Code No. 707.5

INTERNAL CONTROLS

The Board expects all board members, employees, volunteers, consultants, vendors, contractors, students
and other parties maintaining any relationship with the school district to act with integrity, due diligence,
and in accordance with all laws in their duties involving the school district’s resources. The board is
entrusted with public dollars and no one connected with the school district should do anything to erode that
trust.

Internal controls are used to help ensure the integrity of district financial and accounting information.
Adherence to district established internal control procedures is the responsibility of all employees of the
school district. The superintendent, business manager and board secretary shall be responsible for
developing internal controls designed to prevent and detect fraud, financial impropriety, or fiscal
irregularities within the school district subject to review and approval by the board. Administrators shall
be alert for any indication of fraud, financial impropriety, or irregularity within the administrator’s area of
responsibility.

Any employee who suspects fraud, impropriety, or irregularity shall report their suspicions immediately to
his/her immediate supervisor, and the superintendent. The superintendent shall have primary responsibility
for any necessary investigations and shall coordinate investigative efforts with the board’s legal counsel,
auditing firm, the Auditor of State’s office and other internal or external departments and agencies,
including law enforcement officials, as the superintendent may deem appropriate.

Employees bringing forth a legitimate concern about a potential impropriety will not be retaliated against
and those who do retaliate against such an employee will be subject to disciplinary action up to, and
including, discharge.

In the event the concern or complaint involves the superintendent, the concern shall be brought to the
attention of the board president or vice-president, who shall be empowered to contact the board’s legal
counsel, Auditor of State’s office, insurance agent, auditing firm, and any other agency to investigate the
concern or complaint.

The superintendent and/or board president in coordination with the Auditor of State’s office, will determine
whether to conduct a complete or partial audit. The superintendent is authorized to order a complete forensic
audit if, in the superintendent’s judgment, such an audit would be useful and beneficial to the school district.
In the event, there is an investigation, records will be maintained for use in the investigation. Individuals
found to have altered or destroyed records will be subject to disciplinary action, up to, and including
termination.

Legal References: American Competitiveness and Corporate Accountability Act of 2002, Pub. L.
No. 107-204.
Iowa Code ch. 11, 279.8 (2013).

Cross References: 401.12 Employee Use of Cell Phones
707.6 Audit Committee

Approved _03/09/2022 Revised 05/08/2023 Reviewed 05/08/2023



Code No. 707.5R1

INTERNAL CONTROLS PROCEDURES

Fraud, financial improprieties, or irregularities include, but are not limited to:

° Forgery or unauthorized alteration of any document or account belonging to the district.

o Forgery or unauthorized alteration of a check, bank draft, or any other financial document.

o Misappropriation of funds, securities, supplies, or other assets.

. Impropriety in the handling of money or reporting of financial transactions.

o Profiteering because of “insider” information of district information or activities.

° Disclosing confidential and/or proprietary information to outside parties.

° Accepting or seeking anything of material value, other than items used in the normal course
of advertising, from contractors, vendors, or persons providing services to the district.

. Destroying, removing, or inappropriately using district records, furniture, fixtures, or
equipment.

° Failing to provide financial records to authorized state or local entities.

° Failure to cooperate fully with any financial auditors, investigators or law enforcement.

° Any other dishonest or fraudulent act involving district monies or resources.

. Acting for purposes of personal financial gain, rather than in the best interest of the district

° Providing false, inaccurate or misleading financial information to district administrators or

the board of directors.

The superintendent shall notify the State Auditor's office of any suspected fraud, embezzlement or financial
irregularities as required by law. The district will comply with all investigation procedures and scope as
directed by the State Auditor’s office. All employees involved in the investigation shall be advised to keep
information about the investigation confidential. '

If an investigation substantiates the occurrence of a fraudulent activity, the superintendent or board
president if the investigation centers on the superintendent, shall issue a report to the board and appropriate
personnel. The results of the investigation shall not be disclosed to or discussed with anyone other than
those individuals with a legitimate right to know until the results are made public.



Code No. 707.6

AUDIT COMMITTEE

The board recognizes that it is charged with raising tax revenues and related expenditures to maintain the
educational program for the school district. Public funds are held in trust by the board to be spent
appropriately on the educational program. To further ensure funds are spent appropriately, the board
establishes an audit committee to assist the board on internal financial matters and with the annual audit.

The audit committee is comprised of:

Superintendent

School Business Manager
Accounts Payable/HR Clerk
Vice President of the Board

The audit committee may at their discretion select a chair.The audit committee chair is selected by the
Superintendent.

The major responsibilities of the audit committee are to:

Recommend an auditor to the board every three years or as requested.

Oversee the selection of the independent auditor and the resolution of audit findings including
compliance with the mandatory request for proposal process.

Act as a liaison between the board and the auditor during the audit process.

Annually report to the board about the annual audit.

Recommend internal changes that may need to be made to ensure appropriate internal controls are
being implemented.

(insert other duties as desired by the board)

The audit committee will meet as directed by its chair. The audit committee is subject to the open meetings

law.
Legal References: American Competitiveness and Corporate Accountability Act of 2002, Pub. L.
No. 107-204.
JIowa Code ch. 11, 279.8 (2013).
Cross References: 208  Ad Hoc Committees

707.5 Internal Controls

Approved 03/09/2022 Reviewed 04/08/2024 Revised 04/08/2024
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CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS

School district records are housed in the central administration office of the school district. It is the
responsibility of the superintendent and board secretary as custodian of district records, or their designee
to oversee the maintenance and accuracy of the records. The following records are kept and preserved

according to the schedule below:

e Secretary’s financial records

o Treasurer’s financial records

¢ Open meeting minutes of the Board of Directors

* Annual audit reports

e Annual budget

e Permanent record of individual pupil

o School election results

o Real property records (e.g., deeds, abstracts)

 Records of payment of judgements against the school district
e Bonds and bond coupons

Permanently
Permanently
Permanently
Permanently
Permanently
Permanently
Permanently
Permanently

20 years

11 years after maturity,

cancellation, transfer, redemption, and/or

replacement
o Written contracts
o Canceled warrants, check stubs, bank
statements, bills, invoices, and related records
» Recordings and minutes of closed meetings
o Program grants
o Nonpayroll personnel records

e Payroll personnel records

o Payroll records
o Employment Applications
* School meal programs accounts/records

o Records of complaints of sex discrimination,
and conduct that reasonably may constitute
sex discrimination, plus all responsive
records and outcomes and training materials
on this topic

11 years

5 years

1 year

As determined by the grant
7 years after leaving
district.

3 years after years after leaving
district

3 years

2 years

3 years after submission of
the final claim for
reimbursement

7 years

~ In the event that any federal or state agency requires a record be retained for a period of time longer than
that listed above for audit purposes or otherwise, the record shall be retained beyond the listed period as
long as is required for the resolution of the issue by the federal or state agency.

Employees' records are housed in the central administration office of the school district. The employees'
records are maintained by the superintendent, the building administrator, the employee's immediate

supervisor, and the board secretary.
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CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS

An inventory of the furniture, equipment, and other non consumable items other than real property of the
school district is conducted annually under the supervision of the superintendent. This report is filed with
the board secretary.

The permanent and cumulative records of students currently enrolled in the school district are housed in
the central administration office of the attendance center where the student attends. Permanent records
shall be housed in a fire resistant safe or vault or electronically with a secure backup file. The building
administrator is responsible for keeping these records current. Permanent records of students who have
graduated or are no longer enrolled in the school district are housed in the central administration office
and will be retained permanently. These records will be maintained by the superintendent.

Special education records shall be maintained in accordance with law.

The superintendent may digitize or otherwise electronically retain school district records and may destroy
paper copies of the records. An electronic record which accurately reflects the information set forth in
the paper record after it is first generated in its final form as an electronic record, and which remains
accessible for later reference meets the same legal requirements for retention as the original paper record.

Legal Reference: 7 C.FR. §210.23(c).
34 C.F.R. 106.8
Towa Code §§ 22.3, 22.7; 91A.6; 279.8; 291.6; 554D.114; 554D.119;
614.1(13)
281 1.A.C. 12.3(4); 41.624
City of Sioux City v. Greater Sioux City Press Club, 421 N.W.2d 895 (Iowa
1988).

Cross Reference: 206.3 Secretary-Treasurer
215 Board of Directors' Records
401.5 Employee Records
506.1 Education Records Access
901 Public Examination of School District Records

Approved _04/14/2025 Reviewed 05/12/2025 Revised _05/12/2025



Code No. 709

INSURANCE PROGRAM

The board will maintain a comprehensive insurance program to provide adequate coverage against major
types of risk, loss, or damage, as well as legal liability. The board will purchase insurance at replacement
values, when possible, after reviewing the costs and availability of such insurance. The comprehensive
insurance program is reviewed once every three years. Insurance will only be purchased through legally
licensed Iowa insurance agents.

The school district will assume the risk of property damage, legal liability, and dishonesty in cases in
which the exposure is so small or dispersed that a loss does not significantly affect the operation of the
education program or financial condition of the school district.

Insurance of buildings, structures, or property in the open will not generally be purchased to cover loss
exposures below $2500 unless such insurance is required by statute or contract.

The board may retain a private organization for capital assets management services.

Administration of the insurance program, making recommendations for additional insurance coverage,
placing the insurance coverage and loss prevention activities is the responsibility of the superintendent.
The superintendent is responsible for maintaining the capital assets management system, processing
claims and maintaining loss records.

Legal Reference: Iowa Code §§ 20.9; 85.2; 279.12, .28; 285.5(6), .10(6); 296.7; 298A; 517A.1;
670.7 (2013).
1974 Op. Att'y Gen. 171.
1972 Op. Att'y Gen. 676.

Cross Reference: 205  Board Member Liability
804  Safety Program

Approved _03/09/2022 Reviewed _05/08/2023 Revised _05/08/2023



Code No. 710.1

SCHOOL FOOD PROGRAM

The school district will operate a school lunch and breakfast program in each attendance center. The
school nutrition program services will include meals through participation in the National School Lunch
Program. Students may bring their lunches from home and purchase milk or juice and other incidental
items.

School nutrition program facilities are provided to serve students and employees when school is in session
and during school-related activities. They may also be used under the supervision of the Food Service
Director for food service to employee groups, parent-teacher meetings, civic organizations meeting for
the purpose of better understanding the schools, and senior citizens in accordance with board policy.

The school nutrition program is operated on a nonprofit basis. The revenues of the school nutrition
program will be used only for the operation or improvement of such programs. Supplies of the school
nutrition program will only be used for the school nutrition program.

The board will set, and annually review, the prices for school nutrition programs. It is the responsibility
of the superintendent to make a recommendation regarding the prices of the school nutrition programs, in
accordance with federal and state law.

It is the responsibility of the Food Service Director to administer the program and to cooperate with the
superintendent and head cook for the proper functioning of the school food program.

The district shall comply with all federal and state laws and regulations required for procurement,
including the selection and evaluation of contractors. The superintendent or designee is responsible for
developing an administrative process to implement this policy, including, but not limited to, procedures
related to suspension and debarment for transactions subject to those requirements.

Legal Reference: 42 U.S.C. §§ 1751 et seq. (2010).
7 C.F.R. Pt. 210 et seq. (2010).
Iowa Code ch. 283A (2013).
281 LLA.C. 58.

Cross Reference: 710.2 Free or Reduced Cost Meals Eligibility
710.3 Vending Machines
710.4 Meal Charge Policy
905  Use of School District Facilities and Equipment

Approved _03/09/2022 Reviewed _05/08/2023 Revised _05/08/2023



Code No. 710.1E1

SCHOOL NUTRITION PROGRAM NOTICES OF NONDISCRIMINATION

USDA Nondiscrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights,
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating
in or administering USDA programs are prohibited from discriminating based on race, color, national

origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity
conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g.
Braille, large print, audiotape, American Sign Language, etc), should contact the Agency (State or local)
where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may

contact USDA through the Federal Relay Services at 800-877-8339. Additionally, program information
may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, (AD-3027) found online at https://www.usda.gov/oascr/how-to-file-a-program-discrimination-
complaint, any USDA office, or write a letter addressed to USDA and provide in the letter all of the

information requested in the form. To request a copy of the complaint form, call 866-632-9992. Submit
your completed form or letter to USDA by:

1. Mail: US Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, DC 20250-9410

2. Fax: 202-690-7442

3. Email: program.intake@usda.gov

This institution is an equal opportunity provider.

Iowa Nondiscrimination Statement

It is the policy of this CNP provider not to discriminate on the basis of race, creed, color, sex, sexual
orientation, national origin, disability, age, or religion in its programs, activities, or employment practices
as required by the Towa Code section 216.6, 216.7, and 216.9. If you have questions or grievances related
to compliance with this policy by this CNP Provider, please contact the Iowa Civil Rights Commission,

6200 Park Avenue, Suite 100, Des Moines, IA 50321-1270; phone number 515-281-4121 or 800-457-
4416; website: https://icrc.iowa.gov/.

Approved 01/13/2025 Reviewed 04/14/2025 Revised 04/14/2025



Code No. 710.1E2

SCHOOL NUTRITION PROGRAMS CIVIL RIGHTS COMPLAINT FORM

Complaint Contact Information:

Name:

Street Address, City, State, Zip:

County:

Area Code/Phone:

Email Address:

Complaint Information:

L

2,

7.

8.

Specific name and location of the entity and individual delivering the service or benefit:
Describe the incident or action of the alleged discrimination or give an example of the situation
that has a discriminatory effect on the public, potential program participants, or current
participants:

On what basis does the complainant feel discrimination exists (race, color, national origin, sex,
age, disability, creed, sexual orientation, religion, political party affiliation, actual/potential
parental/family/marital status)?

Lists the names, titles, and business addresses of persons who may have knowledge of the alleged
discriminatory action:

List the date(s) during which the alleged discriminatory actions occurred, or if continuing, the
duration of such actions: -

Date complaint received:
Person receiving complaint;

Action(s) taken:

USDA is the cognizant agency for the Child Nutrition Programs listed and therefore is the first contact
for the six protected classes of race, color, national origin, sex, age, and disability for complaints received
within 180 days. Civil rights complaints must be submitted to the USDA. Office of Civil Rights within
five calendar days of receipt and no later than 180 days of the discriminatory act. The link for submission
of a complaint is: program.intake@usda.gov.

In Jowa,, protected classes also include sexual orientation, religion or creed and complaints can be filed
up to 300 days of occurrence. The address for Iowa complaints is: Iowa Civil Rights Commission, 6200
Park Avenue, Suite 100, Des Moines, IA 50321-1270; phone number 515-281-4121, 800-457-4416;

website; https://icrc.iowa.gov/.

This institution is an equal opportunity provider.

Approved 01/13/2025 Reviewed 04/14/2025 Revised 04/14/2025
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SCHOOL FOOD PROGRAM — SCHOOL NUTRITION PROGRAM
CIVIL RIGHTS COMPLAINTS PROCEDURE

USDA Child Nutrition Programs in lowa

Procedures for Handling a Civil Rights Complaint

1.

Civil rights complaints related to the National School Lunch Program, School Breakfast Program,
Afterschool Care Snack Program, Summer Food Service Program, Seamless Summer Option, or
Child and Adult Care Food Program are written or verbal allegations of discrimination based on
USDA protected classes of race, color, national origin, sex, age, and disability.

Any person claiming discrimination has a right to file a complaint within 180 days of the alleged
discrimination. See below for additional Iowa Civil Rights information. A civil rights complaint
based on the protected classes listed in #1 above must be forwarded to the address on the
nondiscrimination statement.

All complaints, whether written or verbal, must be accepted by the School Food Authority
(SFA)/Sponsor/Organization and forwarded to USDA at the address or link on the
nondiscrimination statement within 5 calendar days of receipt. An anonymous complaint should be
handled the same way as any other. Complaint forms may be developed, but their use cannot be
required. If the complainant makes the allegations verbally or in a telephone conversation and is
reluctant or refuses to put them in writing, the person who handles the complaint must document
the description of the complaint.

There must be enough information to identify the agency or individual toward which the complaint

is directed and indicate the possibility of a violation. Every effort should be made to obtain at least
the following information:

e Name, address and telephone number or other means of contacting the complainant;

e The specific location and name of the organization delivering the program service or
benefit;

o The nature of the incident(s) or action(s) that led the complainant to feel there was
discrimination;

o The basis on which the complainant feels discrimination occurred (race, color, national
origin, sex, age, or disability);

o The names, titles, and addresses of people who may have knowledge of the discriminatory
action(s); and

o The date(s) when the alleged discriminatory action(s) occurred or, if continuing, the
duration of such action(s).
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SCHOOL FOOD PROGRAM — SCHOOL NUTRITION PROGRAM
CIVIL RIGHTS COMPLAINTS PROCEDURE

5. USDA is the cognizant agency for the Child Nutrition Programs listed and therefore is the first
contact for the six protected classes listed in #1 above, for complaints received within 180 days. Civil
rights complaints must be submitted to the USDA Office of Civil Rights within five calendar days of
receipt and no later than 180 days of the discriminatory act. The link for submission of a complaint is:
program.intake@usda.gov.

6. Inlowa,, protected classes also include sexual orientation, religion or creed and
complaints can be filed up to 300 days of occurrence. The address for Iowa complaints is: Iowa Civil
Rights Commission, 6200 Park Avenue, Suite 100, Des Moines, IA 50321-1270; phone number 515-281-
4121, 800-457-4416; website: https://icrc.iowa.gov/.

Bureau of Nutrition and Health, IDOW, 12/2021

Legal Reference: 42 US.C. §§ 1751 ET SEQ.
Iowa Code —283A
281 1.A.C. 58
Cross Reference: 710.2  Free or Reduced Cost Meals Eligibility

710.3 Vending Machines
710.4 Meal Charge Policy

Approved 11/13/2023 Reviewed _05/12/2025 Revised 05/12/2025



Code No. 710.2

FREE OR REDUCED COST MEALS ELIGIBILITY

Students enrolled and attending school in the school district who meet USDA eligibility guidelines will
be provided the school nutrition program services at no cost or at a reduced price.

The district shall at least twice annually notify all families of the availability, eligibility criteria, and
application procedures for free or reduced price meals in accordance with state and federal law.

It is the responsibility of the building principal to determine the eligibility of students for free or reduced
price school nutrition programs, in accordance with criteria established by state and federal law.The
school is encouraged to provide reimbursable meals to students who request reimbursable meals unless
the students’ parent or guardian has specifically provided written direction to the school to withhold a
meal from the student.

Employees will be required to pay for meals consumed.

It is the responsibility of the superintendent to develop administrative regulations for implementing this
policy.

Legal Reference: 42 U.S.C. §§ 1751 et seq. (2010).
7 C.F.R. Pt. 210 et seq. (2010).
Iowa Code ch. 283A (2013).
281 L.LA.C. 58.

Cross Reference: 710 School Food Services

Approved 03/09/2022 Reviewed (05/08/2023 Revised _05/08/2023



Code No. 710.3

VENDING MACHINES

Food served or purchased by students during the school day and food served or purchased for other than
special circumstances is approved by the superintendent. Vending machines in the school building are
the responsibility of the building principal. Purchases from the vending machines will reflect the
guidelines in the Wellness policy 507.9.

It is the responsibility of the superintendent to develop administrative regulations for the use of vending
machines and other sales of food to students.

Legal Reference: 42 U.S.C. §§ 1751 et seq. (2010).
7 C.F.R. Pt. 210 et seq. (2010).
Iowa Code ch. 283A (2013).
281 LLA.C. 58.

Cross Reference: 504.5 Student Fund Raising
710  School Food Services

Approved _03/09/2022 Reviewed _05/08/2023 Revised _05/08/2023
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MEAL CHARGES

In accordance with state and federal law, the South Page Community School District adopts the following
policy to ensure school district employees, families, and students have a shared understanding of
expectations regarding meal charges. The policy seeks to allow students to receive the nutrition they need
to stay focused during the school day, prevent the overt identification of students with insufficient funds to
pay for school meals, and maintain the financial integrity of the nonprofit school nutrition program.

Payment of Meals

Students have use of a meal account. When the balance reaches $0.00 a student may charge no
more than $15.00 or 5 meals to this account. When an account reaches this limit, a student shall not
be allowed to charge further meals or a la carte items until the negative account balance is paid.
Families may add money to student accounts through an electronic payment options, pay at the
school office by cash or check as allowed.

Students who qualify for free meals shall never be denied a reimbursable meal, even if they have accrued
a negative balance from previous purchases. Students with outstanding meal charge debt shall be allowed
to purchase a meal if the student pays for the meal when it is received. The school district may provide an
alternate meal that meets federal and state requirements to students who have charged the maximum
allowance to the student account and cannot pay out of pocket for a meal.

Employees may use a charge account for meals but may charge no more than $10.00 to this account. When
an account reaches this limit, an employee shall not be allowed to charge further meals or a la carte items
until the negative account balance is paid.

Negative Account Balances

The school district will make reasonable efforts to notify families when meal account balances are low.
Additionally, the school district will make reasonable efforts to collect unpaid meal charges classified as
delinquent debt. The school district will coordinate communications with families to resolve the matter of
unpaid charges. Families will be notified of an outstanding negative balance once the negative balance
reaches $5.00. Families will be notified by automated notifications, letters sent home, and/or a phone call
to the parent/guardian. Negative balances of more than $20.00 not paid prior to the end of the month will
be turned over to the superintendent or superintendent’s designee for collection. Options may include:
collection agencies, small claims court, or any other legal method permitted by law.

Unpaid Student Meals Account

The district will establish an unpaid student meals account in a school nutrition fund. Funds from private
sources and funds from the district flexibility account may be deposited into the unpaid school meals
account in accordance with law. Funds deposited into this account shall be used only to pay individual
student meal debt.
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MEAL CHARGES

Communication of the Policy
The policy and supporting information regarding meal charges shall be provided in writing to:

° All households at or before the start of each school year;
° Students and families who transfer into the district, at time of transfer; and
° All staff responsible for enforcing any aspect of the policy.

Records of how and when the policy and supporting information was communicated to households and
staff will be retained.

The superintendent may develop an administrative process to implement this policy.

Legal Reference: 42 U.S.C. §§ 1751 et seq.
7 C.F.R. §§ 210 et seq.
U.S. Dep’t of Agric., SP 46-2016, Unpaid Meal Charges: Local Meal Charge
Policies (2016).
U.S. Dep’t of Agric., SP 47-2016, Unpaid Meal Charges: Clarification on
Collection of Delinquent Meal Payments (2016).
U.S. Dep’t of Agric., SP 57-2016, Unpaid Meal Charges: Guidance and Q&A
(2016).
Iowa Code 283A.
281 L.A.C. 58.

Cross Reference: 710.1  School Food Program
710.2  Free or Reduced Cost Meals Eligibility
710.3 Vending Machine

Approved 03/03/2022 Reviewed _05/08/2023 Revised (05/08/2023



Code No. 711.1

STUDENT SCHOOL TRANSPORTATION ELIGIBILITY

Elementary and middle school students living more than two miles from their designated school attendance
centers and high school students living more than three miles from their designated attendance centers are
entitled to transportation to and from their attendance center at the expense of the school district.

Transportation of students who require special education services will generally be provided as for other
students, when appropriate. Specialized transportation of a student to and from a special education
instructional service is a function of that service and, therefore, an appropriate expenditure of special
education instructional funds generated through the weighting plan.

Transpoﬂatlon of a student to and from a special education support service is a function of that service, and
is specified in the individualized education program (IEP) or the individualized family service plan (IFSP).
When the IEP or IFSP team determines that unique transportation -arrangements are required and the
arrangements are specified in the IEP or IFSP, the school district will provide one or more of the following
transportation arrangements for instructional services and the AEA for support services:

o Transportation from the student's residence to the location of the special education and back to the
student's residence, or child care placement for students below the age of six.
" Special assistance or adaptations in getting the student to and from and on and off the vehicle, en route
to and from the special education.
» Reimbursement of the actual costs of transportation when by mutual agreement the parents provide
transportation for the student to and from the special education.

The school district is not required to provide reimbursement to parents who elect to provide transportation
in lieu of agency-provided transportation.

A student may be required, at the board's discretion, to meet a school vehicle without reimbursement up to
three-fourths of a mile. The board may require the parent to transport their children up to two miles to
connect with school bus vehicles at the expense of the school district when conditions deem it advisable.
It is within the discretion of the board to determine such conditions. Parents of students who live where
transportation by bus is impracticable or unavailable may be required to furnish transportation to and from
the designated attendance center at the expense of the school district. Parents, who transport their children
at the expense of the school district, are reimbursed at the rate per mile set by the state.

Transportation arrangements made by agreement with a neighboring school district will follow the terms
of the agreement. Students, who choose to attend a school in a school district other than their resident
school district, will provide transportation to and from the school at their own expense.

Legal Reference: 20 U.S.C. §§ 1401, 1701 et seq. (2012).
34 C.F.R. Pt. 300 et seq. €2012).
Towa Code §§ 256B.4; 285; 321 (2013).
281 I.A.C. 41.412.

Cross Reference: 501.16 Homeless Children and Youth
507.8 Student Special Health Services
603.3 Special Education
Fi it Transportation

Approved 03/09/2022 Reviewed _05/08/2023 Revised _05/08/2023



Code No. 711.2
STUDENT CONDUCT ON SCHOOL TRANSPORTATION

Students utilizing school transportation will conduct themselves in an orderly manner fitting to their age
level and maturity with mutual respect and consideration for the rights of the school vehicle driver and
the other passengers. Students who fail to behave in an orderly manner will be subject to disciplinary
measures.

The driver will have the authority to maintain order on the school vehicle. It is the responsibility of the
driver to report misconduct to the building administrator.

The board supports the use of recording devices on school buses used for transportation to and from school
as well as for field trips, curricular or extracurricular events. The recording devices will be used to monitor
student behavior and may be used as evidence in a student disciplinary proceeding. The recordings are
student records subject to school district confidentiality, board policy and administrative regulations.

After one warning for bad conduct, the building principal will have the authority to suspend transportation
privileges of the student or impose other appropriate discipline.

It is the responsibility of the superintendent, in conjunction with the building principal, to develop
administrative regulations regarding student conduct and discipline when utilizing school district
transportation.

Legal Reference: Towa Code §§ 279.8; 285; 321 (2013).

Cross Reference: 503 Student Discipline
506 Student Records

Approved 03/09/2022 Reviewed 05/08/2023 Revised 05/08/2023



Code No. 711.2R1

STUDENT CONDUCT ON SCHOOL TRANSPORTATION REGULATION

All persons riding in school district vehicles will adhere to the following rules. The driver, sponsor or
chaperones are to follow the school bus discipline procedure for student violations of this policy.
Recording devices may be in operation on the school buses.

i

10.
11.
12,

13.

14.
15.

16.
17.
18.
19.
20.
21,
22,

Bus riders will be at the designated loading point before the bus arrival time.

Bus riders will wait until the bus comes to a complete stop before attempting to enter.
Riders must not extend arms or heads out of the windows at any time.

Aisles must be kept cleared at all times.

All bus riders will load and unload through the right front door. The emergency door is for
emergencies only.

A bus rider will depart from the bus at the designated point unless written permission to get off at a
different location is given to the driver.

A rider may be assigned a seat by the driver.

Riders who damage seats or other equipment will reimburse the district for the cost of the repair or
replacement.

Riders are not permitted to leave their seats while the vehicle is in motion.
Waste containers are provided on all buses for bus riders' use.
Permission to open windows must be obtained from the driver.

Classroom conduct is to be observed by students while riding the bus except for ordinary
conversation.

The driver is in charge of the students and the vehicle, and the driver is to be obeyed promptly and
cheerfully.

Students will assist in looking after the safety and comfort of younger students.

A bus rider who must cross the roadway to board or depart from the bus will pass in front of the bus
(no closer than 10 feet), look in both directions and proceed to cross the road or highway only on
signal from the driver.

Students will not throw objects about the vehicle nor out through the windows.

Shooting paper wads, squirt guns or other material in the vehicle is not permitted.

Students will keep feet off the seats.

Roughhousing in the vehicle is prohibited.

Students will refrain from crowding or pushing.

The use or possession of alcohol, tobacco or look-alike substances is prohibited in the vehicle.

The Good Conduct Rule is in effect.
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USE OF RECORDING DEVICES ON SCHOOL BUSES REGULATION

The board supports the use of recording devices on school buses as a means to monitor and maintain a
safe environment for students and employees. The recording devices may be used on buses used for
transportation to and from school, field trips, curricular events and extracurricular events. The contents
of the recordings may be used as evidence in a student disciplinary proceeding.

Student Records

The content of the recordings is a student record subject to board policy and administrative
regulations regarding confidential student records. Only those persons with a legitimate
educational purpose may view the recordings. In most instances, those individuals with a
legitimate educational purpose may be the superintendent, building principal, transportation
director, bus driver and special education staffing team. A parent may view the recordings without
consent from any student or parent of a minor student also shown in the recording if the other
students are bystanders. But if there is an altercation between multiple students, then all parents
must give consent in order for the recordings to be viewed by parents.

A recording during a school-sponsored trip, such as an athletic event, may also be accessible to the sponsor
or coach of the activity. If the content of the recording becomes the subject of a student disciplinary
proceeding, it will be treated like other evidence in the proceeding.

Notice
The school district will annually provide the following notice to students and parents:

The Community School District Board of Directors has authorized the use of
recording devices on school district buses. The recording devices will be used to monitor student
behavior to maintain order on the school buses to promote and maintain a safe environment.
Students and parents are hereby notified that the content of the recording may be used in a student
disciplinary proceeding. The content of the recording are confidential student records and will be
retained with other student records. Recordings will only be retained if necessary for use in a student
disciplinary proceeding or other matter as determined necessary by the administration. Parents may
request to view the recording of their child if the recordings are used in a disciplinary proceeding
involving their child.

The following notice will also be placed on all school buses equipped with recording devices:

This bus is equipped with a recording /audio monitoring system.

Approved Reviewed 04/04/2023 Revised _04/04/2023
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USE OF RECORDING DEVICESON SCHOOL BUSES REGULATION

Review of Recording Devices

The school district will review the recordings (choose one of the following):

Option 1--when necessary as a result of an incident reported by a bus driver or student. The
recordings may be re-circulated for erasure after ___ days.

Option 2--at least (weekly, monthly, etc.). The recordings may be re-circulated for erasure
after ___ days. Note: Recordings should be kept for a minimum of two weeks.

Option 3--randomly. The recordings may be re-circulated for erasure after ___ days.
Viewing of the recordings is limited to the individuals having a legitimate educational purpose. A written
log will be kept of those individuals viewing the recordings stating the time, name of individual viewing

and the date the recordings was viewed.

Recording Monitoring System

Recording devices will be (choose one of the following):

__ Option 1--used on all school district buses.

__ Option 2--rotated randomly on school district buses.

__ Option 3--used on only a select number of school district buses.

Determination of how recording devices will be used and which school buses will be equipped with
recording equipment will be made by the superintendent in consultation with the building principals and

transportation director.

Student Conduct

Students are prohibited from tampering with the recording devices on the school buses. Students found
in violation of this regulation will be disciplined in accordance with the school district discipline policy
and Good Conduct Rule and will reimburse the school district for any repairs or replacement necessary
as a result of the tampering.

IASB POLICY REFERENCE MANUAL © 2014
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STUDENT TRANSPORTATION FOR EXTRACURRICULAR ACTIVITIES

The board in its discretion may provide school district transportation for extracurricular activities
including, but not limited to, transporting student participants and other students to and from
extracurricular events.

Students participating or attending extracurricular events, other than those held at the school district
facilities, may be transported to the extracurricular event by school district transportation vehicles or by
another means approved by the superintendent.

Students, who are provided transportation in school district transportation vehicles for extracurricular
events, will ride both to and from the event in the school vehicle unless arrangements have been made
with the building principal prior to the event. A student's parent may personally appear and request to
transport the student home from a school-sponsored event in which the student traveled to the event on a
school district transportation vehicle.

It is the responsibility of the superintendent to make a recommendation to the board annually as to whether
the school district will provide the transportation authorized in this policy. In making the recommendation
to the board, the superintendent will consider the financial condition of the school district, the number of
students who would qualify for such transportation, and other factors the board or superintendent deem
relevant.

Legal Reference: Iowa Code §§ 256B.4; 285.1-.4; 321 (2011).
281 1.A.C. 41.412.

Cross Reference: 504 Student Activities
711 Transportation

Approved _03/09/2022 Reviewed 05/08/2023 Revised _05/08/2023
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SUMMER SCHOOL PROGRAM TRANSPORTATION SERVICE

The school district may use school vehicles for transportation to and from summer extracurricular
activities. The superintendent will make a recommendation to the board annually regarding their use.

Transportation to and from the student's attendance center for summer school instructional programs is
within the discretion of the board. It is the responsibility of the superintendent to make a recommendation
regarding transportation of students in summer school instructional programs at the expense of the school
district. In making the recommendation to the board, the superintendent will consider the financial
condition of the school district, the number of students involved in summer school programs, and other
factors deemed relevant by the board or the superintendent.

Legal Reference: Iowa Code § 285.10 (2013).
281 1.A.C. 43.10, 412

Cross Reference: 603.2 Summer School Instruction
711 Transportation

Approved 03/09/2022 Reviewed (05/08/2023 Revised 05/08/2023
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TRANSPORTATION OF NONRESIDENT AND NONPUBLIC SCHOOL STUDENTS

The board has sole discretion to determine the method to be utilized for transporting nonresident and
nonpublic students. Nonresident students paying tuition may be, and resident students attending a
nonpublic school accredited by the State Department of Education, will be transported on an established
public school vehicle route as long as such transportation does not interfere with resident public students'
transportation.  Nonresident and nonpublic school students will obtain the permission of the
superintendent prior to being transported by the school district.

Parents of resident students who provide transportation for their children attending a nonpublic school
accredited by the Iowa Department of Education will be reimbursed at the established state rate. This
reimbursement is paid only if the school district receives the funds from the state. If less than the amount
of funds necessary to fully reimburse parents of the nonpublic students is received by the school district,
the funds will be prorated.

The charge to the nonresident students is determined based on the students' pro rata share of the actual
costs for transportation. The parents of these students are billed for the student's share of the actual costs
of transportation. The billing is according to the schedule developed by the superintendent. It is the
responsibility of the superintendent to determine the amount to be charged and report it to the board
secretary for billing.

Continued transportation of nonresident and nonpublic school students on a public school vehicle route
will be subject to resident public school students' transportation needs. The superintendent will make a
recommendation annually to the board regarding the method to be used. In making a recommendation to
the board, the superintendent will consider the number of students to be transported, the capacity of the
school vehicles, the financial condition of the school district and other factors deemed relevant by the
board or the superintendent.

Nonresident and nonpublic school students are subject to the same conduct regulations as resident public
students as prescribed by board policy, and to other policies, rules, or regulations developed by the school
district regarding transportation of students by the school district.

Legal Reference: Jowa Code §§ 285.1-.2, .10, .16 (2013).
Cross Reference: 711 Transportation

Approved _03/09/2022 _ Reviewed 05/08/2023 Revised _05/08/2023
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TRANSPORTATION OF NONSCHOOL GROUPS

School district vehicles may be available to local nonprofit entities which promote cultural, educational,
civic, community, or recreational activities for transporting to and from nonschool-sponsored activities
within the state as long as the transportation does not interfere with or disrupt the education program of
the school district and does not interfere with or delay the transportation of students. The local nonprofit
entity must pay the cost of using the school district vehicle as determined by the superintendent. Prior to
making the school district transportation vehicle available to the local nonprofit entity, the "school bus"
signs will be covered and the flashing warning lamps and the stop arm made inoperable.

It is the responsibility of the superintendent to develop administrative regulations for use of school district
transportation vehicles to transport students and others to school-sponsored events within the state and for
application for, use of, and payment for using the school district transportation vehicles by local nonprofit
entities for a nonschool-sponsored activity.

Legal Reference: TIowa Code §§ 285.1(21), .10(9), (10) (2013).
281 1.A.C.41.412;43.10

Cross Reference: 711 Transportation
900  Principles and Objectives for Community Relations

Approved (03/09/2022 Reviewed 05/08/2023 Revised _05/08/2023
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SCHOOL BUS SAFETY INSTRUCTION

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

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

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

Legal Reference: JIowa Code §§ 279.8; 321 (2013).
281 1.A.C. 41.412; 43.40.

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

Approved 03/09/2022 Reviewed 05/08/2023 Revised _05/08/2023
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TRANSPORTATION IN INCLEMENT WEATHER

School district buses will not operate when weather conditions due to fog, rain, snow or other natural
elements make it unsafe to do so. Because weather conditions may vary around the school district and
may change quickly, the best judgment possible will be used with the information available.

The final judgment as to when conditions are unsafe to operate will be made by the superintendent. The
superintendent will be assisted by the actual "on location" reports of the drivers.

Several drivers each year will be specially designated to report weather and road conditions by bus radio
when requested to do so. Other employees and students will be notified by commercial radio and TV
stations when school is canceled or temporarily delayed. When school is canceled because of weather
anywhere in the school district, all schools will be closed.

When weather conditions deteriorate during the day after school has begun, cancellation notices will be
announced by commercial radio, TV stations and electronic messaging. Students will be returned to their
regular drop-off sites unless weather conditions prevent it. In that case, students will be kept at or returned
to school until they are picked up by the parents.

Legal Reference: Towa Code § 279.8 (2013).

Cross Reference: 601.2 School Day

Approved _03/09/2022 Reviewed (05/08/2023 Revised 05/082023
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District Vehicle Idling

The board recognizes that it has a role in reducing environmental pollutants and in assisting students and
others be free from pollutants that may impact their respiratory health. Unnecessary vehicle idling emits
pollutants and wastes fuel. The board directs the superintendent, in conjunction with the Director of

Transportation, to work on administrative regulations to implement this policy and reduce school vehicle
idling time.

Legal References: Towa Code §279.8 (2013).

Cross References: 403  Employee Health and Well-Being
507 Student Health and Well-Being
711 Transportation

Approved 03/09/2022 Reviewed 05/08/2023 Revised _05/08/2023
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SCHOOL BUS PASSENGER RESTRAINTS

School Buses are the safest form of transportation for students and the use of lap/shoulder seat belts supports
that level of safety. The district shall utilize lap/shoulder seat belts on district school buses that are equipped
with lap/shoulder seat belts, as required by state administrative rule. All lap/shoulder belts available on
district buses will be used by passengers when the vehicle is in any non-stationary gear. The Bus driver will
be charged with applying and enforcing this requirement. Non-compliant students can be subject to
disciplinary action.

" All students will receive instruction on proper use of lap/shoulder seat belts on school buses at least two (2)
times each year. The Bus driver will be charged with providing this training.

Bus drivers are responsible for instructing students to put on belts at three time periods:

1. Morning/Afternoon-When a student boards the bus
2. On Route-If the student (visibly) takes off lap/shoulder seat belt while riding
3. Afternoon-before leaving for the route

Bus drivers are not responsible or liable for students wearing lap/shoulder seat belts while riding. Bus
drivers are responsible for instructing students to put on lap/shoulder seat belts on during the above three
scenarios.

Legal Reference:

281 1.A.C. 43.10(6)

Cross Reference:

711.7 School Bus Safety Instruction

Approved 3/09/2022 Reviewed 05/08/2023 Revised 05/08/2023
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STAFF TECHNOLOGY USE

Computers, electronic devices and other technology are powerful and valuable education and
research tools and, as such, are an important part of the instructional program. In addition, the school district
depends upon-technology as an integral part of administering and managing the schools’ resources,
including the compilation of data and recordkeeping for personnel, students, finances, supplies and
materials. This policy outlines the board’s expectations in regard to these different aspects of the school
district’s computer resources. Employees must conduct themselves in a manner that does not disrupt from
or disrupt the educational process and failure to do so will result in discipline, up to and including,
discharge.

General Provisions

The superintendent is responsible for designating personnel who will oversee the use of school
district technology resources. These personnel will prepare in-service programs for the training and
development of school district staff in computer skills, appropriate use of district technology and for the
incorporation of technology use in subject areas. v

The superintendent, working with appropriate staff, shall establish regulations governing the use
and security of the school district’s technology resources. The school district will make every reasonable
effort to maintain the security of the district’s network and devices. All users of the school district’s
technology resources, including students, staff and volunteers, shall comply with this policy and regulation,
as well as others impacting the use of school equipment and facilities. Failure to comply may result in
disciplinary action, up to and including discharge, as well as suspension and/or revocation of technology
access privileges.

Usage of the school district’s technology resources is a privilege, not a right, and that use entails
responsibility. District-owned technology and district maintained social media and e-mail accounts are the
property of the school district. Therefore, users of the school district’s network must not expect, nor does
the school district guarantee, privacy for e-mail or use of the school district’s network including web sites
visited. The school district reserves the right to access and view any material stored on school district
equipment or any material used in conjunction with the school district’s network.

The superintendent, working with the appropriate staff, shall establish procedures governing
management of technology records in order to exercise appropriate control over technology records,
including financial, personnel and student information. The procedures will address at a minimum:

passwords,

system administration,

separation of duties,

remote access,

data back-up (including archiving of e-mail),
record retention, and

disaster recovery plans.



Code No. 713
Page 2 of 2

STAFF TECHNOLOGY USE

Social Networking or Other External Web Sites

For purposes of this policy any website, other than the school district web site or school-school district
sanctioned web sites, are considered external web sites. Employees shall not post confidential or proprietary
information, including photographic images, about the school district, its employees, students, agents or
others on any external web site without consent of the superintendent. The employee shall adhere to all
applicable privacy and confidentiality policies adopted by the school district when on external web sites.
Employees shall not use the school district logos, images, iconography, etc. on external web sites.
Employees shall not use school district time or property on external sites that are not in direct-relation to
the employee’s job. Employees, students and volunteers need to realize that the Internet is not a closed
system and anything posted on an external site may be viewed by others, all over the world. Employees,
students and volunteers who don’t want school administrators to know their personal information, should
refrain from exposing it on the Internet. Employees and volunteers who wish to connect with students
through an internet-based software application that is not district-approved must first obtain the prior
written consent of the building administrator. At all times, no less than two licensed employees must have
access to all accounts and interactions on the software application. Employees, who would like to start a
social media site for school district sanctioned activities, should contact the superintendent.

It is the responsibility of the superintendent to develop administrative regulations implementing this policy.

Legal Reference: Towa Code § 279.8 (2013). 281 ILA.C. 13.35, .26

Cross Reference: 104  Anti-Bullying/Harassment
104R1 Anti-Bullying/Harassment Policy - Investigation Procedures
104E1 Anti-Bullying/Harassment Policy - Complaint Form
104E2 Anti-Bullying/Harassment Policy - Witness Disclosure Form
104E3 Anti-Bullying/Harassment Policy - Disposition of Complaint Form
305  Administrator Code of Ethics
401.11 Employee Orientation
604.11 Appropriate Use of Online Learning Platforms
712 Technology and Data Security
712R1 Technology and Data Security - Security Requirements of Third-Party

Vendors Regulation

Approved 12/22/2022 Reviewed 02/12/2024 Revised 02/12/2024
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STAFF TECHNOLOGY USE REGULATION
General

The following rules and regulations govern the use of the school district's network systems, employee
access to the Internet, and management of digital records:

e Employees will be issued a school district e-mail account. Passwords must be changed
periodically.

e FEach individual in whose name an access account is issued is responsible at all times for its
proper use.

e Employees are expected to review their e-mail regularly throughout the day, and shall reply
promptly to inquiries with information that the employee can reasonably be expected to
provide.

e Communications with parents and/or students must be made on a school district computer,
unless in the case of an emergency.

e Employees may access the Internet for education-related and/or work-related activities.

e Employees shall refrain from using technology resources for personal use, including access to
social networking sites.

e Use of the school district technology and school e-mail address is a public record. Employees
cannot have an expectation of privacy in the use of the school district’s computers.

e Use of technology resources in ways that violate the acceptable use and conduct regulation,
outlined below, will be subject to discipline, up to and including discharge.

e Use of the school district’s computer network is a privilege, not a right. Inappropriate use may
result in the suspension or revocation of that privilege.

e Off-site access to the school district computer network will be determined by the
superintendent in conjunction with appropriate personnel.

e All network users are expected to abide by the generally accepted rules of network etiquette.
This includes being polite and using only appropriate language. Abusive language, vulgarities
and swear words are all inappropriate.

e Network users identifying a security problem on the school district's network must notify
appropriate staff. Any network user identified as a security risk or having a history of violations
of school district computer use guidelines may be denied access to the school district's network.

e Employees are representatives of the district at all times and must model appropriate character,

both on and off the worksite. This applies to material posted with personal devices and on personal
websites and/or social media accounts. Posted messages or pictures which diminish the
professionalism or discredit the capacity to maintain respect of students and parents may result in
disciplinary action up to and including termination if the content posted is found to be disruptive
to the educational environment and adversely impacts the employee’s ability to effectively serve
as a role model or perform his/her job duties for the district. The type of material that would affect
an employee’s ability to serve as an appropriate role model includes, but is not limited to, text or
depictions involving hate speech, nudity, obscenity, vulgarity or sexually explicit content.
Employee communications with students should be limited as appropriate. If there is any

uncertainty, employees should consult their building administrator.
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STAFF TECHNOLOGY USE REGULATION

Prohibited Activity and Uses

The following is a list of prohibited activities for all employees concerning use of the school

district's network. Any violation of these prohibitions may result in discipline, up to and including
discharge, or other appropriate penalty, including suspension or revocation of a user's access to the network.

Using the network for commercial activity, including advertising, or personal gain.

Infringing on any copyrights or other intellectual property rights, including copying, installing,
receiving, transmitting or making available any copyrighted software on the school district
computer network. See Policy 605.7, Use of Information Resources for more information.

Using the network to receive, transmit or make available to others obscene, offensive, or sexually
explicit material

Using the network to receive, transmit or make available to others messages that are racist, sexist,
and abusive or harassing to others.

Use of another’s account or password.

Attempting to read, delete, copy or modify the electronic mail (e-mail) of other system users.
Forging or attempting to forge e-mail messages.

Engaging in vandalism. Vandalism is defined as any malicious attempt to harm or destroy school
district equipment or materials, data of another user of the school district’s network or of any of the
entities or other networks that are connected to the Internet. This includes, but is not limited to,
creating and/or placing a computer virus on the network.

Using the network to send anonymous messages or files.

Revealing the personal address, telephone number or other personal information of oneself or
another person.

Using the network for sending and/or receiving personal messages.

Intentionally disrupting network traffic or crashing the network and connected systems.

Installing personal software or using personal disks on the school district’s computers and/or
network without the permission of the superintendent.

Using the network in a fashion inconsistent with directions from teachers and other staff and
generally accepted network etiquette.

Other Technology Issues

Employees should contact students and their parents through the school district technology or phone system
unless in the case of an emergency or with prior consent of the principal. Employees should not release
their cell phone number, personal e-mail address, etc. to students or their parents.



