY CHECKLIST 
 
Test(s):__________________________________________________________________________________ 
 (FOR TEST MONITOR and ASSESSMENT COORDINATOR USE ONLY – Do Not Return to service provider.) 
 
Test Monitor:_______________________________________________________________________________ 
 
School Name:__________________________________________________       Grade:_________________ 
 
Use this form to assign secure test materials to students.  All secure test materials distributed must be collected 
before students leave the testing room.  Return ALL used and unused secure test materials to your District or School 
Assessment Coordinator as soon as possible after the completion of testing. 
 

 

 

 

 

STUDENT NAME 

SUBJECT: 

_____________________ 

TEST DATES: 

SUBJECT: 

_____________________ 

TEST DATES: 

 

COMMENTS-INFO 

 
(Why student not tested, why 

incomplete test, administration 

problems, etc.) 
Security 

Barcode 

 

Returned 

Security 

Barcode 

 

Returned 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
       

Report any missing secure testing materials and the circumstances surrounding missing items to the District or 
School Assessment Coordinator immediately. 
 
I certify that I have accounted for all secure materials and have thoroughly documented any missing materials.  I 
understand that if there is any discrepancy, this form may be used as a reference for investigation. 
 
___________________________   ______________      __________________________   ______________ 
Test Monitor (Signature)                 Date                     Assessment Coordinator (Signature)   Date 
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PRINCETON PUBLIC SCHOOLS 
 

 BASIC STANDARDS AND GRADUATION REQUIRED TESTING, ACCOMMODATIONS, 
MODIFICATIONS, AND EXEMPTIONS FOR IEP, SECTION 504 ACCOMMODATION, AND 

LEP STUDENTS 
 
 I.  PURPOSE  
 

The purpose of the policy is to provide adequate opportunity for students identified as having 
IEP, Section 504 Accommodation, or LEP needs to meet the graduation requirements of state­required 
basic skills and graduation required testing.  
 
II.  GENERAL STATEMENT OF POLICY 

 
 A.  The school district will utilize the existing annual review of Individualized Education 
Programs (IEPs) or Section 504 Accommodation plans to review, on a case­by­case basis, the 
extent of student participation in basic standards testing. 
 
 B.  Students with LEP needs must be identified and accommodations made.  
 

III.  DEFINITION OF TERMS  
 
See the “Procedures Manual for the Minnesota Assessments” which can be found on the 
Minnesota Department of Education’s (MDE’s) Minnesota Assessments, General Resources, 
website at ​http://www.mnstateassessments.org/wp­content/uploads/2013/07/201​3­2014_ 
Procedures_Manual_final_for­posting.pdf. 
 

IV.  GRANTING AND DOCUMENTING ACCOMMODATIONS, MODIFICATIONS, OR 
 EXEMPTIONS FOR BASIC STANDARDS TESTING 

 
 See chapter 5 of the current “Procedures Manual for the Minnesota Assessments.” 
 

V.  RECORDS  
 

All test accommodations, modifications, or exemptions shall be reported to the School District 
 Test Administrator. The School District Teaching and Learning Administrator shall be 
responsible for keeping a list of all such test accommodations, modifications, and exemptions for 
school district audit purposes. This will be done annually by December 1. Testing results will be 
documented and reported. 
 

Legal References:  Minn. Stat. § 120B.11 (School District Process) 
 Minn. Stat. § 120B.30 (Statewide Testing and Reporting System)  
Minn. Stat. § 125A.08(a)(1) (Individualized Education Programs)  
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Minn. Rules Parts 3501.0640­3501.0635 (Academic Standards for Language 
Arts)  
Minn. Rules Parts 3501.0800­3501.0815 (Academic Standards for the Arts) 
Minn. Rules Parts 3501.0900­3501.0955 (Academic Standards in Science)  
Minn. Rules Parts 3501.1000­3501.1190 (Graduation­Required Assessment for 
Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22)  
Minn. Rules Parts 3501.1300­3501.1345 (Academic Standards for Social 
Studies)  
 

Cross References:  Princeton Policy 104 (School District Mission Statement)  
Princeton Policy 601 (School District Curriculum and Instruction Goals) 
Princeton Policy 613 (Graduation Requirements)  
Princeton Policy 614 (School District Testing Plan and Procedure)  
Princeton Policy 616 (School District System Accountability)  
 

Adopted: July 21, 1998  
Revised: April 22, 2008  

  Reviewed: November 23, 2010 
       Revised: November 18, 2014 

         Revised: October 20, 2015 
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Adopted:                               MSBA/MASA Model Policy 615 
Orig. 1997 

Revised:                                Rev. 2013 2015 
 
 
615 TESTING ACCOMMODATIONS, MODIFICATIONS, AND EXEMPTIONS FOR 

IEPS, SECTION 504 PLANS, AND LEP STUDENTS 
 

[Note:  In 2013, the Minnesota legislature modified state graduation requirements by 
making the Graduation-Required Assessments for Diploma (GRAD) tests optional for 
school districts.  A district may decide whether individual students will meet graduation 
assessment requirements by meeting the GRAD requirements in reading, mathematics, 
and written composition; by taking the WorkKeys job skills assessment, the Compass 
college placement test, the ACT assessment for college admission, or a nationally 
recognized Armed Services Vocational Aptitude Battery test (ASVAB); or by receiving a 
score on an equivalent assessment.  Refer to Table 1b of the Minnesota Assessment 
System and Requirements Overview 2013-2016 documents, which is posted to the Test 
Administration page of the Minnesota Department of Education (MDE) website.  While 
a district may choose not to include GRAD retests on the testing calendar, an individual 
student who requests a GRAD retest must be provided the opportunity to retest.] 

 
I. PURPOSE 
 

The purpose of the policy is to provide adequate opportunity for students identified as 
having individualized education program (IEP), Rehabilitation Act of 1973, § 504 (504) 
accommodation, or limited English proficiency (LEP) needs to meet the graduation 
requirements of basic skills testings and graduation-required assessments for diploma 
(GRAD) tests. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The school district will utilize the existing annual review of IEPs or 504 
accommodation plans to review, on a case-by-case basis, the extent of student 
participation in basic skills testing and GRAD testing.  For students subject to 
GRAD testing, the student’s IEP or 504 accommodation plan must identify one of 
the following decisions for each subject area of GRAD: 

 
1. the student is expected to achieve the statewide standard with or without 

testing accommodations resulting in a “pass” or “p” notation on the record 
when achieving a passing score; or 

 
2. the student is expected to achieve the statewide standard at an individually 

modified level of difficulty, resulting in a “pass” or “p” notation on the 
record when achieving the modified level.  A Minnesota alternative 
assessment must be used when an IEP team chooses to replace the GRAD.  
Adoption of modifications for a student must occur concurrently with the 
adoption of transition goals and objectives as required by Minn. Stat. § 
125A.08(a)(1).  The IEP or 504 accommodation plan must define an 
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appropriate assessment of the statewide standard at a modified level of 
difficulty.  Achievement of the individually modified standard shall be 
certified only through documented student performance of the defined 
assessment. 

 
Students subject to GRAD testing also must be tested under standard conditions as 
specified by the developer of the test except those students whose IEP or 504 
accommodation plan specifies other decisions consistent with the above stated 
requirements. 

 
B. Students with LEP needs must be identified and accommodations made for 

students subject to basic skills testing.  Students subject to GRAD testing are 
required to pass the GRAD if they have been enrolled in any Minnesota school for 
at least four consecutive years.  An English language learner (ELL) student who 
first enrolls in a Minnesota school in grade 9 or above who completes the 
coursework and any other state and district requirements to graduate within a four-
year period is not required to pass the GRAD. 

 
III. DEFINITION OF TERMS 
 

See the current “Procedures Manual for the Minnesota Assessments” which can be found 
on the Minnesota Department of Education’s (MDE’s) Minnesota Assessments, General 
Resources, website at: http://www.mnstateassessments.org/wp-content/uploads/2013/ 
07/2013-2014_Procedures_Manual_final_for-posting.pdf. is produced by the Minnesota 
Department of Education and available through pearsonaccess.com. 

 
IV. GRANTING AND DOCUMENTING ACCOMMODATIONS, MODIFICATIONS, 

OR EXEMPTIONS FOR BASIC SKILLS AND GRAD TESTING 
 

See Chapter 5 of the current “Procedures Manual for the Minnesota Assessments.” 
 

V. RECORDS 
 

All test accommodations, modifications, or exemptions shall be reported to the School 
District Test Administrator.  The School District Test Administrator shall be responsible 
for keeping a list of all such test accommodations, modifications, and exemptions for 
school district audit purposes.  Testing results will be documented and reported. 

 
 
Legal References: Minn. Stat. § 120B.11 (School District Process) 

Minn. Stat. § 120B.30 (Statewide Testing and Reporting System) 
Minn. Stat. § 125A.08(a)(1) (Individualized Education Programs) 
Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for 
Language Arts) 
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics) 
Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the Arts) 
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science) 
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Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required Assessment 
for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22) 
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies) 

 
Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 601 (School District Curriculum and 
Instruction Goals) 
MSBA/MASA Model Policy 613 (Graduation Requirements) 
MSBA/MASA Model Policy 614 (School District Testing Plan and 
Procedure) 
MSBA/MASA Model Policy 616 (School District System Accountability) 
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PRINCETON PUBLIC SCHOOLS 
 

STAFF DEVELOPMENT FOR STANDARDS 
 

 

 

I. PURPOSE 
 

The purpose of this policy is to establish opportunities for staff development which 

advance the staff’s ability to work effectively with the Graduation Assessment 

Requirements and with students as they progress to achievement of those Graduation 

Assessment Requirements and meet and meet the requirements of the No Child Left 

Behind Act. 

 

II. GENERAL STATEMENT OF POLICY 

 

The school district is committed to developing staff policies and processes for continuous 

improvement of curriculum, instruction and assessment to ensure effective 

implementation of the Graduation Assessment Requirements and the federal and state 

requirements. 

 

III. STANDARDS FOR STAFF DEVELOPMENT 
 

A. The District Instructional Leadership Committee (the “Committee”), shall address 

the needs of all staff in prioritizing staff development which will ensure effective 

implementation of the Graduation Assessment Requirements and the No Child 

Left Behind Act at all levels. The Committee will advise the school board on the 

planning of staff development opportunities. The superintendent may direct the 

duties of the Committee to any existing committee with similar and relevant 

responsibilities. 

 

B. The school district shall place a high priority on staff development including 

activities, programs, and other efforts to implement the Graduation Assessment 

Requirements effectively and to upgrade that implementation continuously. 

 

C. Staff development plans for the school district shall address identified needs for 

Graduation Assessment Requirements implementation throughout all levels of the 

school district programs. 

 

D. In service, staff meeting, and district and building level staff development plans 

and programs shall focus on improving implementation of the Graduation 

Assessment Requirements at all levels for all students, including those with 

special needs. 
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IV. TRAINING AND PROFESSIONAL DEVELOPMENT 
 

A. Paraprofessionals. The school district will provide each paraprofessional who 

assists a licensed teacher in providing student instruction with initial training.  

Such training will include training in emergency procedures, confidentiality, 

vulnerability, reporting obligations, discipline, policies, roles and responsibilities, 

and building orientation.  Training will be provided within the first 60 days a 

paraprofessional begins supervising or working with students. 

 

B. Teachers/Administrators 

 

1. The school district will provide high quality and ongoing professional 

development activities as required by state and federal laws. 

 

2. The school district will assign an administrator to serve as a highly 

objective uniform state standard of evaluation (“HOUSSE”) reviewer.  

The administrator shall meet with teachers and, where appropriate, certify 

the teacher’s application for highly qualified status. 

 

 

Legal References: Minn. Stat. § 120B.02 (Educational Expectations for Minnesota’s 

Students) 

Minn. Stat. § 120B.11 (School District Process) 

Minn. Stat. § 120B.363 (Credential for Education Paraprofessionals) 

Minn. Stat. § 122A.16 (Qualified Teacher Defined) 

Minn. Stat. § 122A.60 (Staff Development Program) 

Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for 

Language Arts) 

Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 

Mathematics) 

Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the 

Arts) 

Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science) 

Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required 

Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22) 

Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English 

Language Development) 

Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 

Studies) 

   20 U.S.C. § 6301, et seq. (No Child Left Behind Act) 

 

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 601 (School District Curriculum and 

Instruction Goals) 

MSBA/MASA Model Policy 613 (Graduation Requirements) 

MSBA/MASA Model Policy 616 (School District System Accountability) 
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Adopted:                               MSBA/MASA Model Policy 619 
Orig. 1998 

Revised:                                Rev. 2013 2014 
 
 
619 STAFF DEVELOPMENT FOR STANDARDS 
 
 
I. PURPOSE 
 

The purpose of this policy is to establish opportunities for staff development which 
advance the staff’s ability to work effectively with the Graduation Assessment 
Requirements and with students as they progress to achievement of those Graduation 
Assessment Requirements and meet the requirements of the No Child Left Behind Act. 

 
II. GENERAL STATEMENT OF POLICY 
 

The school district is committed to developing staff policies and processes for continuous 
improvement of curriculum, instruction, and assessment to ensure effective 
implementation of the Graduation Standards Graduation Assessment Requirements and 
the No Child Left Behind Act at all levels. 

 
III. STANDARDS FOR STAFF DEVELOPMENT 
 

A. The Advisory Committee for Comprehensive Continuous Improvement of 
Student Achievement (Committee) shall address the needs of all staff in 
prioritizing staff development which will ensure effective implementation of the 
Graduation Standards Graduation Assessment Requirements and the No Child 
Left Behind Act at all levels.  The Committee will advise the school board on the 
planning of staff development opportunities. 

 
B. The school district shall place a high priority on staff development including 

activities, programs, and other efforts to implement the Graduation Standards 
Graduation Assessment Requirements effectively and to upgrade that 
implementation continuously. 

 
C. Staff development plans for the school district shall address identified needs for 

Graduation Standards Graduation Assessment Requirements implementation 
throughout all levels of the school district programs. 

 
D. In service, staff meeting, and district and building level staff development plans 

and programs shall focus on improving implementation of the Graduation 
Standards Graduation Assessment Requirements at all levels for all students, 
including those with special needs. 

 
IV. TRAINING AND PROFESSIONAL DEVELOPMENT 
 

A. Paraprofessionals. The school district will provide each paraprofessional who 
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assists a licensed teacher in providing student instruction with initial training.  
Such training will include training in emergency procedures, confidentiality, 
vulnerability, reporting obligations, discipline, policies, roles and responsibilities, 
and building orientation.  Training will be provided within the first 60 days a 
paraprofessional begins supervising or working with students. 

 
B. Teachers/Administrators 

 
1. The school district will provide high quality and ongoing professional 

development activities as required by state and federal laws. 
 

2. The school district will assign an administrator to serve as a highly 
objective uniform state standard of evaluation (HOUSSE) reviewer.  The 
administrator shall meet with teachers and, where appropriate, certify the 
teacher’s application for highly qualified status. 

 
 
Legal References: Minn. Stat. § 120B.02 (Educational Expectations for Minnesota’s 

Students) 
Minn. Stat. § 120B.11 (School District Process) 
Minn. Stat. § 120B.363 (Credential for Education Paraprofessionals) 
Minn. Stat. § 122A.16 (Qualified Teacher Defined) 
Minn. Stat. § 122A.60 (Staff Development Program) 
Minn. Rules Parts 3501.0640-3501.0655 (Academic Standards for 
Language Arts) 
Minn. Rules Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics) 
Minn. Rules Parts 3501.0800-3501.0815 (Academic Standards for the 
Arts) 
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science) 
Minn. Rules Parts 3501.1000-3501.1190 (Graduation-Required 
Assessment for Diploma) (repealed Minn. L. 2013, Ch. 116, Art. 2, § 22) 
Minn. Rules Parts 3501.1200-3501.1210 (Academic Standards for English 
Language Development) 
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies) 
20 U.S.C. § 6301, et seq. (No Child Left Behind Act) 

 
Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement) 

MSBA/MASA Model Policy 601 (School District Curriculum and 
Instruction Goals) 
MSBA/MASA Model Policy 613 (Graduation Requirements) 
MSBA/MASA Model Policy 616 (School District System Accountability) 
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PRINCETON PUBLIC SCHOOLS 
 ONLINE LEARNING OPTIONS 

 
 I.  PURPOSE 

The purpose of this policy is to recognize and govern online learning options of students 
enrolled in the school district for purposes of compulsory attendance and address 
enrollment of students with an online learning provider for supplemental or full-time 
online learning.  

 
II. GENERAL STATEMENT OF POLICY  
 

A. The school district shall not prohibit an enrolled student from applying to enroll in 
 online learning.  

 
B. The school district shall grant academic credit for completing the requirements of 

 an online learning course or program.  
 
C. The school district shall allow an online learning student to have the same access  

to the computer hardware and education software available in the school district  
as all other students in the school district.  

 
D. The school district shall continue to provide non-academic services to online  

learning students.  
 
E.  Online learning students may participate in the extracurricular activities of the  

school district on the same basis as other enrolled students.  
 

III. DEFINITIONS 
 

 A. “Enrolling district” means the school district or charter school in which a student  
Is enrolled under Minn. Stat. § 122A.22, Subd. 4, for purposes of compulsory  
education.  
 

B.  “Full-time online provider” means an enrolling school authorized by the  
Minnesota Department of Education (MDE) to deliver comprehensive public  
education at any or all of the elementary, middle, or high school levels.  

 
C. “Online course syllabus” is a written document that an online learning provider  

Transmits  to the enrolling school district using a format prescribed by the  
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Commissioner of MDE (Commissioner) to identify the state academic standards  
embedded in an online course, the course content outline, required course 
assessments, expectations for actual teacher contact time, and other student-to 
teacher communications, and the academic support available to the online 
learning student.  

 
D.  “Online learning” is an interactive course or program that delivers instruction 

 from a teacher to a student by computer, is combined with other traditional 
 delivery methods that include frequent student assessment and may include 
actual teacher contact time, and meets or exceeds state academic standards.  

 
E.  “Online learning student” is a student enrolled in an online learning course or 

 program delivered by an authorized online learning provider.  
 
F.  “Online learning provider” is a school district, an intermediate school district, or 

 an organization of two or more school districts operating under a joint powers  
agreement, or a charter school located in Minnesota that provides online learning 
to students.  

 
G.  “Student” is a Minnesota resident enrolled in a public school, a nonpublic school, 

 church or religious organization, or home school in which a child is provided 
 instruction in compliance with Minn. Stat. §§ 120A.22 and 120A.24.  

 
H.  “Supplemental online learning” means an online course taken in place of a course  

period during the regular school day at a local district school. 
 

 ​IV. PROCEDURES  
 

A.  ​Dissemination and Receipt of Information 
  

1. The school district shall make available information about online learning  
to all interested people. The school district may utilize the list of approved  
online learning providers and online learning courses and programs 
developed, published, and maintained by MDE. 

 
 2.  The school district will receive and maintain information provided to it by  

online learning providers.  
 
3.  The online learning provider must report or make available information 
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 on an individual student’s progress and accumulated credit to the student, 
the student’s parent, and the enrolling district in a manner specified by the 
Commissioner unless the enrolling district and the online learning 
provider agree to a different form of notice and notify the Commissioner.  

 
4.  The enrolling district must designate a contact person to help facilitate  

and  monitor the student’s academic progress and accumulated credits 
toward graduation. 

 
 B. Student Enrollment  
 

1. A student may apply for full-time enrollment in an approved online  
learning program. The student must have the written consent of a parent or 
guardian to do so if the student is under eighteen (18) years of age. 

 
 2. The student and the student’s parents must submit an application to the 

 online learning provider and identify the student’s reason for enrolling. 
An online learning provider that accepts a student under this section must 
notify the student and the enrolling district in writing within ten days if the 
enrolling district is not the online learning provider. The student and the 
student’s parent must notify the online learning provider of the student’s 
intent to enroll in online learning within ten days of being accepted, at 
which time the student and the student’s parent must sign a statement 
indicating that they have reviewed the online course or program and 
understand the expectations of enrolling in online learning. The online 
learning provider must use a form provided by MDE to notify the 
enrolling district of the student’s application to enroll in online learning.  

 
3.  The supplemental online learning notice to the enrolling district when a  

student applies to the online learning provider will include the courses or 
program, credits to be awarded, and the start date of the online course or 
program. An online learning provider must make available the 
supplemental online course syllabus to the enrolling district. Within 15 
days after the online learning provider makes information in this 
paragraph available to the enrolling district, the enrolling district must 
notify the online provider whether the student, the student’s parent, and 
the enrolling district agree or disagree that the course meets the enrolling 
district’s graduation requirements. A student may enroll in a supplemental 
online learning course up to the midpoint of the school district’s term. The 
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school district may waive this requirement for special circumstances with 
the agreement of the online learning provider.  
 

4. A supplemental online learning student who is a full time student of  
Princeton High School may not add additional classes after the first five 
(5) days of the trimester. Students may drop online learning courses 
without penalty through the first six weeks of each trimester. After this 
time, classes dropped with earn a grade of “F” and will affect the student’s 
GPA. 

 
5.  An online learning course or program that meets or exceeds a graduation 

 standard or the grade progression requirement of the enrolling district as 
described in the provider’s online course syllabus meets the corresponding 
graduation requirements applicable to the student in the enrolling district. 
If the enrolling district does not agree that the course or program meets its 
graduation requirements, then the enrolling district must make available an 
explanation of its decision to the student, the student’s parent, and the 
online provider; and the online provider may make available a response to 
624-4 the enrolling district, showing how the course or program meets the 
graduation requirements of the enrolling district. 

 
 6.  An online learning student may enroll in supplemental online learning  

courses equal to a maximum of 50 percent of the student’s full schedule of 
courses per term during a single school year, and the student may exceed 
the supplemental online learning registration limit if the enrolling district 
permits for supplemental online learning enrollment above the limit or if 
the enrolling district and the online learning provider agree to the 
instructional services. To enroll in more than 50 percent of the student’s 
full schedule or courses per term in online learning, the student must 
qualify to exceed the supplemental online learning registration limit or 
apply to enroll in an approved full-time online learning program consistent 
with Paragraph IV.B.2. above. Full-time online learning students may 
enroll in classes at a local school under a contract for instructional services 
between the online learning provider and the school district.  

 
7.  An online learning student may complete coursework at a grade level that  

is different from the student’s current grade level.  
 
8.  An online learning student may enroll in additional courses with the 
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 online learning provider under a separate agreement that includes terms 
for paying any tuition or course fees.  

 
C. Classroom Membership and Teacher Contact Time  
 

1. The enrolling district may reduce an online learning student’s regular 
 classroom instructional membership in proportion to the student’s 
membership in online learning courses.  

 
2. The school district may reduce the course schedule of an online learning  

student in proportion to the number of online learning courses the student 
takes from an online learning provider other than the school district.  

 
3. A teacher with a Minnesota license must assemble and deliver instruction  

to enrolled students receiving online learning from an enrolling district. 
The delivery of instruction occurs when the student interacts with the 
computer or the teacher and receives ongoing assistance and assessment of 
learning. The instruction may include curriculum developed by persons 
other than a teacher holding a Minnesota license.  

 
4.  The online provider must give the Commissioner written assurance that  

all courses meet state academic standards and the online learning 
curriculum, instruction, and assessment expectations for actual teacher 
contact time or other student-teacher communications and academic 
support meet nationally recognized standards and are described as such in 
an online syllabus that meets the Commissioner’s requirements. 624-5  

 
D. Academic Credit; Graduation Standards or Requirements  
 

1.  The school district shall apply the same graduation requirements to all  
students, including online learning students.  

 
2.  The school district shall use the same criteria for accepting online  

learning credits or courses as it does for accepting credits or courses for 
nonresident transfer students under Minnesota law.  

 
3.  The school district may challenge the validity of a course offered by an  

online learning provider. Such a challenge will be filed with MDE. 
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 4.  The school district shall count secondary credits granted to an online  
learning student toward its graduation and credit requirements. 

 
 5.  If a student completes an online learning course or program that meets or 

 exceeds a graduation standard or grade progression requirement at the 
school district, that standard or requirement will be met.  

 
Legal References: Minn. Stat. § 120A.22 (Compulsory Instruction)  

Minn. Stat. § 120A.24 (Reporting)  
Minn. Stat. § 123B.42, Subd. 1 (Curriculum; Electronic Components)  
Minn. Stat. § 124D.03 (Enrollment Options Program)  
Minn. Stat. § 124D.09 (Post-Secondary Enrollment Options Act) 
Minn. Stat. § 124D.095 (Online Learning Option Act)  

 
Cross References: Princeton Policy 509 (Enrollment of Nonresident Students)  

Princeton Policy 605 (Alternative Programs)  
Princeton Policy 608 (Instructional Services – Special Education)  
Princeton Policy 613 (Graduation Requirements)  
Princeton Policy 620 (Credit for Learning)  
 

Adopted: May 22, 2007  
Revised: April 22, 2008  
Revised: August 9, 2011  
Revised: September 2, 2014 
Reviewed: February 16, 2016 
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Adopted:                               MSBA/MASA Model Policy 624 
Orig. 2003 

Revised:                                Rev. 2012 
 
 
624 ONLINE LEARNING OPTIONS 
 

 [Note: The provisions of this policy substantially reflect the statutory requirements of 
Minn. Stat. § 124D.095 (2003), the Online Learning Option Act.] 

 
I. PURPOSE 
 

The purpose of this policy is to recognize and govern online learning options of students 
enrolled in the school district for purposes of compulsory attendance and address 
enrollment of students with an online learning provider for supplemental or full-time 
online learning. 

 
II. GENERAL STATEMENT OF POLICY 
 

A. The school district shall not prohibit an enrolled student from applying to enroll in 
online learning. 

 
B. The school district shall grant academic credit for completing the requirements of 

an online learning course or program. 
 

C. The school district shall allow an online learning student to have the same access 
to the computer hardware and education software available in the school district 
as all other students in the school district.  An online learning provider must assist 
an online learning student whose family qualifies for education tax credit to 
acquire computer hardware and educational software for online learning purposes. 

 
D. The school district shall continue to provide non-academic services to online 

learning students. 
 

E. Online learning students may participate in the extracurricular activities of the 
school district on the same basis as other enrolled students. 

 
[Note: The school district may itself offer digital learning to its enrolled students.  Such 
digital learning does not generate online learning funds.  To the extent digital learning 
is offered by the school district only to its enrolled students, it is not subject to the 
Minnesota Department of Education (MDE) reporting or review requirements unless 
the school district is a full-time online learning provider.  See Minn. Stat. § 124D.095, 
Subd. 4(d) and (e). 
 
To the extent the school district provides to resident students curriculum that has both 
physical and electronic components, the school district must make the electronic 
component accessible to a resident student in a home school at the request of the 
home-schooled student or student’s parent or guardian, provided that the school 
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district does not incur more than an incidental cost as a result of providing access 
electronically.  See Minn. Stat. § 123B.42.] 

 
III. DEFINITIONS 
 

A. “Blended learning” is a form of digital learning that occurs when a student learns 
part time in a supervised physical setting and part time through digital delivery of 
instruction, or a student learns in a supervised physical setting where technology 
is used as a primary method to deliver instruction. 

 
B. “Digital learning” is learning facilitated by technology that offers students an 

element of control over the time, place, path, or pace of their learning and 
includes blended and online learning. 

 
C. “Enrolling district” means the school district or charter school in which a student 

is enrolled under Minn. Stat. § 120A.22, Subd. 4, for purposes of compulsory 
education. 

 
D. “Full-time online learning provider” means an enrolling school authorized by the 

Minnesota Department of Education (MDE) to deliver comprehensive public 
education at any or all of the elementary, middle, or high school levels. 

 
E. “Online learning course syllabus” is a written document that an online learning 

provider transmits to the enrolling school district using a format prescribed by the 
Commissioner of MDE (Commissioner) to identify the state academic standards 
embedded in an online learning course, the course content outline, required course 
assessments, expectations for actual teacher contact time, and other student-to-
teacher communications, and the academic support available to the online 
learning student. 

 
F. “Online learning” is a form of digital learning delivered by an approved online 

learning provider under Paragraph III.H. 
 

G. “Online learning student” is a student enrolled in an online learning course or 
program delivered by an authorized online learning provider. 

 
H. “Online learning provider” is a school district, an intermediate school district, or 

an organization of two or more school districts operating under a joint powers 
agreement, or a charter school located in Minnesota that provides online learning 
to students and is approved by MDE to provide online learning courses. 

 
I. “Student” is a Minnesota resident enrolled in a public school, a nonpublic school, 

church or religious organization, or home school in which a child is provided 
instruction in compliance with Minn. Stat. §§ 120A.22 and 120A.24. 

 
J. “Supplemental online learning” means an online learning course taken in place of 

a course period at a local district school. 
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IV. PROCEDURES 
 

A. Dissemination and Receipt of Information 
 

1. The school district shall make available information about online learning 
to all interested people.  The school district may utilize the list of approved 
online learning providers and online learning courses and programs 
developed, published, and maintained by MDE. 

 
2. The school district will receive and maintain information provided to it by 

online learning providers. 
 

3. The online learning provider must report or make available information on 
an individual student’s progress and accumulated credit to the student, the 
student’s parent, and the enrolling district in a manner specified by the 
Commissioner unless the enrolling district and the online learning 
provider agree to a different form of notice and notify the Commissioner. 

 
4. The enrolling district must designate a contact person to help facilitate and 

monitor the student’s academic progress and accumulated credits toward 
graduation. 

 
B. Student Enrollment 

 
1. A student may apply for full-time enrollment in an approved online 

learning program.  The student must have the written consent of a parent 
or guardian to do so if the student is under eighteen (18) years of age. 

 
2. The student and the student’s parents must submit an application to the 

online learning provider and identify the student’s reason for enrolling.  
An online learning provider that accepts a student under this section must 
notify the student and the enrolling district in writing within ten days if the 
enrolling district is not the online learning provider.  The student and the 
student’s parent must notify the online learning provider of the student’s 
intent to enroll in online learning within ten days of being accepted, at 
which time the student and the student’s parent must sign a statement 
indicating that they have reviewed the online course or program and 
understand the expectations of enrolling in online learning.  The online 
learning provider must use a form provided by MDE to notify the 
enrolling district of the student’s application to enroll in online learning. 

 
3. The supplemental online learning notice to the enrolling district when a 

student applies to the online learning provider will include the courses or 
program, credits to be awarded, and the start date of the online learning 
course or program.  An online learning provider must make available the 
supplemental online learning course syllabus to the enrolling district.  
Within 15 days after the online learning provider makes information in 
this paragraph available to the enrolling district, the enrolling district must 
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notify the online learning provider whether the student, the student’s 
parent, and the enrolling district agree or disagree that the course meets 
the enrolling district’s graduation requirements.  A student may enroll in a 
supplemental online learning course up to the midpoint of the school 
district’s term.  The school district may waive this requirement for special 
circumstances with the agreement of the online learning provider. 

 
4. An online learning course or program that meets or exceeds a graduation 

standard or the grade progression requirement of the enrolling district as 
described in the provider’s online learning course syllabus meets the 
corresponding graduation requirements applicable to the student in the 
enrolling district.  If the enrolling district does not agree that the course or 
program meets its graduation requirements, then the enrolling district must 
make available an explanation of its decision to the student, the student’s 
parent, and the online learning provider; and the online learning provider 
may make available a response to the enrolling district, showing how the 
course or program meets the graduation requirements of the enrolling 
district. 

 
5. An online learning student may enroll in supplemental online learning 

courses equal to a maximum of 50 percent of the student’s full schedule of 
courses per term during a single school year, and the student may exceed 
the supplemental online learning registration limit if the enrolling district 
permits for supplemental online learning enrollment above the limit or if 
the enrolling district and the online learning provider agree to the 
instructional services.  To enroll in more than 50 percent of the student’s 
full schedule or courses per term in online learning, the student must 
qualify to exceed the supplemental online learning registration limit or 
apply to enroll in an approved full-time online learning program consistent 
with Paragraph IV.B.2. above.  Full-time online learning students may 
enroll in classes at a local school under a contract for instructional services 
between the online learning provider and the school district. 

 
6. An online learning student may complete course work at a grade level that 

is different from the student’s current grade level. 
 

7. An online learning student may enroll in additional courses with the online 
learning provider under a separate agreement that includes terms for 
paying any tuition or course fees. 

 
C. Classroom Membership and Teacher Contact Time 

 
1. The enrolling district may reduce an online learning student’s regular 

classroom instructional membership in proportion to the student’s 
membership in online learning courses. 
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2. The school district may reduce the course schedule of an online learning 
student in proportion to the number of online learning courses the student 
takes from an online learning provider other than the school district. 

 
3. A teacher with a Minnesota license must assemble and deliver instruction 

to enrolled students receiving online learning from an enrolling district.  
The delivery of instruction occurs when the student interacts with the 
computer or the teacher and receives ongoing assistance and assessment of 
learning.  The instruction may include curriculum developed by persons 
other than a teacher holding a Minnesota license. 

 
4. The online learning provider, other than a digital learning provider 

offering digital learning to its enrolled students only under Minn. Stat. § 
124D.095, Subd. 4(d), must give the Commissioner written assurance that 
all courses meet state academic standards and the online learning 
curriculum, instruction, and assessment expectations for actual teacher 
contact time or other student-teacher communications and academic 
support meet nationally recognized standards and are described as such in 
an online learning course syllabus that meets the Commissioner’s 
requirements. 

 
D. Academic Credit; Graduation Standards or Requirements 

 
1. The school district shall apply the same graduation requirements to all 

students, including online learning students. 
 

2. The school district shall use the same criteria for accepting online learning 
credits or courses as it does for accepting credits or courses for 
nonresident transfer students under Minnesota law. 

 
3. The school district may challenge the validity of a course offered by an 

online learning provider.  Such a challenge will be filed with MDE. 
 

4. The school district shall count secondary credits granted to an online 
learning student toward its graduation and credit requirements. 

 
5. If a student completes an online learning course or program that meets or 

exceeds a graduation standard or grade progression requirement at the 
school district, that standard or requirement will be met. 

 
 
Legal References: Minn. Stat. § 120A.22 (Compulsory Instruction) 

Minn. Stat. § 120A.24 (Reporting) 
Minn. Stat. § 123B.42, Subd. 1 (Curriculum; Electronic Components) 
Minn. Stat. § 124D.03 (Enrollment Options Program) 
Minn. Stat. § 124D.09 (Post-Secondary Enrollment Options Act) 
Minn. Stat. § 124D.095 (Online Learning Option Act) 
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Cross References: MSBA/MASA Model Policy 509 (Enrollment of Nonresident Students) 
MSBA/MASA Model Policy 605 (Alternative Programs) 
MSBA/MASA Model Policy 608 (Instructional Services – Special 
Education) 
MSBA/MASA Model Policy 613 (Graduation Requirements) 
MSBA/MASA Model Policy 620 (Credit for Learning) 

88


	Agenda
	498-Substitute (Casual and Long-Term) Homebound Teachers and Classified Staff Employment
	498-Substitute (Casual and Long-Term), Homebound Teachers, and Classified Staff Employment
	(Our Current Policy) Princeton Policy 498-Substitute Casual and Long-Term Homebound Teachers and Classified Staff Employment.pdf

	299-School Board Members Compensation and Expenses
	299-School Board Member Compensation and Expenses 

	607-Organization of Grade Levels
	607-Organization of Grade Levels
	MSBA

	609-Religion
	609-Religion 
	MSBA

	610-Field Trips
	610 - FIELDTRIPS
	MSBA

	611-Homeschooling
	611-Homeschooling 
	MSBA

	614-School District Testing Plan and Procedures
	614-School District Testing Plan and Procedure 
	MSBA
	FORM

	615-Basic Standards and Graduation Required Testing
	615-Basic Standards and Graduation Required Testing, Accommodations, Modifications, and Exemptions for IEP, Section 504 Accommodation, and LEP Students 
	MSBA

	619-Staff Development for Standards
	619 Staff Development for Standards 
	MSBA

	624-Online Learning Options
	624-Online Learning Options
	MSBA


