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4002 
Drug Free Workplace 

 
It is vitally important to have a healthy workforce that is free from the 
effects of illegal drugs.  The use or possession of unlawful drugs in the 
workplace has a very detrimental effect upon safety and morale of the 
affected employee, coworkers, and the public at large; and on 
productivity and the quality of work. 
 
Federal law requires this school district, as a recipient of federal funds, 
to maintain a drug-free workplace.  The unlawful manufacture, 
distribution, dispensing, possession, or use of a controlled substance in 
the district's workplace is prohibited.  The term "workplace" includes 
every location where district employees may be found during their 
working hours or while they are on duty, regardless of whether the 
location is within the geographic boundaries of the district.  Any 
employee who violates this policy will be disciplined with measures up 
to and including discharge.  The district may, in its sole discretion, 
require or allow an employee who violates this policy to participate in 
and satisfactorily complete a drug abuse assistance or rehabilitation 
program. 
 
The district shall provide every current employee with a copy of this 
policy, and shall provide each newly hired employee with a copy upon 
hiring.  Every employee shall be required to signify receipt of a copy of 
the policy in writing.  All district employees must abide by this policy, 
including those who are not directly engaged in the performance of work 
pursuant to a federal grant.   
 
An employee must notify his/her supervisor of any conviction of a 
criminal drug statute for a violation occurring in the workplace within 
five days.  The failure to report such a conviction will be grounds for 
dismissal.  If the employee convicted of such an offense is engaged in 
the performance of work pursuant to the provisions of a federal grant, 
the district shall notify the grant agency within 10 days of receiving 
notice of a conviction from the affected employee or of receiving actual 
notice of such a conviction. 
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4003 
Drug Policy Regarding Drivers 

 
Policy Statement.  Drivers for the school district must be free from drug and 
alcohol abuse, and the use of illegal drugs or improper use of alcohol is 
prohibited.  The overall goal of drug and alcohol testing is to insure a drug-
free and alcohol-free transportation environment, and to reduce accidents, 
injuries and fatalities. 
 
Designated Contact.  The school district has designated the Superintendent 
as the individual any driver may contact with questions about this policy or 
the school district’s drug testing program and procedures for drivers.  This 
individual further maintains and may provide drivers with informational 
materials concerning the effects of alcohol and controlled substances use on 
an individual’s health, work, and personal life; signs and symptoms of an 
alcohol or a controlled substances problem (the driver’s or a co-worker’s); and 
available methods of intervening when an alcohol or controlled substances 
problem is suspected, including confrontation, referral to any employee 
assistance program and/or referral to management.   
 
The Superintendent may be contacted at 605-239-4387.  
 
Covered Drivers.  Any person who operates a commercial motor vehicle on 
behalf of the school district is covered by this policy and the school district’s 
drug testing program and procedures for drivers.  All covered drivers must 
provide the school district a signed statement certifying that he or she has 
received a copy of this policy and related materials. 
 
Covered Workday.  A driver is required to comply with this policy and the 
terms of the school district’s drug testing program and procedures for drivers 
at all times they are assigned, or may be assigned, to perform safety-sensitive 
functions.  This includes all time from the time a driver begins to work or is 
required to be in readiness to work until the time he/she is relieved from work 
and all responsibility for performing work.  Safety-sensitive functions include: 
(1) all time at a school district facility or property, contractor facility or 
property, or on any public property, waiting to be dispatched, unless the driver 
has been relieved from duty by the school district; (2) all time inspecting 
equipment as required by state or federal law or regulation and any and all 
other time inspecting, servicing, or conditioning any commercial motor 
vehicle; (3) all time spent at the driving controls of a commercial motor vehicle 
in operation; (4) all time, other than driving time, in or upon any commercial 
motor vehicle; (5) all time loading or unloading a vehicle, supervising, or 
assisting in the loading or unloading, attending a vehicle being loaded or 
unloaded, remaining in readiness to operate the vehicle, or in giving or 



receiving receipts for shipments loaded or unloaded; and (6) all time repairing, 
obtaining assistance, or remaining in attendance upon a disabled vehicle. 
 
Prohibited Conduct.  No driver shall: (1) report for duty or remain on duty 
requiring the performance of safety-sensitive functions while having an alcohol 
concentration of 0.04 or greater; (2) use alcohol while performing safety-
sensitive functions; (3) perform safety-sensitive functions within four hours 
after using alcohol; or (4) refuse to submit to a pre-employment controlled 
substance, a post-accident alcohol or controlled substance test, a random 
alcohol or controlled substances test, a reasonable suspicion alcohol or 
controlled substance test, a return-to-duty alcohol or controlled substances 
test, or a follow-up alcohol or controlled substance test required under state 
or federal law or this policy.  No driver required to take a post-accident alcohol 
test shall use alcohol for eight hours following the accident, or until he/she 
undergoes a post-accident alcohol test, whichever occurs first.   
 
No driver shall: (1) report for duty or remain on duty requiring the 
performance of safety sensitive functions when the driver uses any drug or 
substance identified in 31 CFR 1308.11 Schedule 1; (2) report for duty or 
remain on duty requiring the performance of safety-sensitive functions when 
the driver uses any non-Schedule I drug or substance that is identified in the 
other Schedules in 21 CFR part 1308 except when the use is pursuant to the 
instructions of a licensed medical practitioner who is familiar with the driver's 
medical history and has advised the driver that the substance will not 
adversely affect the driver's ability to safely operate a commercial motor 
vehicle; or (3) report for duty, remain on duty or perform a safety-sensitive 
function, if the driver tests positive or has adulterated or substituted a test 
specimen for controlled substances. 
 
Types of Testing.  Pursuant to regulations promulgated by the Department 
of Transportation (DOT), the district has implemented four types of testing: 
(1) pre-employment testing, (2) reasonable cause testing, (3) post-accident 
testing and (4) random testing. 
 
Refusal to Submit to Testing.  A driver shall not refuse to submit to testing.  
A driver will be considered to have refused to submit to testing if the driver 
fails to provide a sample or specimen necessary for testing upon a lawful 
request, consistent with the required testing protocols.  The refusal to submit 
to the testing used by the district will be grounds for refusal to hire driver 
applicants and to terminate the employment of existing drivers.   
 
Consequences for Violations.  Any driver who becomes unqualified on the 
basis of violation of the terms of this policy will be subject to disciplinary action 
which may include termination of the driver’s employment, and shall include 



the immediate removal from safety-sensitive functions in compliance with 
federal law.  No driver tested pursuant to this policy and the school district’s 
drug testing program and procedures who is found to have an alcohol 
concentration of 0.02 or greater but less than 0.04 shall perform or continue 
to perform safety-sensitive functions until the start of the driver’s next 
regularly scheduled duty period, but not less than 24 hours following 
administration of the test. 
 
Return to Duty Process.  A driver who has violated this policy or the school 
district drug testing program and procedures cannot again perform any safety-
sensitive functions until and unless the employee completes the return-to-
duty process, including the substance-abuse professional’s (SAP) evaluation, 
referral, and recommended education or treatment.  The school district will 
provide employees the relevant contact information for available and 
acceptable SAPs as necessary, but the school district is not required under the 
law to provide a SAP evaluation or any subsequent recommended education 
or treatment for a driver.  Any driver completing the return-to-duty process 
must complete a return-to-duty test and test negatively.  
 
Disqualification.  Any applicant who tests positive for the presence of the 
following drugs is medically unqualified to drive and will not be considered for 
the position of driver: (1) marijuana, (2) cocaine, (3) opiates, (4) 
amphetamines, or (5) phencyclidine (PCP).  Any district driver who tests 
positive shall be medically unqualified and removed from service immediately. 
 
Pre-employment Testing.  All applicants for employment must submit to 
drug and alcohol tests as a condition of being considered for employment. 
 
Reasonable Cause Testing.  The district shall have reasonable cause to 
require a driver to submit to drug testing when a driver manifests physical or 
physiological symptoms or reactions commonly attributed to the use of 
controlled substances or alcohol.  
 
Post-Accident Testing.  A driver who has been involved in a reportable 
accident must submit to drug and alcohol testing as soon as possible.  A 
reportable accident includes any accident in which there is a fatality, a person 
is injured and must be treated away from the accident site, the driver receives 
a citation for a moving violation, or a vehicle is towed from the scene.  The 
driver must notify the district immediately regarding any reportable accident.  
 
Serious Injury to the Driver.  If a driver is so seriously injured that he or 
she cannot submit to testing at or immediately after the time of the accident, 
the driver must provide the necessary authorization for the district to obtain 



hospital reports or other documents that would indicate whether there were 
controlled substances or alcohol in the driver's system. 
 
Random Testing.  All drivers will be subject to unannounced random testing 
for drugs and alcohol.  The district or its agents will periodically select drivers 
at random for testing.  A district official will notify a driver when his or her 
name has been selected and will instruct the driver to report immediately for 
testing.  By its very nature, random selection may result in one driver being 
tested more than once in a 12-month period, while another driver may not be 
selected at all during the same 12 months. 
 
Frequency of Random Testing.  Under DOT regulations, the district must 
test at least 50 percent of its average number of driver positions for drugs and 
25 percent of its average number of driver positions for alcohol each year.  
The tests must be unannounced and spread evenly throughout the year.  DOT 
regulations also require that every driver selected at random must have his 
or her name placed back in the random pool for the next selection period. 
 
Testing Procedure.  All urine and blood specimens collected under the policy 
will be submitted to an approved laboratory for testing.  Specimens that 
initially test positive for drugs will be subjected to a subsequent confirmation 
test before being reported by the laboratory as positive.  All such specimens 
collected and submitted will be maintained securely to safeguard the validity 
of the test results and maintain the integrity of the testing process while 
ensuring the results are attributed to the correct driver.  
 
Medical Review Officer.  All laboratory test results will be reported by the 
laboratory to a medical review officer (MRO) designated by the district.  
Negative test results will be reported as such by the MRO to the district.  
Before reporting a positive test result to the district, the MRO will attempt to 
contact the driver to discuss the test result.  If the MRO is unable to contact 
the driver directly, the MRO will contact a district official designated in advance 
by the district, who shall in turn contact the driver and direct the driver to 
contact the MRO.  Upon being so directed, the driver shall contact the MRO 
immediately or, if after the MRO's business hours and the MRO is unavailable, 
at the start of the MRO's next business day.  If required by DOT regulations, 
personal information collected and maintained pursuant to this policy shall be 
reported to the Clearinghouse by the MRO in the event of: (1) a verified 
positive, adulterated, or substituted drug test result; (2) an alcohol 
confirmation test with a concentration of 0.04 or higher; (3) a refusal to 
submit to any test required by this policy and the school district’s drug testing 
program and procedures; (4) an employer’s report of actual knowledge that a 
driver has used alcohol or controlled substances based on the employer's 
direct observation of the employee, information provided by the driver's 



previous employer(s), a traffic citation for driving a CMV while under the 
influence of alcohol or controlled substances or an employee's admission of 
alcohol or controlled substance use; (5) on duty alcohol use as prohibited 
above; (6) pre-duty alcohol use as prohibited above; (7) alcohol use following 
an accident as prohibited above; (8) controlled substance use as prohibited 
above; (9) a substance abuse professional report of the successful completion 
of the return-to-duty process; (10) a negative return-to-duty test; and (11) 
an employer’s report of completion of follow-up testing.  
 
Confidentiality.  Pursuant to DOT regulations, individual test results for 
applicants and drivers will be released to the district and will be kept 
confidential unless the tested individual consents to their release or release is 
required by law (such as the release of information to the Clearinghouse.)  
Any person who has submitted to drug testing in compliance with this policy 
is entitled to receive the results of such testing upon timely written request.   
 
Retesting.  An individual who tested positive for the presence of drugs may 
request that the original sample be retested.  The request for a retest must 
be submitted in writing on a form provided by the district within 3 working 
days of the district’s notification to the individual that he or she has a positive 
test result.  The individual making the request must pay all costs associated 
with the retest and transfer of the sample to another laboratory before the 
retest will be performed. 
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4005 
Communication Between the Board and District Employees   

  
Employees have the same right to communicate with the board about 
matters of public concern as other patrons of the district.  Regarding 
employment-related issues, employees must follow the applicable board 
policies and/or contractual procedures regarding the administrative 
chain of command, complaints, grievances and other applicable 
processes.   
 
When appropriate, the superintendent shall inform employees of official 
board policies, directives, actions and concerns. 
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4006 
Insurance 

 
The school district shall provide workers’ compensation insurance for 
the protection of the district and its employees, and such other 
insurance as the board deems appropriate or has agreed to provide 
pursuant to a contract or collective bargaining agreement. 
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4007 
Personnel Records 

 
The district shall maintain a personnel file regarding each employee.  All 
materials in a personnel file, except for employment references and 
information that was gathered in the process of assessing an applicant 
for hiring, shall be available to the employee for review within a 
reasonable period of time of the employee’s request.  Employees (or 
individuals to whom employees have given written authorization) may 
inspect the contents of their personnel files only in the presence of an 
administrator or a person designated by the administration.  
 
No person other than school officials engaged in their professional duties 
shall be granted access to employees’ personnel files, and the contents 
of such files shall not be divulged in any manner to any unauthorized 
person.  An attorney acting on behalf of the board of education or 
administration is deemed to be a school official. 
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4008 
Outside Employment 

 
1. An employee’s responsibilities to the district take precedence over 

personal responsibilities during school hours.  Employees may not 
engage in other employment business activity during assigned 
duty hours. 

 
2. Tutoring 

 
a. Teachers are expected to assist students who are having 

learning problems as part of the teachers’ employment. 
Such assistance is expected both in the classroom and at 
other times during the school day.  

 
b. A teacher shall not solicit a student or parent to retain the 

teacher as a tutor and shall not act as a tutor for pay or 
other remuneration for any student who is then enrolled in 
any class taught by that teacher.  

 
c. In all other cases during the school year, a teacher may act 

as a tutor for pay or other remuneration.  If the teacher’s 
tutoring services will be provided on school property, the 
teacher must first secure approval of the building principal.   

 
3. Employees shall attend to personal matters outside their assigned 

duty hours with the district whenever possible. 
 

4. Employees may conduct business on behalf of the district during 
assigned duty hours, but at times that do not disrupt or interfere 
with teaching responsibilities or student activities. 

 
5. Employees shall not misrepresent, either expressly or by 

implication, that any activity, solicitation, or other endeavor is 
sponsored, sanctioned, or endorsed by the district. 

 
6. In any written or verbal presentation by an employee that might 

be perceived as being sanctioned, sponsored, or endorsed by the 
district, other than district-related instruction or presentation to 
district students or personnel, the employee shall communicate to 
the audience or recipients that the views expressed are those of 
the employee and not necessarily those of the district or board. 

 
7. Sale of goods or services by employees. 
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a. Employees shall not sell, solicit or promote the sale of goods 

or services to students. 
 

b. Employees shall not sell, solicit or promote the sale of goods 
or services to parents of students when the employee's 
relationship with the district is used to influence any sale or 
may be reasonably perceived by parents as attempting to 
influence any sale.  

 
c. Employees with supervisory or managerial responsibilities 

shall not sell, solicit or promote the sale of goods or services 
to employees over whom they have such responsibilities in 
any manner that could reasonably be perceived as coercive 
by the subordinate employee(s).  

 
d. Employees shall not use employee, student, or parent 

directories in connection with the solicitation, sale, or 
promotion of goods or services and shall not provide any 
such directory to any person or entity for any purpose 
without the prior knowledge or approval of the building 
principal. 

 
8. No school board member, administrator, teacher, or other 

employee shall use the personnel, facilities, resources, 
equipment, property, or funds of the district for personal financial 
gain or business activities without prior approval from district 
administration.  

 
9. All written or artistic works, instructional materials, inventions, 

procedures, ideas, innovations, systems, programs, or other work 
product created or developed by any employee in the course and 
scope of performance of his or her employment duties on behalf 
of the district, whether published or not, shall be the exclusive 
property of the district; and the district has the sole right to sell, 
license, assign, or transfer any and all right, title, or interest in 
and to such property. 
 

10. Staff may not exploit their professional relationships for personal 
gain.  
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4009 
Restrictions on Employees Receiving Gratuities 

 
An employee who, because of his or her employment by the school 
district, receives any bonus merchandise or gift with a value over $ 
500.00 must disclose the receipt of such gift to the superintendent, who 
will then report that gift to the board.  The superintendent, at his or her 
discretion, may require that the gift become the property of the district.  
No certified staff member may accept any gift which will impair the 
professional judgment of the recipient. 
 
Employees are directed to discourage merchants from offering bonus 
paraphernalia in exchange for the school’s patronage.   
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4010 
Inclement Weather 

 
Unless the superintendent directs otherwise, staff shall not be required 
to report when school is canceled due to inclement weather. 
  
If school is canceled during the day because of inclement weather, 
classified and certified personnel may be released after students have 
been excused.  Classified and certified personnel who miss work due to 
inclement weather when school is in session will not be paid for time 
missed or will be charged an applicable leave day. 
 
Adopted on: ____________ 
Revised on: ____________ 
Reviewed on: ___________ 
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4011  
Employee Leave Under the Family and Medical Leave Act 

(FMLA) 
 

The school district shall provide leave to its employees in accordance 
with the Family and Medical Leave Act (“FMLA”). The terms used herein 
shall have the meaning ascribed to them under the FMLA.   

 
I. Qualifying for Leave 
 

A. Qualified Employees  
 

1. To be eligible for unpaid leave under this policy, 
an employee must: 

 
a. Make the request for leave at a time when 

the school district employs 50 or more 
workers; 
 

b. Have been working for the school district 
for at least 12 months prior to the 
request; and 
 

c. Have worked a minimum of 1,250 hours 
during the 12-month period immediately 
preceding the commencement of the 
leave. 

 
2. The applicable 12-month period for computing 

an employee's entitlement to FMLA leave shall 
be the 12-month period measured forward from 
the date such employee's first FMLA leave 
begins. 

 
B. Qualified Circumstances Necessitating Leave 

 
1. The school district will grant an eligible 

employee up to a total of 12 workweeks of 
unpaid leave under the following conditions: 

 
a. For birth of a son or daughter, and to care 

for the newborn child; 
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b. For placement of a son or daughter with 
the employee for adoption or foster care; 

 
c. To care for the employee's spouse, son, 

daughter, or parent with a serious health 
condition;  

 
d. Because of a serious health condition that 

makes the employee unable to perform 
the functions of his or her job; or 

 
e. Because of any qualifying exigency arising 

out of the fact that the employee’s 
spouse, son, daughter, or parent is a 
Military Member on Covered Active Duty 
(or has been notified of an impending call 
or order to Covered Active Duty) in 
National Guard, Reserves, and/or Regular 
Armed Forces in support of a contingency 
operation 

  
2. The school district will grant an eligible employee 

who is the spouse, son, daughter, parent or next 
of kin of a Covered Servicemember a total of 26 
workweeks of unpaid leave during a 12-month 
period to care for the service member as 
permitted under the FMLA.  The leave described 
in this paragraph shall only be available during a 
single 12-month period.   

 
 For purposes of this provision and this policy, 

"Covered Servicemember" includes both Military 
Members and covered Veterans, so long as the 
covered Veteran was discharged or released 
under conditions other than dishonorable at any 
time during the five-year period prior to the first 
date the eligible employee takes FMLA leave to 
care for the covered Veteran. 

 
3. During the single 12-month period described in 

paragraph I(B)(2), an eligible employee shall be 
entitled to a combined total of 26 workweeks of 
leave under paragraphs I(B)(1) and I(B)(2).  
Nothing in this paragraph shall limit the 
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availability of leave under paragraph I(B)(1) 
during any other 12-month period. 

  
 

C. Limitations on Leave  
 

1. Leave for birth or placement for adoption or 
foster care must conclude within 12 months of 
the birth or placement. 
 

2. In any case in which a husband and wife both 
employed by the school district are entitled to 
FMLA leave: 
 
a. The aggregate number of workweeks of 

FMLA leave to which both are entitled is 
limited to 12 during any 12-month period 
if such leave is taken (i) because of the 
birth of a son or daughter of the employee 
and in order to care for such son or 
daughter; (ii) because of the placement of 
a son or daughter with the employee for 
adoption or foster care; or (iii) to care for 
a sick parent who has a serious health 
condition; and 

 
b. The aggregate number of workweeks of 

FMLA leave to which both that husband 
and wife are entitled is limited to 26 
during the single 12-month period in 
which leave is taken to care for a Covered 
Servicemember and the husband and wife 
employees are both either the son, 
daughter, parent, or next of kin of such 
Covered Servicemember, if the leave is 
taken for this reason or a combination of 
this reason and one of the three reasons 
described in paragraph I(C)(2)(a).  If the 
leave taken by the husband and wife 
includes leave described in paragraph 
I(C)(2)(a), the limitation in paragraph 
I(C)(2)(a) shall apply to the leave 
described in I(C)(2)(a).  
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D. Qualifying Notice and Certification 
 

Employees seeking to use FMLA leave will be required 
to provide: 

 
1. 30-day advance notice when the need to take 

the leave is foreseeable; provided, if (a) the 
leave is for needed treatment which is required 
to begin in less than thirty days or (b) the leave 
is for the reason set forth in paragraph 
I(B)(1)(e), the employee shall provide such 
notice to the school district as is reasonable and 
practical; 

 
2. Medical certification supporting the need for 

leave due to a Serious Health Condition 
affecting the employee or family member or to 
care for a Military Member, and/or due to a 
Serious Injury or Illness to care for a Veteran; 

 
3. Second or third medical opinions and periodic 

re-certifications (at the school district's 
expense);  

 
4. Certification supporting the need for leave 

because of a qualifying exigency arising out of 
the fact that the employee’s spouse, son, 
daughter or parent is a Military Member on 
Covered Active Duty (or has been notified of an 
impending call or order to Covered Active Duty) 
in the National Guard, Reserves, and/or Regular 
Armed Forces in support of a contingency 
operation; 

 
5. Certification supporting the need for leave to 

care for a Veteran who was discharged or 
released under conditions other than 
dishonorable at any time during the five-year 
period prior to the first date the eligible 
employee takes FMLA leave to care for the 
covered Veteran, and who is undergoing 
medical treatment, recuperation, or therapy for 
a Serious Injury or Illness; and 
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6. Periodic reports during leave, at a frequency 
reasonably requested by the superintendent, 
regarding the employee's status and intent to 
return to work. 

 
E. Scheduling Leave 

 
  When leave is needed to care for a family member, for 

the employee's own illness, or to care for a Covered 
Servicemember, and such leave is foreseeable based 
on planned medical treatment, the employee must 
attempt to schedule treatment so as not to unduly 
disrupt the school district's operations. 

 
II. Relationship with District During Leave 

 
A. Leave to Be Unpaid 

 
All leave provided to employees under the provisions 
of the FMLA and this policy shall be unpaid leave. 

 
B. Substitution of Paid Leave 

 
1. The school district requires employees to 

substitute any accrued paid vacation leave, paid 
personal leave, paid family leave, paid medical 
leave or paid sick leave for FMLA leave.  
However, nothing in this policy shall require the 
school district to provide paid sick or medical 
leave in any situation in which the school district 
would not normally provide such paid leave. 

 
2. If an employee uses paid leave under 

circumstances which do not qualify as FMLA 
leave, the leave will not count against the 
number of workweeks of FMLA leave to which 
the employee is entitled. 

 
3. Any paid leave which is substituted for FMLA 

leave will be subtracted from the number of 
workweeks of unpaid leave provided by the 
FMLA and this policy. 

 
C. Group Health Plan Benefits 
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1. The school district will continue group health 

plan benefits on the same basis as coverage 
would have been provided if the employee had 
been continuously employed during the FMLA 
leave period.   

 
2. Any share of health plan premiums which have 

been paid by the employee prior to FMLA leave 
must continue to be paid by the employee 
during the FMLA leave period. 

 
D. Intermittent or Reduced-Schedule Leave 

 
1. Leave may be taken under this policy 

intermittently or on a reduced-leave schedule 
under certain circumstances.   
 
a. When leave is taken because of a birth or 

because of a placement of a child for 
adoption or foster care, an eligible 
employee may take leave intermittently 
or on a reduced-leave schedule only with 
the agreement of the school district.  In 
such a case, the superintendent shall 
have the authority to approve or 
disapprove such intermittent or reduced 
leave schedule, in the superintendent’s 
sole discretion. 

 
b. When leave is taken to care for a sick 

family member, for an employee's own 
serious health condition, or to care for a 
covered Veteran or Military Member, an 
eligible employee may take leave 
intermittently or on a reduced-leave 
schedule when medically necessary. 

 
c. When leave is taken by an eligible 

employee because of any qualifying 
exigency arising out of the fact that the 
employee’s spouse, son, daughter, or 
parent is a Military Member on Covered 
Active Duty (or has been notified of an 



Page 7 of 10 
 

impending call or order to Covered Active 
Duty) in National Guard, Reserves, and/or 
Regular Armed Forces in support of a 
contingency operation, the employee may 
take leave intermittently or on a reduced-
leave schedule. 

 
d. When leave is taken by an eligible 

employee to care for a Covered 
Servicemember, including a Veteran who 
was discharged or released under 
conditions other than dishonorable at any 
time during the five-year period prior to 
the first date the eligible employee takes 
FMLA leave to care for the covered 
Veteran, and who is undergoing medical 
treatment, recuperation, or therapy for a 
Serious Injury or Illness 

 
e. Intermittent or reduced leave shall not 

result in a reduction in the employee's 
total amount of leave beyond the amount 
of leave actually taken. 

 
f. When an instructional employee seeks to 

take intermittent leave in connection with 
a family or personal illness (e.g. physical 
therapy or periodic care for a sick relative) 
or to care for a covered Veteran or Military 
Member, and when such leave would 
constitute at least 20 percent of the total 
number of working days in the period 
during which the leave would extend, the 
school district may require the employee 
to elect to take leave in a block, instead 
of intermittently, for the entire period or 
to transfer to an available alternative 
position within the school system that is 
equivalent in pay, for which the employee 
is qualified, and which better 
accommodates the intermittent leave. 

 
2. If an eligible employee requests intermittent 

leave or leave on a reduced-leave schedule that 



Page 8 of 10 
 

is foreseeable based on planned medical 
treatment, including during a period of recovery 
from a serious health condition, the school 
district may require the employee to transfer 
temporarily to an available alternative position 
for which the employee is qualified and which 
better accommodates recurring periods of leave 
than does the employee's regular position.  
Such alternative position must have equivalent 
pay and benefits as the employee’s permanent 
position. 

 
3. Leave taken on an intermittent or reduced-

schedule basis will be tracked hourly. 
 

III. Return from Leave 
 

A. Restoration to Position 
 

1. On return from FMLA leave, an employee is 
entitled to be returned to the same position the 
employee held when leave commenced, or to an 
equivalent position with equivalent benefits, 
pay, and other terms and conditions of 
employment. 

 
2. Any leave taken under this policy will not result 

in the loss of any employment benefits accrued 
prior to the date on which the leave 
commenced. 

 
3. An eligible employee is not entitled to accrual of 

any seniority or employment benefits during 
any period of leave, or any right, benefit, or 
position of employment other than to which the 
employee would have been entitled had the 
employee not taken leave. 
 

 
B. Denial of Restoration 

 
1. The school district reserves the right to deny 

restoration to any eligible employee who is a 
"key employee" (that is an employee who is 
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salaried and among the highest paid 10% of the 
employees of the school district) if such denial 
is necessary to prevent substantial and grievous 
economic injury to the operations of the school 
district.   

 
2. If the school district intends to deny restoration 

to such an employee, it will: 
 

a. notify the employee of his/her status as a 
"key employee" in response to the 
employee's notice of intent to take FMLA 
leave; 
 

b. notify the employee as soon as the school 
district decides it will deny job restoration 
and explain the reasons for this decision; 
 

c. offer the employee a reasonable 
opportunity to return to work from FMLA 
leave after giving this notice; and 
 

d. make a final determination as to whether 
reinstatement will be denied at the end of 
the leave period if the employee then 
requests restoration. 

 
C. Failure to Return from Leave 

 
If an employee fails to return from FMLA leave after 
the period of leave to which the employee is entitled 
has expired, the employee shall reimburse the district 
for any premiums the employer paid for maintaining 
health insurance coverage for the employee during 
the employee’s FMLA leave unless the reason the 
employee does not return is due to: (1) the 
continuation, recurrence, or onset of the serious 
health condition which entitled the employee to FMLA 
leave and the employee provides the district with 
sufficient certification from the proper health care 
provider of such continuation, recurrence, or onset of 
the serious health condition or (2) other 
circumstances beyond the employee’s control. 
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IV. Notice to Employees 
 

A. The school district will post in conspicuous places 
where employees are employed notices explaining the 
FMLA and providing information concerning the 
procedures for filing complaints of FMLA violations 
with the U.S. Wage and Hour Division. 

 
B. When an employee provides notice of the need for 

FMLA leave, the school district shall provide the 
employee with a copy of the "section 301(c) notice" 
which is attached to this policy. 

 
C. To the extent that any provision in this policy is in any 

manner inconsistent with the provisions of the Act or 
the regulations promulgated thereunder, the Act and 
regulations shall prevail over the provisions of this 
policy.  The school district reserves the right to modify 
this policy from time to time in its sole discretion. 

 
D. Employees may direct any questions or concerns 

regarding FMLA leave to the superintendent. 
 

Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4012 
Staff Internet and Computer Use 

 
Internet access is an important tool for communicating, keeping up-to-
date with current developments in education, and for conducting 
research to enhance management, teaching and learning skills.  The 
following procedures and guidelines are intended to ensure appropriate 
use of the Internet at the school by the district’s faculty and staff.  Staff 
should also refer to the district’s policy on Staff and District Social Media 
Use.   
   
I. Staff Expectations in Use of the Internet 
 
Acceptable Use While on Duty or on School Property.   
 
Staff shall be restricted to use the Internet to conduct research for 
instructional purposes. 
 
Staff may use the Internet for school-related e-mail communication with 
fellow educators, students, parents, and patrons. 
 
Staff may use the Internet in any other way which serves a legitimate 
educational purpose and that is consistent with district policy and good 
professional judgment.   
 
Teachers should integrate the use of electronic resources into the 
classroom.  As the quality and integrity of content on the Internet is not 
guaranteed, teachers must examine the source of the information and 
provide guidance to students on evaluating the quality of information 
they may encounter on the Internet.  
 
Unacceptable Use While on Duty or on School Property.   
 
Staff shall not access obscene or pornographic material. 
 
Staff shall not engage in any illegal activities on school computers, 
including the downloading and reproduction of copyrighted materials.  
 
Staff shall not use school computers or district internet access to use 
peer-to-peer sharing systems such as BitTorrent, or participate in any 
activity which interferes with the staff member’s ability to perform their 
assigned duties.   
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Staff shall not share their passwords with anyone, including students, 
volunteers or fellow employees. 
 
II. School Affiliated Websites 
 
Staff must obtain the permission of the administration prior to creating 
or publishing any school-affiliated web page which represents itself to 
be school-related, or which could be reasonably understood to be 
school-related.  This includes any website which identifies the school 
district by name or which uses the school’s mascot name or image.   
 
Staff must provide administrators with the username and password for 
all school-affiliated web pages and must only publish content 
appropriate for the school setting.  Staff must also comply with all board 
policies in their school-affiliated websites and must comply with the 
board’s policy on professional boundaries between staff and students at 
all times and in all contexts.  
 
Publication of student work or personality-identifiable student 
information on the Internet may violate the Federal Education Records 
Privacy Act.  Staff must obtain the consent of their building principal or 
the superintendent prior to posting any student-related information on 
the Internet.   

 
III. Enforcement  
 
Methods of Enforcement.  The district owns the computer system and 
monitors e-mail and Internet communications, Internet usage, and 
patterns of Internet usage.  Staff members have no right of privacy in 
any electronic communications or files, which are stored or accessed on 
or using school property and these are subject to search and inspection 
at any time.   
 
The district uses a technology protection measure that blocks access to 
some sites that are not in accordance with the district’s policy.  Standard 
use of the Internet utilizes a proxy server-based filter that screens for 
non-curriculum related pages.   
 
Due to the nature of technology, the filter may sometimes block pages 
that are appropriate for staff research.  The system administrator may 
override the technology protection measures that blocks or filters 
Internet access for staff access to a site with legitimate educational 
value that is wrongly blocked.  
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The district will monitor staff use of the Internet by monitoring Internet 
use history to ensure enforcement of this policy.  
 
Any violation of school policy and rules may result in that staff member 
facing:  
 
● Discharge from employment or such other discipline as the 

administration and/or the board deem appropriate; 
 
● The filing of a complaint with the Commissioner of Education alleging 

unprofessional conduct by a certified staff member;  
 
● When appropriate, the involvement of law enforcement agencies in 

investigating and prosecuting wrongdoing. 
 

IV. Off-Duty Personal Use 
 
School employees may use the internet, school computers, and other 
school technology while not on duty for personal use as long as such 
use is (1) consistent with other district policies, (2) consistent with the 
provisions of ARSD 24:08, and (3) is reported as compensation in 
accordance with the Internal Revenue Code of 1986, as amended, and 
taxes, if any, are paid.  All of the provisions of ARSD 24:08 will apply to 
non-certificated staff for the purposes of this policy.  In addition, 
employees may not use the school’s internet, computers, or other 
technology to access obscene or pornographic material, sext, or engage 
in any illegal activities. 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4013 
[INTENTIONALLY LEFT BLANK] 

 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4014 
Military Leave 

  
 Upon receipt of the required notice, the Superintendent or 
Designee shall grant leave to employees for voluntary or involuntary 
service in the uniformed services of the United States.  
 
Entitlement to Position.  The District will maintain these employees 
as required by law and/or collective bargaining agreements.  The District 
will reinstate a service member who returns to the District to the same 
or similar position and at the same rate of pay unless otherwise provided 
by law.   
 
Seniority.  Time spent in active military service shall be counted in the 
same manner as regular employment for purposes of seniority or District 
service unless otherwise provided in a collective bargaining agreement. 

  
Requests and Notice.  All requests for military leave will be submitted 
to the Superintendent or Designee.  The District may require 
documentation showing the necessity for the leave request.  The 
employee may choose to use accrued vacation leave in conjunction with 
leave under this policy.  
 
Unless otherwise impossible, all requests for military leave will be 
submitted at least one full month in advance of the date military service 
is to begin. Persons returning from military leave must also give notice 
of intent to return to the Superintendent/Designee in writing, at least 
one full month in advance of the return date. 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
  
 



 

 

4015 
Prohibition Against Employment of Board Members 

 
South Dakota law prohibits board members from serving as a teacher. 
 
The board will allow a member of the board of education to be employed 
by the school district in a non-teaching capacity.  Board members who 
are also employed by the district are strictly prohibited from discussing 
any issue with students, staff or parents in their capacity as an employee 
that may come before the board. 
  
This policy does not prohibit the board from contracting with members 
of the board for services or products when the relationship is not one of 
employer/employee and such contracts are in compliance with the 
requirements of statute and board policy regarding conflicts of interest. 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 



4016 
Jury Duty/Service as Witness in Court 

 
An employee who has been called to serve as a juror will be entitled to 
the same job status, pay, and seniority upon returning from jury duty 
and shall be granted paid leave.   
 
An employee who has been subpoenaed to testify as a witness in a court 
proceeding shall be entitled to one day of paid leave.  To receive paid 
leave, the employee must sign over to the district his or her witness fee. 
 
The provisions of this policy will yield in cases of conflict with a 
collectively negotiated agreement.  
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 



4017 
Relations with Employee Collective Bargaining Associations 

 
The board of education recognizes the right of staff members to belong 
to organizations for bargaining purposes pursuant to state statutes.  The 
board will negotiate with employee associations that have been 
established in accordance with public employee bargaining statutes and 
will negotiate with local collective bargaining unit representatives at 
mutually agreeable times. 
 
To facilitate an amicable relationship between the district and any local 
employee associations, the district will allow associations to make 
reasonable use of district facilities for meetings outside the school’s and 
the employees’ work hours.  With administrative approval, associations 
may use district resources, post notices of meetings and other 
information on bulletin boards designated for this purpose, and use 
district e-mail and mail boxes for delivery of employment-related 
information.  
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 



4018 
Corporal Punishment 

 
Corporal punishment, defined as any act of physical force upon a student 
for the purpose of punishing that student, is prohibited.   
 
Some physical contact is inevitable, and most of it is appropriate.  
Therefore, physical contact, short of corporal punishment, is acceptable 
to promote personal interaction with students, to maintain order and 
control, and to protect persons and property. 
 
Employees may use physical force only where reasonable and necessary 
for supervisory control over students.  Situations where physical force 
may be reasonable and necessary include:  

● self defense;  
● protecting others from physical injury;  
● protecting property of the district or others;  
● removing a student who has refused to comply with requests to 

refrain from disruptive behavior.  
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4019 
INTENTIONALLY LEFT BLANK 

 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
  
 
 
 
 



4020 
Ownership of Copyrighted Works 

 
Works created by district employees in the course and scope of their 
employment remain the property of the district.  The board may enter into a 
written agreement with a staff member allowing the staff member to share 
ownership of a copyright in the covered work.  The board will only enter into 
such an agreement if the written work was created apart from, and in addition 
to, what the district requires and if the district will not incur an expense to 
replace the work. 
 
The board hereby expressly grants to other educational entities located within 
South Dakota a non-exclusive license to use the district’s copyrighted works 
for educational purposes within South Dakota when those works have been 
placed onto collaborative learning systems within the State. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 
 



4021 
[Intentionally Left Blank]  

 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 

 



4022 
Certification and Endorsements 

 
All educators must be duly certified by the South Dakota Department of 
Education in accordance with the Department’s rules and the laws of 
South Dakota.  Prior to signing a teaching contract, educators are 
responsible for ensuring their teaching certificates remain in effect.  
 
Certified employees are required to maintain all their endorsements, and 
may not permit any endorsement to lapse or remove it from their 
certificates.  The board or superintendent may require a certified 
employee to obtain a new endorsement when it is deemed necessary 
for the benefit of the school district and/or to comply with federal or 
state requirements. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



4023 
Professional Ethics 

 
Chapter 24 of the South Dakota Administrative Code regarding 
Professional Teacher Ethics, are the minimum standards for all 
certificated staff members of the school district.  All certified employees 
are responsible for reading, understanding, and complying with these 
standards. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



4024 
Teachers’ Rights, Responsibilities and Duties 

 
All certified employees shall assume the duties and responsibilities 
assigned by the superintendent or designee.  Teachers’ professional 
responsibilities involve considerably more than merely classroom 
instruction.  They include, but are not limited to, study and research to 
keep abreast of new knowledge and instructional techniques; 
assessment of students’ work; record-keeping; lesson planning and 
preparation; conferences with students, parents and administrators; in-
service meetings; and supervision of pupils outside the classroom. 
 
Teachers must be in their classrooms or assigned areas as instructed by 
the building principal.  All duty time is necessary for educational 
planning, preparation, and conferences with students, parents and 
faculty members.   
 
All teachers must maintain a standard of dress, personal appearance, 
general decorum, moral standards and behavior that reflects their 
professional status in the community. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



4025 
Superintendent 

 
 The superintendent is hired by and shall report directly to the board of 
education.  The superintendent will be the chief administrative officer of the 
board of education and shall keep the board informed on important issues.  
The board delegates to the superintendent the general power and authority to 
make necessary decisions to ensure the efficient and effective operations of 
the school.   
 
  The superintendent is charged with timely preparing, presenting, and 
filing an annual school budget, in conjunction with the business manager, 
subject to the approval of the board at the annual budget hearing. 
 
 All school employees shall be under the direct and/or delegated 
supervision of the superintendent.  The board delegates to the superintendent 
the authority to hire and terminate the employment of all classified staff.  He 
or she shall review all certified and non-certified employees applying for 
vacancies and shall make recommendations regarding these employees. 
 
 All of the grounds and buildings are supervised by the superintendent, 
including necessary repairs and improvements unless the board is required to 
approve such repairs or improvements.   
 
 The superintendent’s other duties shall be included in his or her job 
description, contract, or as otherwise assigned by the board. 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



4026 
Business Manager 

 
The board will employ a business manager who may be authorized to 
make all purchases for the school board, in compliance with state law 
and within the budget approved by the board.  
 
Other duties of the business manager include:  
● Recording and the safekeeping of the board meeting minutes;  
● Publishing proceedings of the board consistent with laws 

regarding the publication of board minutes; 
● Preparing a detailed account of all board business and periodic 

and annual reports of the receipts and expenditures of the 
district;  

● Issuing of all warrants for the payment of verified bills, salaries, 
and contracts of the District; 

● Assuming responsibility for the conduct of school elections;  
● Performing such other duties as the board may require and as 

required by law.  
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4027 

[INTENTIONALLY LEFT BLANK] 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



4028 
Substitute Teachers 

 
The Superintendent will maintain a list of potential substitute teachers who 
may be called by a substitute coordinator to fill an absence.  The District does 
not require certification for substitutes.  
 
Substitute Procedures. If a staff member requires an immediate substitute:  
● the staff member will call the substitute coordinator and leave a request 

for a substitute; 
● The substitute coordinator will notify, by email, the staff member’s 

building principal and/or supervisor, and school office secretary of the 
staff member’s absence and assigned substitute teacher. 
 

If a staff member knows they will be absent:  
● The staff member is required to complete a request for leave on the 

district’s system;  
● The staff member’s building principal or supervisor may approve or 

reject the request;  
● Upon approval, the substitute coordinator will secure a substitute 

teacher for the requested date of leave. The substitute coordinator will 
notify the staff member, the staff member’s building principal and/or 
supervisor, and the school office secretary of the assigned substitute 
teacher. 

 
The substitute coordinator will attempt to secure a substitute who is certified 
in the subject area and grade level.  If unpractical, the substitute coordinator 
will secure the best available substitute. Building principals may require staff 
members to secure their own substitute.  
 
Teachers will have pertinent written lesson plans available so that a substitute 
can perform his/her duties in relation to the instructional program in an 
educational environment beneficial to the students.   
 
Substitute Compensation.  Substitute teachers shall be reimbursed at rate 
based on qualification as a certified or uncertified substitute teacher; and, 
commensurate to a progressive pay scale to be determined by the board on 
an annual basis. 
 
Long term substitutes are those who act as a teacher of record for no more 
than six weeks while the permanent teacher is on a temporary leave of 
absence and intends to return to the classroom during the school year.  
 



Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 
 



4029 
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Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 



 
 

4030 
Evaluation of Certified Employees 

 
 All certified employees to be evaluated shall be notified annually      
of the evaluation process. A certified administrator, with the exception 
of the local board of education when it is evaluating the superintendent, 
will observe and evaluate each certified employee who is not yet in their 
fourth contract year for a full instructional period once each      school 
year.  A certified administrator will observe and evaluate certified 
teachers in their fourth contract year or beyond not less than every 
other year.   
 

The evaluation will include, but not be limited to evaluating the 
employee’s instructional performance, classroom organization and 
management, personal conduct, and professional conduct.  The 
administrator will provide the employee with a list of areas in which to 
improve and suggestions for improvement. 
 
Evaluation Standards.  The District will use the minimum evaluation 
standards aligned with the Danielson framework as required by the 
South Dakota Department of Education.  These standards:  
 
● require teachers to be evaluated using multiple measures; 
● serve as the basis for programs to increase professional growth 

and development of certified teachers; and 
● include a plan of assistance for any certified teacher, who is in the 

fourth or subsequent year of teaching, and whose performance 
does not meet the school district's performance standards. 

 
The evaluation will be written and discussed with the certified employee 
and signed and dated by both the evaluator and the employee.  The 
teacher’s signature only denotes receipt of the written evaluation, not 
their approval of the evaluation.  
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
   
 
 



4031 
Evaluation of Administrators 

 
 All principals to be evaluated shall be notified annually in writing 
of the evaluation process.  The superintendent will observe and 
evaluate each principal who is not yet in his or her fourth year for a 
full instructional period once a year.  Thereafter, the superintendent 
will evaluate each principal at least every other year.   
 

Principals will be evaluated with an evaluation tool aligned to the 
South Dakota Framework for Effective Principals.  Evaluations will 
include an analysis of at least one component from each domain. 
These domains are:  

 
1. Vision and Goals 
2. Instructional Leadership 
3. School Operations & Resources 
4. School, Student and Staff Safety 
5. School and Community Relationships 
6. Ethical and Cultural Leadership  

 
The evaluation will be written and discussed with the principal and 

signed and dated by both the principal and the superintendent.  The 
principal’s signature only denotes receipt of the written evaluation, not 
approval of the evaluation.  
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 

 
 
 



4032 
Professional Growth 

 
 The board of education believes the goal of professional self-
improvement to be inherent in the responsibilities of each certified 
district employee.  Every five years, permanent certified employees shall 
give evidence of professional growth.  This growth can be shown by:  
 
● Participate as a mentee or mentor in a state-approved mentor 

program in at least two of the past five years; 
● Complete National Board Certification within the last five years; 
● Complete six semester hours of education-related credits, with at 

least three transcripted or specialized learning experience credits.   
 
 Certified staff must also complete at least one hour of suicide 
awareness and prevention training once every five years.  
 
Advancement on the hiring or salary schedule due to professional 
growth or National Certification will be determined according to the 
negotiated agreement. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4033 
[Intentionally Left Blank]  

 



4034 
Staff Handbook 

 
The superintendent or designee shall annually formulate, review and 
revise a staff handbook that will contain information about the district’s 
employment policies and practices.  The staff handbook is an extension 
of these policies and has the force and effect of board policy when 
approved by the board of education. 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4035 
[Intentionally Left Blank]  

 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4036 
[Intentionally Left Blank]  

 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4037 
 [INTENTIONALLY LEFT BLANK] 

Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 

 



4038 
Classified Staff Defined 

 
The term “classified staff” means all employees other than certified 
teachers and administrators.  Classified staff employees are employed 
at will, and their employment may be amended or terminated at any 
time and without any cause. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 



 

 

4039 
Employment of Classified Staff 

 
The superintendent or designee shall hire classified staff to meet 
personnel needs consistent with the district’s budget, instructional 
needs, and non-instructional operations.   
 
The superintendent or designee will conduct a criminal background 
check on any classified staff applicant.  Criminal history or background 
checks shall occur only after the school district has determined that the 
applicant meets the minimum employment qualifications.  This policy 
shall not prevent the school district from requiring an applicant to 
disclose his or her criminal record or history relating to sexual or physical 
abuse prior to any minimum employment qualification determination.   
 
The superintendent or designee shall discipline and discharge classified 
staff as appropriate.     
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4040 
[INTENTIONALLY LEFT BLANK] 

Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 

 
 



 

 

4041 
Staff Dress and Appearance 

 
The attire worn by staff members conveys an important image to 
students and the general public.  The appearance of professional staff 
members shall be appropriate to their assigned duties and indicative of 
their professional standing in the school and community. 
 
I. Staff Expectations in Dress and Appearance 
 

A. General Expectations in Dress and Appearance 
 

1. Certified staff, paraeducators, and office staff should 
generally dress attire that is clean and professional. 

 
2. Custodial, maintenance, and transportation staff should 

dress in attire appropriate to the work they are performing.  
 

3. Administration may notify staff of “dress up” days, in which 
business casual attire will be required of staff.  

 
II. Enforcement 
 
The superintendent or principal shall maintain the discretion to make 
determinations on staff dress and appearance.  Administrators may 
temporarily suspend all or a portion of the dress code when other factors 
support a lower dress expectation for school employees (e.g., special 
“casual days” or field days).  Any violation of school policy and rules 
may result in disciplinary action.  
 
 
Adopted on:    
Revised on:    
Reviewed on:     
 
 
 



4042 
Employee Social Security Numbers 

 
This district shall take reasonable steps to protect the 

confidentiality of employees’ social security numbers.  However, nothing 
in this policy prohibits the district from using the last four digits of an 
employee’s social security number as an employee identification number 
or in any other reasonable manner.  
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 
 



 

 

4043 
Professional Boundaries Between Employees and Students 

 
School district employees are responsible for conducting themselves 

professionally and for teaching and modeling high standards of behavior and 
civic values, both at and away from school.  Employees are required to 
establish and maintain professional boundaries with students.  They may be 
friendly with students, but they are the students’ teachers, not their friends, 
and they must take care to see that this line does not become blurred.  This 
applies to employees’ conduct and interactions with students and to material 
they post on personal web sites and other social networking sites including, 
but not limited to, Instagram, Facebook, and Twitter.  The posting or 
publication of messages or pictures or other images that diminish an 
employee’s professionalism or ability to maintain the respect of students and 
parents may impair his or her ability to be an effective employee.  Employees 
are expected to behave at all times in a manner supportive of the best 
interests of students. 

 
Unless an employee has a legitimate educational purpose, the following 

behavior is a violation of the professional boundaries that employees are 
expected to maintain with students.  The following list is intended to illustrate 
inappropriate behavior involving students but not to describe every kind of 
prohibited behavior. 

 
● Communicating about sex when the discussion is not required by a 

specific aspect of the curriculum. 
● Joking about matters involving sex, using double entendre or making 

suggestive remarks of a sexual nature. 
● Displaying sexually inappropriate material or objects. 
● Making any sexual advance, whether written, verbal, or physical or 

engaging in any activity of a sexual or romantic nature. 
● Kissing of any kind. 
● Dating a student or a former student within one year of the student 

graduating or otherwise leaving the district. 
● Intruding on a student’s personal space (e.g. by touching 

unnecessarily, moving too close, staring at a portion of the student’s 
body, or engaging in other behavior that makes the student 
uncomfortable). 

● Initiating unwanted physical contact with a student.  
● Communicating electronically (e.g. by e-mail, text messaging, or 

through social media) on a matter that does not pertain to school.  
Electronic communications with students generally are to be sent 
simultaneously to multiple recipients and not just to one student 
except when the communication is clearly school related and 



 

 

inappropriate for persons other than the individual student to receive 
(i.e. grades). 

● Playing favorites or permitting a specific student to engage in conduct 
that is not tolerated from other students. 

● Discussing the employee’s personal issues or problems that should 
normally be discussed with adults. 

● Giving a student a gift of a personal nature. 
● Giving a student a ride in the employee’s vehicle without first 

obtaining the express permission of the student’s parents or a school 
administrator. 

● Taking a student on an outing without first obtaining the express 
permission of the student’s parents or a school administrator. 

● Inviting a student to the employee’s residence without first obtaining 
the express permission of the student’s parents and a school 
administrator. 

● Going to a student’s home when the student’s parent or a proper 
chaperone is not present. 

● Repeatedly seeking to be alone with a student. 
● Being alone in a room with an individual student at school with the 

door closed. 
● Any after-school hours activity with only one student. 
● Any other behavior which exploits the special position of trust and 

authority between an employee and student. 
 

This list is not exhaustive.  Any behavior which exploits a student is 
unacceptable.  If in doubt, ask yourself, “Would I be doing this if my family or 
colleagues were standing next to me?” 

 
An employee is required to make a report to the superintendent if the 

employee reasonably believes that another employee has violated or may 
have violated this policy.  Minor concerns or violations shall be reported within 
24 hours.  Major concerns or violations shall be reported immediately.  
Violations committed by or concerns about the superintendent shall be 
reported to the Board President.  

 
A student who feels his or her boundaries have been violated should 

directly inform the offender that the conduct or communication is offensive 
and must stop.  If the student does not wish to communicate directly with the 
offender or if direct communication has been ineffective, the student should 
report the conduct or communication to a teacher, administrator, counselor, 
the Title IX coordinator, or other school employee with whom she or he feels 
comfortable.   

 
 



 

 

 Retaliation for good faith reports or complaints made as a result of this 
policy is prohibited.  Individuals who knowingly and intentionally make a false 
report shall be subject to discipline as provided by district policy and state 
law. 

 
A violation of this policy will form the basis for employee discipline up to 

and including termination or cancellation of employment, filing a report with 
law enforcement officials, and filing a report with the Department of 
Education. 
 

 
 

Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4044 
Political Activity by Staff Members  

 
The Board recognizes its individual employees’ rights of 

citizenship, including, but not limited to, engaging in political activities.  
 

Running for Political Office.  An employee of the District may seek 
an elective office, provided that the staff member does not campaign on 
school property during working hours, and provided they do not neglect 
their duty to the District.   
 
Any employee wishing to run for elective public office will notify the 
Superintendent as soon as possible of their intent to campaign for office.  
The Superintendent will present the employee’s wishes to the Board and 
the Board will determine whether the employee’s proposed activities are 
possible without neglecting his or her duty to the District.  

 
The following activities are prohibited during an employee’s work 

time (including duty-free lunch and planning periods): 
 

1. Soliciting votes or contributions for or against a particular 
candidate or ballot proposition.   

 
2. Discussing with students opinions regarding a political candidate 

or ballot proposition unless the topic is part of the approved 
curriculum. 
 

3. Preparing, displaying, wearing or distributing campaign literature, 
materials, or signs for or against a candidate or ballot proposition 
(this prohibition does not apply to bumper stickers on personal 
vehicles). 
 

4. Soliciting volunteers to assist with a campaign for or against a 
political candidate or ballot proposition. 
 

5. Preparing for, organizing, or participating in any political meeting, 
petition, rally, or event. 
 

6. Other disruptive political activity as allowed under law.  
 

 
 
 
 



 
Page 2 of 2 

The following activities are prohibited at all times: 
 
1. Using any school district resources including, but not limited to, 

facsimile machines, copy machines, computers or e-mail 
accounts, for political campaign activities.  
 

2. Using school district property or facilities for any political 
campaign activities, unless such use is approved pursuant to 
school board rules or policy. 
 

3. Spending district funds to urge votes to vote for or against a 
candidate or ballot proposition. 
 

4. Requiring employees to engage in political campaign activities as 
part of their job duties. 
 

5. Providing employees with additional compensation or benefits for 
engaging in political activities. 
 

6. Representing an employee’s personal political position as the 
position of the school district or the board of education.  
  

7. Engaging in any other activity prohibited by state law. 
 

 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



4045 
Milk Expression 

 
 Except as otherwise provided by law, the district will provide reasonable 
break time for an employee who wishes to breastfeed or express breast milk 
for her nursing child each time such employee has the need to do so.  The 
District will provide a place, other than a bathroom, which is shielded from 
view and free from intrusion from co-workers and the public.  These 
accommodations will be provided for one year after the child’s birth, unless 
otherwise required by law. 
 
Adopted on: _______________ 
Revised on: _______________ 
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4046 
 Internet Searches Regarding Potential Employees  
 
Members of the administrative team or of a hiring committee 
(hereinafter “the committee”) may conduct internet research about job 
applicants by using the following protocol, except that no criminal 
history record information check shall be made until the school district 
has determined that the applicant meets the minimum employment 
qualifications:   
 
1. The committee may conduct internet searches using candidates’ 

full names and any aliases.  The committee may also search 
candidates’ full names and any aliases on Facebook, Instagram, 
LinkedIn, Twitter, YouTube, and other social networking websites.   
 

2. All applicants or all finalists must have the same research 
conducted about them.  For example, if the committee conducts a 
search on Google using the name of one applicant in order to 
determine whether to include that applicant in the list of finalists, 
the committee must also conduct an identical search of all 
applicants’ names.   
 

3. The committee may not use deception to gain access to applicants’ 
social networking pages, blogs, or other on-line media and will not 
require applicants for employment to provide the district with their 
username or password to personal social media accounts.  
 

4. The committee must take reasonable steps to verify the reliability 
of the information obtained in the search, including consulting with 
the applicant for confirmation of accuracy, if appropriate. 
 

5. The committee will consider the following information to be 
relevant in making hiring decisions about an applicant based on 
information obtained through internet research: 
 

a. Disparaging remarks made about current or former co-
workers, supervisors, or employers; 
 

b. Discriminatory, harassing, or demeaning behavior or 
comments; 
 

c. Unprofessional, lewd, or obscene behavior or remarks; 
 

d. Criminal activity; 



 
e. Information which indicates the applicant will or will not be 

able to perform the essential functions of the position 
sought; and 
 

f. Information which indicates that the applicant is particularly 
suited or unsuited to the position sought. 

 
6. The committee will retain documents to demonstrate its 

compliance with this policy with other documentation relevant to 
the job search. 
  

  
   
 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4048 
Assessment Administration and Security  

 
The purpose of all testing and assessments is to measure students’ 
knowledge, skills or abilities in the area tested.  All staff members are 
prohibited from engaging in any behavior that adversely affects the 
validity of test scores as a measure of student achievement. This policy 
applies to all national, state, and local assessments, including both 
standardized and general classroom assessments. 
 
Assessment Responsibilities.  The Superintendent, in consultation 
with building principals, testing coordinator, and classroom teachers, 
will be responsible for: 
 

● overseeing the scheduling of state administered assessments, 
training all staff who administer assessments, and ensuring that 
all assessments, including make-up testing, is completed within 
required testing windows; 

● designing procedures that result in accurate data relating to 
student progress under district and state accountability systems.  

● sharing results of state assessments with the Board, so the Board 
can use accurate and up-to-date data in district decision making.   
 

Every classroom teacher or other staff member who administers 
assessments is responsible for: 
 

● complying with appropriate assessment security procedures;  
● taking all reasonable and prudent steps to ensure the accuracy 

and integrity of all academic testing, including statewide 
assessments; and 

● ensuring the security of all test materials. 
 

Security Violations and Cheating.  Staff members who suspect 
students of having cheated on a classroom assessment should conduct 
a reasonable inquiry and impose consequences on the student 
consistent with classroom rules and the student handbook.  Staff 
members who suspect a breach of security on state academic 
achievement tests must promptly report their suspicions to the building 
principal or superintendent.  The building principal or superintendent will 
investigate the circumstances and report the results of the investigation 
to the Secretary of Education.  

 
The superintendent and building principals will communicate to staff 
what constitutes cheating and communicate the possible personal and 



 
 

district sanctions. Staff members who engage in or enable students to 
engage in academic dishonesty in any testing or assessment will be 
subject to discipline up to and including immediate termination. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4050 
Overtime and Compensatory Time 

 
 Employees who are "non-exempt" under the Fair Labor Standards Act 
and who work more than 40 hours in a workweek will be paid at the rate of 
time-and-one-half (1½) times their regular rate of pay for all overtime hours 
or will be provided compensatory time.  All overtime must be approved in 
advance by the employee's supervisor.  Scheduled holidays, vacation days, 
time off for jury duty, and time off for sickness, emergencies or other personal 
reasons will not be considered hours worked for overtime purposes.   
 
 The district may grant compensatory time in lieu of overtime pay at a 
rate of one and one-half (1½) hours off for each hour of overtime the 
employee worked.  Employees may accrue a maximum of 240 hours of 
compensatory time, which represents 160 hours of actual overtime worked.  
When an employee has accrued 240 hours of compensatory time, the district 
shall pay him/her at the rate of one and one-half (1½) times his/her regular 
rate of pay for each additional hour of overtime.  An employee who asks to 
use compensatory time shall be permitted to use it within a reasonable period 
after the request if its use does not unduly disrupt the district’s operations. 
     
 Upon termination of employment, an employee shall be paid for unused 
compensatory time at a rate of compensation not less than: (1) the average 
regular hourly rate paid to the employee during the last three years of his/her 
employment, or (2) the final regular hourly rate paid to the employee, 
whichever is higher.   
 
 Payment for unused compensatory time shall be at the employee’s 
regular rate of pay for each hour of compensatory time, not one and one-half 
(1½) times the regular rate of pay. 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
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4051 
Staff and District Social Media Use 

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

A. Personal Social Media Use 
 

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

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

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

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

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

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

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

4. When staff use school-affiliated social media accounts 
to comment on school-related matters, they do not do 
so as private citizens and are therefore not entitled to 
First Amendment protections. 
 

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

 
A. General Use and Conditions 

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

 
B. Acceptable Use 

 
1. Staff may use social media for instructional purposes. 

 
2. Staff may use social media for school-related 

communication with fellow educators, students, 
parents, and patrons. 

 
3. Teachers should integrate the use of electronic 

resources, which may include social media, into the 
classroom.  As the quality and integrity of content on 
social media is not guaranteed, teachers must 
examine the source of the information and provide 
guidance to students on evaluating the quality of 
information they may encounter. 

 
C. Unacceptable Use 

 
1. Staff shall not access obscene or pornographic 

material while at school, on school-owned device or 
on school-affiliated social media accounts. 

 
2. Staff shall not engage in any illegal activities, 

including the downloading and reproduction of 
copyrighted materials.  

 
3. Staff shall not access social media networking sites 

such as Facebook, Twitter, and Instagram on school-
owned devices or during school time unless such 
access is for an educational activity which has been 
preapproved by the staff member’s immediate 
supervisor.  This prohibition extends to using chat 
rooms, message boards, or instant messaging in 
social media applications and includes posting on 
social networking sites using personal electronic 
devices.   

 
III. School-Affiliated Digital Content 

 
A. General Use and Conditions for School-Affiliated 

Accounts 
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Staff must obtain the permission of their supervising 
administration prior to creating,  publishing, or using any school-
affiliated web pages, microblogs, social media pages or handles, 
or any other digital content which represents itself to be school-
related, or which could be reasonably understood to be school-
related.  This includes any content which identifies the school 
district by name in the account name or which uses the school’s 
mascot name or image.   
 
Staff must provide administrators with the username and 
password for all school-affiliated accounts and must only publish 
content appropriate for the school setting.  Staff may not provide 
the username and password to school-affiliated accounts to any 
unauthorized individual, including students and volunteers.   

 
B. Moderation of Third Party Content 

 
The purpose of school-related social media accounts is to 
disseminate information. No school-related or school-affiliated 
social media account covered by this policy shall permit comments 
by the public unless otherwise approved by the superintendent.   
 
In the event the superintendent permits content created by 
anyone other than the administrator of the account to appear on 
the account’s pages, such as comments made by students, 
parents, and patrons, the account administrator must monitor the 
content to ensure it complies with this policy.  Posts, comments, 
or any other content made on the account’s pages may be 
removed when the content meets any of the following conditions: 
 

1. Is obscene, lewd, or appeals to prurient interests; 
 

2. Contains information relating to a student matter or 
personnel matter which is protected under or 
prohibited by state or federal law; 
 

3. Contains threatening, harassing, or discriminatory 
words or phrases; 
 

4. Incites or is reasonably anticipated to incite violence, 
illegal activity, or a material and substantial disruption 
to school operations or activities; or 
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5. Contains any other threat to the safety of students 
and staff. 
 

Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 



 4052 
Job References to Prospective Employers 

 
All requests for employment-related references or employment history 
by prospective employers of current or former employees must be 
referred to a member of the administrative team.  The administrator will 
either provide a reference in compliance with this policy or will forward 
the request to the superintendent. 
 
If the school district is subject to a written separation agreement 
regarding a particular employee, the terms of that agreement will 
govern the district’s response to requests for information, regardless of 
any written consent provided to the school district.  
 
If the school district is not bound by a separation agreement and 
receives a legally enforceable written consent to release information, 
the district may provide the information authorized by that document.  
The school district may provide additional truthful information to 
prospective employers of current and former employees in accordance 
with this policy. 
 
Employees Suspected of Sexual Misconduct Against a Minor or 
Student 
 
Apart from the routine transmission of administrative and personnel files 
or unless otherwise permitted by law, the district and any employee, 
contractor, or agent of the school district is prohibited from providing 
any employee any assistance in obtaining a new job if the school district 
or the individual acting for the school district has probable cause to 
believe said employee has engaged in sexual misconduct with a student 
or minor in violation of the law.  
 
 
 
Adopted on: _______________ 
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4053 
Veteran Preference in Employment 

  
 The District will grant preference in employment to veterans in 
accordance with SDCL 3-3-1.  A veteran applicant is any applicant who:  
 

● Has served the full obligation for active duty, reserve, or National 
Guard service in the military, or received an early discharge for a 
medical condition, hardship, reduction in force, or at the 
convenience of the military; and 

● Has been separated or discharged from such service honorably or 
under honorable conditions. 

 
 A veteran applicant who has a service-connected disability will receive 
preference over nondisabled veteran applicants.  If a veteran applicant 
possesses at least the minimum qualifications necessary to fill the position, 
the District will interview the veteran applicant for the position, but the District 
does not guarantee a position due to veteran status.  
 
 The District will provide any veteran employee all due process entitled 
to them under law upon termination of their employment, and will not remove 
a veteran from their position unless the employee can be replaced with 
another veteran.  Veteran employees may be terminated for incompetency or 
misconduct after a hearing and upon due notice.   
 
 This policy does not apply to any District employee with policy-forming 
authority.  Spouses of disabled or deceased veterans may also qualify for 
preference under this policy.  
 
 
 
 
Adopted on: _______________ 
Revised on: _______________ 
Reviewed on: ______________ 
 

 
 



 

4054 
Reporting Child Abuse or Neglect 

 
Because of their daily contact with school-age children, educators and 
other school employees are in a unique position to identify abused 
and/or neglected children.  South Dakota law defines  “abused and 
neglected child” as a child: 
 
● Whose parent, guardian or custodian has abandoned the child or 

has subjected the child to mistreatment or abuse; 
● Who lacks proper parental care through the actions or omissions 

of the parent, guardian or custodian; 
● Whose environment is injurious to his welfare; 
● Whose parent, guardian or custodian fails or refuses to provide 

proper or necessary subsistence, supervision, education, medical 
care or any other care necessary for his health, guidance, or well-
being; or 

● Who is homeless, without proper care, or not domiciled with his 
parent, guardian or custodian through no fault of his parent, 
guardian or custodian; 

● Who is threatened with substantial harm; 
● Who has sustained emotional harm or mental injury as indicated 

by an injury to his intellectual or psychological capacity evidenced 
by an observable and substantial impairment in his ability to 
function within his normal range of performance and behavior, 
with due regard to his culture; 

● Who is subject to sexual abuse, sexual molestation or sexual 
exploitation by his parent, guardian, custodian or any other 
person responsible for his care; 

● Who was subject to prenatal exposure to abusive use of alcohol, 
marijuana or any controlled drug or substance not lawfully 
prescribed by a practitioner as authorized by chapters 22-42 and 
3420B; 

● Whose parent, guardian or custodian knowingly exposes the child 
to an environment that is being used for the manufacture, use or 
distribution of methamphetamine or any other unlawfully 
manufactured controlled drug or substance. 

 
Reporting Procedure.  School employees who have reasonable cause 
to believe that a child has been abused and neglected child will report 
the suspected abuse or neglect according to the following procedure. 
 

1. Any school employee who has reasonable cause to believe 
that a child has been abused or neglected shall report the 



 

suspicion to the building principal or superintendent 
immediately.  Any doubt or question in reporting such cases 
shall be resolved in the favor of reporting the suspected 
abuse or neglect.    
 

2. The building principal or superintendent shall consider the 
report from the school employee and may further consult 
with the employee or other administrators.  If there is a 
reasonable cause to suspect that the child has been abused 
or neglected as defined by state law, the building principal 
or superintendent shall immediately report such to the 
State’s Attorney of the county in which the child resides or 
is present, to the Department of Social Services, or to law 
enforcement officers.   
 

3. The administrator facilitating the report of suspected abuse 
or neglect shall request a response report. 

 
Contents of the Report.  The report to authorities shall contain the 
following information to the extent it is available: (1) name and position 
of reporting person; (2) name, address, and the date and place of birth 
of the abused or neglected person; (3) the name and address of the 
person or persons having custody of the abused or neglected person; 
(4) the name and address of the person or persons suspected of being 
responsible for the abuse or neglect; (4) the nature and extent of the 
abuse or neglect, or the conditions and circumstances which would 
reasonably result in such abuse or neglect; and (5) any other 
information that may be useful in establishing the identity of the persons 
involved and cause of the abuse or neglect. 
 
Legal Immunity.  South Dakota statutes give legal immunity from any 
civil or criminal liability to any person who makes a good faith report of 
child abuse or neglect or participates in a judicial proceeding resulting 
from such a report. 
 
Adopted on: _________________________ 
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4056 

Resignation of Certified Staff  
 

Certified staff members who know they will not be returning to employment 
at the school district for the following school year are encouraged to submit 
their resignations as early as possible, to enable the board to find suitable 
replacements.  Any provision in this policy in conflict with terms collectively 
bargained will give way in favor of the conflicting term of the negotiated 
agreement.  
 
As a general matter, the board will not release certified staff members from 
their contractual obligations.  Staff members who refuse to fulfill their 
contractual obligations may be reported to the South Dakota Professional 
Teachers Practices and Standards Commission. 
 

 
Adopted on: _________________________ 
Revised on: _________________________ 
Reviewed on: ________________________  



4057 
[INTENTIONALLY LEFT BLANK] 



4058 
Confidentiality in Counseling 

 
The school district provides students with a certified school counselor.  
Information that students provide to counselors is considered confidential 
unless disclosure is permitted by state or federal law.   
 
Records of the counseling relationship, including interview notes, test data, 
correspondence, tape recordings and other documents, are to be considered 
professional information for use in counseling, not part of the student's 
education record.  
 
When a counselor is in doubt about what information to release, he or she 
should discuss the matter with the building principal or with the 
superintendent.   
 
 
Adopted on: _________________________ 
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4060 
School Vehicle Use 

 
School Vehicle Use.  School district vehicles may not be used for personal 
purposes unless the vehicle, or the use of it, is provided to an employee as a 
condition of an employment contract or it is leased to school personnel as 
allowed by law.  School personnel must operate school vehicles in accordance 
with all applicable federal, state, and local laws. 
 
Driver Qualifications.  School personnel who wish to use a vehicle owned or 
leased by the school district and who are not transporting students must: 

● Possess and provide a copy of a valid Motor Vehicle operator's license. 
● Be able to read and comprehend driving regulations and written test 

questions. 
 

School personnel must notify the superintendent or his or her designee about 
any change in their driving status or eligibility. 

School personnel who have been convicted of any of the following or who meet 
any of the following conditions will not be allowed to drive a school district 
vehicle: 

● If the citation or conviction occurred at any time—Motor vehicle 
homicide or driving under the influence – 3rd or subsequent offense;  

● If the citation or conviction occurred within the last 2 years - Driving 
under the influence of drugs or alcohol, failure to render aid in accident 
you are involved in, speeding 15 miles per hour or more above the 
posted speed limit, reckless driving (willful or otherwise), careless 
driving, leaving the scene of an accident, failure to yield to a pedestrian 
with bodily injury to the pedestrian, or negligent driving; or  

● Have accumulated 10 points or more under an operator’s license point 
system within the last 1 years.   

The superintendent or his or her designee has the discretion to prohibit school 
personnel from driving a school vehicle for a citation or arrest for the above 
offenses or any other offense or reason.  The superintendent or his or her 
designee will make the final determination about the use of school district 
vehicles. 
 
Electronic Communication While Driving.  Unless the superintendent or a 
principal grants an exception to allow verbal communication on an as needed 
basis for specific district-related work based upon an employee’s duties and 
responsibilities, school personnel shall not use any electronic communication 
device to read a written communication, manually type a written 
communication, send a written communication, verbally communicate with 



 

 

others, or otherwise communicate with others while operating a school 
vehicle.  This prohibition includes but is not limited to answering or making 
telephone calls, engaging in telephone conversations, and reading or 
responding to e-mails, instant messages, text messages or other visual media.  

 
Tobacco, Alcohol, and Controlled Substances.  The use of any tobacco 
product, including the use of vapor products, alternative nicotine products, or 
any other such look-alike product, is not permitted in a school vehicle at any 
time.  The use or possession of any alcohol or controlled substance (unless 
legally prescribed to school personnel by a physician) is not permitted in a 
school vehicle at any time.  All drivers shall follow and be subject to Drug Free 
Workplace Policy and Drug Policy Regarding Drivers Policy. 
 
Traffic Accidents, Infractions, Violations, or Citations.  School personnel 
who receive a citation or warning citation from a law enforcement officer or 
are involved in an accident while operating a school vehicle must report the 
citation to the superintendent or his or her designee as soon as practicable, 
but no later than 24 hours of receipt.  The superintendent must report his or 
her accidents, infractions, violations, or citations to the board president.   
 
Adopted on: _______________ 
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4061 
Workplace or Non-Workplace Injuries or Illness and Return to Work 
 
Reporting Workplace Injuries.  Staff members who are injured while 
performing duties or who witness workplace injuries must report them to the 
superintendent or superintendent’s designee as soon as possible after being 
injured or witnessing an injury.  Staff members must prepare written 
statements regarding the injuries they sustained or witnessed when they are 
asked to do so by the school district. Failure to report a workplace injury as a 
witness will constitute insubordination and neglect of duty and may result in 
adverse employment action up to and including termination or cancellation of 
employment.  Failure to report workplace injuries may also result in delayed 
or forfeited benefits to which an employee may otherwise be entitled.   
 
Returning to Work after Workplace Injuries or Non-Workplace 
Injuries or Illness.  Staff members whose injuries or illness prevent them 
from completing any or all of their duties, whether or not incurred at work, 
may be permitted to continue working or may be offered modified duty 
positions as required by law or as determined appropriate by the 
superintendent.  This policy does not guarantee a limited or modified 
assignment during the recovery period unless it is otherwise required by law.  
The employee may be required to provide a return to work certification or 
report from their treating physician which delineates any restrictions, 
modifications, or accommodations needed to allow the employee to perform 
the essential functions of their position. 
 
Termination After Workplace Injuries or Illness.  Unless otherwise 
covered in an individual employment contract, employees may be terminated 
after suffering a workplace injury or illness when the district has a legitimate, 
nondiscriminatory reason for doing so.  Such reasons include but are not 
limited to:  
 

● Necessity to fill the position to maintain continuous services as required 
by law or district policy or standards; 

● Performance deficiencies of the employee unrelated to the injury or 
illness; 

● Unavailability of substitute or replacement employees; 
● When the absence will negatively impact students’ educational 

experience or opportunities; or 
● Any other reason not otherwise prohibited by law. 

 
The district may make such employment determinations regardless of whether 
the employee has returned to work and regardless of whether a medical 
professional has certified that the employee has reached maximum medical 
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improvement.  In the event the injury or illness lasts beyond the amount of 
leave time provided by the district and by the Family Medical Leave Act, which 
is generally no greater than 12 weeks, the employee may be terminated even 
if the employee remains eligible for Workers’ Compensation under state law 
or short or long-term disability under a policy available through the district.  
In no event will an employee be terminated as retaliation for filing a Workers’ 
Compensation claim. 
 
Termination After Non-Workplace Injuries.  Unless otherwise covered in 
an individual employment contract or prohibited by law, employees who are 
unable to perform any of the essential functions of their positions with 
reasonable accommodation(s) due to injury or illness occurring outside of the 
workplace may be terminated.  The employee’s position or a similar position 
will be held open only as required by law, such as the Family Medical Leave 
Act. 
 
Adopted on: _________________________ 
Revised on: _________________________ 
Reviewed on: ________________________ 
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