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101 

 
LEGAL STATUS OF THE SCHOOL DISTRICT 

 
Nebraska law authorizes the creation of public schools known a Common Schools 
System.  As part of this Common Schools System, this school district is a school 
corporation created and organized under Nebraska law.  This school district shall be 
known as District OR-1 Public Schools.  The district shall also be recognized as School 
District #501 in Otoe County.  The school district, as a body corporate, possesses all the 
usual powers of a corporation for public purposes. 
 
This school corporation is located in Otoe County and elected school officials known as 
the District OR-1 Board of Education conduct its affairs.  This school corporation has 
local control over school matters in the territory of the school district as outlined by the 
applicable state statues. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Constitution, Art. VII, Sect. 1, 2 
    Neb. Statute  79-405 
      79-501 et seq. 
    Languis v. Deboer, 181 Neb 36 (1966) 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 



102 
 

EDUCATIONAL PHILOSOPHY OF THE SCHOOL DISTRICT 
 
As a school corporation of Nebraska, District OR-1 Public Schools, acting through its 
School Board, is dedicated to promoting an equal opportunity for a quality public 
education to its students within the limitation of the school district’s ability and 
willingness to furnish financial support to provide for students in cooperation with their 
parents and the school district community, the opportunity to develop a healthy social, 
intellectual, emotional, and physical self-concept in a learning environment that provides 
guidance to and encourages critical thinking in the students for a lifetime. 
 
The board endeavors through the dedication of the school district’s resources, to 
encourage students, who come to the school district from a variety of backgrounds, to 
look forward to the time when they will have jobs, homes, families, places in the school 
district community, and attain recognition as individuals.  In order to achieve this goal, 
the board will seek qualified employees dedicated to development of their professional 
skills for the betterment of the educational program and for the expertise for educational 
productivity. 
 
Instruction and curriculum are the key elements of a public education.  Critical thinking 
and problem-solving skills that will assist the students’ preparation for life shall be 
instructed as part of a sequentially coordinated curriculum.  The school district strives to 
prepare students for employment, to discover and nurture creative talent and to prepare 
them to meet and cope with social change in an atmosphere conducive to learning. 
 
The support and involvement of the home and the school district community are essential 
to achieve educational excellence in the school district.  The school district strives to 
maintain an active relationship with the home and the school district community to create 
within the students an awareness of dignity and worth of the individual, civic 
responsibility and respect for authority. 
 
 
Legal Reference:  Neb. Statute 79-526 
      79-701 
    NDE Rule 10.004.01, .02 
 
 
Cross Reference  103  Equal Educational Opportunity 
    104  Educational and Operating Planning 
    205  School Board Policy Process 
    601  Goals and Objectives of Instructional Plan 
    603  Curriculum Development 
 
 

Approved:  June 9, 2003 



103 
EQUAL EDUCATIONAL OPPORTUNITY 

 
The board requires all persons, agencies, vendors, contractors and other persons and 
organizations doing business with or performing services for the school district to 
subscribe to all applicable federal and state laws, executive orders, rules and regulations 
pertaining to contract compliance and equal opportunity. 
 
The district does not discriminate on the basis of race, color, national origin, sex, 
disability, or marital status in its programs and activities and provides equal access to the 
Boy Scouts and other designated youth groups.  The following person has been 
designated to handle inquiries regarding the non-discrimination policies: 
Name and/or Title:  Robert L. Hanger Superintendent of Schools 
Address:  P. O. Box 130 Palmyra Nebraska 68418 
Telephone No.:  402-780-5327 
 
The board affirms the right of all students and staff to be treated with respect and to be 
protected from intimidation, discrimination, physical harm and harassment.  Harassment 
or discriminatory behavior that denies civil rights or access to equal educational 
opportunities includes comments, name-calling, physical conduct or other expressive 
behavior directed at an individual or group that intentionally demeans the race, color, 
national origin, sex, disability, age or marital status of the individual or individuals or 
creates an intimidating, hostile or demeaning environment for education. 
 
Legal Reference:    Neb. Statute 79-2,114-2,124 
    20 U.S.C. §§ 1221 et seq.  
    20 U.S.C. §§ 1681 et seq.  
    20 U.S.C. §§ 1701 -1721 
    29 U.S. C. § 794  
    42 U.S.C. §§ 12101 et seq.  
    28 C.F.R. Pt. 35.1 
    34 C.F.R. Pt. 100  
    34 C.F.R. Pt. 104  
    34 C.F.R. Pt. 106 
Cross Reference  102 Educational Philosophy of the District 
    402.01 Equal Employment Opportunity 
    404.06 Harassment by Employees 
    501 Objectives for Equal Educational Opportunities for  
      Students 
    504.18 Harassment by Students 
 
 
 
 
 

Approved:  November 14, 2011 



104 
 

EDUCATIONAL AND OPERATIONAL PLANNING 
 
The board shall periodically conduct an in-depth needs assessment, soliciting information 
from business, labor, industry, higher education and community members, regarding their 
expectations for adequate student preparation.  One purpose of this assessment is to assist 
the board in developing and evaluating a statement of philosophy for the school district.  
The second purpose of this assessment is to determine the areas of student performance, 
knowledge, and attitudes and the areas of school district operations, which are judged to 
be most crucial in meeting school or school district goals.  As part of its assessment, the 
board shall develop a process for communicating with business, industry, labor and 
higher education regarding their expectations for adequate student preparation.  The 
statement of philosophy shall describe the board’s beliefs about topics, which shall 
include the nature of learning, the purpose of the school district, the scope of educational 
experiences that the school district should provide, the nature of its learners and a 
description of a desirable learning atmosphere. 
 
In conjunction with the in-depth needs assessment of the school district, the board shall 
authorize the appointment of a committee representing administrators, employees, 
parents, students and community members, to make recommendations and assist the 
board in determining the priorities of the school district in addition to the basic skills 
areas of the education program. 
 
It shall be the responsibility of the superintendent to ensure the school district community 
is informed of the board’s policies, programs and goals and has an opportunity to express 
their thoughts and suggestions for the operation of the school district.  The superintendent 
shall report annually to the board about the means used to keep the community informed. 
 
As a result of the board and committee’s work, the board shall determine major 
educational needs and rank them in priority order; develop long-range goals and plans to 
meet the needs; establish and implement short-range and intermediate-range plans to 
meet the goals and to attain the desired levels of student performance; evaluate progress 
toward meeting the goals and maintain a record of progress under the plan that includes 
reports of student performance and result of school improvement projects; and annually 
report the school district’s progress made under the plan to the committee, community 
and Nebraska Department of Education. 
 
 
 
 
 
 
 
 

 



104 
 

Legal Reference:  Neb. Statues 79-526 
      79-701, 702 
      79-729 
      79-1301 
    NDE Rule 10.004.01A1 
      10-004.02A1 
      10-004.07 
 
Cross Reference  102 Educational Philosophy of the District 
    201.1 Board Powers and Responsibilities 
    203.6 Board Committees 
    604.1 Basic Instructional Program 
    902.1 Buildings and Sites Long Range Planning 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



104.1 
 

ANNUAL SCHOOL CENSUS 
 
The board will direct the superintendent to establish a permanent, continuing census of 
school children in the district.  A list of the names of district taxpayers and all children 
from birth through twenty years shall be maintained at the superintendent’s office. 
 
 
 
Legal Reference:  Neb. Statute  79-524 
      79-578 
 
Cross Reference:  607.1 Class Size – Class Grouping 
    1002 District Annual Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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201.1 
 

POWERS AND RESPONSIBILITIES OF THE BOARD 
 
The board of District OR-1 Public Schools, acting on behalf of the school district, shall 
have jurisdiction over school matters within the territory of the school district. 
 
The board is empowered to make policy for its own governance, for employees, for 
students and for school district facilities.  The board is also empowered to enforce its 
policies.  The board may, through its quasi-judicial power, conduct hearings and rule on 
issues and disputes confronting the school district. 
 
The board has these powers and all other powers expressly granted to it in federal and 
sate law as well as the powers that can be reasonably implied from the express powers. 
 
The board is authorized to govern the school district, which it oversees.  As the governing 
board of the school district, the board has three duties to perform:  legislative duty, 
executive duty, and evaluative duty. 
 
As a representative of the citizens of the school district, the board is responsible for 
legislating policy for the school district.   As a policy making body, the board has 
jurisdiction to enact policy with the force and effect of law for the management and 
operation of the school district. 
 
It is the responsibility of the board, under the board’s executive duty, to select its chief 
executive officer, the superintendent, to operate the school district on the board’s behalf.  
The board delegates to the superintendent its authority to carry out board policy, to 
formulate and carry out rules and regulations and to handle the administrative details in a 
manner, which supports and is consistent with board policy.  The board may enter into 
certain contracts as permitted by law for periods not to exceed four years. 
 
The board has a responsibility to review the education program’s performance under its 
evaluative duty.  The board regularly reviews the education program and associated 
support services.  The review includes a careful study and examination of the facts, 
conditions and circumstances surrounding the amount of funds received or expended and 
the education program’s ability to achieve the board’s educational philosophy for the 
school district. 
 
 
 
 
 
 
 

 



201.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-261 to 263 
      79-501 to 524 
      79-734 
    NDE Rule 10.004.01 
 
 
Cross Reference  102 Educational Philosophy of the District 
    104 Educational land Operational Planning 
    205 School Board Policy Process 
    601 Goals and Objectives of Instructional Plan 
 
 
 

Approved:  June 9, 2003 
 



201.2 
 

BOARD MEMBERSHIP – ELECTIONS AND APPOINTMENTS 
 

The biennial school election takes place on the first Tuesday after the first Monday in 
November.  Terms shall be staggered so that at least three board members are elected at 
each general election.  Members of the board will be elected (at large; by ward or 
district). 
 
Incumbents must file for election at the Office of the County Clerk, Otoe County, by 
February 15 prior to the date of the primary election.  All other candidates must file for 
election by March 1 prior to the date of the primary election. 
 
If a vacancy occurs on the board it may be filled by appointment of a qualified registered 
voter by the remaining members of the board for the remainder of the unexpired term.  If 
the board does not fill the vacancy by appointment, the vacancy may be filled by election 
at a special election or school district meeting called for that purpose.  If a majority of the 
offices of the school board members are vacant, the Secretary of State will call a special 
school district election to fill the vacancies. 
 
It is prohibited to meet in closed session for discussion of the appointment or election of a 
new board member. 
 
Legal Reference:  Neb. Statute 32-501 et seq. 
 
 

Approved:  June 9, 2003 
Revised August 15, 2016 



201.3 
 

QUALIFICATIONS 
 
Serving on the school board is an honor and privilege.  Its rewards are respect from the 
community, students, and employees and the satisfaction from knowing each board 
member contributed to the success of the children in the school district community.  Only 
those who are willing to put forth the effort to care and to make a difference should 
consider running for a position on the board. 
 
Individuals who are willing to serve on the board should believe public education is 
important, support the democratic process, willingly devote time and energy to board 
work, respect educators and have the ability to examine the facts and make a decision.  
The board believes an individual considering a position on the school board should 
possess these characteristics. 
 
Persons wanting to run for a position on the board must be a resident of the school 
district, an eligible elector of the district and free from a financial conflict of interest with 
the position.  No member of a school board may be employed as a teacher by the school 
district on which board he or she serves. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-543, 544 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
    201.6 Vacancies 
    202.1 Board Members Conflict of Interest 
 
 
 

Approved:  June 9, 2003 



201.4 
 

OATH OF OFFICE 
 
Board members are officials of the state.  As a public official, each board member must 
pledge to uphold the Nebraska and the United States Constitution and carry out the 
responsibilities of the office to the best of the board member’s ability. 
 
Each newly elected school board member shall be given the following oath of office at 
the first meeting attended as an elected member prior to taking any action as a school 
official.  The superintendent shall administer this oath of office. 
 

“I, …(name)…, do solemnly swear that I will support the constitution of the 
United States and the constitution of the State of Nebraska, against all enemies, 
foreign and domestic; that I will bear true faith and allegiance to the same; that I 
take this obligation freely and without mental reservation or for purposes of 
evasion; and that I will faithfully and impartially perform the duties of the office 
of school board member; according to law, and to the best of my ability.  And I do 
further swear that I do not advocate, nor am I a member of any political party or 
organization that advocates the overthrow of the government of the United States 
or of this state by force or violence; and that during such time as I am in this 
position I will not advocate nor become a member of any political party or 
organization that advocates the overthrow of the government of the United States 
or of this state by force or violence.  So help me God.” 
 

 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute  11-101 
       
Cross Reference:  101 Legal Status of the School District 
    201.1 Board Powers and Responsibilities 
    202.2 Board Membership – Elections/Appointments 
    202.1 Board Member Code of Ethics 
 
 

Approved:  June 9, 2003 



201.5 
 

TERM OF OFFICE 
 
 
Board members nominated by primary election and elected by general election will serve 
for four years.  Board members appointed to fill a vacant position will serve for the 
remainder of the unexpired term. 
 
Being a board member is a unique opportunity for a citizen to participate on a governing 
board of the school district.  Eligible board members are encouraged to consider running 
for more than one term. 
 
Legal Reference:  Neb. Statute 32-543, 570 
 
Cross Reference:  201.02 Board Membership - Elections/Appointment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
Revised July 13, 2016 

 



201.6 
 

VACANCIES 
 
 
A vacancy occurs when a board member resigns, forfeits or otherwise leaves the office.  
A vacancy also includes, but is not limited to, the following:  failure to elect at an 
election when there is no incumbent to continue in office until his or her successor is 
elected and qualified, failure to reside in the school district or a continuous absence from 
the district of more than 60 days, absence from more than 2 consecutive regular board 
meetings unless excused by a majority of the remaining members of the board, death of 
the incumbent, a court order declaring the seat vacant, conviction of a felony, or any 
public offense in violation of the oath of office. 
 
The resignation of a member or any other reason for a vacancy shall be made a part of the 
minutes of the school board.  The board shall give notice of the date the vacancy 
occurred, the office vacated, and the length of the unexpired term in writing to the 
election commissioner or county clerk, and by a notice published in a newspaper of 
general circulation in the school district. 
 
It is prohibited to meet in closed session for discussion of the appointment or election of a 
new board member. 
 
Legal Reference:  Neb. Statute 32-560 et seq. 
              32-1308 
              84-1410(1)(d) 
 
Cross Reference:  201.02 Board Membership - Elections/Appointment 
    201.03 Qualifications 
 
 
 
 
 
 
 
 
 

Approved: June 9, 2003 
Revised:  August 15, 2016 



201.7 
 

BOARD MEMBER LIABILITY 
 
Board members shall not be held personally liable for actions taken in the performance of 
their duties and responsibilities vested in them by the laws of Nebraska and the members 
of the school district community.  In carrying out the duties and responsibilities of their 
office, board members shall act in good faith. 
 
The school district shall defend, save harmless and indemnify board members against tort 
claims or demands, whether groundless or otherwise, arising out of an alleged act or 
omission occurring within the scope of their official duties, unless it constitutes a willful 
or wanton act or omission.  However, the school district shall not save harmless or 
indemnify board members for punitive damages. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-516 
 
Cross Reference:  708.1 Insurance Program 
 
 

Approved:  June 9, 2003 



202.1 
 

BOARD MEMBER CODE OF ETHICS 
 
Board members’ actions, verbal and nonverbal, reflect the attitude and the beliefs of the 
school district.  Therefore, board members must conduct themselves professionally and in 
a manner fitting to their position. 
 
Each board member shall follow the code of ethics stated in this policy. 
 
AS A SCHOOL BOARD MEMBER: 
 
1.  I will listen. 
2.  I will respect the opinion of others. 
3.  I will recognize the integrity of my predecessors and associates and the merit of their 

work. 
4.  I will be motivated only by an earnest desire to serve my school district and the 

children of my school district community in the best possible way. 
5.  I will not use the school district or any part of the school district program for my own 

personal advantage or for the advantage of my friends or supporters. 
6.  I will vote for a closed session of the board if the situation requires it, but I will 

consider “secret” sessions of the board members unethical. 
7.  I will recognize that to promise in advance of a meeting how I will vote on any 

proposition that is to be considered is to close my mind and agree not to think through 
other facts and points of view that may be presented in the meeting. 

8.  I will expect, in board meetings, to spend more time on education programs and 
procedures than on business details. 

9.  I will recognize that authority rests with the board in legal session and not with 
individual members of the board, except as authorized by law. 

10. I will make no disparaging remarks, in or out of the board meeting, about other 
members of the board or their opinions. 

11. I will express my honest and most thoughtful opinions frankly in board meetings in 
an effort to have decisions made for the best interests of the children and the 
education program. 

12. I will insist that the members of the board participate fully in board action and 
recommend that when special committees are appointed, they serve only in an 
investigative and advisory capacity. 

13. I will abide by majority decisions of the board. 
14. I will carefully consider petitions, resolutions and complaints and will act in the best 

interests of the school district. 
15. I will not discuss the confidential business of the board in my home, on the street or 

in my office; the place for such discussion is the board meeting. 
16. I will endeavor to keep informed on local, state, and national educational 

developments of significance so I may become a better board member. 



202.1 
 
IN MEETING MY RESPONSIBILITIES TO MY SCHOOL DISTRICT COMMUNITY: 
 
1.  I will consider myself a trustee of public education and will do my best to protect it, 

conserve it, and advance it, giving to the children of my school district community the 
educational facilities that are as complete and adequate as it is possible to provide. 

2.  I consider it an important responsibility of the board to interpret the aims, methods and 
attitudes of the school district to the community. 

3.  I will earnestly try to interpret the needs and attitudes of the school district community 
and do my best to translate them into the education program of the school district. 

4.  I will attempt to procure adequate financial support for the school district. 
5.  I will represent the entire school district rather than individual electors, patrons or 

groups. 
6.  I will not regard the school district facilities as my own private property but as the 

property of the people. 
 
IN MY RELATIONSHIP WITH THE SUPERINTENDENT AND EMPLOYEES: 
 
1.  I will function, in meeting the legal responsibility that is mine, as part of a legislative, 

policy-forming body, not as an administrative officer. 
2.  I will recognize that it is my responsibility, together with that of my fellow board 

members, to see the school district is properly run and not to run them myself. 
3.  I will expect the school district to be administered by the best-trained technical and 

professional people it is possible to procure within the financial resources of the 
school district. 

4.  I will recognize the superintendent as executive officer of the board. 
5.  I will work through the administrative employees of the board, not over or around 

them. 
6.  I will expect the superintendent to keep the board adequately informed through oral 

and written reports. 
7.  I will vote to hire employees only after the recommendation of the superintendent has 

been received. 
8.  I will insist that contracts be equally binding on teachers and board. 
9.  I will give the superintendent power commensurate with the superintendent’s 

responsibility and will not in any way interfere with, or seek to undermine, the 
superintendent’s authority. 

10. I will give the superintendent friendly counsel and advice. 
11. I will present any personal criticism of employees to the superintendent. 
12. I will refer complaints to the proper administrative officer. 



202.1 
 
TO COOPERATE WITH OTHER SCHOOL BOARDS: 
 
1.  I will not employ a superintendent, principal or teacher who is already under contract 

with another school district without first securing assurance from the proper authority 
that the person can be released from contract. 

2.  I will consider it unethical to pursue any procedure calculated to embarrass a 
neighboring board or its representatives. 

3.  I will not recommend an employee for a position in another school district unless I 
would employ the individual under similar circumstances. 

4.  I will answer all inquiries about the standing and ability of an employee to the best of 
my knowledge and judgment, with complete frankness. 

5.  I will associate myself with board members of other school districts for the purpose of 
discussing school district issues and cooperating in the improvement of the education 
program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute  79-526 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
     202.2 Board Member Conflict of Interest 
 
 

Approved:  June 9, 2003 
Reviewed August 10, 2015 



202.2 
 

BOARD MEMBER CONFLICT OF INTEREST 
 

 
It shall be the responsibility of each board member to be aware of an actual or potential 
conflict of interest.  It shall also be the responsibility of each board member to take the 
action necessary to eliminate such a conflict of interest.  Should a conflict of interest 
arise, a board member should not participate in any action relating to the issue from 
which the conflict arose. 
 
No voting board member may have an interest in any contract to which the district, or 
anyone for its benefit, is party.  The prohibition applies when the board member or the 
board member’s immediate family is a partner, director, officer, or is a stockholder of 
closed corporation stock worth one thousand dollars or more at fair market value or 
which represents more than a five per cent equity interest, or is a stockholder of publicly 
traded stock worth ten thousand dollars or more at fair market value or which represents 
more than ten percent equity interest.  An individual who occupies a confidential 
professional relationship protected by law is exempt from this policy.  This policy does 
not apply to publicly traded stock under a trading account. 
 
The above prohibition does not apply if the voting board member: 
 

1. Supplies a written statement describing the matter up for decision and the nature 
of the conflict to the Nebraska Accountability and Disclosure Commission and to 
the board secretary.  The secretary shall enter the statement onto the public 
records of the district.  

 
2. The board member must take such action as the Commission advises to remove 

himself or herself from influence over the decision. 
 
 

3. Does not vote on the matter of granting the contract, except if the number of 
members of the board declaring an interest in the contract would prevent the 
board, with all members present, from securing a quorum on the issue, then all 
members may vote on the matter and this action will be reported to the 
commission; and 

 
4. Does not act for the district to inspect, supervise or determine the performance of 

contracts under which he or she has an interest. 
 
A board member who is an employee of a business involved in a contract with the district 
and who has no ownership interest or will receive no direct fee or commission shall not 
be deemed to have an interest within the meaning of this policy.  The receiving of 
deposits, cashing of checks and buying and selling of warrants and bonds of indebtedness 



of any school district by a financial institution will not be considered an interest in the 
contract under this policy. 
 
If a board member’s immediate family member is an employee of the school district, the 
member may vote on all issues of the contract which are generally applicable to all 
employees or all employees within a classification and do not single out his or her family 
member for special action. 
 
Any contract entered into with an interested board member shall be subject to applicable 
competitive bidding requirements and shall be fair and reasonable to the school district. 
 
A voting board member or district employee may employ, recommend the employment 
of, or supervise the employment of an immediate family member if he or she does not 
abuse his or her official position and makes a full disclosure of the relationship to the 
board and a written disclosure of the relationship to the board secretary.  No board 
member or administrator shall employ an immediate family member without first having 
made a reasonable solicitation and consideration of applications for such employment.  
The family member must be qualified for, able to perform, and required to perform the 
duties of the position.  The family member must not be paid an unreasonably high salary.  
No existing employee may be terminated for the purpose of making a position available 
to such a family member. 
 
Any newly elected or appointed board member or administrator shall make a full 
disclosure of any immediate family member employed in a position subject to this policy 
as soon as reasonably possible after the date of taking office. 
 
No board member or district employee shall use their position or any confidential 
information received through their position to obtain financial gain, other than 
compensation provided by law, for himself or herself, an immediate family member, or a 
business with which the individual is associated.  No board member shall use or authorize 
the use of personnel, property, resources or funds under his or her official care for the 
purpose of campaigning for or against the nomination or election of a candidate or the 
qualification, passage or defeat of a ballot question. 
 
The superintendent shall keep a record for the district for every contract entered into by 
the district in which a board member has an interest.  This information shall be kept for 
five years from the date of the board member’s last day in office and will include the 
following: 
 
1. Names of contracting parties; 
 
2. The nature of the interest of the board member in question; 
 
3. The date that the contract was approved by the district;  
 
4. The amount of the contract; and 



 
5. Basic terms of the contract. 
 
The record kept by the superintendent shall be available for public inspection during the 
normal working hours of the superintendent’s office. 
 
All board members and district employees are responsible for obeying all final rulings or 
appeals of the Accountability and Disclosure Commission. If a case is contested before 
the Commission by the district, the superintendent shall ensure that the district is 
represented at the hearing.  If a case is contested by a board member, that member shall 
be responsible for his/her own representation and shall be responsible for any 
Commission fines or penalties. 
 
An open account established by the district with a business in which a board member has 
an interest, shall be deemed a contract subject to the provisions of this policy.  The 
superintendent shall maintain a running account of all amounts purchased in open 
accounts. 
 
Contracts involving one hundred dollars or less in which a board member may have an 
interest are excluded from the provisions of this policy. 
 
Legal Reference:  Nebraska Statute 49-1493 to 14,103.7 
 
Cross Reference:  201 Legal Status of the School Board 
    202.01 Board Member Code of Ethics 
    206.04 Board Member Compensation and Expenses 
    402.04 Nepotism   
 

Revised:  June 13, 2011 
 



202.3 
 

BOARD SELF-EVALUATION 
 
The primary purpose for board self-evaluation is for the improvement of school board 
leadership.  In evaluating the board’s functions and roles, the board may focus attention 
to the following: 
 
1.  Evaluation shall be conducted in odd years at a scheduled time and place. 
 
2.  The evaluation should be a composite of the individual board member’s opinions; 
 
3.  The evaluation should include a constructive discussion of strengths and weaknesses; 

and 
 
4.  The board should be free to comment on any area related to its function of governing 

the district. 
 
The board and superintendent will cooperatively develop an evaluation plan that 
evaluates the various aspects of the board’s functions, duties, and roles.  The evaluation 
will include the following items: 
 
1.  The evaluation instrument shall define and describe the standards against which the 

board evaluates its performance. 
 
2.  The evaluation shall include the establishment of objectives and strategies for 

improving board performance. 
 
3.  The evaluation shall analyze progress toward existing board goals and examine the 

need to establish new or revised goals. 
 
 
 
 
 
 
Legal Reference:  Neb. Statute  79-526 
 
Cross Reference:  102 Educational Philosophy of the District 
     104 Educational and Operational Planning 
     201.1 Board Powers and Responsibilities 
     702.2 Budget Planning, Preparation and Schedules 
     902.1 Buildings and Sites Long Range Planning 
     1001 Principles and Objectives for Community Relations 
 

Approved:  June 9, 2003 



203.1 
 

BOARD ORGANIZATIONAL MEETING 
 
An annual organizational board meeting shall be held at which all newly elected board 
members will assume their duties and take the oath of office.  At the annual meeting, the 
board shall appoint all necessary board officers and committees. 
 
The superintendent shall assume chairmanship of the meeting for the purpose of electing 
a board president.  Ballots for president may be cast in secret but the secretary shall 
record the total vote for each candidate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 49-1493 to 14,103.7 
 
Cross Reference:  201 Legal Status of the School Board 
    202.1 Board Member Code of Ethics 
    206.4 Board Member Compensation and Expenses 
    402.4 Nepotism 
 

Approved:  June 9, 2003 



203.2 
 

PRESIDENT 
 
It shall be the responsibility of the board president to lead a well-organized board in an 
efficient and effective manner.  The board president shall set the tone of the board 
meetings and, as the representative of the consensus of the board, speak on behalf of the 
board to the public. 
 
The president of the board shall be elected by a majority vote at the organizational 
meeting each year to serve a one-year term of office. 
 
The president, in addition to presiding at the board meetings, shall take an active role in 
board decisions by discussing and voting on each motion before the board in the same 
manner as other board members. However, before making or seconding a motion, the 
board president shall turn over control of the meeting to either the vice president or other 
board member. 
 
The board president has the authority to call special meetings of the board.  Prior to board 
meetings, the board president shall consult with the superintendent on the development of 
the agenda for the meeting. 
 
The board president, as the chief officer of the school district, shall sign employment 
contracts and sign other contracts and school district warrants approved by the board and 
appear on behalf of the school corporation in causes of action involving the school 
district. 
 
It is the responsibility of the president to appoint all committee members whose 
appointment is not otherwise determined. 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-564 
      79-566 to 574 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 



203.3 
 

VICE PRESIDENT 
 
If the board president is unable or unwilling to carry out the duties required, it shall be the 
responsibility of the vice president of the board to carry out the duties of the president.  If 
the president is unable or unwilling to complete the term of office, the vice president shall 
serve as president for the balance of the president’s term of office, and a new vice 
president shall be elected. 
 
The vice president of the board shall be elected by a majority vote at the organizational 
meeting each year to serve a one-year term of office. 
 
The vice president shall accept control of the meeting from the president when the 
president wishes to make or second a motion.  The vice president shall take an active role 
in board decisions by discussing and voting on matters before the board in the same 
manner as any other board members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute  79-564 
       79-567 to 569 
       79-593 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 



203.4 
 

SECRETARY 
 
It shall be the responsibility of the board to annually appoint a board secretary.  The 
secretary shall take the oath of office. 
 
A board secretary may be appointed from employees, from the public or from among 
board members at the annual board organizational meeting. 
 
It shall be the responsibility of the board secretary, as custodian of school district records, 
to preserve and maintain the records and documents pertaining to the business of the 
board; to keep complete minutes of special and regular board meetings; to cause the 
meeting minutes and a list of all approved claims to be published; to keep a record of the 
results of regular and special elections; to keep an accurate account of school funds; to 
sign warrants drawn on the school funds after board approval; and to complete and 
maintain the annual school census.  The board secretary is also responsible for filing the 
required reports with the Nebraska Department of Education. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-528 
      79-564 
      79-576 to 580 
 
Cross Reference:  104.1 Annual School Census 
    201.1 Board Powers and Responsibilities 
    203.1 Board Organizational Meeting 
    203.5 Treasurer 
    204.11 Meeting Minutes 
 

Approved:  June 9, 2003 



203.05 
TREASURER 

 
It shall be the responsibility of the board to annually appoint a board treasurer. 
 
It shall be the responsibility of the treasurer to receive the funds collected for the district 
by the county treasurer, to pay out the funds for expenses approved by the board, to 
maintain accurate accounting records for each fund, to manage district’s investments for 
the maximum benefit to the district, to report monthly and annually the status of all 
district funds and investments, and to file required reports with the appropriate state 
agencies and other entities. 
 
The treasurer will work with the secretary to coordinate the recording, preserving and 
reporting of financial records, reports, cash flow needs and district investments. 
 
If the treasurer is unable or unwilling to carry out the duties required, it shall be the 
responsibility of the superintendent to carry out the duties of the treasurer. 
 
The treasurer shall do one of the following within ten days after election to the position: 
1. Give bond in an amount set by the board of not less than $500 and not more than 

double the amount of money to come into his/her hands as treasurer at any one time. 
2. Give evidence of an equal amount of insurance coverage by the district   
 
The cost of the bond or insurance coverage will be paid by the school district. 
 
Legal Reference:  Neb. Statute 79-586 to 592               
 
Cross Reference:  201.01 Board Powers and Responsibilities 
    203.01 Board Organizational Meeting 
    203.05 Secretary 
    700 Business Operation 
 
 
 
 
 
 
 
 
 
 
 

Revised July 17, 2006 



203.6 
 

BOARD COMMITTEES 
 

The president of the board will appoint committees.  These committees are created for 
specific tasks of seeking information or investigation and will report back to the board for 
its consideration and action.  Committee action is considered to be advisory only.  The 
following committees are appointed at the annual board organizational meeting for one 
year. 
 
Americanism 
 
Finance 
 
Transportation 
 
Buildings and Grounds 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-724 
 
Cross Reference:  201.3 Board Powers and Responsibilities 
    203.1 Board Organizational Meeting 
 

Approved:  June 9, 2003 



203.7 
 

ADVISORY BOARD COMMITTEES 
 
Whenever the board considers it necessary, the board may appoint a committee 
composed of patrons, students, staff, administration and board members. 
 
An advisory committee is formed by board resolution, which shall outline the duties and 
purpose of the committee.  The committee is advisory in nature and has no duty or 
responsibility other than that specifically stated in the board resolution.  The committee 
shall automatically dissolve upon the delivery of its final recommendation to the board or 
upon completion of the duties outlined in the board resolution.  The board will receive the 
report of the committee for consideration.  The board retains the authority to make a final 
decision on the issue.  The committee will conduct its meetings as open meetings and a 
record of committee member present will be kept. 
 
The method for selection of committee members shall be stated in the board resolution.  
When possible, and when the necessary expertise required allows, the committee 
members will be representative of the school district community and shall consider the 
various viewpoints on the issue.  The board may designate a specific board member and 
administrator to serve on an advisory committee.  The committee will select its own 
chairperson, unless the board designates otherwise. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 84-1408 to 1414 
 
Cross Reference:  104 Educational and Operational Planning 
    204.5 Open Meetings 
    204.6 Closed Sessions 
    1001 Principles and Objectives for Community Relations 
 

Approved:  June 9, 2003 



203.8 
 

SCHOOL BOARD LEGAL COUNSEL 
 
It shall be the responsibility of the board to employ legal counsel to assist the board and 
the administration in carrying out their duties with respect to the numerous legal issues 
confronting the school district.  The board may appoint legal counsel on an annual basis. 
 
The superintendent and board president shall have the authority to contact the board’s 
legal counsel on behalf of the board when the superintendent or board president believe it 
is necessary for the management of the school district.  The board’s legal counsel may 
attend regular or special school board meetings upon the request of the board or the 
superintendent.  Other board members may contact legal counsel upon approval of a 
majority of the board.  It shall be the responsibility of each board member to pay the legal 
fees, if any, of an attorney the board member consulted regarding matters of the school 
district unless the board has authorized the board member to consult an attorney on the 
matter in accordance with this policy. 
 
It shall be the responsibility of the superintendent to keep the board informed of matters 
for which legal counsel was consulted, particularly if the legal services will involve 
unusual expense for the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute  79-513 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 



204.01 
REGULAR BOARD MEETINGS 

 
The regular meeting time and date shall be set by the board at its organizational meeting.  
The regular meetings of the board will be held on the second Monday of each month 
unless otherwise scheduled by the board. 
 
The board shall generally adhere to this meeting date unless the board requires additional 
meetings or, due to circumstances beyond the board’s control, the meeting cannot be held 
on the regular meeting date, and the meeting will be re-scheduled at the board’s 
convenience.  Public notice of the meetings shall be given. 
 
The board shall make available at least one current copy of the Open Meetings Act 
posted in the meeting room at a location accessible to members of the public.  At the 
beginning of the meeting, the public shall be informed about the location of the posted 
information. 
 
All actions taken by the board shall occur in open session by a roll call vote of the board 
with a record of the voting kept for the minutes.  The voting requirements may be met by 
using an electronic voting device which allows the vote of each board member to be 
readily seen by the public. 
 
Legal Reference:  Neb. Statute 79-554 
              79-560 
              79-561 
              84-1412  
 
Cross Reference:  203.01 Board Organizational Meeting 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
Revised:  July 13, 2016 

 



204.2 
 

SPECIAL BOARD MEETINGS 
 
The president of the board or any two board members may call special meetings.  Should 
a special meeting be called, public notice shall be given and the meeting shall be 
conducted in accordance with the open meetings laws. 
 
If the special meeting called is an emergency meeting and the board cannot give public 
notice in its usual manner, the board shall give public notice of the meeting as soon as 
practical and possible in light of the situation.  The reason for the emergency meeting and 
why notice in its usual manner could not be given shall be stated in the minutes.  Minutes 
of the emergency meeting must be made available to the public no later than the end of 
the next regular business day. 
 
Only the purpose or issue for which the special meeting was called may be discussed and 
decided in the special meeting.  The board shall strictly adhere to the agenda for the 
special meeting and action on other issues shall be reserved for the next regular or special 
board meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statues 79-554 
 `     79-555 
      84-712 
      84-1408 to 1414 
 
Cross Reference:  204 School Board Meetings 
 

Approved:  June 9, 2003 



204.3 
 

PUBLIC HEARINGS 
 

Public notice of a public hearing shall be in the same manner as for a board meeting and 
shall be given at least five days before the hearing is to be held. 
 
At public hearings, citizens of the district who register at the door will be allowed to 
speak on the issue for which the public hearing is being held.  Others may be allowed to 
speak at the board’s discretion.  Speakers are asked to keep their remarks as brief as 
possible.  Prior to the beginning of the hearing, speakers and spectators will be apprised 
of the rules of order to be followed regarding time limitations, questions, remarks and 
rebuttals.  In no event will a speaker be allowed to take the time of another speaker. 
 
The board shall conduct public hearings in an orderly fashion.  At the beginning of the 
hearing statements, background materials and public hearing rules and procedures will be 
presented by the board president or administrators.  The board president will recognize 
the speakers.  A board member may ask questions of the speakers after receiving 
permission from the board president.  Only those speakers recognized by the chair will be 
allowed to speak.  Comments by others are out of order.  Individuals who interfere with 
or interrupt speakers, the board or the proceedings shall be asked to leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statutes  84-1408 et seq. 
 
Cross Reference:  204.1 Regular Board Meetings 
    204.12 Public Participation at Board Meetings 
    702.3 Budget Adoption Process 
 

Approved:  June 9, 2003 



204.4 
 

WORK SESSIONS AND RETREATS 
 
The board may, as needed or desired, schedule work sessions and retreats in order to 
provide its members and the administration with the opportunity to conduct planning, 
research, and thoughtful discussion without taking immediate action.  The board has the 
authority to hire an outside facilitator to assist them in these work sessions.  
 
Topics for discussion and study will be announced publicly, and work sessions and 
retreats will be conducted in open session.  However, no board action will take place at 
the work session. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 84-1408 to 1414 
 
Cross Reference:  204.5  Open Meetings 
 

Approved:  June 9, 2003 



204.5 
 

OPEN MEETINGS 
 

A gathering of a majority of board members for the purposes of briefing, discussion of 
board business, formation of policy or taking formal action is a board meeting.  Meetings 
of the board shall be conducted in a meeting open to the public unless the board is 
temporarily convened in a closed session. 
 
Chance or social gatherings, attendance at or travel to conventions or workshops or other 
occasions when there is no discussion of or action on any matter within the board’s 
supervision, control, jurisdiction, or advisory power will not constitute a meeting. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 84-1408 to 1410 
 
Cross Reference:  204.6 Closed Sessions 
 

Approved:  June 9, 2003 



204.06 
 

CLOSED SESSIONS 
 
A closed, or executive, session will take place as part of an open meeting of the board.  
The item for discussion in the closed session shall be listed as part of the tentative agenda 
on the public notice.  The motion for a closed session, including its subject matter and the 
reason necessitating the closed session, shall be made and seconded during the open 
meeting, and approved by a majority of the voting members.  The minutes shall state the 
entire motion for the closed session, the roll call vote to enter closed session, and the time 
the closed session began and ended.  Following approval of the motion to close, the 
presiding officer shall restate on the record the limitation of the subject matter of the 
closed session immediately prior to the closed session. 
 
The board shall restrict its considerations to only those matters set forth in the minutes as 
the reason for the closed session.  Reasons for the board entering into a closed session 
from an open meeting include, but are not limited to, the following: 
 
1. Strategy sessions with respect to collective bargaining, real estate purchases, or 

litigation; 
 
2. Discussion regarding the use of security personnel or devices; 
 
3. Investigative proceedings regarding allegations of criminal misconduct; 
 
4. Evaluations of the job performance of a person when necessary to prevent needless 

injury to the reputation of a person and if that person has not requested a public 
meeting. 

 
No formal action may be taken until the board has reconvened in open session. 
 
Any board member may challenge the continuation of a closed session if he or she 
believes the session has exceeded the reason stated in the motion to hold the closed 
session.  A majority vote of the board is required in order to overrule the challenge.  The 
challenge and its disposition shall be recorded in the meeting minutes. 
 
Legal Reference:  Neb. Statute 84-1410 
 
Cross Reference:  204.05 Open Meetings 
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204.07 
 

MEETING NOTICE 
 
The board shall give public notice of all its meetings by posting the time, date, and place 
of the meetings and the availability of the agenda at the district's principal office and at 
the following places: Palmyra and Bennet school buildings, post offices and banks.   
The district is not required to publish notice at other places but may at its discretion 
publish notice of meetings and/or agendas in the newspaper and on the district's website.  
The district will comply with statutory requirements. 
 
Agenda items shall be sufficiently descriptive to give the public reasonable notice of the 
matters to be considered at the meeting.  Except for items of an emergency nature the 
agenda shall not be altered less than 24 hours before the meeting. 
 
A copy of the notice will be made available to those who have filed a written request with 
the superintendent. Notice of emergency meetings will be given as soon as practical in 
light of the circumstances.  
 
Legal Reference:  Neb. Statute 84-1408 to 1414 
              79-554 
              79-560 
              79-561 
 
Cross Reference:  204.01 Regular Meetings 
    204.02 Special Meetings 
    204.10 Agenda 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  May 11, 2015 
 
 
 



 
204.08 

 
QUORUM 

 
Action by the board regarding the business of the school district may be taken only when 
a quorum, a majority of the board members, is in attendance at the board meeting. 
 
While board members are encouraged to attend board meetings, a simple majority of the 
members shall constitute a quorum and are a sufficient number to transact business of the 
school corporation.  The adjournment of a meeting may be executed without a quorum. 
 
An affirmative vote of a majority of the votes cast shall be sufficient to pass a motion or 
take action unless law or board policy specifically requires a vote of a greater number.  It 
is the responsibility of each board member to attend board meetings. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statutes 79-554 
      79-562 
 
Cross Reference:  204  School Board Meetings 
 

Approved:  June 9, 2003 



204.09 
 

RULES OF ORDER 
 

It shall be the responsibility of each board member to follow the rules of order stated in 
this policy at each meeting, and it shall be the responsibility the presiding officer to 
conduct the board meeting within these rules. 
 
The board shall as a general guide, follow Robert’s Rules of Order, Revised, latest 
edition as modified by this policy and subsequent rule. 
 
The purposes of modified rules adopted by the board are: 
 

o To establish guidelines by which the business of the governing board can be 
conducted in a regular and internally consistent manner. 

 
o To organize the meetings so all necessary matters can be brought to the board and 

decisions of the board can be made in an orderly and reasonable manner. 
 

o To ensure members of the board, concentrating on the substantive issues at hand, 
have the necessary information to make decisions, and to ensure adequate 
discussion of decisions to be made; and, 

 
o To ensure meetings and actions of the board are conducted so as to be informative 

to the staff and the public, and to produce a clear record of actions taken and 
decisions made. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statutes 84-1408 to 1414 
      79-570, 571 
 
Cross Reference:  204 School Board Meetings 
 

Approved:  July 15, 2013 



204.10 
 

AGENDA 
 

The tentative agenda for each board meeting shall state the topics for discussion and 
action at the board meeting. 
 
Persons requesting to place an item on the agenda must make a request to the 
superintendent prior to the drafting of the tentative agenda.  The person making the 
request must state the person’s name, address, purpose of the presentation, action desired 
and pertinent background information.  Requests from the public may be added to the 
tentative agenda at the discretion of the superintendent after consultation with the board 
president.  Request received after the deadline may only be added to the agenda for good 
cause. 
 
The tentative agenda and supporting documents shall be sent to the board members prior 
to the scheduled board meeting. These documents are the private property of the board 
member.  Persons wishing to view the tentative agenda and supporting documents may 
do so at the principal office of the district. 
 
The board shall take action only on the items listed on the tentative agenda.  Items added 
to the agenda may be discussed or taken under advisement by the board.  If an added item 
is acted upon, the minutes of the board meeting shall state the reason justifying the 
immediate action.  Only items of an emergency nature may be added to the agenda later 
than twenty-four hours before the scheduled meeting. 
 
It shall be the responsibility of the board president and superintendent to develop the 
agenda for each board meeting. 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 84-712 
      84-1408 to 1414 
 
Cross Reference:  203 Organization of the School Board 
    204 School Board Meetings 
    403.5 Public Complaints about Employees 
    503 Student Rights and Responsibilities 
    1003 Public Examination of District Records 
 

Approved:  June 9, 2003 



204.11 
 
 

MEETING MINUTES 
 
The board shall keep and maintain permanent records of the board including, but not 
limited to, records of the minutes of board meetings, documentation received or disclosed 
in open session of the meetings, and other required records of the board.  The minutes 
may be kept as an electronic record. 
 
It shall be the responsibility of the board secretary to keep the minutes of the board 
meetings.  The minutes of each board meeting shall include as a minimum the following 
items: a record of the date, time, place, members present, action taken and the vote of 
each member, and the schedule of bills allowed shall be attached.  The minutes shall also 
include all required information regarding any closed sessions as stated in policy 204.06.  
This information shall be available within 10 days of the board meeting or prior to the 
next convened meeting, if earlier.  Minutes shall be forwarded to the newspaper 
designated as the official newspaper for publication.  The schedule of bills allowed may 
be published on a once monthly basis in lieu of publication with the minutes.  The 
permanent records of the board minutes may include more detail than is required for the 
publication of the minutes. 
 
Minutes awaiting approval at the next board meeting will be available for inspection at 
the central office of the district after the office transcribes the notes into a document 
which has been proofread for errors and corrected. 
 
Legal Reference:  Neb. Statute 79-577 
               79-580 
              84-712 
              84-1408 to 1414 
 
Cross Reference:  203  Organization of the School Board    
    1003 Public Examination of District Records 
    1004 Press, Radio and Television News Media 
 
 
 
 
 
 
 
 
 
 
 

Revised July 13, 2015 



 
 
 

204.12 
 

PUBLIC PARTICIPATION IN BOARD MEETINGS 
 
The board recognizes the importance of citizen participation in school district matters.  In 
order to assure citizens are heard and board meetings are conducted efficiently and in an 
organized manner, the board shall set time aside for citizen participation, either at a 
specific time during the meeting or during the discussion of agenda items.  The board has 
the discretion to limit the amount of time set aside for public participation. 
 
If the pressure of business or other circumstances dictate, the board president may decide 
to eliminate this practice at a particular meeting.  The board president will recognize 
these individuals to make their comments at the appropriate time.  The orderly process of 
the board meeting shall not be interfered with or disrupted.  Only those speakers 
recognized by the board president shall be allowed to speak.  Comments by others are out 
of order.  If disruptive, the individual making the comments or another individual causing 
disruption may be asked to leave the board meeting. 
 
Citizens wishing to address the board on a certain agenda item should notify the 
superintendent prior to the board meeting.  Citizens wishing to present petitions to the 
board relating to that item may do so at this time.  However, the board will only receive 
the petitions and not act upon them or their contents. 
 
Subjects for comment should involve areas within the board’s proper responsibility.  
Discussion on unrelated matters will be discouraged.   
 
Individuals who have a complaint about employees, or students who have complaints, 
shall follow policies 403.05 and 504.01 respectively.  The board will follow policy 
1005.01 in handling public complaints. 
 
Any written or printed materials to be circulated for a meeting of the school board must 
be submitted to the superintendent by the Wednesday preceding a Monday night meeting. 
This material will be transmitted to the members of the board for their consideration. 
 
Legal Reference:  Nebraska Statute 84-1408 to 1414 
Cross Reference:  201.07 Board Member Liability 
                          403.05 Public Complaints about Employees 

 
 
 
 
 
 



 
 

Revised:  July 14, 2008 
205.1 

 
POLICY DEVELOPMENT 

 
The board has jurisdiction to determine the policies, which will govern the operations of 
the school district with the force and effect of law. 
 
The written policy statements contained in this manual provide guidelines and goals to 
the citizens, administration, employees and students in the school district community.  
The policy statements shall be the basis for the formulation of regulations by the 
administration.  The board shall determine the effectiveness of the policy statements by 
evaluating periodic reports from the administration. 
 
A board member, administrator, employee, student or member of the school district 
community may propose policy statements.  Proposed policy statements or ideas shall be 
submitted to the superintendent’s office for possible placement on the board agenda.  It 
shall be the responsibility of the superintendent to bring these proposals to the attention 
of the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-526 
      79-532 
      79-539 
    NDE Rule 10.004.01A1 
 
Cross Reference:  102 Educational Philosophy of the District 
    201.1 Board  Powers and Responsibilities 
 

Approved:  June 9, 2003 



 
205.3 

 
POLICY REVIEW AND REVISION 

 
The board will review, update and approve the policy manual annually. 
 
It shall be the responsibility of the superintendent to keep the board informed as to legal 
changes at both the federal and state levels.  The superintendent shall also be responsible 
for bringing proposed policy statement revisions to the board’s attention. 
 
If a policy is revised because of a legal change over which the board has no control or a 
change that is minor, the policy may be approved at one meeting at the discretion of the 
board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-526 
      79-532 
      79-539 
    NDE Rule 10.004.01A1 
 
Cross Reference:  102 Educational Philosophy of the District 
    201.1 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 



205.4 
 

POLICY COMMUNICATION 
 

A board policy manual shall be housed in each school attendance center and in the central 
administration office.  Each board member shall have a personal copy of the board policy 
manual.  The board’s policy annual is a public record and shall be open for inspection at 
the administrative offices of the district. 
 
It shall be the responsibility of the superintendent to ensure copies of new and revised 
policy statements are distributed to the custodians of board policy manuals no later than 
the first regular board meeting following the policy’s adoption.  Copies of changes in 
board policy shall also be included in or attached to the minutes of the meetings in which 
the final action was taken to adopt the new or changed policy. 
 
It shall be the responsibility of each board member, during the board member’s term of 
office, to keep the manual current and up-to-date and to surrender the manual to the board 
secretary at the conclusion of the board member’s term of office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statutes 84-712 et seq. 
      84-1408 to 1414 
 
Cross Reference:  302.4 Superintendent Duties 
 

Approved:  June 9, 2003 



205.5 
 

POLICY SUSPENSION 
 

It shall be within the discretion or amendment of the board to suspend a policy.  Policies 
of the board may be immediately amended or temporarily suspended by a majority vote 
of board members present at an official meeting of the board if the board determines that 
an emergency exists.  This does not apply to any section of board policies established by 
law or by contract.  Reason for amendment or suspension of board policy shall be 
documented in board minutes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-526 
 
Cross Reference:  201.1 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 



205.6 
 

ADMINISTRATION IN THE ABSENCE OF POLICY 
 
When there is no board policy in existence to provide guidance on a matter, the 
superintendent is authorized to act appropriately, keeping in mind the educational 
philosophy and financial condition of the school district. 
 
It shall be the responsibility of the superintendent to document the action taken and to 
inform the board of the situation.  If needed, the superintendent shall draft a proposed 
policy for the board to consider. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-526 
 
Cross Reference:  302.4 Superintendent Duties 
 

Approved:  June 9, 2003 



206.1 
 

NEW BOARD MEMBER ORIENTATION 
 

Each new board member shall be given an orientation program under the direction of the 
superintendent.  This briefing shall include a current copy of the board policy manual, the 
budget, the latest annual report and such other documents as the superintendent may 
include to foster an understanding of the operation of the district.  The superintendent 
shall set aside such time as is necessary to answer any questions arising from the study of 
these documents, and shall cooperate fully in assisting the new member to become an 
informed and active board member. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  201.2 Board Membership – Elections/Appointment 
    202 School Board Member Conduct 
 

Approved:  June 9, 2003 



206.2 
 

BOARD ASSOCIATION MEMBERSHIP 
 

Participation in board member associations is beneficial to the board.  The board shall 
maintain an active membership in organizations the board determines will be of benefit to 
the board and the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-512 
 
Cross Reference:  206.3 Board Member Development Opportunities 
 

Approved:  June 9, 2003 



206.3 
 

BOARD MEMBER DEVELOPMENT OPPORTUNITIES 
 

The board may participate in conferences sponsored by educational associations and 
agencies in addition to its own in-service programs and work sessions. 
 
The board shall encourage its members to attend training and development programs with 
the purpose of improving members’ leadership skills, increasing their knowledge of 
educational issues and better representing the interests of the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  206.2 Board Association Membership 
 

Approved:  June 9, 2003 



206.4 
 

BOARD MEMBER COMPENSATION AND EXPENSES 
 

As an elected public official, the board member is a public servant who serves without 
compensation.  Board members shall be reimbursed for actual and necessary expenses 
incurred in the performance of their official duties. 
 
Prior to reimbursement of actual and necessary expenses, the board member must submit 
a detailed receipt indicating the date, purpose and nature of the expense for each claim 
item.  Failure to provide a detailed receipt shall make the expense non-reimbursable. 
 
It shall be the responsibility of the superintendent to compile the expenses of board 
members and bring them to the board for audit and approval in the same manner as other 
claims of the school district.  It shall be the responsibility of the board to determine 
through the audit and approval process of the board whether the expenses incurred by a 
board member are actual and necessary expenses incurred in the performance of their 
official duties. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 13-2201 et seq. 
      79-546 
 
Cross Reference:  202.2 Board Member Conflict of Interest 
    402.08 Employee Travel Compensation 
    402.11 Credit Cards 
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300.01 
 

ROLE OF ADMINISTRATION 
 

In this series of the board policy manual, the board defines the role and the employment 
of school district administrators.  Policies in the 400 Series, “Employees,” also apply to 
administrators unless a more specific policy exists in the 300 Series, “Administration.” 
 
School district administrators have been given a great opportunity and responsibility to 
manage the school district, to provide educational leadership, and to implement the 
educational philosophy of the school district.  They are responsible for the day-to-day 
operations of the school district.  In carrying out these operations, the administrators are 
guided by board policies, the law, the needs of the students, and the wishes of the citizens 
in the school district community. 
 
It shall be the responsibility of the administrators to implement and enforce the policies 
of the board, to oversee employees, to monitor educational issues confronting the school 
district, and to inform the board about school district operations. 
 
While the board holds the superintendent ultimately responsible for these duties, the 
principals are more directly responsible for educational result, for the administration of 
the school facilities and for the employees. 
 
The board and the administration shall work together to share information and decisions 
under the management team concept. 
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301.01 
 

STRUCTURE OF MANAGEMENT 
 
The board and the administrators shall work together in making decisions and setting 
goals for the school district.  This effort is designed to obtain, share, and use information 
to solve problems, make decisions, and formulate school district policies and regulations. 
 
It shall be the responsibility of each administrator to fully participate in the management 
of the school district by investigating, analyzing, and expressing their views on issues.  
Those board members or administrators with special expertise or knowledge of an issue 
may be called upon to provide information.  Each board member and administrator shall 
support the decisions reached on the issues confronting the school district. 
 
The board shall be responsible for making the final decision in matters pertaining to the 
school district. 
 
It shall be the responsibility of the superintendent to develop guideline for cooperative 
decision-making. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



301.02 
 

MANAGEMENT TEAM 
 

The board considers all those who have a role in the recruitment or release of employees 
to be part of the management team.  The superintendent shall head the management team.  
The superintendent shall convene meetings to discuss school district policies, 
administrative procedures and other business brought to the superintendent’s attention. 
 
The management team shall meet with the board upon the board’s request or 
superintendent’s recommendation to review overall operations of the school district and 
conditions affecting the management team.  The management team shall have no 
relationship to the formal negotiating unit.  In the event a member or members of the 
management team are unable to resolve a problem, a committee of one board member, 
one management team member, and the superintendent shall investigate the 
circumstances and make a recommendation.  If the recommendation does not settle the 
matter, the board and the management team shall meet to resolve the matter.  The board 
may seek the advice of outside management consultants to assist in resolving the matter. 
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301.03 
 

SUCCESSION OF AUTHORITY TO THE SUPERINTENDENT 
 

In the absence of the superintendent, it shall be the responsibility of the other 
administrators to assume the superintendent’s duties.  The succession of authority to the 
superintendent shall be in the following order: 
 
 1.  Secondary Principal 
 
 2.  Elementary Principal 
 
 3.  Assistant Secondary Principal 
 
If the absence of the superintendent is temporary, the successor shall assume only those 
duties and responsibilities of the superintendent that require immediate action.  If the 
board determines the absence of the superintendent will be a lengthy one, the board shall 
appoint an acting superintendent to assume the responsibilities of the superintendent.  
The successor shall assume the duties when the successor learns of the superintendent’s 
absence or when assigned by the superintendent or the board. 
 
References to “superintendent” in this policy manual shall mean the “superintendent or 
the superintendent’s designee” unless otherwise stated in the board policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 302 Superintendent 
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301.04 
 

COMMUNICATION CHANNELS 
 

Questions and problems shall be resolved at the lowest organizational level nearest to the 
complaint.  School employees shall be responsible for conferring with their immediate 
supervisor on questions and concerns.  Students and other members of the school district 
community shall confer with a certificated employee and then with the principal on 
questions and concerns. 
 
If resolution is not possible by any of the above, individuals may bring it to the attention 
of the superintendent within five school days of their discussion with the principal.  If 
there is no resolution or plan for resolution by the superintendent within five school days 
of the individual’s discussion with the superintendent, the individual may ask to have the 
question or problem placed on the board agenda.  The action of the board will be final. 
 
It shall first be the responsibility of the administrators to resolve questions and problems 
raised by the employees and the students they supervise and by other members of the 
school district community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-254 et seq. 
 
Cross Reference:  204.12 Public Participation in Board Meetings 
    402.05 Employee Grievances 
    504.01 Student Due Process Rights 
    506.06 Student Publications 
             1005.01 Public Complaints  
 

Approved:  June 9, 2003 



302.01 
 

SUPERINTENDENT QUALIFICATIONS, RECRUITMENT, APPOINTMENT 
 

The board shall employ a superintendent to serve as the chief executive officer of the 
board, to conduct the daily operations of the school district, and to implement board 
policy with the power and duties prescribed by the board and the law. 
 
The board shall consider applicants that meet or exceed the standards set by the Nebraska 
Department of Education and the qualifications established in the job description for the 
superintendent position.  In employing a superintendent the board shall consider the 
qualifications, credentials and records of the applicants without regard to race, color, 
religion, sex, national origin, religion, age, or disability.  The board will look closely at 
the training, experience, skill and demonstrated competence of qualified applicants in 
making its final decision. 
 
In choosing a superintendent, the board shall also consider the school district’s 
educational philosophy, financial situation, organizational structure, education programs, 
and other factors deemed relevant by the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The board may contract for assistance in the search for a superintendent. 
 
Legal Reference: 29 U.S.C. §§ 621-634 (1994) 
   42 U.S.C. §§ 2000 et seq. (1994) 
 
Cross Reference: 201.01 Board Powers and Responsibilities 
   301 Administrative Structure 
 

Approve:  June 9, 2003 



302.02 
 

 
SUPERINTENDENT CONTRACT AND CONTRACT NONRENEWAL 

 
It shall be the responsibility of the board to provide the contract for the position of 
superintendent.  The length of the contract for employment between the superintendent 
and the board shall be determined by the board, but shall not exceed three years.  The 
contract will begin on July 1 and end on June 30.  The contract shall state the terms of 
employment. 
 
Before the board approves a proposed contract for superintendent services, or any 
proposed amendment to an existing contract, the board shall publish a copy of the 
contract or amendment, and a reasonable estimate and description of all current and 
future costs to the district if the proposed contract or amendment were to be approved, at 
least three days before the board meeting at which it will be considered.  This publication 
shall also specify the date, time, and place of this public meeting. Electronic publication 
on the web site of the district shall satisfy this publication requirement if it is prominently 
displayed and allows public access to the entire proposed contract or amendment. 
 
After the board approves the contract or contract amendments the board shall publish a 
copy of the contract, and a reasonable estimate and description of all current and future 
costs to the district that will be incurred as a result of the contract, within two days after 
the board meeting at which it was approved. Electronic publication on the web site must 
be prominently displayed as described above. 
 
After approval of the contract or contract amendments, the board shall file a copy of the 
contract or amendments with the State Department of Education on or before August 1.  
 
The superintendent serves the board as a probationary certificated employee, regardless 
of length of service. The superintendent's contract shall be deemed renewed and will 
remain in full force unless it is amended or not renewed. The superintendent and board 
may mutually agree to terminate the superintendent's contract at any time. 
 
In the event of nonrenewal, termination or amendment of a contract, the board shall 
afford the superintendent appropriate due process, including notice of its intent by April 
15.  Unless continued by mutual written agreement according to statutory procedures, the 
board shall take final action on the contract by May 15. 
 
If the superintendent wishes to resign, to be released from a contract, or to retire, the 
superintendent must comply with board policies dealing with retirement, release or 
resignation. 
 
Legal Reference:  Neb. Statute 79-822 et seq. 

 
Revised June 9, 2014 



 
SUPERINTENDENT SALARY AND OTHER COMPENSATION 

 
The board has complete discretion to set the salary of the superintendent.  It shall be the 
responsibility of the board to set the salary and benefits of the superintendent at a level 
that will include consideration of, but not be limited to, the economic condition of the 
school district and the training, experience, skill, and demonstrated competence of the 
superintendent.  The salary shall be set at the beginning of each contract term. 
 
In addition to the salary and benefits, the superintendent’s actual and necessary expenses 
shall be paid by the school district when the superintendent is performing work-related 
duties.  It shall be within the discretion of the board to pay dues to professional 
organizations for the superintendent.  The information and professional relationships 
offered by these organizations are an important component in assisting the superintendent 
with the successful completion of his or her duties. 
 
The board may approve the payment of dues and other benefits or compensation over and 
above the superintendent’s contract.  Approval of dues and other benefits or 
compensation shall be included in the records of the board in accordance with board 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 302 Superintendent 
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302.04 
 

SUPERINTENDENT DUTIES 
 
The board employs a superintendent of schools to serve as the chief executive officer of 
the board.  The board delegates to the superintendent the authority to implement board 
policy and to execute decisions made by the board concerning the internal operations of 
the school district, unless specifically stated otherwise. 
 
The superintendent shall be responsible for the implementation and execution of board 
policy and the observance of board policy by employees and students.  The 
superintendent shall be responsible for overall supervision and discipline of employees 
and the education program. 
 
In executing the above stated duties, the superintendent shall consider the financial 
situation of the school district as well as the needs of the students.  Specifically the 
superintendent: 
 

o Interprets and implement all board policies and all state and federal laws relevant 
to education; 

o Supervises, either directly or through delegation, all activities of the school 
system according to, and consistent with, the policies of the board; 

o Represents the board as a liaison between the school district and the community; 
o Establishes and maintains a program of public relations to keep the public well 

informed of the activities and needs of the school district, effecting a wholesome 
and cooperative working relationship between the school district and the 
community; 

o Attends and participates in all meetings of the board, except when the 
superintendent’s employment or salary is under consideration when the 
superintendent has been excused, and makes recommendations affecting the 
school district; 

o Reports to the board on such matters as deemed material to the understanding and 
proper management of the school district or as the board may request; 

o Assumes responsibility for the overall financial planning of the district and for the 
preparation of the annual budget, and submits it to the board for review and 
approval; 

o Establishes and maintains efficient procedures and effective controls for all 
expenditures of school district funds in accordance with the adopted budget, 
subject to the direction and approval of the board; 

o Files, or causes to be filed, all reports required by law; 
o Makes recommendations to the board for the selection of employees for the 

school district; 
o Makes and records assignments and transfers of all employees pursuant to their 

qualifications; 
o Employs such employees as may be necessary, within the limits of budgetary 

provisions and subject to the board’s approval; 



o Recommends to the board, for final action, the promotion, salary change, 
demotion, or dismissal of any employee; 

o Prescribes rules for the classification and advancement of students, and for the 
transfer of students from building to another in accordance with board policies; 

o Summons employees of the school district to attend such regular and occasional 
meetings as are necessary to carry out the education program of the school 
district; 

o Supervises methods of teaching, supervision, and administration in effect in the 
schools; 

o Attends such conventions and conferences as are necessary to keep informed of 
the latest educational trends; 

o Accepts responsibility for the general efficiency of the school system, for the 
development of the employees, and for the educational growth and welfare of the 
students; 

o Defines educational needs and formulates policies and plans for recommendation 
to the board; 

o Makes administrative decisions necessary for the proper functioning of the school 
district; 

o Responsible for scheduling the use of buildings and grounds by all groups and/or 
organizations; 

o Acts as the purchasing agent for the board, and establishes procedures for the 
purchase of books, materials and supplies; 

o Approves vacation schedules for employees; 
o Conducts periodic district administration meetings; and, 
o Performs other duties as may be assigned by the board; 
o Supervises the establishment or modification of the boundaries of school 

attendance and transportation areas subject to approval of the board. 
o Directs studies of buildings and sites, taking into consideration population trends 

and the educational and cultural needs of the district in order to ensure timely 
decisions by the board and the electorate regarding construction and renovation 
projects. 

 
This list of duties shall not act to limit the board’s authority and responsibility over the 
superintendent.  In executing these duties and others the board may delegate, the 
superintendent shall consider the school district’s financial condition as well as the needs 
of the students in the school district. 
 
 
 
 
 
Cross Reference: 205 School Board Policy Process 
   301 Administrative Structure 
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302.05 
 

SUPERINTENDENT EVALUATION 
 

At a minimum, the board will formally evaluate the superintendent’s skills, abilities, and 
competence twice in the first year and annually thereafter.  The goal of the 
superintendent’s formal evaluation is to ensure the education program for the students is 
carried out, promote growth in effective administrative leadership, clarify the 
superintendent’s role, clarify the immediate priorities of the board, and develop a 
working relationship between the board and the superintendent. 
 
The formal evaluation will be based upon the following principles: 
 

1.  The evaluation criteria shall be in writing, clearly stated and mutually agreed 
upon by the board and the superintendent.  The criteria will be related to the 
job description and the school district’s goals: 

2.   At a minimum, the evaluation process will be conducted annually at a time 
agreed upon; 

3.   Each board member shall have an opportunity to individually evaluate the 
superintendent, and these individual evaluations will be compiled into an 
overall evaluation by the entire board. 

4.   The board as a whole shall discuss its evaluation with the superintendent. 
5.   The board may discuss its evaluation of the superintendent in closed session. 
6.   Members of the board are encouraged to communicate their criticisms and 

concerns to the superintendent in the closed session. 
7.   The board will complete the evaluation process by reaching consensus on 

goals or priorities for the superintendent for the next period of evaluation. 
 

The board president will develop a written summary of the overall evaluation, including 
both the strengths and the weaknesses of the superintendent that will be placed in the 
superintendent’s personnel file. 
 
This policy supports and does not preclude the ongoing, informal evaluation of the 
superintendent’s skill, abilities and competence. 
 
 
 
 
Legal Reference: Neb. Statute 79-828 
 
Cross Reference: 202.03 Board Self-Evaluation 
   204.06 Closed Sessions 
   302.01 Superintendent Qualifications, Recruitment, Appointment 
 

Approved:  June 9, 2003 
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302.07 
 

SUPERINTENDENT CIVIC ACTIVITIES 
 

The board encourages the superintendent to be involved in the school district community 
by belonging to school district community organizations and attending and participating 
in school district community activities. 
 
It shall be the responsibility of the superintendent to become involved in school district 
community activities and events.  The board may include a lump sum amount as part of 
the superintendent’s compensation to be used specifically for paying the annual fees of 
the superintendent for school district community activities and events if, in the board’s 
judgment, the superintendent’s participation will further the public purpose of promoting 
and deriving support for the school district and public education in general. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 302.03 Superintendent Salary and Other Compensation 
   303.08 Administrator Civic Activities 
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302.08 
 

SUPERINTENDENT CONSULTING/OUTSIDE EMPLOYMENT 
 

The superintendent’s position is considered full-time employment.  The board expects the 
superintendent to give the responsibilities of the position precedence over other 
employment.  The superintendent may accept consulting or outside employment for pay 
as long as, in the judgment of the board, the work is conducted on the superintendent’s 
personal time and it does not interfere with the performance of the superintendent’s 
duties. 
 
The board reserves the right, however, to request that the superintendent cease the outside 
employment as a condition of continued employment.  The board shall give the 
superintendent thirty days notice to cease outside employment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 302.02 Superintendent Contracts and Contract Non-Renewal 
   302.04 Superintendent Duties 
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303.01 
 

ADMINISTRATIVE POSITIONS 
 

The school district shall have, in addition to the superintendent, the following 
administrative positions: 
 
 1.  Secondary Principal 
 
 2.  Elementary Principal 
 
 3.  Assistant Secondary Principal/Activities Director 
 
These administrators shall work closely with the superintendent in the day-to-day 
operations of the school district. 
 
It shall be the responsibility of these administrators to uphold board policy, to install a 
positive, cooperative environment with employees, and to share their expertise with each 
other and the board under the management team concept. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 301 Administrative Structure 
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303.02 
 

ADMINISTRATOR QUALIFICATIONS, RECRUITMENT, APPOINTMENT 
 

The board shall employ building principals and other administrators, in addition to the 
superintendent, to assist in the daily operations of the school district. 
 
The board shall consider applicants who meet or exceed the standards set by the 
Nebraska Department of Education and the qualifications established in the job 
description for the position.  In employing an administrator, the board shall consider the 
qualifications, credentials and records of the applicants without regard to race, color, 
religion, sex, national origin, age, or disability.  The board will look closely at the 
training, experience, skill and demonstrated competence of qualified applicants in making 
its final decision. 
 
In choosing an administrator, the board shall also consider the school district’s 
educational philosophy, financial condition, organizational structure, education programs, 
and other factors deemed relevant by the board. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
for filling an administrative position, based on the requirements stated in this policy.  The 
board shall act only on the superintendent’s recommendation. 
 
The board may contract for assistance in the search for administrators. 
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303.03 
 

ADMINISTRATOR CONTRACT AND CONTRACT NON-RENEWAL 
 

The length of the contract for employment between an administrator and the board shall 
be determined by the board and stated in the contract, but shall not exceed three years.  
The contract shall also state the terms of the employment. 
 
The first three years of a contract issued to a newly employed administrator shall be 
considered a probationary period.  In the event of termination of a probationary or non-
probationary contract, the board shall afford the administrator appropriate due process. 
 
Administrators whose contracts will be recommended for termination, amendment or 
non-renewal by the board will receive notice prior to April 15.  The superintendent shall 
make a recommendation to the board for the termination of the administrator’s contract. 
 
It shall be the responsibility of the superintendent to create a contract for each 
administrative position. 
 
Administrators, who wish to resign, to be released from a contract, or to retire, must 
comply with board personnel policies regarding the areas of resignation, release or 
retirement. 
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303.04 
 

ADMINISTRATOR SALARY AND OTHER COMPENSATION 
 

The board has complete discretion to set the salary of the administrators.  It shall be the 
responsibility of the board to set the salary and benefits of the administrators at a level 
that will include consideration of, but not be limited to, the economic condition of the 
school district and the training, experience, skill, and demonstrated competence of the 
administrators.  The salary shall be set at the beginning of each contract period. 
 
In addition to the salary and benefits agreed upon, the administrator’s actual and 
necessary expenses shall be paid by the school district when the administrator is 
performing work related duties.  The board shall approve the payment of other benefits or 
compensation over and above the administrator’s contract. Approval of other benefits or 
items of an administrator’s compensation shall be included in the records of the board in 
accordance with board policy. 
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303.05 
 

ADMINISTRATOR DUTIES 
 

Administrators shall be hired by the board to assist the superintendent in the day-to-day 
operations of the school district. 
 
Each attendance center shall have a building principal responsible for the administration 
and operation of the attendance center.  Each building principal, as chief administrator of 
the assigned attendance center, shall be responsible for the building and grounds, for the 
students and employees assigned to the attendance center, for school activities at the 
attendance center, for the educational program offered in the attendance center, and the 
budget for the attendance center.  The principal shall be considered the professional 
advisor to the superintendent in matters pertaining to the attendance center supervised by 
the principal.  Although the principals serve under the direction of the superintendent, 
duties of the principal may include, but not be limited to the following: 
 

o Cooperate in the general organization and plan of procedure in the school under 
the principal’s supervision; 

o Supervision of the teachers in the principal’s attendance center; 
o Maintain the necessary records for carrying out delegated duties; 
o Work with the superintendent in rating, recommending and selecting supervised 

employees whenever possible; 
o Work with the superintendent in determining the education program to be offered 

and in arranging the schedules.  In the matter of courses offered, the final 
approval rests with the superintendent who is in turn responsible to the board; 

o Ensure that proper care is taken of all school books, supplies, materials, 
equipment, furniture and facilities; 

o Instruct teachers to make a complete annual inventory of all school property 
contained in their individual rooms. 

o Investigate excessive cases of absence or tardiness of students and notify the 
parents or guardians of unexcused absence or tardiness. 

o Make such reports from time to time as the superintendent may require; 
o Maintain the regular schedule of school hours established by the board and make 

no temporary changes in the schedule without the consent of the superintendent; 
o Promptly notify the superintendent whenever ventilation, sanitation or heating of 

the building is unsatisfactory; 
o Contribute to the formation and implementation of general policies and 

procedures of the school; 
o Perform such other duties as may be assigned by the superintendent of schools. 

 
This list of duties shall not act to limit the board’s authority and responsibility over the 
position of the administrators.  In executing these duties and others the board may 
delegate, the administrators shall consider the school district’s financial condition as well 
as the needs of the student in the school district. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 301 Administrative Structure 
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303.06 
 

ADMINISTRATOR EVALUATION 
 

The superintendent shall conduct an ongoing process of evaluating the administrators on 
their skills, abilities, and competence.  At a minimum, the administrators will be 
evaluated annually.  The goal of the formal evaluation process is to ensure that the 
educational program for the students is carried out, promote growth in effective 
administrative leadership for the school district, clarify the administrator’s role as defined 
by the board and the superintendent, determine areas in need of improvement, clarify the 
immediate priorities of the responsibilities listed in the job description, and develop a 
working relationship between the superintendent and the administrator. 
 
The superintendent is responsible for designing an administrator evaluation instrument.  
The formal evaluation shall include written criteria related to the job description. 
 
The formal evaluation shall also include an opportunity for the administrator and the 
superintendent to discuss the written criteria, the past year’s performance and the future 
areas of growth.  The evaluation shall be completed by the superintendent, signed by the 
administrator and filed in the administrator’s personnel file. 
 
It shall be the responsibility of the superintendent to conduct a formal evaluation of all 
administrators prior to April 15. 
 
This policy supports and does not preclude the ongoing informal evaluation of the 
administrator’s skills, abilities and competence. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



303.07 
 

ADMINISTRATOR PROFESSIONAL DEVELOPMENT 
 

The board encourages the administrators to continue their professional growth by 
becoming involved in professional organizations, attending conferences, continuing their 
education, and participating in other professional activities. 
 
It shall be the responsibility of the administrators to arrange their schedules in order to 
attend various conferences and events in which they are involved.  Prior to attendance at 
an event, the administrator must receive approval from the superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 302.06 Superintendent Professional Development 
   402.08 Employee Travel Compensation 
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303.08 
 

ADMINISTRATOR CIVIC ACTIVITIES 
 

The board encourages the administrators to be involved in the school district community 
by belonging to community organizations, and by attending and participating in school 
district community activities. 
 
It shall be the responsibility of the administrators to become involved in school district 
community activities and events.  The board may include a lump sum amount as part of 
the administrator’s compensation to be used specifically for paying the annual fees of the 
administrator for school district community activities and events if, in the board’s 
judgment, the administrator’s participation will further the public purpose of promoting 
and deriving support for the school district and public education in general.  It shall be 
within the discretion of the board to pay annual fees for professional organizations and 
activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 303.07 Superintendent Civic Activities 
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303.09 
 

ADMINISTRATOR CONSULTING/OUTSIDE EMPLOYMENT 
 

An administrative position is considered full-time employment.  The board expects 
administrators to give the responsibilities of their positions in the school district 
precedence over other employment.  An administrator may accept consulting or outside 
employment for pay as long as, in the judgment of the board and the superintendent, the 
work is conducted on the administrator’s personal time and it does not interfere with the 
performance of the administrative duties contracted by the board. 
 
The board reserves the right, however, to request the administrator cease the outside 
employment as a condition of continued employment.  The board shall give the 
administrator thirty days notice to cease outside employment. 
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304.01 
 

DEVELOPMENT AND ENFORCEMENT OF ADMINISTRATIVE REGULATIONS 
 
Administrative regulations may be necessary to implement board policy.  It shall be the 
responsibility of the superintendent to develop administrative regulations. 
 
In developing the administrative regulations, the superintendent may consult with 
administrators or others likely to be affected by the regulations.  Once the regulations are 
developed, employees, students and other members of the school district community shall 
be informed in a manner determined by the superintendent. 
 
The board shall be kept informed of the administrative regulations utilized and their 
revisions.  The board may review and recommend change of administrative regulations 
prior to their use in the school district if they are contrary to the intent of board policy. 
 
It shall be the responsibility of the superintendent to enforce administrative regulations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 205 School Board Policy Process 
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304.02 
 

MONITORING OF ADMINISTRATIVE REGULATIONS 
 

The administrative regulations shall be monitored and revised when necessary.  It is the 
responsibility of the superintendent to monitor and revise the administrative regulations. 
 
The superintendent may rely on the board, administrators, employees, students, and other 
members of the school district community to inform the superintendent about the effect 
of and possible changes in the administrative regulations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 205 School Board Policy Process 
 

Approved:  June 9, 2003 



304.03 
 

HANDBOOKS AND DIRECTIVES 
 

In order that the necessary board policies, regulations, school rules and procedures may 
be known by all staff members, patrons, students and parents affected, district 
administrators and principals are granted authority to issue staff and student/parent 
handbooks. 
 
It is essential that the contents of all handbooks conform to district policies and 
regulations.  It is also important that all handbooks bearing the name of the district or one 
of its schools is of a quality that reflects favorably on the district.  The board, therefore, 
expects all handbooks to be approved by the board and/or superintendent or designee 
before publication. 
 
The board will review and approve district personnel handbooks in order that the contents 
may be accorded the legal status of board approved policy and regulation.  The 
superintendent will use his/her judgment as to whether other specific handbooks need 
board approval.  However, all handbooks published are to be made available to the board 
for informational purposes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



305.0 
 

ADMINISTRATOR CODE OF ETHICS 
 

Administrators, as part of the educational leadership in the school district community, 
represent the views of the school district.  Their actions, verbal and nonverbal, reflect the 
attitude and the beliefs of the school district.  Therefore, administrators shall conduct 
themselves professionally and in a manner fitting to their position. 
 
Each administrator shall follow the code of ethics stated in this policy.  Failure to act in 
accordance with this code of ethics or in a professional manner, in the judgment of the 
board, shall be grounds for discipline up to, and including, discharge. 
 
The professional school administrator: 
 

o Upholds the honor and dignity of the profession in actions and relations with 
students, colleagues, board members and the public; 

o Obeys local, state and national laws; holds to high ethical and moral standards; 
and gives loyalty to this country and to the cause of democracy and liberty; 

o Accepts the responsibility to master and contribute to the growing body of 
specialized knowledge, concepts, and skills which characterize school 
administration as a profession; 

o Strives to provide the finest possible educational experiences and opportunities to 
the members of the school district community; 

o Seeks to preserve and enhance the prestige and status of the profession when 
applying for a position or entering into contractual agreements; 

o Carries out in good faith the policies duly adopted by the local board and the 
regulations of state authorities and renders professional service; 

o Disallows consideration of private gain or personal economic interest to affect the 
discharge of professional responsibilities; 

o Recognizes public schools are the public’s business and seeks to keep the public 
informed about their schools; and 

o Supports and practices the management team concept. 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 405 Employee Conduct and Appearance 
 

Approved:  June 9, 2003 
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401 
 

ROLE OF AND GUIDING PRINCIPLES FOR EMPLOYEES 
 

This series of the board policy manual is devoted to the board’s goals and objectives for 
employees in the performance of their jobs.  Employees provide a variety of important 
services for the children of the school district community.  They may be teaching or 
assisting in the classroom, working in the office, maintaining the facilities, driving or 
repairing the school buses, or cooking lunches.  Each employee plays a vital role in 
providing an equal opportunity for a quality education for students commensurate with 
the students’ individual needs.  While the teachers have the most direct impact on the 
formal instruction of students, all employees have an impact on the school environment 
by their dedication to their work and their actions.  As role models for the students, 
employees shall promote a cooperative, enthusiastic, and supportive learning 
environment for the students. 
 
In striving to achieve a quality education program, the board’s goal is to obtain and retain 
qualified and effective employees.  The board shall have complete discretion to 
determine the number, the qualifications, and the duties of the positions and the school 
district’s standard of acceptable performance.  It shall be the responsibility of the 
superintendent to make recommendations to the board in these areas prior to board 
action.  The board recognizes its duty to bargain collectively with duly certified collective 
bargaining units. 
 
Board policies in this series relating to general employees shall apply to employees 
regardless of their position as a certificated employee, support staff, substitute or 
administrator.  Board policies relating to certificated employees shall apply to positions 
that require a teaching license or administrator’s certificate or other professional license, 
certificate or endorsement, unless administrative positions are specifically excluded from 
the policy.  Support staff policies included in this series shall apply to positions that do 
not fall within the definition of certificated employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



402.01 
 

EQUAL OPPORTUNITY EMPLOYMENT 
 
The Palmyra District OR-1  School District shall provide equal opportunity to employees 
and applicants for employment in accordance with applicable equal employment 
opportunity and non-discrimination laws, directives and regulations of federal, state and 
local governing bodies.  Opportunity to all employees and applicants for employment 
includes hiring, placement, promotion, transfer or demotion, recruitment, advertising or 
solicitation for employment, treatment during employment, rates of pay or other forms of 
compensation, and layoff or termination.  Employees will support and comply with the 
district's established equal employment opportunity and non-discrimination policies.  
Employees shall be given notice of this policy annually. The board shall appoint an 
employee to serve as non-discrimination compliance coordinator.   
 
Individuals who file an application with the school district will be given consideration for 
employment if they meet or exceed the qualifications set by the board, administration, 
and Nebraska Department of Education for the position for which they apply.  In 
employing individuals, the district will not discriminate in any aspect of employment 
with regard to race, color, religion, national or ethnic origin, sex, disability, age, marital 
status, genetic background, veteran status, pregnancy, or childbirth or related medical 
condition.   
 
Advertisements and notices for vacancies within the district shall contain the following 
statement:  "The Palmyra District OR-1 School District is an equal opportunity employer 
(EOE)."  The statement shall also appear on application forms. 
 
Inquiries by employees or applicants for employment regarding compliance with equal 
employment opportunity and non-discrimination laws and policies, including but not 
limited to complaints of discrimination, shall be directed to: 
Name and/or Title:  Robert Hanger, Superintendent of Schools 
Address:  P.O. Box 130 Palmyra, NE 68418 
Telephone No.:  402-780-5327 ext. 303 
 
Inquiries by employees or applicants for employment regarding compliance with equal 
employment opportunity and non-discrimination laws and policies, including but not  
limited to complaints of discrimination, may also be directed in writing to the Director of 
the Kansas Office of Civil Rights, U.S. Department of Education, One Petticoat Lane, 
1010 Walnut Street, Suite 320, Kansas City, MO 64106, (816) 268-0599, the Nebraska 
Equal Opportunity Commission, State Office Building, 301 Centennial Mall South, 5th 
floor, P.O. Box 94394, Lincoln, NE 68509-4934, (402) 471-2024 or (800) 642-6112 or 
by email to OCR.KansasCity@ed.gov. 
 
This inquiry or complaint to the federal office may be done instead of, or in addition to, 
an inquiry or complaint at the local level. 
 



 
Further information and procedures for filing a complaint are available at the website of 
the Nebraska Equal Opportunity Commission, http://www.neoc.ne.gov/comp/comp.htm. 
 
Legal Reference: 29 U.S.C. §§ 621-634 (1994). 
   42 U.S.C. §§ 2000e et seq. (1994). 
   42 U.S.C. §§ 12101 et seq. (1994). 
   Neb. Statute 48-1101 et seq. (Nebr. Fair Employment Practice Act) 
 
Cross Reference: 103 Equal Educational Opportunity 
   404.06 Harassment by Employees 
   406.02 Certificated Employee Qualifications, Recruitment   
       and Selection 
   412.02 Support Staff Qualifications, Recruitment and 
       Selection  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised July 13, 2015 
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402.02 
 

EMPLOYEE ORIENTATION 
 
 
Employees must know their role and duties.  New employees may be required to 
participate in an orientation program for new employees. The employee's immediate 
supervisor should provide the new employee with a review of the employee's 
responsibilities and duties. Employees involved in childcare, custody or control 
responsibilities shall be given instruction in the handling of emergency situations, which 
might arise in the course of the employee's work.  Payroll procedures and employee 
benefit programs and accompanying forms will be explained to the employee by the 
building principal. The supervisor may wish to review the staff handbook as part of the 
orientation process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Nebraska Statute 79-802 
 
Cross Reference:  401 Guiding Principles for Employees 

405 Employee Conduct and Appearance 
    407 Certificated Employee Compensation and Benefits 
    413 Support Staff Compensation and Benefits 
 

Approved:  June 9, 2003 
 



402.03 
 

EMPLOYEE CONFLICT OF INTEREST 
 
Employees' use of their position with the school district for financial gain shall be 
considered a conflict of interest with their position as employees and may subject 
employees to disciplinary action. 
 
Employees have access to information and a captive audience that could award the 
employee personal or financial gain.  No employee may solicit other employees or 
students for personal or financial gain to the employee without the approval of the 
superintendent.  If the approval of the superintendent is given, the employee must 
conduct the solicitations within the conditions set by the superintendent.  Further, the 
superintendent may, upon five days notice, require the employee to cease such 
solicitations as a condition of continued employment. 
 
Employees shall not act as an agent or dealer for the sale of textbooks or other school 
supplies.  Employees shall not participate for personal financial remuneration in outside 
activities wherein their position on the staff is used to sell goods or services to students or 
to parents.  Employees shall not engage in outside work or activities where the source of 
information concerning the customer, client or employer originates from information 
obtained because of the employee's position in the school district. 
 
It shall also be a conflict of interest for an employee to engage in any outside 
employment or activity, which is in conflict with the employee's official duties and 
responsibilities.  In determining whether outside employment or activity of an employee 
creates a conflict of interest, situations in which an unacceptable conflict of interest shall 
be deemed to exist shall include, but not be limited to, any of the following: 
 
1. The outside employment or activity involves the use of the school district's time, 

facilities, equipment and supplies or the use of the school district's badge, uniform, 
business card or other evidences of office to give the employee or the employee's 
immediate family an advantage or monetary benefit that is not available to other 
similarly situated members or classes of members of the general public.  For purposes 
of this section, a person is not "similarly situated" merely by being related to an 
employee who is employed by the school district. 

 
2. The outside employment or activity involves the receipt of, promise of, or acceptance 

of more or other consideration by the employee or a member of the employee's 
immediate family from anyone other than the school district for the performance of 
any act that the employee would be required or expected to perform as part of the 
employee's regular duties or during the hours during which the employee performs 
service or work for the school district. 

 
 
 



3. The outside employment or activity is subject to the official control, inspection, 
review, audit or enforcement authority of the employee during the performance of the 
employee's duties. 

 
If the outside employment or activity is employment or activity in (1) or (2) above, the 
employee must cease the employment of or activity.  If the activity or employment falls 
under (3), then the employee must: 
 

o Cease the outside employment or activity; or 
 

o Publicly disclose the existence of the conflict and refrain from taking any official 
action or performing any official duty that would detrimentally affect or create a 
benefit for the outside employment or activity.  Official action or official duty 
includes, but is not limited to, participating in any vote, taking affirmative action 
to influence any vote, or providing any other official service or thing that is not 
available generally to members of the public in order to further the interests of the 
outside employment or activity. 

 
It shall be the responsibility of each employee to be aware of and take the necessary 
action to eliminate a potential conflict of interest should it arise. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 202.02 Board Member Conflict of Interest 
   403.04 Gifts to Employees 
   403.06 Employee Outside Employment 
 

Approved:  June 9, 2003 



402.04 
 

NEPOTISM 
 
More than one family member may be an employee of the school district.  It shall be 
within the discretion of the superintendent to allow one family member employed by the 
school district to supervise another family member employed by the school district. 
 
The employment of more than one individual in a family shall be on the basis of their 
qualifications, credentials and records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406.02 Certificated Employee Qualifications, Recruitment, 
          Selection 
   412.02 Support Staff Qualifications, Recruitment, Selection 
 

Approved:  June 9, 2003 



402.05 
 

EMPLOYEE COMPLAINTS 
 
Complaints of employees against fellow employees should be discussed directly between 
employees.  If necessary, complaints shall be brought directly to the immediate 
supervisor, principal or superintendent and shall be made in a constructive and 
professional manner.  Complaints shall never be made in the presence of other 
employees, students or outside persons. 
 
A formal grievance procedure is contained in the negotiated contract between the 
employee's certified bargaining unit and the board.  This policy shall not apply to a 
complaint that has been or could be filed at the employee's discretion under that formal 
grievance procedure.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 301.04 Communication Channels 
 

Approved:  June 9, 2003 



402.06 
 

EMPLOYEE RECORDS 
 
The school district shall maintain personnel records on employees.  The records are 
important for the daily administration of the educational program, for implementing 
board policy, for budget and financial planning, and for meeting state and federal 
requirements. 
 
The records shall include, but not be limited to, records necessary for the daily 
administration of the school district, salary records, evaluations, application for 
employment, references, and other items needed to carry out board policy.  Employee 
personnel files are school district records and are considered confidential records and 
therefore are not generally open to public inspection or accessibility.  Only in certain 
limited instances, when the employee has given a signed consent, will employee 
personnel records be accessible to individuals other than the employee or authorized 
school officials. 
 
Employees may have access to their personnel files, with the exception of letters of 
reference, and copy items from their personnel files at a time mutually agreed upon 
between the superintendent and the employee.  The school district may charge a 
reasonable fee for each copy made.  However, employees will not be allowed access to 
the employment references written on behalf of the employee.  Board members will 
generally only have access to an employee's file when it is necessary because of an 
employee related matter before the board. 
 
It shall be the responsibility of the superintendent to keep employees' personnel files 
current.   
 
It shall be the responsibility of the superintendent to develop administrative regulations 
for the implementation of this policy.  
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-539 
             84-1201 et seq.  
 
Cross Reference: 403.01 Release of Credit Information 
   404 Employees' Health and Well-Being 
  

Approved:  June 9, 2003 



402.07 
 

TRANSPORTING OF STUDENTS BY EMPLOYEES 
 
Generally, transportation of students shall be in a motor vehicle owned by the school 
district and driven by an employee.  In some cases, it may be more economical or 
efficient for the school district to allow an employee of the school district to transport the 
students in the employee's motor vehicle. 
 
Employees who transport students for school purposes must have the permission of the 
superintendent. 
 
This policy statement applies to transportation of students for school purposes in addition 
to the regular bus route transporting students to and from their designated attendance 
center. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.07 Employee Travel Compensation 
   801 Transportation 
 

Approved:  June 9, 2003 



402.08 
 

EMPLOYEE TRAVEL COMPENSATION 
 
Employees traveling on behalf of the school district and performing approved school 
district business will be reimbursed for their actual and necessary expenses.  Actual and 
necessary travel expenses shall include, but not be limited to, transportation and/or 
mileage costs, lodging expenses, meal expenses and registration costs. 
 
Travel Outside the School District 
 
Travel outside of the school district must be pre-approved.  Pre-approval shall include an 
evaluation of the necessity of the travel, the reason for the travel and an estimate of the 
cost of the travel to qualify as approved school district business.  The superintendent shall 
approve travel outside the school district by employees.   
 
Reimbursement for actual and necessary expenses will be allowed for travel outside the 
school district if the employee received pre-approval for the travel.  Prior to 
reimbursement of actual and necessary expenses, the employee must provide the school 
district with a detailed receipt, other than a credit card receipt, indicating the date, 
purpose and nature of the expense for each claim item.  In exceptional circumstances, the 
superintendent may allow a claim without proper receipt.  Written documentation 
explaining the exceptional circumstances shall be maintained as part of the school 
district's record of the claim. 
 
Failure to have a detailed receipt shall make the expense a personal expense.  Personal 
expenses, including mileage, in excess of that required for the employee to the school 
district shall reimburse the trip no later than 10 working days following the date of the 
expense. 
 
Reimbursement for actual and necessary expenses for travel outside the school district 
will be limited to the pre-approved expenses.  Pre-approved expenses for registration 
shall be limited to the actual cost of the registration. 
 
Travel Within the School District 
 
Employees required to travel in their personal vehicle between school district buildings to 
carry out the duties of their position may be reimbursed the current IRS rate per mile.  It 
shall be the responsibility of the superintendent to approve travel within the school 
district by employees.  It shall be the responsibility of the board to review the travel 
within the school district by the superintendent through the board's audit and approval 
process. 
 
Employees who are allowed an in-school district travel allowance shall have the amount 
of the allowance actually received during each calendar year included on the employee's 
W-2 form as taxable income according to the Internal Revenue Code. 



 
The superintendent shall be responsible for developing administrative regulations 
regarding actual and necessary expenses, in-school district travel allowances and 
assignment of school district vehicles.  The administrative regulations shall include the 
appropriate forms to be filed for reimbursement to the employee from the school district 
and the procedures for obtaining approval for travel outside of and within the school 
district.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 13-2201 et seq. 
 
Cross Reference: 206.04 Board Member Compensation and Expenses 
   402.07 Transporting of Students by Employees 
   402.11 Credit Cards 
   801.13 Use of Private Vehicles on School Business 
 

Approved:  June 9, 2003 



402.09 
 

RECOGNITION FOR SERVICE OF EMPLOYEES 
 
The board recognizes and appreciates the service of its employees.  The board, 
administration and staff may honor employees who retire or resign in an appropriate 
manner. 
 
If the form of honor thought appropriate by the administration and employees involves 
unusual expense to the school district, the superintendent shall seek prior approval from 
the board.  Any expenditure for recognition of service shall be limited to one hundred 
dollars per individual per occasion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 13-2203                             
 
Cross Reference: 408 Certificated Employee Termination of Employment 

   414 Support Staff Termination of Employment 
 

Approved:  June 9, 2003 



402.10 
 

EMPLOYEE POLITICAL ACTIVITY 
 
Employees shall not engage in political activity upon property under the jurisdiction of 
the board.  Activities including, but not limited to, posting of political circulars or 
petitions, the distribution of political circulars or petitions, the collection of or solicitation 
for campaign funds, solicitation for campaign workers, and the use of students for writing 
or addressing political materials, or the distribution of such materials to or by students are 
specifically prohibited. 
 
Violation of this policy may be grounds for disciplinary action.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 410.05 Certificated Employee Political Leave 
   415.05 Support Staff Political Leave 
 

Approved:  June 9, 2003 



402.11 
 

CREDIT CARDS 
 
The Superintendent shall determine which employees may use school district credit cards 
for the purchase of goods and services on behalf of the district or the actual and necessary 
expenses incurred in the performance of work-related duties.  Actual and necessary 
expenses incurred in the performance of work-related duties may include, but are not 
limited to, fuel for school district transportation vehicles used for transporting students to 
and from school and for school-sponsored events, payment of claims related to 
professional development of the board and employees, and other expenses required by 
employees and the board in the performance of their duties. 
 
The Superintendent, in consultation with the Board, shall determine the acceptable types 
of purchases for which the credit card may be used. 
 
Employees using a school district credit card must submit a detailed receipt in addition to 
a credit card receipt indicating the date, purpose and nature of the expense for each claim 
item.  Failure to provide a proper receipt shall make the employee responsible for 
expenses incurred and may lead to suspension of the employee’s credit card use.   
 
It shall be the responsibility of the board to determine through its annual audit whether 
the school district credit card use and procedures are appropriately handled. 
 
The superintendent shall be responsible for implementing this policy. 
 
Cross Reference: 206.04 Board Member Compensation and Expenses 
   402.08 Employee Travel Compensation 
 
 

Approved:  June 9, 2003 
Revised August 15, 2016 



402.12 
 

EMPLOYEE INVOLVEMENT IN DECISION MAKING 
 
The Board will encourage employees to contribute their ideas for the betterment of the 
district.  The staff will be asked to help in developing policies and regulations, in 
establishing goals and objectives, and in planning curriculum, services, budget and 
facilities. 
 
In devising rules and procedures for the operation of the schools, administrators will seek 
the suggestions of those employees who will be affected by such provisions.  The 
professional staff will be given opportunities to contribute to curriculum development 
and to recommend policies and regulations pertaining to students and instruction. 
 
The superintendent will develop channels for the communication of ideas among staff, 
administrators and Board members and will inform the Board of staff opinion when 
presenting recommendations for Board actions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.13 Communications with Employees 
 

Approved:  June 9, 2003 



402.13 
 

COMMUNICATIONS WITH EMPLOYEES 
 
The Board desires to maintain open communication channels between itself and the staff.  
The basic line of communication will be through the superintendent.  The superintendent 
will develop and recommend to the Board processes for communications between the 
Board and district employees. 
 
Communications or reports to the Board or Board committee from any staff member or 
members should be submitted through the superintendent.  This procedure will not be 
construed as denying the right of any employee to address the Board about issues which 
are neither part of an active administrative procedure, nor disruptive to the operation of 
the district. 
 
All official communications, policies and directives of staff interest and concern will be 
communicated to staff members through the superintendent.  The superintendent will 
communicate as appropriate to keep staff fully informed of the Board’s concerns and 
actions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 301.04 Communication Channels 
 

Approved:  June 9, 2003 



402.14 
 

EMPLOYEE USE OF DISTRICT TECHNOLOGY 
 
The Board of Education believes that the availability of computers and computer 
technology will enhance the learning opportunities of our students and allow the district 
to deliver educational services more efficiently.  Employees are expected to conduct 
themselves within the guidelines of district computer use policy as stated in Policy  
606.06, Acceptable Use of Computers, Technology and the Internet.    
 
District OR-1’s computer equipment and network are primarily intended to be used by 
employees to conduct day-to day work functions.  However, employees may engage in 
light personal use under the discretion of the administration.  Employees are prohibited 
from using the District’s computer equipment and network for personal or private 
financial gain. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  504.03 Student Conduct 
    505 Student Discipline 
    606.06 Acceptable Use of Computers, Technology and the  
          Internet 

 
Revised:  November 13, 2006 



402.15 
 

STAFF CONDUCT WITH STUDENTS 
 
The Board expects all staff members, including teachers, coaches, counselors, 
administrators, and others to maintain the highest professional, moral, and ethical 
standards in their conduct with students. For the purposes of this policy, staff members 
also include school volunteers. 
 
The interactions and relationships between staff members and students should be based 
upon mutual respect and trust; an understanding of the appropriate boundaries between 
adults and students in and outside of the educational setting; and consistency with the 
educational mission of the schools. 
 
Staff members are expected to be sensitive to the appearance of impropriety in their 
conduct with students. Staff members are encouraged to discuss issues with their building 
administrator or supervisor whenever they are unsure whether particular conduct may 
constitute a violation of this policy. 
 
Unacceptable Conduct 
Examples of unacceptable conduct by staff members include but are not limited to the 
following: 
 
• Any type of sexual or inappropriate physical contact with students or any other 

conduct that might be considered harassment under the Board's policy on Harassment 
By Employees; 

 
• Singling out a particular student or students for personal attention and friendship 

beyond the normal teacher-student relationship; 
 
• Associating with students in any situation or activity that includes the presence of 

drugs or that could be considered sexually suggestive; 
 
• For non-guidance/counseling staff, encouraging students to confide their personal or 

family problems and/or relationships. If a student initiates such discussions, staff 
members are expected to be supportive but to refer the student to appropriate 
guidance/counseling staff. In either case, staff involvement should be limited to a 
direct connection to the student's school performance; 

 
• Sending students on personal errands; 
 
• Sexual banter, allusions, jokes, or innuendos with students; 
 
• Asking a student to keep a secret; 
 
 



402.15 
 
• Disclosing personal, sexual, family, employment concerns, or other private matters to 

one or more students; 
 
• Addressing students with terms of endearment, pet names, or otherwise in an overly 

familiar manner; and 
 
• Being alone with individual students by closing a room door except when dealing 

with issues of health by appropriate personnel; 
 
• Inviting or allowing students to visit the staff member's home; 
 
• Maintaining personal contact with a student outside of school by phone, email, Instant 

Messenger or Internet chat rooms, social networking websites, or letters (beyond 
homework or other legitimate school business); 

 
• Exchanging personal gifts (beyond the customary student teacher gifts); and/or 
 
• Socializing or spending time with students (including but not limited to activities such 

as going out for meals or movies, shopping, traveling, and recreational activities) 
outside of school sponsored events or except as participants in organized community 
activities. 

 
Students and/or their parents/guardians are strongly encouraged to notify the principal if 
they believe a teacher or other staff member may be engaging in conduct that violates this 
policy. 
 
Staff members are required to notify promptly the principal or superintendent if they 
become aware of a situation that may constitute a violation of this policy. 
 
Staff violations of this policy may result in disciplinary action up to and including 
dismissal. Violations involving sexual or other abuse will also result in referral to the 
Department of Health and Human Services and/or law enforcement in accordance with 
the Board's policy on Child Abuse Reporting. 
 
This policy shall be included in future employee, student and volunteer handbooks. 
 
 
 
 
 

Approved:  June 14, 2010 



402.16 
 

PROHIBITION ON AIDING SEXUAL ABUSE 
 
The district prohibits any employee, contractor or agent from assisting a school 
employee, contractor or agent in obtaining a new job if the individual or district knows or 
has probable cause to believe that such school employee, contractor or agent engaged in 
sexual misconduct regarding a minor or a student in violation of the law.  This 
prohibition does not include the routine transmission of administrative and personnel 
files. 
 
This prohibition does not apply under certain conditions specified by the Every Student 
Succeeds Act (ESSA) such as:  
 
1. The matter has been reported to law enforcement authorities and it has been officially 

closed or the school officials have been notified by the prosecutor or police after an 
investigation that there is insufficient information to establish probable cause, or; 
 

2. The individual has been acquitted or otherwise cleared of the alleged misconduct, or; 
 
3. The case remains open without charges for more than 4 years after the information 

was reported to a law enforcement agency. 
 
Legal Reference: ESSA section 8038, § 8546 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adopted July 13, 2016 
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WORKPLACE PRIVACY 
 
 
The district will not: 
 
1. Require or request that an employee or applicant provide or disclose any user name or 

password or any other related account information in order to gain access to the 
employee's or applicant's personal Internet account by way of an electronic 
communication device; 

2. Require or request that an employee or applicant log into a personal Internet account 
by way of an electronic communication device in the presence of the employer in a 
manner that enables the employer to observe the contents of the employee’s or 
applicant’s personal Internet account or provides the employer access to the 
employee's or applicant's personal Internet account; 

3. Require an employee or applicant to add anyone, including the employer, to the list of 
contacts associated with the employee's or applicant’s personal Internet account or 
require or otherwise coerce an employee or applicant to change the settings on the 
employee's or applicant's personal Internet account which affects the ability of others 
to view the content of such account; or 

4. Take adverse action against, fail to hire, or otherwise penalize an employee or 
applicant for failure to provide or disclose any of the information or to take any of the 
actions specified above. 

5. Require an employee or applicant to waive or limit any protection granted under the 
Workplace Privacy Act as a condition of continued employment or of applying for or 
receiving an offer of employment.  

 
The district shall maintain its right to control, monitor and review the use of its 
computers, technology and the Internet as stated in policy 606.06, to access any 
employee-related information available in the public domain, and conduct investigations 
related to employee actions prohibited by district policy to the extent those investigations 
are not expressly prohibited by the Workplace Privacy Act or other applicable state or 
federal law. 
 
Legal Reference: Neb. Statutes, LB 821 (2016) 
 
 
 
 
 
 

Adopted July 13, 2016 
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USE OF SCHOOL FACILITIES BY EMPLOYEES 
 
The superintendent may approve the use of school facilities, equipment and other 
resources by school employees except for those activities which result in personal or 
corporate gain.  School vehicles shall not be available for personal use except as provided 
in individual employee contracts. 
 
Employees are allowed to use public resources within the statutory definition of 
incidental or de minimis use for purposes such as research or communication that would 
otherwise be prohibited by state or federal statutes. 
 
In some cases, employee use of district resources may result in the need to report such 
use as additional compensation in accordance with IRS codes.  The superintendent will 
inform business personnel when he/she is aware of employee use of district resources 
requiring such reporting. 
 
Legal Reference:  Neb. Statute 49-14,101 
 
Cross Reference: 1006.01 Community Use of School Bldgs., Sites and Equipment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 14, 2010 
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RELEASE OF EMPLOYEE INFORMATION 
 
The following information will be released to an entity with whom an employee has 
applied for credit or has obtained credit:  title of position, income, and number of years 
employed.  This information may be released without prior written notice to the 
employee.   
 
If a current or former employee wishes the district to release information to a prospective 
employer, written consent must be provided on the district’s Employee Information 
Release Form.  Even with the receipt of the Employee Information Release Form, the 
district may, at the superintendent’s discretion, refuse to release such information.  The 
Employee Information Release Form will be invalid six months after the signing date. 
 
Cross Reference: 402.06 Employee Records 

 
 
 
 

 
 
 
 
 
 
 
 
 

Revised:  June 18, 2012 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.06 Employee Records 
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CHILD ABUSE REPORTING 
 
School employees who have reasonable cause to suspect a child is a victim of abuse or 
neglect, or who observe conditions which reasonably would result in abuse or neglect, 
shall report such incidents to the proper authorities. 
 
The employee shall make an oral report to the local law enforcement agency by 
telephone, followed by a written report.  The report will include all information required 
by law.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 28-711  
 
Cross Reference: 402.03 Abuse of Students by School District Employees 
   502.09 Interviews of Students by Outside Agencies 

507 Student Health and Well Being 
 

Approved:  June 9, 2003 
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CHILD ABUSE REPORTING REGULATION 
 
Any school employee shall make an oral report by telephone to the local law enforcement 
authorities or the Department of Health and Human Services when that employee has 
reasonable cause to believe that a child has been subjected to abuse or neglect or observes 
a child being subjected to conditions or circumstances which reasonably would result in 
abuse or neglect.  
 
"Child abuse" is defined as knowingly, intentionally or negligently causing or permitting 
a minor child to be: 
1. Placed in a situation that endangers his or her life or physical or mental health; 
2. Cruelly confined or cruelly punished; 
3. Deprived of necessary food, clothing, shelter, or care; 
4. Placed in a situation to be sexually exploited by allowing, encouraging, or forcing 

such minor child to solicit for or engage in prostitution, debauchery, public 
indecency, or obscene or pornographic photography, films, or depictions; or 

5.   Placed in a situation to be sexually abused as defined in Neb. Statutes 28-319 or 28-
320.01. 

 
The oral report shall include the caller's name and address. 
 
The oral report will be followed by a written report that shall include to the extent 
available, the following: 
1. The employee's name and address; 
2. The address and age of the abused or neglected child; 
3. The address of the person(s) having custody of the child; 
4. The nature and extent of the abuse or neglect, or the conditions and circumstances 

which would reasonably result in such abuse or neglect; 
5. Any evidence of previous abuse or neglect, including the nature and extent; and 
6. Any other information which in the opinion of the person making the report may be 

helpful in establishing the cause of such abuse or neglect and the identity of the 
perpetrator(s). 

 
Any person making such a report as required by law will be immune from any civil or 
criminal liability, except for in the case of making maliciously false statements. 
 
Failure to make such a required report, or knowingly releasing confidential information 
other than as permitted by law will result in a Class III misdemeanor. 
 
It is not the responsibility of employees to prove that a child has been abused or 
neglected.  Employees should not take it upon themselves to investigate the case or 
contact the family of the child.  The Department of Health and Human Services is 
responsible for investigating the incident of alleged abuse. 

Approved:  June 9, 2003 
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES 
 
Physical or sexual abuse of students, including inappropriate and intentional sexual 
behavior, by employees will not be tolerated.  The definition of employees for the 
purpose of this policy includes not only those who work for pay but also those who are 
volunteers of the school district under the direction and control of the school district.  
Employees found in violation of this policy will be subject to disciplinary action up to 
and including discharge. 
 
The school district will respond promptly to allegations of abuse of students by school 
district employees by investigating or arranging for the investigation of an allegation.  
The processing of a complaint or allegation will be handled confidentially to the 
maximum extent possible.  Employees are required to assist in the investigation when 
requested to provide information and to maintain the confidentiality of the reporting and 
investigation process. 
 
The superintendent will appoint an investigator and alternate investigator of opposite 
sexes. The investigator will pass the findings on to the superintendent who will complete 
any further investigations as deemed necessary and take appropriate final action.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-295 
 
Cross Reference:  402.02 Child Abuse Reporting 
    403.05 Harassment 
    503.05 Corporal Punishment 
 

Approved:  June 9, 2003 
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ABUSE COMPLAINT FORM 
 

Name of complainant:            
 
Position of complainant:            
 
Date of complaint:             
 
Name of alleged abuser:           
 
Date and place of incident or incidents:          
 
             
 
Description of misconduct:            
 
             
 
             
 
Name of witnesses (if any):            
 
             
 
             
 
Evidence of abuse, i.e., letters, photos, etc. (attach evidence if possible):  _____________ 
 
             
 
             
 
Any other information:           
  
            
    
I agree that all of the information on this form is accurate and true to the best of my 
knowledge. 
 
 
 
Signature:  _____________________________________ 
 
Date:  ___________________ 
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WITNESS DISCLOSURE FORM 
 
Name of witness:             
 
Position of witness:             
 
Date of testimony, interview:           
   
Description of instance witnessed:           
 
             
 
             
 
             
 
             
 
             
 
             
 
 
Any other information:            
 
             
 
             
 
             
 
 
 
I agree that all of the information of this form is accurate and true to the best of my 
knowledge. 
 
 
 
Signature:  ____________________________________ 
 
Date:  ___________________ 
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES REGULATION 
 
Physical or sexual abuse of students, including inappropriate and intentional sexual 
behavior, by employees will not be tolerated. Employees found in violation of this policy 
will be subject to disciplinary action up to and including discharge. 
 
Definition of Physical Abuse 
 
Physical abuse is non-accidental physical injury to the student as a result of the action of 
an employee.  Injury occurs when evidence of it is still apparent at least twenty-four 
hours after its occurrence.  The following do not constitute physical abuse, and no 
employee is prohibited from: 
 
1.  Using reasonable and necessary force, not designed or intended to cause pain: 

a) To quell a disturbance or prevent an act that threatens physical harm to any 
person. 

b) To obtain possession of a weapon or other dangerous object within a pupil's 
control. 

c) For the purposes of self-defense of defense of others as provided for in Neb. 
Statute 28-1409 and 1410. 

d) For the protection of property as provided for in Neb. Statute 28-1411. 
e) To remove a disruptive pupil from class, or any area of school premises or from 

school-sponsored activities off school premises. 
f) To prevent a student from the self-infliction of harm. 
g) To protect the safety of others. 

 
2.   Using incidental, minor, or reasonable physical contact to maintain order and control.   

In determining the reasonableness of the contact or force used, the following factors 
shall be considered: 

  
a) The nature of the misconduct of the student, if any, precipitating the physical 

contact by the school employee. 
b) The size and physical condition of the student. 
c) The means or device used in making the physical contact. 
d) The motivation of the school employee in initiating the physical contact. 
e) The extent of injury to the student resulting from the physical contact. 

 
"Reasonable force" is that force and no more which a reasonable person, in like 
circumstances, would judge to be necessary to prevent an injury or loss and can include 
deadly force if it is reasonable to believe that such force is necessary to avoid injury or 
risk to one's life or safety or the life or safety of another, or it is reasonable to believe that 
such force is necessary to resist a like force or threat. 
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Definition of Sexual Abuse 
 
Sexual abuse is defined as including sexual acts involving a student, acts that encourage 
the student to engage in prostitution, inappropriate, intentional sexual behavior or 
physical manifestations of sexual harassment by the employee toward a student.  "Sexual 
harassment" is defined as sexual advances, requests for sexual favors or other verbal or 
physical conduct of a sexual nature when: 
1. Submission to the conduct is made either implicitly or explicitly a term or condition 

of the student's education or benefits; 
2. Submission to or rejection of the conduct is used as the basis for academic decisions 

affecting that student; or 
3. The conduct has the purpose or effect of substantially interfering with a student's 

academic performance by creating an intimidating, hostile or offensive education 
environment. 

 
Complaint Procedure 
  
An individual who believes he/she has been abused shall notify the superintendent who 
will in turn designate an investigator.  The investigator may request that the individual 
complete the Abuse Complaint form.  Information received during the investigation shall 
be kept confidential to the extent possible. 
 
The investigator, with the approval of the superintendent, or the superintendent has the 
authority to initiate a harassment investigation in the absence of a written complaint.  The 
investigator shall have access to the educational records of the student and access to the 
student for purposes of interviewing the student about the report. 
 
When abuse is reported, the investigator shall make copies of the report and give a copy 
to the person filing the report, the students' parents and the immediate supervisor of the 
employee named in the report.  The employee named in the report shall not receive a 
copy of the report until the employee is initially interviewed. 
 
The investigator shall use discretion in handling the information received regarding an 
investigation of abuse by an employee, and those persons involved in the investigation 
shall not discuss information regarding the complaint outside the investigation.  The 
entire investigative procedure will be thoroughly explained, including the confidential 
nature of the proceedings, to the student and other persons involved in the investigation. 
 
The investigator shall notify the parent, guardian or legal custodian of a student of the 
date and time of the interview and of the right to be present or to see and hear the 
interview or send a representative in the parent's place.  The investigator shall interview 
the student as soon as possible, but in no case later than five days from the receipt of a 
report or notice of the allegation of sexual abuse.  The investigator may record the 
interview electronically. 
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It is the responsibility of the investigator to determine whether it is more likely than not 
that an incident took place between the employee and the student.  If the investigator 
believes the employee committed a sex act with a student or sexually exploited a student, 
the investigator shall defer the investigation and immediately notify law enforcement 
officials, the superintendent, the student's parents and the person filing the report. 
 
The designated investigator shall not interview the school employee named in a report of 
abuse until after a determination is made that jurisdiction exists, the alleged victim has 
been interviewed and a determination made that the investigation will not be deferred. 
 
If the investigator determines an incident occurred, while not an illegal sex act with a 
student or sexual exploitation of a student, but where the employee engaged in 
inappropriate, intentional sexual behavior, further investigation is warranted.  If further 
investigation is warranted, the investigator may proceed to interview the employee and 
other individuals who may have knowledge of the circumstances contained in the report.  
Prior to interviewing other individuals who may have knowledge of the circumstance 
contained in the report, the investigator shall provide notice of the impending interview 
of student witnesses or the student to their parent, guardian, or legal custodian prior to 
interviewing those students. 
 
Within five days of receipt of an investigable report, the investigator shall complete an 
informal investigation.  The informal investigation shall consist of interviews with the 
student, the employee and others who may have knowledge of the alleged incident.  If the 
investigator determines that the allegations in the report are founded and that immediate 
and professional investigation is necessary, the investigator may defer further 
investigation and contact appropriate law enforcement officials, the student's parents and 
the person filing the report. 
 
Within fifteen days of receipt of the report, the investigator shall complete a written 
investigative report, unless the investigation was temporarily deferred.  The written 
investigative report shall include: 
 
1. The name, age, address and attendance center of the student named in the report. 
2. The name and address of the student's parent or guardian and the name and address of 

the person filing the report, if different from the student's parent or guardian. 
3. The name and work address of the employee named in the report as allegedly 

responsible for the abuse of the student. 
4. An identification of the nature, extent and cause, if known, of any injuries or abuse to 

the student named in the report. 
5. A general review of the investigation. 
6. Any actions taken for the protection and safety of the student. 
7. A statement that, in the investigator's opinion, the allegations in the report are either: 

o Unfounded.  (It is not likely that an incident, as defined in district rules, took 
place), or 
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o Founded.  (It is likely that an incident took place.) 
8. The applicability of exceptions to the investigated incident, or reason for the contact 

or force used. 
9. A statement that, in the investigator's opinion, any physical contact that occurred was: 

o Appropriate.  (Actions invoking a disciplinary process as defined in district 
rules), or 

o Inappropriate.  (Actions not requiring any disciplinary process). 
10. The disposition or current status of the investigation and recommendations regarding 

the need for further investigation. 
11. A listing of the options available to the parents or guardian of the student to pursue 

the allegations.  These options include, but are not limited to: 
o Contacting law enforcement officials. 
o Contacting private counsel for the purpose of filing a civil suit or complaint. 
o Filing a complaint with the Nebraska Professional Practices Commission if the 

employee is a certificated employee. 
 
The investigator shall retain the original and provide a copy of the written investigative 
report to the school employee named in the report, the employee's supervisor, the 
superintendent and the student's parent or guardian.  The person filing the report, if not 
the student's parent or guardian, shall be notified only that the investigation has been 
concluded and of the disposition or anticipated disposition of the case. 
 
If the investigator's report or law enforcement officials conclude the case involved 
founded physical or sexual abuse by a certificated employee, or the employee admits the 
violation, or the employee has surrendered the employee's certificate or license, the 
investigator shall file a complaint on behalf of the district after obtaining the 
superintendent's signature with the Nebraska Professional Practices Commission.  The 
investigator shall also arrange for counseling services for the student if the student or 
student's parents request counseling services.  Information of unfounded abuse shall not 
be kept in the employee's personnel file. 
  
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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GIFTS TO EMPLOYEES 
 
Employees may receive a gift on behalf of the school district.  Employees shall not, either 
directly or indirectly, solicit, accept or receive any gift, series of gifts or an honorarium 
unless the donor does not meet the definition of "restricted donor" stated below or the gift 
or honorarium does not meet the definition of gift or honorarium stated below. 
 
A "restricted donor" is defined as a person or other entity which: 
 

o Is seeking to be, or is a party to, any one or any combination of sales, purchases, 
leases or contracts to, from or with the school district; 

o Will be directly and substantially affected financially by the performance or 
nonperformance of the employee's official duty in a way that is greater than the 
effect on the public generally or on a substantial class of persons to which the 
person belongs as a member of a profession, occupation, industry or region; or 

o Is a lobbyist or a client of a lobbyist with respect to matters within the school 
district's jurisdiction. 

 
A "gift" is the giving of anything of value in return for which something of equal or 
greater value is not given or received.  However, "gift" does not include any of the 
following: 
 

o Contributions to a candidate or a candidate's committee; 
o Information material relevant to an employee's official function, such as books, 

pamphlets, reports, documents, periodicals or other information that is recorded in 
a written, audio or visual format; 

o Anything received from a person related within the fourth degree by kinship or 
marriage, unless the donor is acting as an agent or intermediary for another person 
not so related; 

o An inheritance; 
o Anything available or distributed to the general public free of charge without 

regard to the official status of the employee; 
o Items received from a charitable, professional, educational or business 

organization to which the employee belongs as a dues paying member if the items 
are given to all members of the organization without regard to an individual 
member's status or positions held outside of the organization and if the dues paid 
are not inconsequential when compared to the items received; 

o Actual expenses of an employee for food, beverages, travel and lodging for a 
meeting, which is given in return for participation in a panel or speaking 
engagement at the meeting when the expenses relate directly to the day or days on 
which the employee has participation or presentation responsibilities; 

o Plaques or items of negligible resale value given as recognition for public service; 
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o Items or services solicited or given to a state, national or regional organization in 
which the state of Nebraska or a school district is a member for purposes of a 
business or educational conference, seminar or other meeting or solicited by or 
given for the same purposes to state, national or regional government 
organizations whose memberships and officers are primarily composed of state or 
local government officials or employees for purposes of a business or educational 
conference, seminar or other meeting; 

o Items or services received by members or representatives of members as part of a 
regularly scheduled event that is part of a business or educational conference, 
seminar or other meeting that is sponsored and directed by any state, national or 
regional government organization in which the state of Nebraska or a political 
subdivision of the state of Nebraska is a member or received at such an event by 
members or representatives of members of state, national or regional government 
organizations whose memberships and officers are primarily composed of state or 
local government officials or employees; 

o Funeral flowers or memorials to a church or nonprofit organization;  
o Payment of salary or expenses by the school district for the cost of attending a 

meeting of a subunit of an agency when the employee whose expenses are being 
paid serves on a board, commission, committee, council or other subunit of the 
agency and the employee is not entitled to receive compensation or 
reimbursement of expenses from the school district for attending the meeting; or 

o Gifts other than food, beverages, travel and lodging received by an employee 
which are received from a person who is a citizen of a country other than the 
United States and is given during a ceremonial presentation or as a result of a 
custom of the other country and is of personal value only to the employee. 

o Actual registration costs for informational meetings or sessions which assist a 
public official or public employee in the performance of the person's official 
functions.  The costs of food, drink, lodging and travel are not "registration costs" 
under this paragraph.  Meetings or sessions which a public official or public 
employee attends for personal or professional certification purposes are not 
"informational meetings or sessions which assist a public official or public 
employee in the performance of the person's official functions" under this 
paragraph. 

 
An "honorarium" is anything of value that is accepted by, or on behalf of, an employee as 
consideration for an appearance, speech or article.  An honorarium does not include any 
of the following: 
 

o Actual expenses of an employee for registration, food, beverages, travel or 
lodging for a meeting, which is given in return for participation in a panel or 
speaking engagement at a meeting when the expenses relate directly to the day or 
days on which the employee has participation or presentation responsibilities; 



o A nonmonetary gift or series of nonmonetary gifts donated within thirty days to a 
public body, an educational or charitable organization or a Nebraska state agency; 
or 

o A payment made to an employee for services rendered as part of a private 
business, trade or profession in which the employee is engaged if the payment is 
commensurate with the actual services rendered and is not being made because of 
the person's status as an employee of the district, but, rather, because of some 
special expertise or other qualification. 

 
It shall be the responsibility of each employee to know when it is appropriate to accept or 
reject gifts or an honorarium. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross References: 402.03 Employee Conflict of Interest 
   705.04 Gifts, Grants and Bequests 
 

Approved:  June 9, 2003 
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PUBLIC COMPLAINTS ABOUT EMPLOYEES 
 
The board recognizes situations may arise in the operation of the school district which are 
of concern to parents and other members of the school district community.  While 
constructive criticism is welcomed, the board desires to support its employees and their 
actions to free them from unnecessary, spiteful, or negative criticism and complaints that 
do not offer advice for improvement or change. 
 
While speakers may, during public meetings, offer objective criticism of school 
operations and programs, the board will not hear personal complaints concerning district 
personnel nor against any person connected with the school system unless that complaint 
is an agenda item having followed the process described below.  To do so could expose 
the board to a charge of being party to slander and would prejudice any necessity to act as 
the final review of administrative recommendations regarding the matter.  The board 
president will direct the patron to the appropriate means for board consideration and 
disposition of legitimate complaints involving individuals. 
 
The board firmly believes concerns should be resolved at the lowest organizational level 
by those individuals closest to the concern.  Whenever a complaint or concern is brought 
to the attention of the board, it will be referred to the administration to be resolved.  Prior 
to any board consideration however, the following should be completed: 
 
1. Matters concerning an individual student, teacher, or other employee should first be 

addressed to the teacher or employee. 
 
2. Unsettled matters from (1) above or problems and questions about individual 

attendance centers should be addressed to the employee's building principal for 
certificated employees and the superintendent for support staff.  At this level, if 
requested by the administrator, the complainant shall put the complaint in writing. 

 
3. Unsettled matters regarding certificated employees from (2) above or problems and 

questions concerning the school district should be directed to the superintendent. 
 
4. If a matter cannot be settled satisfactorily by the superintendent, it may then be 

brought to the board in writing.  The board will follow policy 1005.01 in handling 
public complaints. 

 
Cross Reference: 204.10 Agenda 
   204.12 Public Participation at Board Meetings 
   1005.01  Public Complaints 
 

Revised:  July 14, 2008 
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EMPLOYEE OUTSIDE EMPLOYMENT 
 
The board believes the primary responsibility of employees is to the duties of their 
position within the school district as outlined in their job description.  The board 
considers an employee's duties as part of a regular, full-time position as full-time 
employment.  The board expects such employees to give the responsibilities of their 
positions in the school district precedence over any other employment. 
 
It shall be the responsibility of the superintendent to counsel employees, whether full-
time or part-time, if, in the judgment of the superintendent and the employee's immediate 
supervisor, the employee's outside employment interferes with the performance of the 
employee's duties required in the employee's position within the school district. 
 
The board may request the employee to cease the outside employment as a condition of 
continued employment with the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.03 Employee Conflict of Interest 
   409.05 Certificated Employee Tutoring 
 

Approved:  June 9, 2003 
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EMPLOYEE PHYSICAL EXAMINATIONS 
 
Good health is important to job performance.  Employees may be required to present 
evidence of good health, in the form of a physical examination report, prior to their 
employment with the school district. All offers of employment may be made contingent 
on medical examination results. 
 
Employees whose physical or mental health, in the judgment of the administration, may 
be in doubt shall submit to additional examinations, when requested to do so, at the 
expense of the school district. 
 
The cost of the initial examination will be paid by the school district and will be 
conducted by a medical doctor selected by the district. 
 
The successful applicant must be qualified and must be able to perform the essential 
functions of a position with or without reasonable accommodations.  The district may 
withdraw an offer of employment should the medical examination reveal that the 
individual does not satisfy certain employment criteria under the following conditions: 
 
1. The exclusionary criteria are job related and consistent with business necessity; 
 
2. There is no reasonable accommodation that will enable the individual with a 

disability to perform the essential functions of the job; 
 
3. The medical condition poses a direct threat to the health or safety of others in the 

workplace and cannot be eliminated or reduced to an acceptable level by a reasonable 
modification of policies, practices, procedures or by the provision of auxiliary aids or 
services; 

 
4. The requested or necessary accommodation would impose an undue hardship on the 

district, unless funding is available through other sources.  Individuals with a 
disability may be offered an opportunity of paying for a portion of the costs that 
constitutes an undue hardship or of personally providing the accommodation. 

 
Employees identified as having reasonably anticipated contact with blood or infectious 
materials shall receive the Hepatitis B vaccine or sign a written waiver stating that they 
will not take the vaccine. 
 
It shall be the responsibility of the superintendent to see that training is made available to 
employees in an effort to eliminate or minimize district occupational exposure to 
bloodborne pathogens.  The training for designated employees shall include, but not be 
limited to, scope and application, definitions, exposure control, methods of compliance, 
Hepatitis B vaccination and post-exposure evaluation and follow-up, communication of 
hazards to employees, and record keeping. 
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Information the district receives regarding medical examinations and drug testing will be 
collected and maintained on separate forms and in separate files apart from personnel 
files.  All such records will be kept confidential, maintained for a minimum of one year 
and released only in accordance with provisions of the Americans with Disabilities Act or 
other applicable laws. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding physical examinations of such 
employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 29 C.F.R. Pt. 1630  
 
Cross Reference: 404 Employees' Health and Well-Being 

 
Approved:  June 9, 2003 
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EMPLOYEE INJURY ON THE JOB 
 
When an employee becomes seriously injured on the job, the building principal shall 
notify a member of the family, or an individual of close relationship, as soon as the 
building principal becomes aware of the injury. 
 
If possible, an employee may administer emergency or minor first aid.  An injured 
employee shall be turned over to the care of the employee's family or qualified medical 
employees as quickly as possible.  The school district is not responsible for medical 
treatment of an injured employee. 
 
It shall be the responsibility of the employee injured on the job to inform the 
superintendent within twenty-four hours of the occurrence.  It shall be the responsibility 
of the employee's immediate supervisor to file an accident report within twenty-four 
hours after the employee reported the injury. 
 
It shall be the responsibility of the employee to file claims, such as workers' 
compensation, through the central administration office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 404 Employees' Health and Well-Being 
   410.02 Certificated Employee Personal Illness Leave 
   415.02 Support Staff Personal Illness Leave 

 
Approved:  June 9, 2003 
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EMPLOYEES' PERSONAL SECURITY AND SAFETY 
 
The Board authorizes the superintendent to take appropriate means to provide for the 
health and safety of all employees while engaged in the performance of their duties. 
 
The superintendent, in consultation with district and building safety committees, will 
develop training and written procedures necessary to accomplish this goal and to meet the 
requirements of the law. 
 
All employees shall conduct their work in compliance with the safety rules of the district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  905 Safety Program 
 

Approved:  June 9, 2003 
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COMMUNICABLE DISEASES - EMPLOYEES 
 
Employees with a communicable disease will be allowed to perform their customary 
employment duties provided they are able to perform the essential functions of their 
position and their presence does not create a substantial risk of illness or transmission to 
students or other employees.  The term "communicable disease" shall mean an infectious 
or contagious disease spread from person to person, or animal to person, or as defined by 
law. 
 
The health risk to immune depressed employees shall be determined by their personal 
physician.  The health risk to others in the school district environment from the presence 
of an employee with a communicable disease shall be determined on a case-by-case basis 
by the employee's personal physician, a physician chosen by the school district or public 
health officials. 
 
An employee who is at work and who has a communicable disease, which creates a 
substantial risk of harm to a student, coworkers, or others at the workplace, shall report 
the condition to the Superintendent any time the employee is aware that the disease 
actively creates such risk. 
 
Health data of an employee is confidential and it shall not be disclosed to third parties.  
Employee medical records shall be kept in a file separate from their personal file. 
 
It shall be the responsibility of the superintendent, in conjunction with the school nurse, 
to develop administrative regulations stating the procedures for dealing with employees 
with a communicable disease. 
 
 
 
 
 
 
 
 
Legal Reference: 29 U.S.C. §§ 794, 1910 (1994). 
   42 U.S.C. §§ 12101 et seq. (1994). 
   45 C.F.R. Pt. 84.3 (1996). 
 
Cross Reference: 402.06 Employee Records 
   404.01 Employee Physical Examinations 
   508.03 Communicable or Infectious Diseases - Students 
 

Approved:  June 9, 2003 
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HAZARDOUS CHEMICAL DISCLOSURE 
 
Employees who will be instructing or otherwise working with students shall disseminate 
information about the hazardous chemicals with which they will be working as part of the 
instructional program.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 29 C.F.R. Pt. 1910; 1200 et seq. (1996). 
   Laws 1993, L.B. 757 
 
Cross Reference: 404 Employees' Health and Well-Being 
   905 Safety Program 
 

Approved:  June 9, 2003 
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HARASSMENT BY EMPLOYEES 
 
Harassment of employees, students, volunteers or visitors will not be tolerated in the 
school district.  School district includes school district facilities, school district property, 
or property within the jurisdiction of the school district; while on school-owned or 
school-operated transportation; while attending or engaged in school activities; and while 
away from school grounds if the misconduct directly affects the good order, efficient 
management and welfare of the district.  
 
Harassment includes, but is not limited to, racial, religious, national origin, marital status, 
disability and sexual harassment.  Harassment by board members, administrators, 
employees, parents, vendors, and others doing business with the school district is 
prohibited.  Employees whose behavior is alleged to be in violation of this policy will be 
subject to the investigation procedure which may result in discipline, up to and including, 
discharge or other appropriate action.  Other individuals whose behavior is alleged to be 
in violation of this policy will be subject to appropriate sanctions as determined and 
imposed by the superintendent or board.   
 
Sexual harassment shall include, but not be limited to, sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature when: 
 
o submission to such conduct is made either explicitly or implicitly a term or condition 

of an individual's employment, education, or participation in school programs or 
activities; 

o submission to or rejection of such conduct by an individual is used as the basis for 
decisions affecting such individual's employment or education; or 

o such conduct has the purpose or effect of unreasonably interfering with an 
individual's work or educational performance or creating an intimidating, hostile, or 
offensive working or learning environment. 

 
Sexual harassment as set out above, may include, but is not limited to the following: 
 
o verbal or written harassment or abuse, or communication implying sexual motives or 

intentions; 
o pressure for sexual activity; repeated remarks to a person with sexual or demeaning 

implications; 
o unwelcome touching; 
o offensive public sexual display of affection; 
o suggesting or demanding sexual involvement, accompanied by implied or explicit 

threats concerning one's job, promotions, recommendations, etc. 
 
Harassment on the basis of race, creed, color, religion, national origin, marital status or 
disability means conduct of a verbal or physical nature that is designed to embarrass, 
distress, agitate, disturb or trouble individuals when: 
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o submission to such conduct is made either explicitly or implicitly a term or condition 
of a student's education or of an individual's participation in school programs, 
activities or employment; 

o submission to or rejection of such conduct by an individual is used as the basis for 
decisions affecting the individual; or 

o such conduct has the purpose or effect of unreasonably interfering with an 
individual's performance or 

o creating an intimidating, offensive or hostile learning or work environment. 
 
Harassment as set forth above may include, but is not limited to the following: 
 
o verbal, physical or written harassment or abuse; 
o repeated remarks of a demeaning nature; 
o implied or explicit threats concerning one's grades, achievements, etc.;  
o demeaning jokes, stories, or activities directed at an individual. 
 
Employees, students, volunteers or visitors who believe they have suffered harassment 
shall report such matters to the superintendent who will appoint an investigator and an 
alternate investigator for harassment complaints.  However, claims regarding harassment 
may also be reported to the alternate investigator for harassment complaints. 
 
Upon receiving a complaint, the investigator shall confer with the complainant to obtain 
an understanding and a statement of the facts.  It shall be the responsibility of the 
investigator to promptly and reasonably investigate claims of harassment and to pass the 
findings on to the superintendent who shall complete such further investigation as 
deemed necessary and take such final action as appropriate.  Information regarding an 
investigation of harassment shall be confidential to the extent possible, and those 
individuals who are involved in the investigation shall not discuss information regarding 
the complaint outside the investigation process. 
 
No one shall retaliate against an employee or student because they have filed a 
harassment complaint, assisted or participated in a harassment investigation, proceeding, 
or hearing regarding a harassment charge or because they have opposed language or 
conduct that violates this policy.  This policy should be used when an employee is the 
alleged harasser or the alleged victim. It is strongly recommended the investigator and 
alternate investigator be of opposite sexes. 
 
It shall also be the responsibility of the superintendent, in conjunction with the 
investigator and principals, to develop administrative rules regarding this policy.  The 
superintendent or superintendent's designee shall also be responsible for organizing 
training programs to educate employees, students and others involved with the school 
district about harassment and the school district's policy prohibiting harassment. The 
training shall include how to recognize harassment and what to do in case an individual is  
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harassed.  The employee training will be documented in personnel files to ensure a record 
of training for each employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 42 U.S.C. §§ 2000e et seq. (1994). 
   29 C.F.R. Pt. 1604.11 (1996). 
 
Cross Reference: 103 Equal Educational Opportunity 
   402.01 Equal Opportunity Employment 
   402.05 Employee Grievances 
   403.03 Abuse of Students by School District Employees 
   405 Employee Conduct and Appearance 
   504.18 Harassment By Students 
   505 Student Discipline 

 
Approved:  June 9, 2003 
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HARASSMENT COMPLAINT FORM 

 
Name of complainant:            
 
Position of complainant:            
 
Date of complaint:             
 
Name of alleged abuser:           
 
Date and place of incident or incidents:          
 
             
 
Description of misconduct:            
 
             
 
             
 
Name of witnesses (if any):            
 
             
 
             
 
Evidence of abuse, i.e., letters, photos, etc. (attach evidence if possible):  _____________ 
 
             
 
             
 
Any other information:           
  
            
    
I agree that all of the information on this form is accurate and true to the best of my 
knowledge. 
 
 
 
Signature:  _____________________________________ 
 
Date:  ___________________ 
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WITNESS DISCLOSURE FORM 
 
Name of witness:             
 
Position of witness:             
 
Date of testimony, interview:           
   
Description of instance witnessed:           
 
             
 
             
 
             
 
             
 
             
 
             
 
 
Any other information:            
 
             
 
             
 
             
 
 
 
I agree that all of the information of this form is accurate and true to the best of my 
knowledge. 
 
 
 
Signature:  ____________________________________ 
 
Date:  ___________________ 
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HARASSMENT INVESTIGATING AND REPORTING 
 

Harassment of employees and students will not be tolerated in the school district.   
 
Harassment is a violation of school district policies, rules and regulations and, in some 
cases, may also be a violation of criminal or other laws.  The school district has the 
authority to report students violating this rule to law enforcement officials. 
 
Employees whose behavior is alleged to be in violation of this policy will be subject to 
the investigation procedure which may result in discipline, up to and including, discharge 
or other appropriate action.  Other individuals whose behavior is alleged to be in 
violation of this policy will be subject to appropriate sanctions as determined and 
imposed by the superintendent or board. 
 
Individuals who feel that they have been harassed by employees, board members, 
administrators, parents, vendors or others doing business with the school district should 
communicate to the harasser that the individual expects the behavior to stop, if the 
individual is comfortable doing so.  If the individual needs assistance communicating 
with the harasser, he/she should ask a teacher, counselor or principal to help. 
 
Complaint Procedure 
  
An employee or student who believes that they have been harassed shall notify the 
superintendent who will designate investigator and alternate investigator.  The 
investigator may request that the employee or student complete the Harassment 
Complaint form and turn over evidence of the harassment, including, but not limited to, 
letters, tapes, or pictures.  Information received during the investigation shall be kept 
confidential to the extent possible. 
 
The superintendent, or the investigator with the approval of the superintendent, has the 
authority to initiate a harassment investigation in the absence of a written complaint. 
 
Investigation Procedure 
 
The investigator shall reasonably and promptly commence the investigation upon receipt 
of the complaint.  The investigator shall interview the complainant and the alleged 
harasser.  The alleged harasser may file a written statement refuting or explaining the 
behavior outlined in the complaint.  The investigator may also interview witnesses as 
deemed appropriate. 
 
Upon completion of the investigation, the investigator shall report to the superintendent.  
The investigator will outline the findings of the investigation to the superintendent. 
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Resolution of the Complaint 
 
The superintendent will complete the next step in the investigation reasonably and 
promptly upon receipt of the investigator's report.  Following the investigator's report, the 
superintendent may investigate further, if deemed necessary, and make a determination of 
the appropriate next step which may include discipline, up to and including, discharge. 
 
Prior to the determination of the appropriate remedial action, the superintendent may, at 
the superintendent's discretion, interview the complainant and the alleged harasser.  The 
superintendent shall file a written report closing the case and documenting any 
disciplinary or other action taken in response to the complaint.  The complainant, the 
alleged harasser and the investigator shall receive notice as to the conclusion of the 
investigation. 
 
Points to Remember in the Investigation 
 
o Evidence uncovered in the investigation is confidential. 
o Complaints must be taken seriously and investigated. 
o No retaliation will be taken against individuals involved in the investigation process. 
o Retaliators will be disciplined up to and including discharge. 
 
Conflicts 
 
If the investigator is the alleged harasser or a witness to the incident, the alternate 
investigator shall be the investigator.   
 
If the alleged harasser is the superintendent, a building principal shall take the 
superintendent's place in the investigation process.  The building principal shall report the 
findings to the board. 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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SUBSTANCE-FREE WORKPLACE 
 
The board expects the school district and its employees to remain substance free.  No 
employee shall unlawfully manufacture, distribute, dispense, possess, use, or be under the 
influence of in the workplace any narcotic drug, hallucinogenic drug, amphetamine, 
barbiturate, marijuana or any other controlled substance or alcoholic beverage as defined 
by federal or state law.  "Workplace" includes school district facilities, school district 
premises or school district vehicles.  "Workplace" also includes nonschool property if the 
employee is at any school-sponsored, school-approved or school-related activity, event or 
function, such as field trips or athletic events where students are under the control of the 
school district or where the employee is engaged in school business. 
 
If an employee is convicted of a violation of any criminal drug offense committed in the 
workplace, the employee shall notify the employee's supervisor of the conviction within 
five days of the conviction. 
 
The superintendent will make the determination whether to require the employee to 
undergo substance abuse treatment or to discipline the employee.  An employee who 
violates the terms of this policy may be subject to discipline up to and including 
termination.  If the employee fails to successfully participate in a program, the employee 
may be subject to discipline up to and including termination.   
 
The superintendent shall be responsible for publication and dissemination of this policy 
to each employee.  In addition, the superintendent shall oversee the establishment of a 
substance-free awareness program to educate employees about the dangers of substance 
abuse and notify them of available substance abuse treatment programs. 
 
It is the responsibility of the superintendent to develop administrative regulations to 
implement this policy.  This policy and related administrative regulations shall have a 
biennial review to determine its effectiveness, implement needed changes and ensure that 
the sanctions are consistently enforced. 
 
 
Legal Reference: P.L. 101-226, Drug-Free Schools and Communities Act 
         Amendments of 1989, 

41 U.S.C. §§ 701-707 (1994). 
   42 U.S.C. §§ 12101 et seq. (1994). 
   34 C.F.R. Pt. 86 (1996). 
 
Cross Reference: 405 Employee Conduct and Appearance 
 

Approved:  June 9, 2003 
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ACKNOWLEDGEMENT AND RECEIPT 
 

I, the undersigned, herewith acknowledge that I have received a copy of the District OR-1 
Public Schools Substance-Free Workplace policy, have read the policy and understand it, 
and by affixing my signature hereto in the presence of a witness indicate that I agree to be 
bound by the terms and conditions of the said policy and recognize it as a material term 
of my employment with the District OR-1 Public Schools.  The signature of the 
undersigned acknowledges the permission of the undersigned to place a copy of this 
Acknowledgment and Receipt in the personnel file of the undersigned. 
 
 
Dated this _______ day of ___________________, 2_____ 
 
 
 
 
______________________________  ____________________________ 
 Employee      Witness 
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DRUG AND ALCOHOL TESTING PROGRAM 
 
Employees who operate school vehicles are subject to drug and alcohol testing if a 
commercial driver's license is required to operate the school vehicle and the school 
vehicle transports sixteen or more persons including the driver or the school vehicle 
weighs twenty-six thousand one pounds or more.  For purposes of the drug and alcohol 
testing program, the term "employees" includes applicants who have been offered a 
position to operate a school vehicle. 
 
The employees operating a school vehicle as described above are subject to pre-
employment drug testing and random, reasonable suspicion and post-accident drug and 
alcohol testing.  Employees operating school vehicles shall not perform a safety-sensitive 
function within four hours of using alcohol.  Employees governed by this policy shall be 
subject to the drug and alcohol testing program beginning the first day they operate or are 
offered a position to operate school vehicles and continue to be subject to the drug and 
alcohol testing program as long as they may be required to perform a safety-sensitive 
function as it is defined in the administrative regulations.  Employees with questions 
about the drug and alcohol testing program may contact the school district contact 
person:  superintendent, 425 F Street, Palmyra, NE 68418. 
 
Employees who violate the terms of this policy are subject to discipline up to and 
including termination.   
 
It is the responsibility of the superintendent to develop administrative regulations to 
implement this policy in compliance with the law.  The superintendent shall inform 
applicants of the requirement for drug and alcohol testing in notices or advertisements for 
employment.  
 
The superintendent shall also be responsible for publication and dissemination of this 
policy and its supporting administrative regulations and forms to employees operating 
school vehicles.  The superintendent shall also oversee a substance-free awareness 
program to educate employees about the dangers of substance abuse and notify them of 
available substance abuse treatment resources and programs. 
 
 The employees operating a school vehicle as described above are subject to pre-
employment drug testing and random, reasonable suspicion, post-accident, return-to-duty 
and follow-up drug and alcohol testing.   
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Legal Reference: 49 U.S.C. §§ 5331 et seq. (1994). 
   42 U.S.C. §§ 12101 (1994). 
   41 U.S.C. §§ 701-707 (1996). 
   49 C.F.R. Pt. 40; 382; 391.81-123 (1994). 
   34 C.F.R. Pt. 85 (1996). 
  
Cross Reference: 404.07 Substance-Free Workplace 
   410.02 Certificated Employee Personal Illness Leave 
   415.02 Support Staff Personal Illness Leave 
 
 

Approved:  June 9, 2003 
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INJURED EMPLOYEE ALTERNATIVE DUTY REVIEW 
 
Employees returning to work from an injury may in some instances be placed on 
temporary light duty assignment by the building principal based on a doctor's 
recommendation.  All employees are hired to perform essential functions for the district 
and it is necessary to the continued operation of the district that they carry out the duties 
they were hired to perform.  This alternative duty assignment is intended to reduce lost 
time days and shall not continue indefinitely.  
 
The building shall monitor the health improvement of the employee and conduct a review 
of the light duty assignment every 60 days.  Light duty assignment is limited to all 
employees to a maximum of 180 days. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 404 Employees' Health and Well-Being 
   407.05 Certificated Employee Workers' Compensation 
   410.02 Certificated Employee Personal Illness Leave 
   413.04 Support Staff Workers' Compensation 
   415.02 Support Staff Personal Illness Leave 
 

Approved:  June 9, 2003 
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DISCLOSURE AND PROTECTION OF EMPLOYEE HEALTH INFORMATION 
 
The district will comply with all regulations regarding privacy and confidentiality of 
employee health and insurance information, including the secure interchange and storage 
of electronic data.  The superintendent is directed to promulgate administrative 
regulations as needed to ensure proper handling of such information. 
 
Employees will be provided with a notice describing the district’s practices regarding 
health information.  Employees shall have the right to inspect, copy or amend such 
information or to revoke authorization to disclose such information.  Revocation of 
authorization will affect the availability of some employee benefits. 
 
Legal Reference:       1996 Health Insurance Portability and Accountability Act (HIPAA) 
            Family Educational Rights and Privacy Act (FERPA) 
 
Cross Reference:        402.06 Employee Records 
   404.02 Employee Injury on the Job 
   804.01 Computer Security 
   804.02 Data Retention 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adopted:  August 11, 2003 



405.00 
 

EMPLOYEE CONDUCT AND APPEARANCE 
 
Employees are role models for the students who come in contact with them during and 
after school hours.  The board recognizes the positive effect employees can have on 
students in this capacity.  To this end, the board strongly suggests and encourages 
employees to dress themselves, groom themselves and conduct themselves in a manner 
appropriate to the educational environment. 
 
Employees shall conduct themselves in a professional manner.  Employees shall dress in 
attire appropriate for their position.  Clothing should be neat, clean, and in good taste.  
Discretion and common sense call for an avoidance of extremes that would interfere with 
or have an effect on the educational process. 
 
Certificated employees of the school district shall follow the code of ethics for their 
profession as established by the Nebraska Professional Practices Commission. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 27 
 
Cross Reference: 305 Administrative Code Of Ethics 
   402.02 Employee Orientation 
   404.06 Harassment 
   404.07 Substance-Free Workplace 
   408 Certificated Employee Termination of Employment 
   414 Support Staff Termination of Employment 

 
Approved:  June 9, 2003 
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CERTIFICATED EMPLOYEE DEFINED 
 
Certificated employees, including administrators, are those employees required to hold an 
appropriate certificate from the Nebraska Department of Education for their position as 
required by the Professional Practices Commission or others with professional licenses.  
Certificates required for a position will be considered met if the employee meets the 
requirements established by the Nebraska Department of Education. 
 
It shall be the responsibility of the superintendent to establish job specifications and job 
descriptions for certificated employees' positions, other than the position of the 
superintendent.  The board may approve Job descriptions. 
 
Certificated employees must present evidence of current certificate to the superintendent 
prior to September 15 and before any payment of salary each year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-801 et seq. 
 
Cross Reference: 406.02 Certificated Employee Qualifications, Recruitment  
         and Selection 
   411.01 Substitute Teachers 

412.01 Support Staff Defined 
 

Approved:  June 9, 2003 
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CERTIFICATED EMPLOYEE QUALIFICATIONS, RECRUITMENT, SELECTION 

 
Persons interested in a certificated position, other than administrative positions which 
will be employed in accordance with board policies in Series 300, "Administration," shall 
have an opportunity to apply and qualify for certificated positions in the school district 
without regard to age, race, creed, color, sex, national origin, religion, disability, veteran 
status, pregnancy, or childbirth or related medical condition.  Job applicants for 
certificated positions shall be considered on the basis of the following: 
 
• Training, experience, and skill; 
• Nature of the occupation; 
• Demonstrated competence; and  
• Possession of, or ability to obtain, state certificate or license if required for the    

position. 
 
Announcement of the position shall be in a manner which the superintendent believes 
will inform potential applicants about the position.  Applications for employment may be 
obtained from and completed applications shall be returned to the school district 
administrative office.  Whenever possible, the preliminary screening of applicants shall 
be conducted by the administrator who will be directly supervising and overseeing the 
person being hired.   
 
In the initial employment process, including on the initial application, the applicant shall 
not be asked to disclose, orally or in writing, information concerning the applicants 
criminal record or history, until it has been determined that the applicant meets the 
minimum employment qualifications.  This does not prohibit the requirement to disclose 
an applicant’s criminal record or history relating to sexual or physical abuse.  Following a 
determination that the applicant meets minimum employment qualifications, a criminal 
history information check and questions regarding the applicant’s criminal record or 
history are allowed. 
 
The board shall take action regarding employment of certificated applicants after 
receiving a recommendation from the superintendent.  However, the superintendent shall 
have the authority to employ a certificated employee on a temporary basis until a 
recommendation can be made and action can be taken by the board on the position. 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding qualifications, recruitment and 
selections of such employees shall be followed.  
Legal Reference: 29 U.S.C. §§ 621-634 (1994). 
   42 U.S.C. §§ 2000e et seq. (1994). 
   42 U.S.C. §§ 12101 et seq. (1994). 
Cross Reference: 402.01 Equal Employment Opportunity 

411.01 Substitute Teachers412.02 Support Staff Qualifications, 
Recruitment, Selection 

Revised October 12, 2015 
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CERTIFICATED EMPLOYEE INDIVIDUAL CONTRACTS 
 
The board will enter into a written contract with certificated employees, other than 
administrators, employed on a regular basis.  Each contract will be for a period of one 
year, effective from September 1 to August 31. 
 
It shall be the responsibility of the superintendent to complete the contracts for 
certificated employees and present them to the board for approval.  The contracts, after 
being signed by at least one board member and the employee, shall be returned to the 
superintendent.  The contract shall be kept on file in the administration offices. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-817 to 822  
 
Cross Reference: 406.02 Certificated Employee Qualifications, Recruitment,   
         and Selection 
   406.04 Certificated Employee Continuing Contracts 
   408 Certificated Employee Termination of Employment 
 

Approved:  June 9, 2003 



406.04 
 

CERTIFICATED EMPLOYEE CONTINUING CONTRACTS 
 
Contracts entered into with certificated employees, other than an administrators, will 
continue from year to year unless the contract states otherwise, is modified by mutual 
agreement between the board and the employee, or the contract is terminated by the 
board. 
 
The first three years of a continuing contract issued to a full-time newly employed 
certificated employee shall be considered a probationary period.  The probationary status 
of part-time certificated employees is based on the following formula:  (1) certificated 
employees employed four-fifths or more, each year shall count toward the probationary 
period; and (2) certificated employees employed one-half time or more but less than four-
fifths time shall count the time in a probationary status in an amount proportionate to the 
term of employment each year.  In the event of termination of the employee's contract 
during this period, the board shall afford the certificated employee appropriate due 
process.  The action of the board will be final. 
 
Certificated employees whose contracts will be recommended for termination, 
amendment or nonrenewal by the board will receive notice prior to April 15.  The 
superintendent shall make a recommendation to the board for the termination of the 
certificated employee's contract. 
 
Certificated employees who wish to resign, to be released from a contract, or to retire 
must comply with board policies in those areas. 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-824 to 842  
  
Cross Reference:  406.03 Certificated Employee Individual Contracts 
    406.09 Certificated Employee Probationary Status 
    408 Certificated Employee Termination of Employment 
 

Approved:  June 9, 2003 
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CERTIFICATED EMPLOYEE WORK DAY 
 
The work day for certificated employees shall begin each day of the school year at a time 
established by the superintendent.  Certificated employees who are employed only during 
the academic year shall have the same workday as other certificated employees.  "Day" is 
defined as one work day regardless of full-time or part-time status of an employee. 
 
Certificated employees are to be in their assigned school building during the work day.  
Advance approval to be absent from the school building must be obtained from the 
principal whenever the certificated employees must leave the school building during the 
work day. 
 
The building principal is authorized to make changes in the work day in order to facilitate 
the education program.  These changes shall be reported to the superintendent. 
 
The work day outlined in this policy is a minimum workday.  Nothing in this policy 
prohibits certificated employees from working additional hours outside the work day. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding work day of such employees shall be 
followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 201.01 Board Powers and Responsibilities 

 
Approved:  June 9, 2003 
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CERTIFICATED EMPLOYEE ASSIGNMENT 
 
Determining the assignment of each certificated employee is the responsibility of and 
within the sole discretion of the board.  In making such assignments the board shall 
consider the qualifications of each certificated employee and the needs of the school 
district. 
 
It shall be the responsibility of the superintendent to make recommendations to the board 
regarding the assignment of certificated employees. 
 
Any requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding assignment of such employees shall be 
followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-839 
 
Cross Reference: 201.01 Board Powers and Responsibilities 
 

Approved:  June 9, 2003 
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CERTIFICATED EMPLOYEE TRANSFERS 
 
Determining the location where an employee's assignment will be carried out is the 
responsibility and within the sole discretion of the board.  In making such assignments 
the board shall consider the qualifications of each certificated employee and the needs of 
the school district. 
 
The employee, the principal, or the superintendent may initiate a transfer. 
 
It shall be the responsibility of the superintendent to make recommendations to the board 
regarding the transfer of certificated employees. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding transfers of employees shall be 
followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-839 
 
Cross Reference: 406.02 Certificated Employee Qualifications, Recruitment,  
         and Selection 
   406.06 Certificated Employee Assignment 
 

Approved:  June 9, 2003 



406.08 
CERTIFICATED EMPLOYEE EVALUATION 

 
Evaluation of certificated employees on their skills, abilities, and competence shall be an 
ongoing process supervised by the building principals and conducted by approved 
evaluators.  The goal of the formal evaluation of certificated employees, other than 
administrators, but including extracurricular employees, shall be to improve the education 
program, to maintain certificated employees who meet or exceed the board's standards of 
performance, to clarify the certificated employee's role, to ascertain the areas in need of 
improvement, to clarify the immediate priorities of the board, and to develop a working 
relationship between the administrators and other employees. 
 
The formal evaluation criteria shall be in writing.  The formal evaluation shall provide an 
opportunity for the evaluator and the certificated employee to discuss the past semester's 
performance and the future areas of growth.  The formal evaluation shall be completed by 
the evaluator, signed by the certificated employee and filed in the certificated employee's 
personnel file.  This policy supports, and does not preclude, the ongoing informal 
evaluation of the certificated employee's skills, abilities and competence. 
 
The Superintendent will create an administrative regulation describing the procedure to 
be used for evaluations and including the evaluation instrument.  At a minimum this will 
provide for evaluation of instructional performance, classroom organization and 
management, professional conduct, and personal conduct.  It will provide for a written 
description of all noted deficiencies, specific means for the correction of the noted 
deficiencies and an adequate timeline for implementing the concrete suggestions for 
improvement.  The certificated employee will be allowed to offer a written response.  The 
regulation will also specify what training the district will provide for evaluators. 
 
It shall be the responsibility of the building principal to ensure certificated employees are 
evaluated at least annually.  The evaluation shall include at least one classroom 
observation for one period.   
 
New and probationary certificated employees shall be evaluated at least once each 
semester.  This evaluation procedure will include at least one classroom observation for 
one period each semester.    
 
The requirements stated in the Negotiated Contract between employees in the certified 
collective bargaining unit and the board regarding evaluation of such employees shall be 
followed. 
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Legal Reference: Neb. Statute 79-828 
   NDE Rule 34 
 
Cross Reference: 406.02 Certificated Employee Qualifications, Recruitment,   
     and Selection 
   406.09 Certificated Employee Probationary Status 
   408.05 Certificated Employee Reduction-In-Force 
 

Revised:  June 13, 2011 



406.09 
 

CERTIFICATED EMPLOYEE PROBATIONARY STATUS 
 
The first three years of a new full-time certificated employee's contract shall be a 
probationary period.  The probationary period for part-time certificated employees shall 
be based upon formulas provided by state statute. 
 
Only the board, in its discretion, may waive the probationary period. During this 
probationary period the board may terminate or amend the certificated employee's 
contract at year-end or discharge the employee in concert with corresponding board 
policies. 
 
Certificated employees may also serve a probationary period based upon their 
performance.  Such probationary period shall be determined on a case-by-case basis in 
light of the circumstances surrounding the employee's performance as documented in the 
employee's evaluations and personnel file.  Prior to such a determination the employee 
will be allowed due process as provided by state statutes and the Negotiated Contract. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-828 
 
Cross Reference: 406.04 Certificated Employee Continuing Contracts 

406.08 Certificated Employee Evaluation 
 

Approved:  June 9, 2003 



407.01 
 

CERTIFICATED EMPLOYEE SALARY SCHEDULE 
 
The board shall establish salary schedules for certificated employees' positions keeping in 
mind the financial condition of the school district, the education and experience of the 
certificated employee, the educational philosophy of the school district, and other factors 
deemed relevant by the board. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
annually regarding the salary schedule.  The salary schedule shall be subject to review 
and modification through the collective bargaining process. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding wages and salaries of such employees 
shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406 Certificated Employees - General 
   407.02 Certificated Employee Salary Schedule Advancement 
 

Approved:  June 9, 2003 



407.02 
 

CERTIFICATED EMPLOYEE SALARY SCHEDULE ADVANCEMENT 
 
The board shall determine which certificated employees will advance on the salary 
schedule for the certificated employees' positions, keeping in mind the financial condition 
of the school district, the education and experience of the certificated employee, the 
educational philosophy of the school district, and other considerations as determined by 
the board. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
for the advancement of certificated employees on the salary schedule. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding salary schedule advancement of such 
employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406 Certificated Employees - General 
   407 Certificated Employee Compensation and Benefits 
 

Approved:  June 9, 2003 



407.03 
 

CERTIFICATED EMPLOYEE CONTINUED EDUCATION CREDIT 
 
Continued education on the part of certificated employees may entitle them to 
advancement on the salary schedule or endorsement in additional subjects.  Certificated 
employees who have completed additional hours will be considered for advancement on 
the salary schedule.  The board shall determine which certificated employees will 
advance on the salary schedule for continued education keeping in mind the financial 
condition of the school district, the education and experience of the certificated 
employee, the educational philosophy of the school district, and any other items deemed 
relevant by the board. 
 
Certificated employees who wish to obtain additional education for advancement on the 
salary schedule or other job-related purposes must notify their supervisor by September 1 
of the actual year when advancement or addition of endorsements occurs.  Additional 
education for salary advancement must be in the same area as the education that was 
required of the employee to hold the employee's current position with the school district.   
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
for the advancement of a certificated employee on the salary schedule. 
 
The requirements stated in the Negotiated Contract between certificated employees in a 
certified collective bargaining unit and the board regarding continued education credit of 
such employees shall be followed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406 Certificated Employees - General 
   407 Certificated Employee Compensation and Benefits 
   408.05 Certificated Employee Reduction-In-Force 
 

Approved:  June 9, 2003 



407.04 
 

CERTIFICATED EMPLOYEE COMPENSATION FOR EXTRA DUTY 
 
A certificated employee may volunteer or be required to take on extra duty, with the extra 
duty being secondary to the major responsibility of the certificated employee.  The board 
shall establish a salary schedule for extra duty certificated employee positions, keeping in 
mind the financial condition of the school district, the education and experience of the 
certificated employee, the educational philosophy of the school district, and other 
considerations as determined by the board. 
 
Vacant extra duty positions, for which extra compensation will be earned, will be posted 
or announced to allow qualified certificated employees to volunteer for the extra duty.  If 
no certificated employee volunteers for extra duty, the superintendent shall assign the 
extra duty positions to qualified certificated employees.  The certificated employee shall 
receive compensation for the extra duty required to be performed. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
annually as to which certificated employees shall have the extra duty, and the salary 
schedule for extra duty, for the board's review. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding the compensation for extra duties of 
such employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406 Certificated Employees - General 
   407 Certificated Employee Compensation and Benefits 
 

Approved:  June 9, 2003 



407.05 
CERTIFICATED EMPLOYEE WORKERS' COMPENSATION 

 
The district will participate in workers' compensation as required by statute.  All 
employees of the district will be covered by workers' compensation regardless of type of 
assignment, length of assignment or hours worked per day. 
 
The selected workers' compensation plan will provide coverage for medical expenses and 
wages to the extent required by statute to qualifying employees.  The amount of workers' 
compensation wage-replacement and sick leave benefits shall not exceed a regular daily 
rate of pay. 
 
The superintendent shall be responsible for developing administrative regulations to 
implement the workers' compensation plan and shall annually review the costs and 
performance of the plan with the board, making recommendations for changes as 
necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 48-101 et seq. 
 
Cross Reference 404 Employee Health and Well-Being 
   905 Safety Program 
 

Approved:  June 9, 2003 



407.06 
 

CERTIFICATED EMPLOYEE TAX SHELTER PROGRAMS 
 
The board authorizes the administration to make a payroll deduction for certificated 
employees' tax sheltered annuity premiums purchased from any company the employee 
chooses or through a Nebraska-licensed salesperson selected by the employee. 
 
Certificated employees wishing to have payroll deductions for tax sheltered annuities 
shall make a written request to the superintendent. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding the tax sheltered annuities of such 
employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 707 Payroll Procedures 
 

Approved:  June 9, 2003 



407.07 
NEGOTIATIONS 

 
Certificated employees of the district shall have the right to form, join and participate in 
the activities of organizations of their choosing for the purpose of representation of all 
matters of employment relations, but no certificated employee shall be compelled to join 
such an organization. 
 
The following timelines shall be in effect for the annual negotiations process preceding 
the contract year in question: 
 
1. On or before September 1 the certificated and instructional employees’ collective 

bargaining agent shall request recognition as bargaining agent. 
2. The governing board shall respond to such request not later than October 1. 
3. On or before November 1 negotiations shall begin. 
4. On or before February 8 if an agreement is not reached, the parties shall submit to 

mandatory mediation or fact finding as ordered by the commission unless the parties 
mutually agree in writing to forgo mandatory mediation or fact finding. 

5. On or before March 25 or within twenty-five days after the certification of the 
amounts to be distributed to each local system and each school district, whichever 
occurs last in time, negotiations, mediation, and fact finding shall end. 

6. If an agreement has not been achieved on or before the date in item 5 above, either 
party may, within fourteen days after such date, file a petition with the commission to 
resolve the dispute. 

7. The commission shall render a decision on or before September 15. 
 
There shall be no fewer than four negotiations meetings between the certificated and 
instructional employees’ collective bargaining agent and the governing board’s 
bargaining agent prior to mediation, unless the parties agree to a new negotiated 
agreement. Either party may seek a bargaining order as provided in statute at any stage in 
the negotiations. In seeking a bargaining order, the commission shall provide the parties 
with the names of five individuals qualified to serve as the resolution officer.  If the 
parties cannot agree on an individual, each party shall alternately strike names, with the  
remaining individual serving as the resolution officer.   
 
The resolution officer may: 
1. determine whether the issues are ready for hearing and settlement; 
2. identify for resolution terms and conditions of employment that are in dispute and 

which were negotiated in good faith but upon which no agreement was reached; 
3. accept terms and conditions; 
4. schedule hearings; 
5. prescribe rules of conduct for conferences; 
6. order additional mediation if necessary; 
7. take any other action which may aid in resolution of the dispute; and 
8. consult with an interested outside party only with the concurrence of all parties. 
 



407.07 
The resolution officer shall choose the most reasonable final offer on each issue in 
dispute. If either party is dissatisfied with the resolution officer’s decision, it shall have 
the right to file an action with the commission seeking a determination of terms and 
conditions of employment. The commission shall resolve, as provided by statute, all of 
the issues identified by either party and which were recognized by the resolution officer 
as a dispute. If parties have not filed with the commission by the latter of March 25 or 
within twenty-five days after the certification of school funds, the decision of the 
resolution officer shall be deemed final and binding. 
 
Legal Reference: Neb. Statute 48-811, 816, and 818 
 
Cross Reference: 201.01 Board Powers and Responsibilities 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  August 13, 2012 
 



408.01 
 

CERTIFICATED EMPLOYEES - RESIGNATION 
 

Any certificated employee who wishes to be released from contract should consider the 
difficulty of securing an adequate replacement for the district and disruption to the 
educational program.  A late resignation greatly increases this difficulty and disruption. 
 
A certificated employee who wishes to be released from his/her contract shall 
immediately deliver a written and signed notice of resignation to the office of the 
Superintendent.  The Superintendent, upon reviewing the request and its impact on the 
district, shall forward the request to the School Board with an appropriate 
recommendation. 
 
The School Board shall make the final determination regarding the request but shall have 
no obligation to approve the employee's early release from contract. 
 
The Board may request the employee to continue as a member of the staff and to fulfill 
the terms of his/her contract.  The early release, if allowed, will become effective at the 
end of the school year in which it is submitted.  If the employee has requested the release 
to become effective at an earlier date than the end of the school year, the Board may 
consider it on an individual basis. 
 
An employee's refusal to fulfill his/her contract shall be cause for the district to request a 
revocation of certification by the Nebraska Department of Education. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Nebraska Statutes  79-817 to 79-845 
   NDE Rule 27, part 007 
 

Approved:  June 9, 2003 



408.02 
 

CERTIFICATED EMPLOYEE CONTRACT RELEASE 
 
A request for release from a contract shall be contingent upon finding a suitable 
replacement with the following exception: A request for release from contract submitted 
before May 1 of the current school year requesting release for the upcoming school year 
shall be accepted by the Board without any conditions. 
 
The Superintendent or his designee shall have the sole responsibility for determining the 
criteria used to define a suitable replacement for each position. 
 
The Board of Education shall act upon a request from a certificated employee to be 
released from his/her contract in the current year if the following conditions are met: 
 
1. The employee provides the Board of Education with sixty (60) calendar days notice 
prior to the effective requested date of resignation. 
 
2. The effective date of the resignation shall coincide with the end of a grading period. 
 
If in the opinion of the certificated employee unusual circumstances exist, the certificated 
employee may appeal to the Board to waive any of the above stated requirements. 
 
The superintendent is authorized to file a complaint with the Nebraska Professional 
Practices Commission against a certificated employee who leaves without proper release 
from the board.   
 
The Board of Education reserves the right to seek damages against any certificated 
employee as a result of breach of contract. 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 27 
   Neb. Statute 79-817 et seq. 
 
Cross Reference: 406.03 Certificated Employee Individual Contracts 
   406.04 Certificated Employee Continuing Contracts 
   408.03 Certificated Employee Retirement 
 

Approved:  June 9, 2003 



408.03 
 

CERTIFICATED EMPLOYEE RETIREMENT 
 
Certificated employees who will complete their current contract with the board may 
apply for retirement.  No certificated employee will be required to retire at a specific age. 
 
Application for retirement will be considered made when the certificated employee states 
in writing to the superintendent, no later than the date set by district policy for the return 
of the employee's contract to the board, the intent of the employee to retire.  The letter 
must clearly state the employee's desire to retire.   
 
Applications made after the date set by the board for the return of the employee's contract 
to the board may be considered by the board if special circumstances exist.  It shall be 
within the discretion of the board to determine whether special circumstances exist. 
 
Board action to approve a certificated employee's application for retirement shall be final 
and such action constitutes nonrenewal of the employee's contract for the next school 
year. 
 
Certificated employees who retire under this policy may qualify for retirement benefits 
through the State School Retirement Fund. 
 
Certificated employees and their spouse and dependents shall be allowed to continue 
coverage in the school district's group health insurance program at their own expense by 
meeting the requirements of the insurer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.09 Recognition for Service of Employees 
   408.06 Certificated Employee Early Retirement 
 

Approved:  June 9, 2003 



408.04 
 

CERTIFICATED EMPLOYEE SUSPENSION 
 
Certificated employees shall perform their assigned job, respect and follow board policy 
and obey the law.  The superintendent is authorized to suspend a certificated employee 
pending board action on a discharge, for investigation of charges against the employee, 
and for disciplinary purposes.  It shall be within the discretion of the superintendent to 
suspend a certificated employee with or without pay. 
 
In the event of a suspension, appropriate due process shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 405 Employee Conduct and Appearance 
   408 Certificated Employee Termination of Employment 
 

Approved:  June 9, 2003 



408.05 
 

CERTIFICATED EMPLOYEE REDUCTION-IN-FORCE 
 
The board has the exclusive authority to determine the appropriate number of certificated 
employees.  Reductions-in-force of certificated staff members may be required due to 
changes in the size or nature of the student population, limited financial support, 
changing programs, staff realignment or other changes in circumstances. Reduction-in-
force may result in termination of employment, an amendment to the employee's contract 
reducing the employee from full-time to part-time status or an amendment to the contract 
of a part-time employee further reducing that employee's percentage of employment. 
 
Prior to the reduction-in-force the board shall present evidence that such changes in 
circumstances have occurred.  If a reduction of certificated staff is necessary, the 
superintendent or designee shall recommend to the school board those certificated 
employees to be reduced in employment under the provisions of this policy.  No 
permanent employee may be selected for a reduction-in-force while a probationary 
employee is retained to perform a service that the permanent employee is qualified by 
certification and endorsement to perform or where certification is not applicable, by 
reason of college credits in the teaching area. 
 
Due to the often intimate, confidential, and unique personal working relationship 
necessary between the administration and the school board, a certificated employee who 
is not currently serving in a predominantly administrative capacity shall have no rights 
under this policy to any administrative position within the school system. 
 
The selection of personnel to be terminated shall be made with consideration given to the 
following:  
o Programs to be offered; 
o Areas of certification and endorsement; 
o State and federal regulations which may mandate certain employment practices; 
o Special qualifications that may require specific training and/or experience; 
o Contributions to activity programs;  
o Qualifications based on past performance and competence as determined by the 

principal and/or superintendent through employee evaluation procedures;  
o The organizational and educational impact created by multiple part time certificated 

employees; and  
o Any other reasons which can be rationally related to the instruction in or 

administration of the school system. 
 
Employee evaluations used under this policy shall conform to the board policies and 
administrative rules, regulations, and practices in effect at the time for the periodic 
evaluation of certificated staff members. 
 
If, after consideration of the above, it is the opinion of the superintendent that no 
significant difference exists between certificated employees being considered for 
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 reduction-in-force, then the employee with the longest uninterrupted service to the 
district shall be retained. 
 
Due process for all employees selected for a reduction-in-force shall be followed. 
 
Any certificated employee whose contract shall be terminated because of 
reduction-in-force shall be considered to have been dismissed with honor and shall, upon 
request, be provided a letter to that effect. Such employee shall have preferred rights to 
re-employment for a period of twenty four months commencing at the end of the contract 
year and the employee shall be recalled on the basis of length of service to the school to 
any position for which he or she is qualified by endorsement or college preparation to 
teach. The employee shall, upon reappointment, retain any benefits that had accrued to 
that employee prior to termination, but such leave of absence shall not be considered as a 
year of employment by the district. An employee under contract to another educational 
institution may waive recall but such waiver shall not deprive the employee of his or her 
right to subsequent recall. 
 
It shall be the responsibility of each certificated employee to file with the superintendent 
a copy of the employee's teaching certificate (including endorsements) upon initial 
employment with the district. On or before March 15th of each year thereafter (for so 
long as the employee is employed in the school system or has rights of recall) evidence of 
any changes in the employee's certification or endorsements which have occurred since 
the previous year or are pending shall be filed with the superintendent. 
 
Any certificated employee whose employment contract is terminated as a result of 
reductions-in-force shall (during his/her period of recall) report his/her current address to 
the superintendent and shall inform the superintendent of any changes of address 
thereafter. If a vacancy in the system occurs for which the employee has rights of recall, 
the offer of such employment may be sent by the superintendent to the employee's last 
known address. If no acceptance of such offer is received from the employee within 
fourteen days of mailing and the superintendent has no personal knowledge of the 
whereabouts of the employee (other than last known address), the employee shall be 
deemed to have waived his/her rights to recall to the employment position. 
 
Legal Reference:  Neb. Statute 79-846 to 849 
              79-824 to 844 
 
Cross Reference:  402 Employees and Internal Relations 

406.08 Certificated Employee Evaluation 
 

Approved:  June 9, 2003 



408.06 
 

CERTIFICATED EMPLOYEE EARLY RETIREMENT 
 
The district may offer a voluntary early retirement program for full-time certificated 
employees.  Should the district elect to offer an early retirement incentive, eligible 
employees may participate in the program by completing a written application subject to 
approval by the superintendent and board. 
 
The major purpose of the program is to encourage eligible employees who are 
considering early retirement to accelerate their plans. Program objectives include but are 
not limited to the following: 
 
a) To offer financial incentives which will assist long-term district employees 

considering early retirement decisions, by providing a financial "bridge" to Social 
Security and Nebraska School Employees' retirement benefits. 

 
b) To reduce district costs by replacing maximum salary employees with lesser salary 

employees.  
 
c) To provide a more diversified balance of employee experience. 
 
d) To reduce or eliminate the possibility of certificated employee layoffs. 
 
It is the responsibility of the superintendent to develop administrative regulations to 
implement this policy including eligibility requirements, conditions and limitations, 
application procedures, benefit tables, payment schedules and insurance provisions. 
 
This policy and related administrative regulations shall be reviewed annually to monitor 
its effectiveness, analyze projected costs to the district, review payment schedules, and 
implement needed changes.  Any revisions to associated benefit tables and payment 
schedules must be reviewed and approved by the board. Modification shall not affect 
employees previously participating in the program. 
 
 
 
 
 
 
 
 
 
Cross Reference: 408.03 Certificated Employee Retirement 
 

Approved:  June 9, 2003 



409.01 
 

CERTIFICATED EMPLOYEE PROFESSIONAL DEVELOPMENT 
 

The board encourages certificated employees to attend and participate in professional 
development activities to maintain, develop, and extend their skills.  The board shall 
maintain and support an in-service program for certificated employees. 
 
The superintendent and or designee will develop and schedule in-service workshops as 
appropriate to the needs of the district and will inform the board regarding in-service staff 
development. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding professional development of such 
employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 10 
 
Cross Reference: 409.02 Certificated Employee Training, Workshops or 
         Conferences 
  

Approved:  June 9, 2003 



409.02 
CERTIFICATED EMPLOYEE TRAINING, WORKSHOPS OR CONFERENCES 

 
Requests for attendance or participation in a development program, other than those 
development programs sponsored by the school district, shall be made to the 
superintendent.  Approval of the superintendent must be obtained prior to attendance by a 
certificated employee in a professional development program when the attendance would 
result in the certificated employee being excused from their duties or when the school 
district pays the expenses for the program. 
 
Employees authorized by the superintendent to represent the school system at training, 
workshops and conferences will be allowed salary and expenses in conformance with 
regulations on expense reimbursement.  
 
The superintendent shall have sole discretion to allow or disallow certificated employees 
to attend or participate in the requested event.  When making this determination, the 
superintendent will consider the value of the program for the certificated employee and 
the school district, the effect of the certificated employee's absence on the education 
program and school district operations and the school district's financial situation as well 
as other factors deemed relevant in the judgment of the superintendent.   
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding professional development of such 
employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.08 Employee Travel Compensation 
   402.11 Credit Cards 
 

Approved:  June 9, 2003 



409.03 
CERTIFICATED EMPLOYEE MENTOR TEACHERS 

 
The building principal or immediate supervisor will assign a mentoring teacher to every 
probationary teacher upon entrance of the probationary teacher into the district. The 
mentoring teacher, insofar as possible, will be a tenured teacher with a minimum of three 
(3) years' teaching experience in the district and will be engaged in teaching within the 
same grade, building, or discipline as the probationary teacher.  
 
The mentoring teacher will not be involved in the evaluation of the probationary teacher, 
will not be in the line of authority, and will not exercise formal supervision over the new 
teacher with whom he/she is working. Each teacher will be advised during employee 
orientation as to who will observe and evaluate job performance.  
 
The mentoring teacher will assist the probationary teacher in acclimating to the teaching 
profession and the district. The mentor's role is to assist the new teacher by being 
available to answer questions, explain the courses of study, instructional materials, 
building procedures, availability of resources and district policies. 
 
The mentor shall maintain a log of contact time and activities conducted by the mentor as 
part of the mentoring program. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding the compensation for extra duties of 
such employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406.09 Certificated Employee Probationary Status/Tenure 
 

Approved:  June 9, 2003 



409.04 
 

CERTIFICATED EMPLOYEE PUBLICATION OR CREATION OF MATERIALS 
 
Materials created by certificated employees and the financial gain therefrom shall be the 
property of the school district if school materials and time were used in their creation or 
such materials were created in the scope of the certificated employee's employment.  The 
certificated employee must seek prior written approval of the superintendent concerning 
such activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.03 Employee Conflict of Interest 
   607.04 Student Production of Materials and Services 

 
Approved:  June 9, 2003 



409.05 
 

CERTIFICATED EMPLOYEE TUTORING 
 
Every effort will be made by the certificated employees to help students with learning 
problems before recommending that the parents engage a tutor.  Since there are 
exceptional cases when tutoring will help students overcome learning deficiencies, 
tutoring by certificated employees may be approved by the superintendent. 
 
Certificated employees may only tutor students other than those for whom the teacher is 
currently exercising teaching, administrative or supervisory responsibility unless 
approved by the board. 
 
Tutoring for a fee may not take place within school facilities or during regular school 
hours unless approved by the superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 27 
   Neb. Statute 49-14,101.01 
 
Cross Reference: 402.03 Employee Conflict of Interest 
   403.06 Employee Outside Employment 
 

Approved:  June 9, 2003 



410.01 
 

CERTIFICATED EMPLOYEE VACATION - HOLIDAYS - PERSONAL LEAVE 
 
Certificated employees who work during the school academic year, whether full-time or 
part-time, shall have time off in concert with the school calendar. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding the vacations, holidays and personal 
leave of such employees shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 410.08 Certificated Employees Unpaid Leave 

415.01 Support Staff Vacations - Holidays - Personal Leave 
   602.01 School Calendar 
 

Approved:  June 9, 2003 



410.02 
 

CERTIFICATED EMPLOYEE PERSONAL ILLNESS LEAVE 
 
Full-time certificated employees shall be granted twelve days of sick leave in their first 
year of employment.  Certificated person employed less than full-time will be granted 
illness leave proportional to their full-time equivalency.   "Day" is defined as one work 
day regardless of full-time or part-time status of the employee.  A new employee shall 
report for work at least one full work day prior to receiving sick leave benefits.  A 
returning employee will be granted the appropriate number of days at the beginning of 
each fiscal year. 
 
Sick leave may be accumulated up to a maximum of 45 days for certificated employees.  
No more than 10 days per year may be used for absences required to be with a 
hospitalized member of the immediate family or for the care of a certificated person’s 
child/children. 
 
Should the personal illness occur after or extend beyond the sick leave accumulated 
allowance, the employee may apply for disability benefits under the group insurance 
plan.  If the employee does not qualify for disability benefits, the employee may request a 
leave of absence without pay. 
 
Evidence may be required regarding the mental or physical health of the employee when 
the administration has a concern about the employee's health.  Evidence may also be 
required to confirm the employee's illness, the need for the illness leave, the employee's 
ability to return to work, and the employee's capability to perform the duties of the 
employee's position.  It shall be within the discretion of the board or the superintendent to 
determine the type and amount of evidence necessary.  When an illness leave will be 
greater than five consecutive days, the employee shall comply with the board policy 
regarding family and medical leave. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding the personal illness leave of such 
employees shall be followed. 
 
 
 
 
 
 
Cross Reference: 404.02 Employee Injury on the Job 
   410.03 Certificated Employee Family and Medical Leave 
   410.09 Certificated Employee Unpaid Leave 
 

Approved:  June 9, 2003 



410.03 
CERTIFICATED EMPLOYEE FAMILY AND MEDICAL LEAVE 

 
The district will comply with all provisions of the Family and Medical Leave Act of 1993 
and amendments.   
 
Unpaid family and medical leave will be granted up to twelve (12) weeks in any twelve 
(12) month period to eligible certificated staff members for the following reasons: 
1. the birth or care of a newborn child within one (1) year of the child’s birth; 
2. the placement or care by way of adoption or foster care with the staff member within 

one (1) year of the child’s arrival; 
3. to care for the staff member’s spouse, parent or dependent child with a serious health 

condition; 
4. if the staff member’s own serious health condition prevents that employee from 

performing the functions of the employee’s job; 
5. in qualifying urgent situations arising out of the fact that the employee’s spouse, son, 

daughter, or parent is on active duty or call to active duty status as a member of the 
National Guard or Reserves in support of a contingency operation. 

 
Unpaid leave will be granted up to twenty-six (26) weeks during a single twelve (12) 
month period to eligible certificated staff members to care for a spouse, son, daughter, 
parent, or next of kin of a current member of the Armed Forces, including a member of 
the National Guard or Reserves, with a serious injury or illness. 
 
For purposes of this policy, the twelve month period is defined as a rolling period based 
on the date the leave is requested to begin and looking backward at the last twelve-
months of use.   Requests for family and medical leave shall be made to the 
superintendent.   
 
To be eligible for FMLA benefits, a district employee must: 
1. have worked for the district for a total of 12 months; and 
2. have worked at least 1,250 hours over the previous 12 months. 
 
When meeting the requirements set out in the family and medical leave administrative 
rules, employees may be allowed or required to substitute paid leave for unpaid family 
and medical leave according to the terms and conditions of the district’s normal leave 
policies.  Employees eligible for family and medical leave must comply with the family 
and medical leave administrative rules prior to starting family and medical leave.  
Requests for FMLA leave shall be submitted in writing.  This policy shall not be 
construed to expand eligibility for an FMLA leave beyond what is required by the Act.  It 
shall be the responsibility of the superintendent to implement this policy.  
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding family and medical leave of such 
employees shall be followed. 
 



Legal Reference: 29 U.S.C. §§ 2601 et seq. (1994) 
29 C.F.R. Pt. 825 (1996). 

 
Cross Reference: 410.02 Certificated Employee Personal Illness Leave 
   410.08 Certificated Employee Unpaid Leave 
   415.03 Support Staff Family and Medical Leave 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  July 20, 2009 
 



410.03R1 
 

CERTIFICATED EMPLOYEE FAMILY AND MEDICAL LEAVE REGULATIONS 
 
Determining the 12-month previous employment eligibility: 
While the 12 months of employment need not be consecutive, employment periods prior 
to a break in service of seven years or more need not be counted unless the break is 
occasioned by the employee’s fulfillment of his or her National Guard or Reserve 
military obligation (as protected under the Uniformed Services Employment and 
Reemployment Rights Act (USERRA)), or a written agreement, including a collective 
bargaining agreement, exists concerning the district’s intention to rehire the employee 
after the break in service. 
 
Spouses employed by the same employer: 
Spouses employed by the same employer are limited in the amount of family leave they 
may take for the birth and care of a newborn child, placement of a child for adoption or 
foster care, or to care for a parent who has a serious health condition to a combined total 
of 12 weeks (or 26 weeks if leave to care for a covered service member with a serious 
injury or illness is also used). Leave for birth and care, or placement for adoption or 
foster care, must conclude within 12 months of the birth or placement. 
 
Serious Health Condition defined: 
“Serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involves either: 
1. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical-

care facility, including any period of incapacity (i.e., inability to work, attend school, 
or perform other regular daily activities) or subsequent treatment in connection with 
such inpatient care; or 

2. Continuing treatment by a health care provider, which includes: 
A. A period of incapacity lasting more than three consecutive, full calendar days, and 

any subsequent treatment or period of incapacity relating to the same condition, 
that also includes: 
1) treatment two or more times by or under the supervision of a health care 

provider (i.e., in-person visits, the first within 7 days and both within 30 days 
of the first day of incapacity); or 

2) one treatment by a health care provider (i.e., an in-person visit within 7 days 
of the first day of incapacity) with a continuing regimen of treatment (e.g., 
prescription medication, physical therapy); or 

B. Any period of incapacity related to pregnancy or for prenatal care. A visit to the 
health care provider is not necessary for each absence; or 

C. Any period of incapacity or treatment for a chronic serious health condition which 
continues over an extended period of time, requires periodic visits (at least twice a 
year) to a health care provider, and may involve occasional episodes of 
incapacity. A visit to a health care provider is not necessary for each absence; or 

D. A period of incapacity that is permanent or long-term due to a condition for which 



treatment may not be effective. Only supervision by a health care provider is 
required, rather than active treatment; or 

E. Any absences to receive multiple treatments for restorative surgery or for a 
condition that would likely result in a period of incapacity of more than three days 
if not treated. 

 
Intermittent Leave for "Instructional Employees”:  
Special rules apply if an employee employed "mainly in an instructional capacity" 
requests intermittent leave or leave on a reduced schedule because of his/her own serious 
health condition or the serious health condition of a parent, child, or spouse that is 
foreseeable based on a planned medical treatment and the employee would be gone for 
more than twenty percent (20%) of the working days during the period of leave. In such 
cases, the district may require the employee to do the following things: 
1. Take leave for periods of a particular duration not to exceed the duration of the 

planned medical treatment. 
2. Transfer temporarily to another position offered by the district for which the 

employee is qualified, as long as the new position has equivalent pay and benefits and 
better accommodates the recurring periods of leave. 

 
An instructional employee who takes leave constituting less than twenty percent (20%) of 
the working days during the leave period would not be subject to transfer to an alternative 
position, or a requirement to be on leave for the duration of the treatment period. 
 
An employee will be denied intermittent leave or leave on a reduced leave schedule to 
care for an immediate family member (spouse, child, parent) with a serious health 
condition or if the employee has a serious health condition, if: 
1. The employee, whether requesting leave because of his/her own serious health 

condition or because of the serious health condition of a parent, child, or spouse fails 
to establish, through medical certification, that there is a medical need for such a 
leave (as distinguished from voluntary treatments and procedures or a continuous 
treatment schedule). 

2. The employee, whether requesting leave for his/her own serious health condition or 
because of the serious health condition of a family member, fails to establish, through 
medical certification, that it is medically necessary for the leave to be taken 
intermittently on a reduced leave schedule. 
 

Intermittent leave or a reduced leave schedule may not be taken for the birth of a child or 
for the placement of a child for adoption or foster care. 
 
When intermittent leave or leave on a reduced leave schedule is requested based on 
planned medical treatment, the district also may alter an existing job to better 
accommodate the employee's need for intermittent or reduced leave.  The alternative or 
altered position must have equivalent pay and benefits. 
 
 
 



End-Of-Semester Circumstances 
In some circumstances, the district may require instructional employees to continue their 
leave to the end of the academic semester within the FMLA guidelines. 
 
Maintenance Of Health Benefits 
The district is required to maintain group health insurance coverage for an employee on 
FMLA leave whenever such insurance was provided before the leave was taken and on 
the same terms as if the employee had continued to work. If applicable, arrangements will 
need to be made for employees to pay their share of health insurance premiums while on 
leave. In some instances, the district may recover premiums it paid to maintain health 
coverage for an employee who fails to return to work from FMLA leave. 
 
Job Restoration 
Upon return from FMLA leave, an employee will be restored to the employee’s original 
job, or to an equivalent job with equivalent pay, benefits, and other terms and conditions 
of employment. An employee’s use of FMLA leave will not result in the loss of any 
employment benefit that the employee earned or was entitled to before using FMLA 
leave, nor be counted against the employee under a “no fault” attendance policy. If a 
bonus or other payment, however, is based on the achievement of a specified goal such as 
hours worked or perfect attendance, and the employee has not met the goal due to FMLA 
leave, payment may be denied unless it is paid to an employee on equivalent leave status 
for a reason that does not qualify as FMLA leave. 
An employee has no greater right to restoration or to other benefits and conditions of 
employment than if the employee had been continuously employed. 
 
Notice And Certification 
Employee Notice:  Employees seeking to use FMLA leave are required to provide 30-day 
advance notice of the need to take FMLA leave when the need is foreseeable and such 
notice is practicable. If leave is foreseeable less than 30 days in advance, the employee 
must provide notice as soon as practicable – generally, either the same or next business 
day. When the need for leave is not foreseeable, the employee must provide notice to the 
district as soon as practicable under the facts and circumstances of the particular case. 
Absent unusual circumstances, employees must comply with the district’s usual and 
customary notice and procedural requirements for requesting leave. 
 
Employees must provide sufficient information for the district reasonably to determine 
whether the FMLA may apply to the leave request. Depending on the situation, such 
information may include that the employee is incapacitated due to pregnancy, has been 
hospitalized overnight, is unable to perform the functions of the job, and/or that the 
employee or employee’s qualifying family member is under the continuing care of a 
health care provider. 
 
When an employee seeks leave due to a FMLA-qualifying reason for which the district 
has previously provided the employee FMLA-protected leave, the employee must 
specifically reference either the qualifying reason for leave or the need for FMLA leave. 
 



Employer Notice:  The district will post a notice approved by the Secretary of Labor 
explaining rights and responsibilities under FMLA. Additionally, the district will either 
include this general notice in employee handbooks or other written guidance to 
employees concerning benefits, or must distribute a copy of the notice to each new 
employee upon hiring. 
 
When an employee requests FMLA leave or the district acquires knowledge that leave 
may be for a FMLA purpose, the district shall notify the employee of his or her eligibility 
to take leave, and inform the employee of his/her rights and responsibilities under FMLA. 
When the district has enough information to determine that leave is being taken for a 
FMLA-qualifying reason, the district must notify the employee that the leave is 
designated and will be counted as FMLA leave. 
 
Certification:  The district may require that an employee’s request for leave due to a 
serious health condition affecting the employee or a covered family member be supported 
by a certification from a health care provider. The district may require second or third 
medical opinions (at the district's expense) and periodic recertification of a serious health 
condition. The district may use a health care provider, a human resource professional, a 
leave administrator, or a management official – but not the employee’s direct supervisor 
– to authenticate or clarify a medical certification of a serious health condition. The 
district may have a uniformly-applied policy requiring employees returning from leave 
for their own serious health condition to submit a certification that they are able to 
resume work. If reasonable safety concerns exist, the district may, under certain 
circumstances, require such a certification for employees returning from intermittent 
FMLA leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  July 20, 2009 
 



410.04 
 

CERTIFICATED EMPLOYEE BEREAVEMENT LEAVE 
 
In the event of a death of a member of a certificated employee's immediate family, 
bereavement leave may be granted.  Certificated employees may use their available sick 
leave as bereavement leave.  A day of leave is defined as one workday regardless of full-
time or part-time status of the employee, per occurrence, for the death of a member of the 
immediate family.  The immediate family includes child, spouse, parent, brother, sister, 
mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, 
grandchild or grandparent of the employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 410 Certificated Employees Vacations and Leaves of Absence 
 

Approved:  April 11, 2005 
 
 



410.05 
 

CERTIFICATED EMPLOYEE POLITICAL LEAVE 
 
The superintendent may provide a leave of absence to certificated employees to run for 
elective public office. A political leave of absence shall only be granted as unpaid leave. 
 
The certificated employee may only be granted one period of leave to run for the elective 
public office. The leave may not commence before thirty days of a contested primary, 
special, or general election nor continue beyond the day following the election. 
 
The request for leave must be in writing to the superintendent at least thirty days prior to 
the starting date of the requested leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-838 
 
Cross Reference: 402.10 Employee Political Activity 
   410 Certificated Employee Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



410.06 
 

CERTIFICATED EMPLOYEE JURY DUTY LEAVE 
 
Any employee who is summoned to serve on jury or election board duty, or who is 
subpoenaed to provide testimony, shall not be subject to discharge from employment, 
loss of pay, loss of sick leave, loss of vacation time, or any other form of penalty, as a 
result of his or her absence from work due to such service provided the employee submits 
a copy of the summons, in advance, to the employee's supervisor. 
 
Certificated employees will receive their regular salary.  Any payment for jury duty shall 
be paid to the school district. The employee will report to work within one hour on any 
day when the employee is excused from jury duty during regular working hours. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 25-1640 
 
Cross Reference: 410 Certificated Employee Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



410.07 
 

CERTIFICATED EMPLOYEE MILITARY SERVICE LEAVE 
 
Certificated employees who are members of the National Guard, Army Reserve, Naval 
Reserve, Marine Corps Reserve, Air Force Reserve, Coast Guard Reserve and State 
Guard are entitled to a leave of absence, without loss of pay, on all days during which 
they are employed under the orders or authorization of competent authority in the active 
service of the State or United States. Such leave of absence will be without loss of pay for 
a period not to exceed fifteen (15) work days in any one calendar year. Such leave of 
absence will be in addition to any leave provided by the District through policy or 
negotiated agreement. Any such leave, which extends beyond fifteen (15) work days in 
any one calendar year shall be without pay from the remaining contract payments. 
 
If the Governor of the State of Nebraska declares a state of emergency any of the above 
certificated employees who are ordered to active service shall receive an additional leave 
of absence will be granted until such member is released from the active service by 
competent authority. During this additional leave of absence, the employee shall receive 
such portion of his or her salary or compensation as will equal the loss he or she may 
suffer while in the active service of the state. The loss he or she may suffer while in the 
active service of the state is defined as the differential between military salary and district 
salary. 
 
Employees who are required to leave a position other than temporary for training with the 
armed forces of the United States or to undertake military duty in the active service of the 
state are entitled to a leave of absence for such period, not to exceed four years, plus any 
additional period as provided by law, without loss of status and without loss of pay 
during the first fifteen work days, which pay for the first fifteen work days is not in 
addition to that described above. 
 
Upon an honorable discharge from active service, such employee shall be entitled to a 
return to a comparable position as provided by law.  Such person shall not be discharged 
without justifiable cause within one year after reinstatement. 
 
Absence for any of the reasons stated above shall not affect the employee's right to 
receive normal vacation, sick leave, bonus, advancement and other advantages of the 
employee's employment normally to be anticipated in the employee's particular position. 
 
Legal Reference: Neb. Statute 55-160 to 166 
             79-838 
 
Cross Reference: 410 Certificated Employee Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



410.08 
 

CERTIFICATED EMPLOYEE UNPAID LEAVE 
 
Unpaid leave may be used to excuse an involuntary absence not provided for in this or 
other leave policies of the board.  Unpaid leave for certificated employees must be 
authorized by the superintendent.  Any unused Personal Leave days must be applied to 
such absences rather than including them as Unpaid Leave. 
 
The superintendent shall have complete discretion to grant or deny the requested unpaid 
leave.  In making this determination, the superintendent shall consider the effect of the 
employee's absence on the education program and school district operations, length of 
service, previous record of absence, the financial condition of the school district, the 
reason for the requested absence and other factors the superintendent believes are 
relevant to making this determination. 
 
If unpaid leave is granted, the duration of the leave period shall be coordinated with the 
scheduling of the education program whenever possible to minimize the disruption of the 
education program and school district operations. 
 
Whenever possible, certificated employees shall make a written request for unpaid leave 
thirty (30) days prior to the beginning date of the requested leave.  If the leave is granted, 
the deductions in salary shall be made unless they are waived specifically by the 
superintendent. 
 
The requirements stated in the Negotiated Contract between employees in that certified 
collective bargaining unit and the board regarding the unpaid leave of such employees 
shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 410 Certificated Employee Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



411.01 
 

SUBSTITUTE TEACHERS 
 
The board recognizes the need for substitute teachers.  Substitute teachers shall be 
certificated to teach in Nebraska and their certificates registered with the office of the 
superintendent. 
 
It shall be the responsibility of the building principal to maintain a list of substitute 
teachers who may be called upon to replace regular contract certificated employees.  
Individuals whose names do not appear on this list will not be employed as a substitute 
without specific approval of the superintendent.  It shall be the responsibility of the 
building principal to fill absences with substitute teachers immediately. 
 
Substitute teachers will be paid a per diem rate based on the following formula:  base pay 
divided by 185 x 60% rounded to the nearest dollar.  Substitutes employed for more than 
five (5) consecutive days in the same position shall be paid after the fifth day based on 
the following formula:  base pay divided by 185 x 70% rounded to the nearest dollar.  
Substitute certificated employees are expected to perform the same duties as the 
certificated employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406.01 Certificated Employee Defined 

406.02 Certificated Employee Qualifications, Recruitment 
          and Selection 

 
Approved:  June 9, 2003 



411.02 
 

SUMMER SCHOOL CERTIFICATED EMPLOYEES 
 
It shall be within the discretion of the board to offer an education program during the 
summer recess.  Certificated employees who volunteer or who are appointed to deliver 
the summer education program shall be compensated in addition to their regular duties 
during the school academic year, unless such arrangements are made prior to determining 
the employee's compensation for the year. 
 
Should the board determine a summer education program is necessary, certificated 
employees shall be given the opportunity to volunteer for the positions available.  If the 
board determines a course must be offered and no certificated employee volunteers for 
the position, the board will make the necessary arrangements to fill the position.  The 
board will consider applications from volunteers of current certificated employees in 
conjunction with other applications. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
regarding the need for and the delivery of the summer education program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 604.02 Summer School Instruction 
 

Approved:  June 9, 2003 



411.03 
 

TRUANCY OFFICER 
 
The board shall appoint a certificated employee from each school building to serve as the 
building's truancy officer. 
 
The building principals are appointed as the truant officers for their respective buildings. 
The truancy officer shall investigate the cause of a student's truancy and attempt to ensure 
the student's attendance.  The truancy officer may take the student into custody.  The 
truancy officer shall attempt to contact the student's parents when the student is taken into 
custody.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-208 and 209 
     
Cross Reference:  503.04 Truancy - Unexcused Absences 
 

Approved:  June 9, 2003 



411.04 
 

EDUCATION AIDE 
 
The board may employ education aides or other instructional support personnel to assist 
certificated personnel in non-teaching duties, including, but not limited to: 
 
o managing and maintaining records, materials and equipment; 
o attending to the physical needs of children; and 
o performing other limited services to support teaching duties when such duties are 

determined and directed by the teacher. 
 
Education aides who hold a teaching certificate shall be compensated at the rate of pay 
established for short-term substitute teachers.  Education aides without teaching 
certificates will be compensated at a rate established for their position as an education 
aide.  It shall be the responsibility of the principal to supervise education aides. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.02 Support Staff Qualifications, Recruitment, Selection 
 

Approved:  June 9, 2003 



412.01 
 

SUPPORT STAFF DEFINED 
 
Support staff are employees who are not administrators or employees in positions which 
require a Nebraska Department of Education teaching certificate and who are employed 
to fulfill the duties listed on their job description on a monthly or hourly basis.  Support 
staff shall include, but not be limited to, teacher and classroom aides, custodial and 
maintenance employees, clerical employees, food service employees, bus drivers, and 
temporary help for summer or other maintenance.  The position may be full-time or part-
time.   
 
It shall be the responsibility of the superintendent to establish job specifications and job 
descriptions for support staff positions 
 
Support staff required to hold a license for their position must present evidence of their 
current license to the superintendent prior to payment of wages each year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 406.01 Certificated Employee Defined 
   412.02 Support Staff Qualifications, Recruitment, Selection 
   413.03 Support Staff Group Insurance Benefits 

 
Approved:  June 9, 2003 



412.02 
 

SUPPORT STAFF QUALIFICATIONS, RECRUITMENT, AND SELECTION 
 
Managing the qualifications, recruitment and selection of candidates for these positions 
shall be the responsibility of the superintendent or designee who shall confer with 
principals and other supervisory personnel in making a selection. 
 
Persons interested in a support staff position shall have an opportunity to apply and 
qualify for support staff positions in the school district without regard to age, race, creed, 
color, sex, national origin, religion, disability, veteran status, pregnancy, or childbirth or 
related medical condition.  Job applicants for support staff positions shall be considered 
on the basis of the following: 
 
• Training, experience, and skill; 
• Nature of the occupation; 
• Demonstrated competence; and  
• Possession of, or ability to obtain, state or other license or certificate, if required, for 

     the position. 
 
All vacancies shall be made known to the present staff. Anyone qualified for a position 
may submit an application. 
 
Announcement of the position shall be through means the superintendent believes will 
inform potential applicants about the position.  Applications for employment may be 
obtained from, and completed applications shall be returned to, the central administration 
office.  A standard application form shall be developed for these positions to ensure the 
enforcement of non-discrimination employment procedures.  A signed release shall be 
obtained from the prospective candidates authorizing reference and background checks. 
 
Whenever possible, the preliminary screening of applicants shall be conducted by the 
administrator who directly supervises and oversees the position.  The interviewer shall  
work from a written list of interview questions, using the same set of questions for each 
applicant.  Gaps in the applicant's employment record will be questioned and checked. 
 
In the initial employment process, including on the initial application, the applicant shall 
not be asked to disclose, orally or in writing, information concerning the applicants 
criminal record or history, until it has been determined that the applicant meets the 
minimum employment qualifications.  This does not prohibit the requirement to disclose 
an applicant’s criminal record or history relating to sexual or physical abuse.  Following a 
determination that the applicant meets minimum employment qualifications, a criminal 
history information check and questions regarding the applicant’s criminal record or 
history are allowed. 
 
Multiple reference checks may be made by telephone and a standard list of questions 
should be used in the screening process.  These reference checks will be documented and 



filed with the employee's records. 
 
Prior to hiring any person, the district may conduct background checks regarding the 
applicant's fitness for employment. 
 
The superintendent shall notify the board of new support staff hires. 
 
Legal Reference:  Nebraska Statute 79-501 
          79-802 
     
Cross Reference:  402.01 Equal Opportunity Employment 
    402.02 Employee Orientation 
    404  Employee Health and Well-Being   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised October 12, 2015 



 
412.03 

 
SUPPORT STAFF CONTRACTS 

 
The board may enter into written contracts with support staff employed on a regular 
basis.  The contract will state the terms of employment. 
 
Each contract shall include a two-week cancellation clause.  Either the employee or the 
board must give notice of the intent to cancel the contract at the end of two weeks.  This 
notice will not be required when the employee is terminated during a probationary period 
or for cause. 
 
Support staff shall receive a job description stating the specific performance 
responsibilities of their position. 
 
It shall be the responsibility of the superintendent to draw up and process the support 
staff contracts and present them to the board for approval.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412 Support Staff - General 
   413.01 Support Staff Compensation 
   413.02 Support Staff Wage and Overtime Compensation 
   414 Support Staff Termination of Employment 

 
Approved:  June 9, 2003 



412.04 
 

SUPPORT STAFF LICENSING/CERTIFICATION 
 
Support staff that requires a special license or other certification shall keep them current 
at their own expense.  Licensing requirements needed for a position will be considered 
met if the employee meets the requirements established by law and by the Nebraska 
Department of Education for the position. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.02 Support Staff Qualifications, Recruitment, Selection 

 
Approved:  June 9, 2003 



412.05 
 

SUPPORT STAFF ASSIGNMENT 
 
Determining the assignment of each support staff is the responsibility of the 
superintendent and within the sole discretion of the board.  In making such assignments 
each year the superintendent shall consider the qualifications of each support staff and the 
needs of the school district. 
 
It shall be the responsibility of the superintendent to assign support staff and report such 
assignments to the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 200.01 Board Powers and Responsibilities 
   412.06 Support Staff Transfers 

 
Approved:  June 9, 2003 



412.06 
 

SUPPORT STAFF TRANSFERS 
 
Determining the location where a support staff member's assignment will be performed is 
the responsibility of the superintendent and within the sole discretion of the board.  In 
making such assignments each year the superintendent shall consider the qualifications of 
each support staff member and the needs of the school district. 
 
The employee, the principal or the superintendent may initiate a transfer. 
 
It shall be the responsibility of the superintendent to transfer support staff and report such 
transfers to the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 29 U.S.C. §§ 621-634 (1994). 
   42 U.S.C. §§ 2000e et seq. (1994) 
   42 U.S.C. §§ 12101 et seq. (1994). 
  
Cross Reference: 412.02 Support Staff Qualifications, Recruitment, Selection 

412.05 Support Staff Assignment 
 

Approved:  June 9, 2003 



412.07 
 

SUPPORT STAFF EVALUATION 
 
Evaluation of support staff on their skills, abilities, and competence shall be an ongoing 
process supervised by the superintendent.  The goal of the formal evaluation of support 
staff shall be to maintain support staff who meet or exceed the board's standards of 
performance, to clarify each support staff member's role, to ascertain the areas in need of 
improvement, to clarify the immediate priorities of the board, and to develop a working 
relationship between the administrators and other employees. 
 
It shall be the responsibility of the superintendent to ensure support staff are formally 
evaluated annually.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.02 Support Staff Qualifications, Recruitment, Selection 
   412.08 Support Staff Probationary Status 

 
Approved:  June 9, 2003 



412.08 
 

SUPPORT STAFF PROBATIONARY STATUS 
 
The first year of a newly employed support staff member's contract shall be a 
probationary period for evaluating the employee's suitability for continued job 
assignment or employment.  "Day" shall be defined as one work day regardless of full-
time or part-time status of the employee.  New employees, regardless of experience, shall 
be subject to this probationary period.  Prior to the end of this probationary period, the 
superintendent shall make a decision regarding continued employment and job 
assignment based on his or her evaluation of the employee's job performance. 
 
"New" employees includes individuals who are being hired for the first time by the 
school district and those who may have been employed by the school district in the past, 
but have not been employed by the board during the school year prior to the one for 
which contracts are being issued. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.03 Support Staff Contracts 
   412.07 Support Staff Evaluation 
 

Approved:  June 9, 2003 



413.01 
 

SUPPORT STAFF COMPENSATION 
 
The board shall determine the compensation to be paid for the support staff positions, 
keeping in mind the education and experience of the support staff member, the 
educational philosophy of the school district, the financial condition of the school district 
and any other considerations as deemed relevant by the board. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
annually regarding the compensation of support staff. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.03 Support Staff Contracts 

413.02 Support Staff Wage and Overtime Compensation 
 

Approved:  June 9, 2003 



413.02 
 

SUPPORT STAFF WAGE AND OVERTIME COMPENSATION 
 
Each non-exempt employee compensated on an hour-by-hour basis, whether full-or part-
time, permanent or temporary, will be paid no less than the prevailing minimum wage.  
Whenever a non-exempt employee must work more than forty hours in a given work 
week, the employee shall be compensated at one and one-half times their regular hourly 
wage rate.  This compensation shall be in the form of overtime pay or compensatory 
time.  Overtime will not be permitted without prior authorization of the superintendent. 
 
Each non-exempt employee paid on an hour-by-hour basis must complete, sign, and turn 
in a daily time record showing the actual number of hours worked.  Failure of the 
employee to maintain, or falsification of, a daily time record will be grounds for 
disciplinary action. 
 
It is the responsibility of the superintendent or designee to maintain wage records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 29 U.S.C. §§ 206 et seq. (1994). 
   29 C.F.R. Pt. 778 (1968). 
 
Cross Reference: 412.03 Support Staff Contracts 
   413.01 Support Staff Compensation 
 

Approved:  June 9, 2003 



413.03 
 

SUPPORT STAFF GROUP INSURANCE BENEFITS 
 
Support staff may be eligible for group insurance benefits as determined by the board and 
required by law.  The board shall select the group insurance program and the insurance 
company which will provide the program. 
 
Support staff who work twelve months per year shall be eligible to participate in the 
long-term disability group insurance plan.   
 
This policy statement does not guarantee a certain level of benefits.  The board shall have 
the authority and right to change or eliminate group insurance programs for its support 
staff. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.01 Support Staff Defined 
 

Approved:  June 9, 2003 



413.04 
SUPPORT STAFF WORKERS' COMPENSATION 

 
The district will participate in workers' compensation as required by statute.  All 
employees of the district will be covered by workers' compensation regardless of type of 
assignment, length of assignment or hours worked per day. 
 
The selected workers' compensation plan will provide coverage for medical expenses and 
wages to the extent required by statute to qualifying employees.  The amount of workers' 
compensation wage-replacement and sick leave benefits shall not exceed a regular daily 
rate of pay. 
 
The superintendent shall be responsible for developing administrative regulations to 
implement the workers' compensation plan and shall annually review the costs and 
performance of the plan with the board, making recommendations for changes as 
necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 48-101 et seq. 
 
Cross Reference 404 Employee Health and Well-Being 
   905 Safety Program 
 

Approved:  June 9, 2003 



413.05 
 

SUPPORT STAFF TAX SHELTER PROGRAMS 
 
The board authorizes the administration to make a payroll deduction for support staff tax 
sheltered annuity premiums purchased from any company the employee chooses or 
through a Nebraska-licensed salesperson selected by the employee. 
 
Support staff wishing to have payroll deductions for tax sheltered annuities shall make a 
written request to the superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 707.01 Payroll Procedures 
 

Approved:  June 9, 2003 



414.01 
 

SUPPORT STAFF RESIGNATION 
 
Support staff who wish to resign during the school year shall give the board notice of 
their intent to resign and to cancel their contract fourteen (14) days prior to their last 
working day. 
 
Notice of the intent to resign and intended final date of employment shall be in writing to 
the superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412.03 Support Staff Contracts 
   414 Support Staff Termination of Employment 
 

Approved:  June 9, 2003 



414.02 
 

SUPPORT STAFF RETIREMENT 
 
Support staff who will complete their current contract with the board may apply for 
retirement.  No support staff members will be required to retire at any specific age. 
 
Application for retirement will be considered made when the support staff member states 
in writing to the superintendent, no later than the date set by the board for the return of 
the employee's contract to the board if applicable, the employee's intent to retire.  
 
Board action to approve a support staff member's application for retirement shall be final, 
and such action constitutes termination of the employee's contract effective the day of the 
employee's retirement. 
 
Support staff members and their spouse and dependents who have group insurance 
coverage through the school district may be allowed to continue coverage of the school 
district's group health insurance program, at their own expense, by meeting the 
requirements of the insurer. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 29 U.S.C. §§ 621 et seq. (1994). 
 
Cross Reference: 402.09 Recognition for Service of Employees 
  

Approved:  June 9, 2003 



414.03 
 

SUPPORT STAFF SUSPENSION 
 
Support staff shall perform their assigned jobs, respect and follow board policy and obey 
the law.  The superintendent is authorized to suspend a support staff member with or 
without pay pending action on a discharge or during investigation of charges against the 
employee or for disciplinary purposes.  It shall be within the discretion of the 
superintendent to suspend a support staff member with or without pay. 
 
In the event of a suspension, due process will be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 405 Employee Conduct and Appearance 
   414 Support Staff Termination of Employment 
 

Approved:  June 9, 2003 



414.04 
 

SUPPORT STAFF DISMISSAL 
 
The board believes classified employees should perform their jobs, respect board policy 
and obey the law.  A support staff member may be dismissed upon two weeks notice or 
immediately for cause.  Due process procedures shall be followed. 
 
The Superintendent of Schools may, acting upon his own initiative, terminate the 
Employee’s contract and such termination will be effective two (2) calendar weeks from 
the date of the issuance of the Superintendent’s notice or immediately for cause.  A 
support staff member may be dismissed for any reason, including, but not limited to, 
incompetence, willful neglect of duty, reduction-in-force, willful violation of board 
policy or administrative regulations, or a violation of the law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 405 Employee Conduct and Appearance 
   414.03 Support Staff Suspension 
   414.05 Support Staff Reduction-In-Force 

 
Approved:  June 9, 2003 



414.05 
 

SUPPORT STAFF REDUCTION-IN-FORCE 
 
It is the exclusive power of the board to determine when a reduction in support staff is 
necessary.  Employees who are terminated due to a reduction-in-force shall be given two 
weeks notice.  Due process will be followed for terminations due to a reduction-in-force. 
 
The Superintendent of Schools may, acting upon his own initiative, terminate the 
Employee’s contract and such termination will be effective two (2) calendar weeks from 
the date of the issuance of the Superintendent’s notice.  The superintendent will consider 
the relative qualifications, skills, ability and demonstrated performance through 
evaluation procedures in selecting employees for termination due to a reduction-in-force. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 408.05 Certificated Employee Reduction-In-Force 
   414.03 Support Staff Suspension 
   414.04 Support Staff Dismissal 
   702 Annual Budget 

 
Approved:  June 9, 2003 



415.01 
 

SUPPORT STAFF VACATIONS, HOLIDAYS AND PERSONAL LEAVE 
 
The board shall determine the amount of vacation, holidays and personal leave that will 
be allowed on an annual basis for Support Staff. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
annually on vacation and personal leave for support staff. 
 
The vacation may be taken any time during the school year when the vacation will not 
disrupt the school district operations.  The employee must submit a vacation request to 
the superintendent, who shall be responsible for determining whether the request will 
disrupt the school district operation.  Support staff that work twelve months per year shall 
be entitled to two weeks (10 days) paid vacation per contract year.  After (5) five years of 
service to the district, support staff that work twelve months per year shall be entitled to 
three weeks (15 days) of vacation per year. 
 
Support staff that work twelve months a year will be allowed six paid holidays, if the 
holidays fall on a regular working day.  The six holidays shall be New Year's Day, 
Memorial Day, July 4, Labor Day, Thanksgiving Day and Christmas Day.   
 
Full-time regular support staff will be allowed to use a maximum of two days of their 
sick leave as personal leave to accomplish personal business that cannot be conducted 
outside the work day.  The employee must, whenever possible, submit a personal leave 
request, stating the reason for the leave, five days prior to the leave day.  This leave may 
be denied if it falls on the day before or the day after a holiday or vacation, it falls on a 
special day when services would be necessary, it would cause undue interruption to the 
education program or to a program demanding the employee's services to the department, 
or other reasons deemed relevant by the superintendent.  It shall be within the discretion 
of the superintendent to grant personal leave. 
 
Support staff will be paid only for the hours they would have been scheduled for the day.  
Vacation shall not be accrued from contract year to contract year.  The contract year for 
support staff shall be July 1 thru June 30.  
 
 
 
 
 
Cross Reference: 410.01 Certificated Employee Vacations, Holidays and Personal 
          Leave 
   602.01 School Calendar 

 
Approved:  June 9, 2003 



415.02 
 

SUPPORT STAFF PERSONAL ILLNESS LEAVE 
 
Support staff shall be granted sick leave in accordance with the provisions set forth in 
their contract.  The time granted under this policy may be used for personal illness, 
illness to the employee’s immediate family, pregnancy leave, or bereavement in the case 
of death in the immediate family.  Two of the sick days may be used as personal leave 
days.  "Day" is defined as one work day regardless of full-time or part-time status of the 
employee.  A new employee shall report for work at least one full work day prior to 
receiving sick leave benefits.  A returning employee will be granted the appropriate 
number of days at the beginning of each fiscal year.  Sick leave may be accumulated up 
to a maximum as set forth in the employees contract. 
 
Should the personal illness occur after or extend beyond the accumulated sick leave, 
twelve month employees may apply for disability benefits under the group long-term 
disability insurance plan.  If the employee does not qualify for disability benefits, the 
employee may request a leave of absence without pay. 
 
Evidence may be required regarding the mental or physical health of the employee 
including, but not limited to, confirmation of the following:  the employee's illness, the 
need for the illness leave, the employee's ability to return to work, and the employee's 
capability to perform the duties of the employee's position.  It shall be within the 
discretion of the board and the superintendent to determine the type and amount of 
evidence necessary.  When an illness leave will be greater than three consecutive days, 
the employee shall comply with board policy regarding family and medical leave. 
 
If an employee is eligible to receive workers' compensation benefits, the employee shall 
contact the superintendent to implement these benefits. 
 
 
Legal Reference: 26 U.S.C. §§ 2601 et seq. (Supp. 1994) 
   29 C.F.R. Pt. 825 (1996). 
 
Cross Reference: 404.02 Employee Injury on the Job 
   415.03 Support Staff Family and Medical Leave 
   415.08 Support Staff Unpaid Leave 

 
Approved:  June 9, 2003 



415.03 
 

SUPPORT STAFF FAMILY AND MEDICAL LEAVE 
 
The district will comply with all provisions of the Family and Medical Leave Act of 1993 
and amendments.   
 
Unpaid family and medical leave will be granted up to twelve (12) weeks in any twelve 
(12) month period to eligible support staff members for the following reasons: 
1.  the birth or care of a newborn child within one (1) year of the child’s birth; 
2.  the placement or care by way of adoption or foster care with the staff member within 

one (1) year of the child’s arrival; 
3. to care for the staff member’s spouse, parent or dependent child with a serious health 

condition; 
4. if the staff member’s own serious health condition prevents that employee from 

performing the functions of the employee’s job; 
5. in qualifying urgent situations arising out of the fact that the employee’s spouse, son, 

daughter, or parent is on active duty or call to active duty status as a member of the 
National Guard or Reserves in support of a contingency operation. 

 
Unpaid leave will be granted up to twenty-six (26) weeks during a single twelve (12) 
month period to eligible support staff members to care for a spouse, son, daughter, parent, 
or next of kin of a current member of the Armed Forces, including a member of the 
National Guard or Reserves, with a serious injury or illness. 
 
For purposes of this policy, the twelve month period is defined as a rolling period based 
on the date the leave is requested to begin and looking backward at the last twelve-
months of use.  Requests for family and medical leave shall be made to the 
superintendent.   
 
To be eligible for FMLA benefits, a district employee must: 
1. have worked for the district for a total of 12 months; and 
2. have worked at least 1,250 hours over the previous 12 months. 
 
When meeting the requirements set out in the family and medical leave administrative 
rules, employees may be allowed or required to substitute paid leave for unpaid family 
and medical leave according to the terms and conditions of the district’s normal leave 
policies.  Employees eligible for family and medical leave must comply with the family 
and medical leave administrative rules prior to starting family and medical leave.  
Requests for FMLA leave shall be submitted in writing.  This policy shall not be 
construed to expand eligibility for an FMLA leave beyond what is required by the Act.  It 
shall be the responsibility of the superintendent to implement this policy.  
 
 
 
 



Legal Reference: 29 U.S.C. §§ 2601 et seq. (1994) 
29 C.F.R. Pt. 825 (1996). 

 
Cross Reference: 410.03 Certificated Employee Family and Medical Leave 
   415.02 Support Staff Personal Illness Leave 
   415.08 Support Staff Unpaid Leave 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  July 20, 2009 



415.03R1 
 

SUPPORT STAFF FAMILY AND MEDICAL LEAVE REGULATIONS 
 
Determining the 12-month previous employment eligibility: 
While the 12 months of employment need not be consecutive, employment periods prior 
to a break in service of seven years or more need not be counted unless the break is 
occasioned by the employee’s fulfillment of his or her National Guard or Reserve 
military obligation (as protected under the Uniformed Services Employment and 
Reemployment Rights Act (USERRA)), or a written agreement, including a collective 
bargaining agreement, exists concerning the district’s intention to rehire the employee 
after the break in service. 
 
Spouses employed by the same employer: 
Spouses employed by the same employer are limited in the amount of family leave they 
may take for the birth and care of a newborn child, placement of a child for adoption or 
foster care, or to care for a parent who has a serious health condition to a combined total 
of 12 weeks (or 26 weeks if leave to care for a covered service member with a serious 
injury or illness is also used). Leave for birth and care, or placement for adoption or 
foster care, must conclude within 12 months of the birth or placement. 
 
Serious Health Condition defined: 
“Serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involves either: 
3. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical-

care facility, including any period of incapacity (i.e., inability to work, attend school, 
or perform other regular daily activities) or subsequent treatment in connection with 
such inpatient care; or 

4. Continuing treatment by a health care provider, which includes: 
A. A period of incapacity lasting more than three consecutive, full calendar days, and 

any subsequent treatment or period of incapacity relating to the same condition, 
that also includes: 
1. treatment two or more times by or under the supervision of a health care 

provider (i.e., in-person visits, the first within 7 days and both within 30 days 
of the first day of incapacity); or 

2. one treatment by a health care provider (i.e., an in-person visit within 7 days 
of the first day of incapacity) with a continuing regimen of treatment (e.g., 
prescription medication, physical therapy); or 

B. Any period of incapacity related to pregnancy or for prenatal care. A visit to the 
health care provider is not necessary for each absence; or 

C. Any period of incapacity or treatment for a chronic serious health condition which 
continues over an extended period of time, requires periodic visits (at least twice a 
year) to a health care provider, and may involve occasional episodes of 
incapacity. A visit to a health care provider is not necessary for each absence; or 

D. A period of incapacity that is permanent or long-term due to a condition for which 



treatment may not be effective. Only supervision by a health care provider is 
required, rather than active treatment; or 

E. Any absences to receive multiple treatments for restorative surgery or for a 
condition that would likely result in a period of incapacity of more than three days 
if not treated. 

 
Intermittent Leave for "Instructional Employees”:  
Special rules apply if an employee employed "mainly in an instructional capacity" 
requests intermittent leave or leave on a reduced schedule because of his/her own serious 
health condition or the serious health condition of a parent, child, or spouse that is 
foreseeable based on a planned medical treatment and the employee would be gone for 
more than twenty percent (20%) of the working days during the period of leave. In such 
cases, the district may require the employee to do the following things: 
1. Take leave for periods of a particular duration not to exceed the duration of the 

planned medical treatment. 
2. Transfer temporarily to another position offered by the district for which the 

employee is qualified, as long as the new position has equivalent pay and benefits and 
better accommodates the recurring periods of leave. 

 
An instructional employee who takes leave constituting less than twenty percent (20%) of 
the working days during the leave period would not be subject to transfer to an alternative 
position, or a requirement to be on leave for the duration of the treatment period. 
 
An employee will be denied intermittent leave or leave on a reduced leave schedule to 
care for an immediate family member (spouse, child, parent) with a serious health 
condition or if the employee has a serious health condition, if: 
1. The employee, whether requesting leave because of his/her own serious health 

condition or because of the serious health condition of a parent, child, or spouse fails 
to establish, through medical certification, that there is a medical need for such a 
leave (as distinguished from voluntary treatments and procedures or a continuous 
treatment schedule). 

2. The employee, whether requesting leave for his/her own serious health condition or 
because of the serious health condition of a family member, fails to establish, through 
medical certification, that it is medically necessary for the leave to be taken 
intermittently on a reduced leave schedule. 
 

Intermittent leave or a reduced leave schedule may not be taken for the birth of a child or 
for the placement of a child for adoption or foster care. 
 
When intermittent leave or leave on a reduced leave schedule is requested based on 
planned medical treatment, the district also may alter an existing job to better 
accommodate the employee's need for intermittent or reduced leave.  The alternative or 
altered position must have equivalent pay and benefits. 
 
 
 



End-Of-Semester Circumstances 
In some circumstances, the district may require instructional employees to continue their 
leave to the end of the academic semester within the FMLA guidelines. 
 
Maintenance Of Health Benefits 
The district is required to maintain group health insurance coverage for an employee on 
FMLA leave whenever such insurance was provided before the leave was taken and on 
the same terms as if the employee had continued to work. If applicable, arrangements will 
need to be made for employees to pay their share of health insurance premiums while on 
leave. In some instances, the district may recover premiums it paid to maintain health 
coverage for an employee who fails to return to work from FMLA leave. 
 
Job Restoration 
Upon return from FMLA leave, an employee will be restored to the employee’s original 
job, or to an equivalent job with equivalent pay, benefits, and other terms and conditions 
of employment. An employee’s use of FMLA leave will not result in the loss of any 
employment benefit that the employee earned or was entitled to before using FMLA 
leave, nor be counted against the employee under a “no fault” attendance policy. If a 
bonus or other payment, however, is based on the achievement of a specified goal such as 
hours worked or perfect attendance, and the employee has not met the goal due to FMLA 
leave, payment may be denied unless it is paid to an employee on equivalent leave status 
for a reason that does not qualify as FMLA leave. 
An employee has no greater right to restoration or to other benefits and conditions of 
employment than if the employee had been continuously employed. 
 
Notice And Certification 
Employee Notice:  Employees seeking to use FMLA leave are required to provide 30-day 
advance notice of the need to take FMLA leave when the need is foreseeable and such 
notice is practicable. If leave is foreseeable less than 30 days in advance, the employee 
must provide notice as soon as practicable – generally, either the same or next business 
day. When the need for leave is not foreseeable, the employee must provide notice to the 
district as soon as practicable under the facts and circumstances of the particular case. 
Absent unusual circumstances, employees must comply with the district’s usual and 
customary notice and procedural requirements for requesting leave. 
 
Employees must provide sufficient information for the district reasonably to determine 
whether the FMLA may apply to the leave request. Depending on the situation, such 
information may include that the employee is incapacitated due to pregnancy, has been 
hospitalized overnight, is unable to perform the functions of the job, and/or that the 
employee or employee’s qualifying family member is under the continuing care of a 
health care provider. 
 
When an employee seeks leave due to a FMLA-qualifying reason for which the district 
has previously provided the employee FMLA-protected leave, the employee must 
specifically reference either the qualifying reason for leave or the need for FMLA leave. 
 



Employer Notice:  The district will post a notice approved by the Secretary of Labor 
explaining rights and responsibilities under FMLA. Additionally, the district will either 
include this general notice in employee handbooks or other written guidance to 
employees concerning benefits, or must distribute a copy of the notice to each new 
employee upon hiring. 
 
When an employee requests FMLA leave or the district acquires knowledge that leave 
may be for a FMLA purpose, the district shall notify the employee of his or her eligibility 
to take leave, and inform the employee of his/her rights and responsibilities under FMLA. 
When the district has enough information to determine that leave is being taken for a 
FMLA-qualifying reason, the district must notify the employee that the leave is 
designated and will be counted as FMLA leave. 
 
Certification:  The district may require that an employee’s request for leave due to a 
serious health condition affecting the employee or a covered family member be supported 
by a certification from a health care provider. The district may require second or third 
medical opinions (at the district's expense) and periodic recertification of a serious health 
condition. The district may use a health care provider, a human resource professional, a 
leave administrator, or a management official – but not the employee’s direct supervisor 
– to authenticate or clarify a medical certification of a serious health condition. The 
district may have a uniformly-applied policy requiring employees returning from leave 
for their own serious health condition to submit a certification that they are able to 
resume work. If reasonable safety concerns exist, the district may, under certain 
circumstances, require such a certification for employees returning from intermittent 
FMLA leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  July 20, 2009 
 



415.04 
 

SUPPORT STAFF BEREAVEMENT LEAVE 
 
In the event of a death of a member of a support staff member's immediate family, 
support staff members may use their sick leave as bereavement leave.  "Day" being 
defined as one work day regardless of full-time or part-time status of the employee, per 
occurrence, for the death of a member of the immediate family.  The immediate family 
includes child, spouse, parent, brother, sister, mother-in-law, father-in-law, brother-in-
law, sister-in-law, son-in-law, daughter-in-law, grandchild or grandparent of the 
employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 415.01 Support Staff Vacations, Holidays and Personal Leaves 
 

Approved:  June 9, 2003 



415.05 
 

SUPPORT STAFF POLITICAL LEAVE 
 
The board will provide a leave of absence to support staff members to run for elective 
public office.  The superintendent shall grant a support staff member a leave of absence 
to campaign as a candidate for an elective public office as unpaid leave. 
 
The support staff member will be entitled to one period of leave to run for the elective 
public office, and the leave may commence any time within thirty days of a contested 
primary, special, or general election and continue until the day following the election. 
 
The request for leave must be in writing to the superintendent at least thirty days prior to 
the starting date of the requested leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.10 Employee Political Activity 

415 Support Staff Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



415.06 
 

SUPPORT STAFF JURY DUTY LEAVE 
 
Any employee who is summoned to serve on jury or election board duty, or who is 
subpoenaed to provide testimony, shall not be subject to discharge from employment, 
loss of pay, loss of sick leave, loss of vacation time, or any other form of penalty, as a 
result of his or her absence from work due to such service provided the employee submits 
a copy of the summons, in advance, to the employee's supervisor. 
 
Support staff will receive their regular salary.  Any payment for jury duty shall be paid to 
the school district. The employee will report to work within one hour on any day when 
the employee is excused from jury duty during regular working hours. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 25-1640 
 
Cross Reference: 415 Support Staff Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



415.07 
 

SUPPORT STAFF MILITARY SERVICE LEAVE 
 
Support staff members who are members of the National Guard, Army Reserve, Naval 
Reserve, Marine Corps Reserve, Air Force Reserve, Coast Guard Reserve and State 
Guard are entitled to a leave of absence, without loss of pay, on all days during which 
they are employed under the orders or authorization of competent authority in the active 
service of the State or United States. Such leave of absence will be without loss of pay for 
a period not to exceed fifteen (15) work days in any one calendar year. Such leave of 
absence will be in addition to any leave provided by the District through policy or 
negotiated agreement. Any such leave which extends beyond fifteen (15) work days in 
any one calendar year shall be without pay from the remaining contract payments. 
 
If the Governor of the State of Nebraska declares a state of emergency any of the above 
support staff who are ordered to active service shall receive an additional leave of 
absence that will be granted until such member is released from the active service by 
competent authority. During this additional leave of absence, the employee shall receive 
such portion of his or her salary or compensation as will equal the loss he or she may 
suffer while in the active service of the state. The loss he or she may suffer while in the 
active service of the state is defined as the differential between military salary and district 
salary. 
 
Employees who are required to leave a position other than temporary for training with the 
armed forces of the United States or to undertake military duty in the active service of the 
state are entitled to a leave of absence for such period, not to exceed four years, plus any 
additional period as provided by law, without loss of status and without loss of pay 
during the first fifteen work days, which pay for the first fifteen work days is not in 
addition to that described above. 
 
Upon an honorable discharge from active service, such employee shall be entitled to a 
return to a comparable position as provided by law.  Such person shall not be discharged 
without justifiable cause within one year after reinstatement. 
 
Absence for any of the reasons stated above shall not affect the employee's right to 
receive normal vacation, sick leave, bonus, advancement and other advantages of the 
employee's employment normally to be anticipated in the employee's particular position. 
 
Legal Reference: Neb. Statute 55-160 to 166 
             79-838 
 
Cross Reference: 415 Support Staff Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



415.08 
 

SUPPORT STAFF UNPAID LEAVE 
 
Unpaid leave may be used to excuse an involuntary absence not provided for in other 
leave policies.  Unpaid leave for support staff must be authorized by the superintendent. 
Any unused Personal Leave days must be applied to such absences rather than including 
them as Unpaid Leave. 
 
The superintendent shall have complete discretion to grant or deny the requested unpaid 
leave.  In making this determination, the superintendent shall consider the effect of the 
employee's absence on the education program and school district operations, the financial 
condition of the school district, length of service, previous record of absence, the reason 
for the requested absence and other factors the superintendent believes are relevant in 
making this determination. 
 
If unpaid leave is granted, the duration of the leave period shall be coordinated with the 
scheduling of the education program whenever possible, to minimize the disruption of the 
education program and school district operations. 
 
Whenever possible, classified employees shall make a written request for unpaid leave 
five days prior to the beginning date of the requested leave.  If the leave is granted, the 
deductions in salary shall be made unless they are waived specifically by the 
superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 415 Support Staff Vacations and Leaves of Absence 
 

Approved:  June 9, 2003 



415.09 
 

SUPPORT STAFF PROFESSIONAL PURPOSES LEAVE 
 
Professional purposes leave may be granted to support staff for the purpose of attending 
meetings and conferences directly related to their assignments.  Application for the leave 
must be presented to the superintendent five days prior to the meeting or conference. 
 
It shall be within the discretion of the superintendent to grant professional purposes leave.  
The leave may be denied on the day before or after a vacation or holiday, on special days 
when services are needed, when it would cause undue interruption of the education 
program and school district operations, or for other reasons deemed relevant by the 
superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 412 Support Staff - General 
   409.01 Certificated Employee Professional Development 
 

Approved:  June 9, 2003 
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501 
 

OBJECTIVES FOR EQUAL EDUCATIONAL OPPORTUNITIES FOR STUDENTS 
 
This section of the board policy manual is devoted to the board's goals and objectives for 
assisting the students of the school district in obtaining an education. Each student shall 
have an opportunity to obtain an education in compliance with the policies in this series. 
It is the goal of the board to develop a healthy social, intellectual, emotional, and physical 
self-concept in the students enrolled in the school district. Each student attending school 
will have the opportunity to use it and its education program and services as a means for 
self-improvement and individual growth. In so doing, the students are expected to 
conduct themselves in a manner that assures each student the same opportunity. 
 
The board supports the delivery of the education program and services to students free of 
discrimination on the basis of race, color, national origin, sex, disability, or marital status 
and provides equal access to the Boy Scouts and other designated youth groups. This 
concept of equal educational opportunity serves as a guide for the board and employees 
in making decisions relating to school district facilities, employment, selection of 
educational materials, equipment, curriculum, and regulations affecting students. 
 
Board policies, rules and regulations affect students while they are on school district 
property or on property within the jurisdiction of the school district; while on school 
owned, operated, or chartered transportation; while attending or engaged in school 
activities; and while away from school grounds if misconduct will directly affect the 
good order, efficient management and educational processes of the school district. 
 
This section of the board policy refers to the term "parents" in many of the policies. The 
term parents for purposes of this policy manual shall mean the legal parents. It shall also 
mean the legal guardian or custodian of a student and students who have reached the age 
of majority or are otherwise considered an adult by law. 
 
Inquiries by students regarding compliance with equal educational opportunity laws and 
policies, including but not limited to complaints of discrimination, shall be directed to the 
superintendent or his or her designee. 
 
 
 
Inquiries may also be directed in writing to the Director of the Kansas Office of Civil 
Rights, U.S. Department of Education, 8930 Ward Parkway, Suite 2037, Kansas City, 
MO 64114, (816) 268-0550, the Nebraska Equal Opportunity Commission, State Office 
Building, 301 Centennial Mall South, 5th floor, P.O. Box 94394, Lincoln, NE 68509-
4934, (402) 471-2024 or (800) 642-6112 or by email to OCR.KansasCity@ed.gov.  This 
inquiry or complaint to the federal or state office may be done instead of, or in addition 
to, an inquiry or complaint at the local level. 
 
Further information and copies of the procedures for filing a complaint are available in 
the school district's central administrative office and the administrative office in each 
attendance center. 
 



 
 

Legal Reference:  Sect. 504 of the Rehabilitation Act of 1973 
    20 U.S.C. §1681 et seq. (1994) 
    34 C.F.R. §104 et seq. 
    34 C.F.R. §160 et seq. 

Neb. Statute 79-2,114 et seq. (Neb. Equal Opportunity in   
                 Education Act). 

 
Cross Reference:                   100District Organization and Basic Commitments 
 
 

Approved:  November, 14 2011 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

502.01 
 

RESIDENT STUDENTS 
 
Children who are residents of the school district community will attend the school district 
without paying tuition.  Students whose residency in the district ceases during a school 
year may continue attending school for the remainder of the school year without payment 
of tuition. 
 
The residence of a student means the place, abode, or dwelling of the student.  Generally, 
the legal dwelling of minors is the same as their parents. However, a student may 
establish a dwelling with someone other than the parents and attend public school in the 
school district without paying tuition if the primary purpose for residing in the school 
district is not for the purpose of obtaining a free public education.  Any student shall also 
be admitted to the district upon request without paying tuition if at least one of the 
student’s parents resides in the school district. 
 
Each case involving the determination of residence of a student will be decided upon its 
individual merits by the superintendent.  Payment of tuition will not be required in cases 
where the resident student would otherwise be denied free common school privileges.  
The burden of proof to supply the necessary documents to demonstrate legal residence 
shall rest with the person claiming legal residence in the district. Specific documents 
required shall be determined by the superintendent. 
 
Legal Reference:   Neb. Statute 79-215 
 
Cross Reference:   101 District Organization and Basic Commitments 
    503  Student Attendance 
    801 Transportation 
      
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  August 9, 2010 
 



 
 

502.02 
 

NONRESIDENT STUDENTS/OPTION ENROLLMENT 
 
Students who are eligible to attend a Nebraska public school but who are not legal 
residents of the school district may be admitted into the school district in accordance with 
the option enrollment program authorized by state statutes.  Option enrollment students 
shall be accepted without charge.  If the student has previously had an option enrollment 
accepted in any district, the application shall be rejected unless a statutory exception to 
this rule applies for that student. 
 
Application for option enrollment should be made between September 1 and March 15 
for enrollment during the following and subsequent school years.  Upon agreement of the 
school boards of the resident district and the option (receiving) district, deadlines for 
application and approval of the option may be waived.  Following the March 15 deadline, 
applications requesting admittance must contain a release approval from the resident 
district prior to the option district’s consideration for acceptance.   
 
The application for option enrollment does not require a release from the resident district 
and the receiving district has forty-five days to issue acceptance or rejection if: 
1. after February 1 the student relocated to a different resident district, or 
2. the student’s option district merged with another district effective after February 1, 

and 
3. the student’s attendance would occur during the next immediate and subsequent 

school years. 
 
For applications submitted by the March 15 deadline, written notification of approval or 
rejection of the application will be made before April 1 to the student’s parent/guardian 
and the resident district.  If the district rejects an application for a student to option in or 
out, the district will provide notification by certified mail to the parent/guardian of the 
reasons for rejection and the process for appealing the decision to the State Board of 
Education. 
 
The board shall adopt standards and conditions for acceptance or rejection of a request 
for release of a resident student submitting an option application after March 15.  Such 
standards shall not include the failure to meet the March 15 deadline.  For those 
applications, the option district shall notify the parent/guardian and the resident district 
whether the application is accepted or rejected within sixty days after submission.  False 
or substantively misleading information submitted by a parent/guardian on an application 
to an option district may be cause for the option district to reject a previously accepted 
application prior to the student’s attendance.   
 
The board shall adopt a resolution setting forth its specific standards for acceptance and 
rejection of applications as an option school.  Standards will conform to those set forth by 
 
 
state statute.  These may include the capacity of a program, class, grade level, or school 
building or the availability of appropriate special education programs operated by the 
district.  The standards shall not include previous academic achievement, athletic or other 



 
 

extracurricular ability, disabilities, proficiency in the English language, or previous 
disciplinary proceedings except as allowed by law. 
 
An option district shall give first priority for enrollment to siblings of option students 
within the requirements of state statutes.  The board shall follow statutes regarding the 
application of a student who relocates in a different district but wants to continue 
attending his or her original resident district or current option district. 
 
Nonresident students not going through option enrollment may also be admitted under a 
contract with the student's resident district at the discretion of the superintendent upon 
application and payment of tuition as stated in the contract.  The tuition rate shall be the 
current per-pupil cost of the school district as computed by the superintendent. 
 
Students whose residency in the district ceases during a school year may continue 
attending school for the remainder of the school year without payment of tuition. 
 
The district may choose to provide transportation to the option student in the same 
manner as for resident students and may choose whether or not to charge the parents of 
those option students a fee to recover the district’s costs for the transportation.  All option 
students who qualify for free lunches are eligible for either free transportation or the 
reimbursement of transportation costs from the school district as provided by state 
statute.  Students receiving special education services shall receive transportation services 
as provided in the student’s Individualized Education Plan. 
 
Legal Reference:   Neb. Statute 79-215 
              79-232 to 246 
    NDE Rule 19.008 
 
Cross Reference:   503 Student Attendance 
    801 Transportation 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
Revised July 13, 2016 

 



 
 

502.02R1 
 

OPTION ENROLLMENT 
 

Option students shall be accepted into a given grade level, class, class section, program, 
or attendance center when: 
 

1. The enrollment of the student can be accommodated within:  the available 
physical capacity for the respective grade level, class section, program, or 
attendance center; the physical space limitation related to the classroom or 
learning area; the number of seats or learning stations available to students; and 
instructional methodology that may dictate enrollment limitation, as determined 
by the District OR-1 administration. 

 
2. Enrollment can be accommodated within the operating costs of the school district, 

with considerations including but not limited to hiring additional staff, purchasing 
additional equipment, supplies or instructional materials, specialized equipment or 
materials, and the overall cost effectiveness due to increased enrollment, as 
determined by the District OR-1 administration. 

 
3. An appropriate special education program can be provided through existing 

district owned special education services, as determined by the District OR-1 
administration. 

 
Deadlines for application, approval, and/or rejection for the Option Enrollment Program 
will be waived if the participating districts agree to do so. 
 
Option students shall have the same entitlements, duties, responsibilities, and rights as all 
students attending District OR-1, except as otherwise provided in policy, rules, or 
regulations of the District.  
 
Option students shall be subject to the same penalties of exclusion, suspension, expulsion 
or mandatory reassignment for failure to follow such rules of student conduct. 
 
Eligibility for athletic competition will be governed by state statute and/or rules and 
regulations of the NSAA. 
 
District OR-1 shall accept credits toward graduation which have been awarded by another 
school district of Nebraska and shall award a diploma to an option student upon the 
respective student’s completion of District OR-1 graduation requirements. 
 
The administrative personnel for the respective grade level shall retain the authority to 
determine the attendance center and classroom to which an option student will be 
assigned. 
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Parents or legal guardian of option students shall be responsible for the participating 
student’s transportation needs to and from the respective attendance center.  Therefore, 
District OR-1 shall not provide transportation to any resident student, including 
handicapped students, electing to option out of District OR-1 except as may otherwise be 
required by law. 
 
Additionally, District OR-1 shall not provide transportation to any option student 
including handicapped students, electing to option into District OR-1 except as may 
otherwise be required by law.  Option students may, however, be provided transportation 
without an assessed fee provided that option students riding the bus are picked up or 
dropped off at a point on a regularly scheduled route and the route bus has room for the 
students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

502.3 
 

ENTRANCE - ADMISSIONS 
 
Children in the school district community will be allowed to enroll in the school district's 
regular education program beginning at age five. The child must be age five on or prior to 
October 15 to participate in the school district's kindergarten program or beginner grade, 
or be admitted under exceptions provided by state statute.  
 
The board shall require evidence of age and residency in the form of a birth certificate or 
other evidence before the student may enroll in the school district's education program. It 
shall be within the discretion of the superintendent to determine what is satisfactory 
evidence for proof of age. 
 
Prior to enrollment, the child must provide the administration with proof of a physical 
examination and immunizations as required by law and the respective policies of this 
district. Failure to provide this information shall be reason for denying admission to the 
student. 
 
The parent/guardian of any child younger than seven years of age who is enrolled may 
discontinue that enrollment according to procedures provided by the district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-214 et seq. 
 
Cross Reference:   503.01 Compulsory Attendance 

508.01 Student Health and Immunization Checkups 
 

Approved:  June 9, 2003 



 
 

502.04 
 

ATTENDANCE CENTER ASSIGNMENT 
 
The board shall have complete discretion to determine the boundaries for each attendance 
center, to assign students to the attendance centers, and to assign students to the 
classrooms within the attendance center. 
 
It shall be the responsibility of the superintendent to make recommendations to the board 
regarding the division of students among attendance centers. In making the 
recommendations, the superintendent shall consider the geographical layout of the school 
district, the condition and location of the school district facilities, the location of student 
population, possible transportation difficulties, financial condition of the school district 
and other factors deemed relevant by the superintendent or the board.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   503.01  Compulsory Attendance 

 
Approved:  June 9, 2003 



 
 

502.05 
 

STUDENT TRANSFERS IN 
 

Children shall be accepted for enrollment in all grades of the school system at any time 
upon presentation of acceptable certificates of record from their former school and upon 
presentation of acceptable proof of their legal residence in the district.  It shall be at the 
superintendent's discretion to decide what constitutes acceptable proof of residence. 
 
In addition, nonresident students meeting requirements of the open enrollment laws and 
the Nonresident Students policy may transfer to this district for a minimum of one year. 
 
Students must present evidence of physical exams, immunizations and other requirements 
as stated by other policies of the district.   
 
Students expelled or suspended from their previous school will only be enrolled at the 
recommendation of the superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Neb. Statute 79-232 
              79-526 
 
Cross Reference:  502 Student Admissions 
    508 Student Health and Well-Being 
 

Approved June 9, 2003 



 
 

502.06 
 

STUDENT TRANSFERS OUT OR WITHDRAWALS 
 

If the student's parents wish to withdraw or transfer the student from school prior to 
completing and graduating from the education program, they shall notify the respective 
principal as soon as possible of the decision to withdraw or transfer the student from the 
education program. The student or parent should present this written notice at the office 
and receive instructions regarding the return of textbooks, library books, locker 
equipment, hot lunch tickets and completion of grade records. 
 
The notice shall state the student's final day of attendance. If the student is not enrolling 
in another school district, the school district shall maintain the student's records in the 
same manner as the records of students who have graduated from the school district. 
 
If the parents wish to have the student's cumulative record sent to the new school district, 
the parents shall notify the principal in writing. This notice shall include the name of the 
school district and the person at the new school district to whom the student's cumulative 
records should be sent. If the new school district requests the student's cumulative 
records, the school district will forward the cumulative records and notify the parents the 
records have been sent. 
 
Withdrawal and Transfer Procedure 
 
The procedure for withdrawal or transferring is as follows: 
 
1. Secure authorization withdrawal or transfer note from the parent or guardian. 
2. Obtain appropriate forms from the guidance office or principal's office. 
3. Have the forms filled out by teacher, return all school books and property, and make 
     sure all fees are paid. 
4. Take completed forms to the guidance or principal's office for final clearance. 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  502 Student Attendance 
    507 Student Records 
 

Approved:  June 9, 2003 



 
 

502.07 
 

STUDENT RE-ENTRY TO SCHOOL 
 
A student who has transferred to another school under the open enrollment procedures 
may be readmitted to his or her district of residence at any time after one school year. 
 
The student may not return prior to one year except at the mutual agreement of both the 
resident and option school districts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-237 
 
Cross Reference:  502 Student Attendance 

 
Approved:  June 9, 2003 



 
 

502.08 
 

EXCHANGE AND FOREIGN STUDENT ADMISSIONS 
 

Foreign exchange students must reside in the district or must apply for enrollment under 
provisions of the enrollment option statutes. 
 
No foreign exchange student will be enrolled in the district until the foreign exchange 
student has provided the district with all records and information requested by the district. 
Foreign exchange students must also comply with any health requirements imposed by 
state or other governing laws and according to district policies. 
 
Foreign exchange students must not have graduated from high school (or an equivalent 
educational institution) prior to enrollment in the district. 
 
Foreign exchange students completing the twelfth grade in the district must successfully 
complete district graduation requirements in order to be awarded a diploma from District 
OR-1. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-215 
 
Cross Reference:  502 Student Attendance 
    508 Student Health and Well-Being 
 
 

Approved:  June 9, 2003 



 
 

502.09 
 

ALTERNATIVE SCHOOL ADMISSIONS 
 
The Board of Education endorses the neighborhood school concept and makes many 
decisions based on student population within the attendance areas of residence. The 
Board recognizes, however, that resident students may wish to attend an alternative 
school. 
 
In implementing the alternative enrollment program, the district is not required to: 
 
1. Make alterations in the structure of a requested school or make alterations to the 

arrangement or function of rooms within a requested school; 
2. Establish and offer any particular program in a school if such program is not offered 

currently in such school; 
3. Alter or waive any established eligibility criteria for participation in a particular 

program including age requirements, course prerequisites and required levels of 
performance. 

 
Notwithstanding the provisions of this policy, a student may be assigned outside the 
attendance area by mutual agreement of the principals in the special interest of the 
student and/or school. 
 
Students may apply for alternative enrollment in a school outside their 
attendance area and such applications shall be approved if there is space available 
in the requested school.  
 
Students granted permission to attend a school other than the school in their assigned 
attendance area shall have the same curricular and extracurricular status as all other 
students attending the school, limited only by rules of the Nebraska School Activities 
Association. 
 
Transfer students attending a school outside their attendance area shall be granted 
admission on a year-to-year basis. In the event the population of the attendance area 
increases to fill the building with attendance areas residents, transfer students may be 
asked to enroll in another school. 
 
The Board reserves the right to rescind and/or amend any or all alternative enrollments or 
transfers if in its opinion overcrowding of facilities or other undesirable conditions 
develops. 
 
Transportation 
 
Transportation for students granted permission to attend school outside their attendance 
area must be furnished by their parents unless it is determined that transportation is  
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necessary for the district to comply with state and federal law requirements for homeless 
or disabled students. 
 
Nondiscrimination 
 
The Board, the superintendent, other administrators and teachers shall not make any 
distinction on account of race, sex, ethnic group, religion or disability of any student who 
may be in attendance or who seeks admission to any school maintained by the district in 
the determination or recommendation of action under this policy. 
 
Special education students 
 
Requests from the parents of special education students for open enrollment or transfer to 
another school or program shall be considered in accordance with applicable state and 
federal laws. The student's current Individual Education Plan (IEP) shall be used to 
determine if the requested school or program can meet the student's needs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-235 
 
Cross Reference:  502 Student Admissions 
    601 Goals and Objectives 
    605 Alternative Programs 
 

Approved:  June 9, 2003 



 
 

502.10 
 

ASSIGNMENT OF NEW STUDENTS TO CLASSES AND GRADE LEVELS 
 
New students entering from schools recognized and approved by the Nebraska 
Department of Education will initially be placed in grades and classes on the basis of 
their grade placement/credits in the school from which they are transferring. The district 
administration, through academic achievement tests and other evaluation measures as 
necessary, will determine the appropriate grade level/credit status of students transferring 
from schools that have not been approved by the state department of education. 
 
Previous high school work will be validated for a high school student by successfully 
completing a higher level unit in this district's high school for every unit completed in a 
non-accredited high school; i.e., completion of a second unit mathematics would validate 
the mathematics credit transferred. If no successive course work is pursued to validate the 
credit, similar or equivalent work will be evaluated at the discretion of the principal.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  601 Goals and Objectives 
 

Approved:  June 30, 2003 



 
 

502.11 
 

ASSIGNMENT OF CONTINUING STUDENTS TO CLASS 
 
Pupils will be enrolled in grades and classes in which they can be expected to master 
established district instructional/learning objectives. All pupils who are included under 
the compulsory school attendance law must be enrolled and required to attend all classes 
prescribed by the state and the district Board of Education unless exempt by the school 
authorities.  
 
Pupils will be assigned to the grade level in elementary and middle schools, or be 
enrolled in classes recommended by the principal consistent with state guidelines, the 
recommendations of teachers, through academic achievement tests and other evaluation 
measures. Ability to meet district grade-subject and course instructional/learning 
objectives will be a major factor in grade level assignment. 
 
High school students will be classified in certain grades according to the following 
criteria: 
 
• Freshman (ninth grade student) - A student in his/her first year of a four-year senior 

high school or a student with sufficient credits to expect graduation* in four years. 
 

• Sophomore (tenth grade student )- A student in the second year of enrollment in a 
four-year senior high school who has earned sufficient credits to expect graduation* 
in three years. 

 
• Junior (eleventh grade student) - A student with two or more years of enrollment in a 

senior high school who has earned sufficient credit to expect graduation* in two 
years. 

 
• Senior (twelfth grade student) - A student with three or more years of enrollment in a 

senior high school who has earned sufficient credit to expect graduation* in one year. 
 
*  Students may reasonably expect to graduate if they earn the required credits by 
successfully completing a full schedule of classes. They may not expect graduation or a 
class promotion if they must gain extra credit from an overload schedule, summer school 
or correspondence work. 
 
Legal Reference:  Neb. Statute 79-526 
 
Cross Reference:  100 District Organization and Basic Commitments 
    503 Student Attendance 
 

Approved:  June 9, 2003 



 
 

503.01 
 

COMPULSORY ATTENDANCE  
 

Any child who will reach six years of age prior to January 1 of the current year and who 
has not reached eighteen years of age shall meet the requirements of mandatory school 
attendance. Any such child shall attend the academic program on a regular basis, unless a 
written request to drop the child from the school rolls is made by the parent, guardian or 
other person having charge, control or custody of the child. 
 
Any child of mandatory attendance age must by law regularly attend a public, private, 
denominational, parochial school or a combination of such schools not less than the entire 
school term of the school(s) which the child attends.  This does not apply to a child who 
has obtained a high school diploma or received a General Equivalency Diploma, 
completed the program of instruction offered by a non-accredited or non-approved 
school, has reached the age of 18, or who is at least 16 years old and whose parent or 
guardian has withdrawn the child from school in the manner prescribed by state statute. 
 
Excusal from the "full-time" requirement of the compulsory education law can be granted 
by the superintendent for a child between 14 and 16 years of age having completed the 
work of the eighth grade when legal employment due to necessity has been obtained by 
the student and such a request has been made by a parent/guardian.  
 
Withdrawal To Age 6 
 
The parent/guardian of any child who will not reach six years of age prior to January 1 of 
the current school year and who is enrolled, may discontinue that enrollment according to 
procedures provided by the district. 
 
Minimum Age 
 
The district will not admit any child into kindergarten unless the child will reach the age 
of five years on or before July 31, except as follows: 

1. the board shall admit a child who will reach the age of five years by October 15 
if; 

a. the parent provides an affidavit stating that the child attended kindergarten 
in another district, or  

b. the family will be relocating to another district that allows admission 
within the current year, or  

c. the child is capable of carrying the work of kindergarten which can be 
demonstrated through recognized assessment procedures approved by the  
board. Each school board shall approve and make available a recognized 
assessment procedure for determining if a child is capable of carrying the 
work of kindergarten. 

 
The district will use the Developmental Indicators for the Assessment of Learning 
(DIAL-4) to meet the requirement for a recognized assessment procedure to determine if 
a child not 5 years of age on or before October 15 of the current year is capable of 



 
 

carrying the work of kindergarten.  The board shall update these procedures as the board 
deems appropriate. 
 
Early Withdrawal at Age Sixteen 
 
A person who has legal or actual charge or control of a child who is at least sixteen years 
of age may withdraw the child from school if an exit interview is conducted as required 
below, or if a signed notarized release form is filed with the Commissioner of Education 
as required by law for a child enrolled in a school that elects not to meet accreditation or 
approval requirements. 
 
The exit interview shall be conducted at the time and place selected by the superintendent 
or the superintendent’s designee upon receiving the written request of any person who 
has legal or actual charge or control of a child who is at least sixteen years of age if the 
child is enrolled in a school operated by the school district or resides in the school district 
and is enrolled in a private, denominational, or parochial school. 
 
The exit interview shall be personally attended by: 
• The child, unless the withdrawal is being requested due to an illness of the child 

making attendance at the exit interview impossible or impracticable;  
• the person who has legal or actual charge or control of the child who requested the 

exit interview;  
• the superintendent or the superintendent’s designee;  
• the child’s principal or the principal’s designee if the child at the time of the exit 

interview is enrolled in a school operated by the school district; and  
• any other person requested by any of the required parties who agrees to attend the exit 

interview and is available at the time designated for the exit interview which may 
include other school district personnel or the child’s principal or such principal’s 
designee if the child is enrolled in a private, denominational, or parochial school. 

 
At the exit interview, the person making the written request shall present evidence that 
the person has legal or actual charge or control of the child and that the child would be 
withdrawing due to either:  
a) financial hardships requiring the child to be employed to support the child’s family or 

one or more dependents of the child, or  
b) an illness of the child making attendance impossible or impracticable.  

 
The superintendent or superintendent’s designee shall identify all known alternative 
educational opportunities, including vocational courses of study, that are available to the 
child in the school district and how withdrawing from school is likely to reduce potential 
future earnings for the child and increase the likelihood of the child being unemployed in 
the future. Any other relevant information may be presented and discussed by any of the 
parties in attendance. 
 
At the conclusion of the exit interview, the person making the written request may sign 
the withdrawal form provided by the school district agreeing to the withdrawal of the 
child or may rescind the written request for the withdrawal.  
 



 
 

Any withdrawal form signed by the person making the written request shall be valid only 
if: 

a) the child signs the form unless the withdrawal is being requested due to an illness 
of the child making attendance at the exit interview impossible or impracticable, 
and  

b) the superintendent or superintendent’s designee signs the form acknowledging 
that the interview was held, the required information was provided and discussed 
at the interview, and, in the opinion of the superintendent or the superintendent’s 
designee, the person making the written request does in fact have legal or actual 
charge or control of the child and the child is experiencing either:  
1) financial hardships requiring the child to be employed to support the child’s 

family or dependents of the child, or  
2) an illness making attendance impossible or impracticable. 

 
Legal Reference:  Neb. Statute 79-201 et seq. 
 
Cross Reference:  502 Student Admissions 
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DISTRICT OR-1 
425 F Street, P.O. Box 130 
Palmyra, Nebraska 68418 

Phone: (402) 780-5327   Fax: (402) 780-5328   
 

 
 

Parent Release 
(For Children Age 16 and 17 to Discontinue Enrollment) 

 
 I am the parent or guardian of ____________________ (Child’s name).  The 
Child’s date of birth is _______________.  The Child has reached the age of 16, and 
has not reached the age of 18. 
 
 I hereby release the Child from continued enrollment in school.  The Child is 
disenrolled from school effective ____________________ (insert date; if none stated, 
disenrollment is effective immediately). 
 
 IN WITNESS WHEREOF, this affidavit is signed and acknowledged this _____ 
day of ___________, 20___. 
 
 
 
      ___________________________________ 
       Parent or Guardian 
STATE OF NEBRASKA  ) 
     ) ss. 
COUNTY OF _________________ ) 
 
 
 The foregoing instrument was acknowledged before me this _____ day of 
______________, 20___ by _______________________. 
 
 
      ____________________________________ 
       Notary Public 
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DISTRICT OR-1 
425 F Street, P.O. Box 130 
Palmyra, Nebraska 68418 

Phone: (402) 780-5327   Fax: (402) 780-5328   
 

 
Parent Release Affidavit 

(For Children Age 6 or Will Reach Age Before January 1st) 
 

 The undersigned, being first duly sworn, states upon oath as follows: 
 
 I am the parent or guardian of ___________________ (Child’s name).  The 
Child’s date of birth is _________________.  The Child has reached the age of 6, or will 
reach the age of 6 before January 1, 20___. 
 
 I hereby release the Child from continued enrollment in school.  The Child is 
disenrolled from school effective ____________________ (insert date; if none stated, 
disenrollment is effective immediately). 
 
 I affirm and check that at least one of these conditions are met: 
 

_____ The child listed above is participating in an 
educational program that will prepare the child to enter into grade 
one next school year; and/or,  

 
_____ The child will or has entered a non-accreditied or 

approved school pursuant to State Statute 79-1603(3) on or before 
the child’s seventh birthday (home-schooled). 

 
 IN WITNESS WHEREOF, this affidavit is signed and acknowledged this 
_____ day of ___________, 20___. 
 
      ___________________________________ 
        Parent or Guardian 
 
STATE OF NEBRASKA  )  
     ) ss. 
COUNTY OF _________________ ) 
 
 The foregoing instrument was acknowledged before me this _____ day of 
_______________, 20___ by _______________________. 
 
      ____________________________________ 
        Notary Public 



 
 

503.02 
 

STUDENT ATTENDANCE RECORDS 
 
As part of the school district's records, the daily attendance of each student shall be 
recorded and maintained on file with the permanent records of the district. 
 
It shall be the responsibility of the principals to ensure that such reports contain all 
information required by law and are filed with the administrative office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Neb. Statute 79-205 to 207 
 
Cross Reference:   503.01 Compulsory Attendance 

507  Student Records 
 

Approved:  June 9, 2003 



 
 

503.03 
STUDENT ABSENCES - EXCUSED 

 
Regular attendance by students is essential for students to obtain the maximum 
opportunities from the education program. Parents and students alike are encouraged to 
ensure an absence from school is a necessary absence. Students shall attend school unless 
excused by the principal of their attendance center. 
 
Student absences approved by the principal shall be excused absences.  Excused absences 
including documented illness shall count as days in attendance for purposes of addressing 
excessive absenteeism, except for notification of the county attorney in policy 503.04.   
 
Students whose absences are approved shall make up the work missed and receive full 
credit for the missed school work, within guidelines of the student handbook. It shall be 
the responsibility of the student to initiate a procedure with the student's teacher to 
complete the work missed. 
 
Students who wish to participate in school-sponsored activities must attend school for the 
full day or one half day the day of the activity unless permission has been given by the 
principal for the student to be absent. 
 
It shall be the responsibility of the parent to notify the student's attendance center as soon 
as the parent knows the student will not be attending school on that day. The principal 
may request evidence or written verification of the student's reason for absence. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative regulations regarding this policy. 
 
Legal Reference:   Neb. Statute 79-209 
    NDE Rule 10.012.01B 
 
Cross Reference:    505  Student Discipline 
     506  Student Activities 
     507  Student Records 
 
 
 
 
 
 
 
 
 

Revised June 13, 2011 
 
 
 
 



 
 

503.04 
ADDRESSING BARRIERS TO ATTENDANCE 

 
Regular attendance by the students at school is essential for students to obtain the 
maximum opportunities from the education program. Parents and students alike are 
encouraged to ensure an absence from school is a necessary absence. Students shall 
attend school unless excused by the principal of their attendance center.  This policy, 
developed and annually reviewed in collaboration with the county attorney for the 
district’s principal office location, is an attempt to address the barriers to student 
attendance.  This policy shall include a provision indicating how the district and the 
county attorney will handle cases in which excessive absences are due to illness and shall 
state the circumstances and number of absences or hourly equivalent upon which the 
school shall render all services to address barriers to attendance.  
 
Any superintendent, principal, teacher, or member of the school board who knows of any 
violation of the state school attendance laws (79-201) shall report that violation to the 
school attendance officer within 3 days.   
 
The superintendent shall designate an attendance officer.  The attendance officer will 
immediately investigate the report of any child who may be in violation of the state’s 
compulsory attendance statutes. 
 
If any student has exceeded the number of unexcused absences as defined in the student 
handbook, the school shall render all services to address barriers to attendance.  These 
services shall include the following: 
 
1. Verbal or written communication by school officials with the person or persons who 

have legal or actual charge or control of any child; and 
 

2.   A meeting or meetings between the school attendance officer, school social worker, a 
school administrator or designee, the person who has legal or actual control of the 
child, and the student (when appropriate) to address the barriers to attendance.  The 
result of the meeting or meetings shall be to develop a collaborative plan to reduce 
barriers identified to improve regular attendance. The plan shall consider, but not be 
limited to: 
(i)   Illness related to physical or behavioral health of the child; 
(ii)  Educational counseling; 
(iii) Educational evaluation; 
(iv) Referral to community agencies for economic services; 
(v)  Family or individual counseling; and 
(vi) Assisting the family in working with other community services. 

 
 

The school may report to the county attorney of the county in which the person resides 
when the school has documented the efforts it has made as required by statutes, that the 
collaborative plan to reduce barriers identified to improve regular attendance has not been 
successful, and that the child has been absent more than twenty days per year.  The 
school shall notify the child’s family in writing prior to referring the child to the county 



 
 

attorney. Illness that makes attendance impossible or impracticable shall not be the basis 
for referral to the county attorney.  
     
Students are subject to disciplinary action for excessive absenteeism including suspension 
and expulsion. It shall be within the discretion of the principal to determine, in light of 
the circumstances, whether a student may make up work missed because of excessive 
absenteeism.  Disciplinary action for students receiving special education services will be 
assigned in accordance with the goals and objectives of the student's Individualized 
Education Program. 
 
The superintendent shall report to the Commissioner of Education as directed by the 
commissioner regarding the number of and reason for any long-term suspension, 
expulsion, or excessive absenteeism of a student; referral of a student to the office of the 
county attorney for excessive absenteeism; or contacting of law enforcement officials 
other than school resource officers by the district relative to a student enrolled in the 
district.  The superintendent shall report annually to the Commissioner the required data 
for the number of students who have dropped out of school. 
 
It shall be the responsibility of the superintendent to implement this policy. The 
implementation may include regulations indicating the disciplinary action to be taken for 
excessive absenteeism. 
 
Legal Reference:   Neb. Statute 79-208 and 209 
    NDE Rule 10.012.01B 
Cross Reference:   411.03  Attendance Officer 

505  Student Discipline 
506  Student Activities 
507  Student Records 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  June 9, 2014 



 
 

 
503.05 

 
STUDENT RELEASE DURING SCHOOL HOURS 

 
Students will be allowed to leave the school district facilities during school hours only 
with prior authorization from their parents, unless the parent appears personally at the 
student's attendance center to arrange for the release of the student during school hours, 
or with the permission of the principal. 
 
Approved reasons for release of a student during the school day shall include, but not be 
limited to, illness, family emergencies, medical appointments, religious instruction, 
classes outside the student's attendance center, employment for which the student has 
been issued a work permit and other reasons determined appropriate by the principal. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative regulations regarding this policy. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Neb. Statute 79-201 et seq. 
 
Cross Reference:   503.01 Compulsory Attendance 

505  Student Discipline 
506  Student Activities 
507  Student Records 

 
Approved:  June 9, 2003 



 
 

503.06 
 

STUDENTS OF LEGAL AGE 
 
Students who have attained legal age (19) may continue the education program without 
payment of tuition as long as they have not graduated from high school, are eligible to 
attend a Nebraska public school and are residents of the school district. 
 
Parents will be allowed to access and view the student's records without written 
permission from the student if the student is still a dependent for tax purposes. In most 
cases, with the discretion of the principal or the superintendent, the student will be able to 
make decisions and sign documents rather than requiring parental permission or 
signature. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Neb. Statute 43-2101 
              79-1126 

20 U.S.C. § 1232g (1994). 
 
Cross Reference:   503.01 Compulsory Attendance 

507 Student Records 
 

Approved:  June 9, 2003 



 
 

503.07 
 

PREGNANT STUDENTS 
 
The board encourages pregnant students to continue to attend the education program as 
long as they are physically able to do so. The pregnant student may notify the principal or 
the guidance counselor as soon as she is aware of the pregnancy. The school may require 
that a pregnant student provide the principal with a written note from her doctor relative 
to special conditions that might exist and specific suggestions as to how long the student 
may continue to attend classes. If the student is unable to attend school because of her 
pregnancy, the student may be excused and arrangements made to continue her studies 
during her absence. The student shall resume classes upon the recommendation of her 
physician. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   503.01 Compulsory Attendance 

605.02 Individualized Instruction 
 

Approved:  June 9, 2003 



 
 

503.08 
 

MARRIED STUDENTS OR STUDENTS WITH CHILDREN 
 
Married students residing in the district are considered to be of legal age. 
 
The district encourages married students and students with children to complete 
requirements for graduation and to participate in school activities under the same terms 
and conditions as other students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 43-2101 
 
Cross Reference:   503.01 Compulsory Attendance 

605.02 Individualized Instruction 
 

Approved:  June 9, 2003 



 
 

503.09 
 
 

HOMELESS CHILDREN AND YOUTH 
 
The board will make reasonable efforts to identify homeless children and youth of school 
age within the district, encourage their enrollment and eliminate existing barriers to their 
receiving an education which may exist in district policies or practices. The designated 
District Homeless Coordinator for tracking, monitoring and coordinating programs and 
activities for these children is the Superintendent of Schools.  The identity and duties of 
the District Homeless Coordinator shall annually be provided to the NDE, school staff, 
providers and advocates of services to homeless persons, and to homeless students. 
 
Homeless students are defined as lacking a fixed, regular and adequate nighttime 
residence, including: 
 
1. Sharing the housing of other persons due to loss of housing or economic hardship; 
2. Living in motels, hotels, trailer parks or camping grounds due to the lack of 

alternative adequate accommodations; 
3. Living in emergency or transitional shelters; 
4. Are abandoned in hospitals; 
5. Awaiting foster care placement; 
6. Living in public or private places not designed for or ordinarily used as a regular 

sleeping accommodations for human beings; 
7. Living in cars, parks, public spaces, abandoned buildings, substandard housing, 

transportation stations or similar settings; 
8. Are migratory children living in conditions described in the previous examples. 
 
District Residency: To the extent feasible, homeless students will continue to be enrolled 
in their school of origin while they remain homeless or until the end of the academic year 
in which they obtain permanent housing.  Instead of remaining in the school of origin, 
parents or guardians of homeless students may request enrollment in the school in which 
attendance area the student is actually living, or other schools.  Attendance rights by 
living in attendance areas, other student assignment policies, or intra and inter-district 
choice options are available to homeless families on the same terms as families resident 
in the district.   
 
Enrollment Disputes  
 
If an enrollment dispute arises between the student's custodial parent/guardian (or the 
student not in custody of a parent/guardian) and the district, the student shall be 
immediately enrolled in the school selected by the parent/guardian or student until the 
dispute is resolved. 
 
The parent/guardian (or student, if applicable) may appeal an enrollment determination 
 
made by this district to the District Homeless Coordinator within 30 calendar days after 
receiving the written determination and notice of right-to-appeal.  
 



 
 

If additional information is required to resolve the dispute, the District Homeless 
Coordinator will schedule a meeting within 10 calendar days, if practicable, to allow the 
individuals involved in the dispute to provide such information. 
 
The District Homeless Coordinator shall issue a written decision on the dispute within 30 
calendar days of the receipt of the appeal and hand deliver a written decision and notice 
of right-to-appeal to the Board of Education to the parent/guardian (or student, if 
applicable).  This written decision will include a notice of the right to appeal using the 
appeal process provided for in NDE Rule 19.   
 
Within 30 days of receipt of the District Homeless Coordinator’s decision, the 
parent/guardian (or student, if applicable) may file a written appeal of the decision to the 
Nebraska Commissioner of Education.  
 
Within 30 days of receipt of the Commissioner’s decision, the parent/guardian (or 
student, if applicable) may file a written appeal of the decision with the State Board of 
Education. 
 
Placement: If the school district is unable to determine the grade level of the student 
because of missing or incomplete records, the school district will administer tests or 
utilize other reasonable means according to district policy to determine the appropriate 
grade level for the child. 
 
School Records: For students transferring out of the district, records may be provided 
directly to the student or the student's parents. In addition, students transferring into the 
school district may provide cumulative records directly to the district. The school district 
will not require that such records be forwarded from another school district before that 
student may enroll. The school will then request the official records from the previous 
school. 
 
Immunization Requirements: Homeless students will not be denied enrollment for lack of 
immunization records. The school district will make a reasonable effort to locate 
immunization records from the information provided or will arrange for the student to 
receive immunizations.  Permanent exemptions for homeless students from the 
immunization requirement in this policy will be allowed only for medical, military or 
religious reasons recognized under the law. 
 
Students defined in state law as homeless children shall be admitted without payment of 
tuition. 
 
Transportation for homeless students who enroll in the district shall be furnished by the 
district under the same guidelines applying to other students or if such transportation is 
necessary for compliance with federal law. 
 
Each homeless child shall be provided services for which the child is eligible comparable 
to services provided to other students in the school selected regardless of residency. 
 



 
 

Homeless children shall be provided access to education and other services that such 
children need to ensure that they have an opportunity to meet the same student 
performance standards to which all students are held. 
 
If a homeless child registered to attend school in the district is receiving family 
reconciliation services pursuant to state law, the district will work in cooperation with 
any county or department of social services in the district to jointly develop an 
educational program for the child. 
 
Legal Reference: Neb. Statute 79-215 
 NDE Rule 19 
42 U.S.C. §11431 and §11432 (McKinney-Vento Homeless                 Assistance Act) 
NCLB, Title X, Sec. 722, P.L. 107-110 (2002)   
 
Cross Reference:  503.01 Compulsory Attendance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  March 14, 2011 
Revised July 13, 2016 

 
 
 
 
 

 



 
 

504.01 
 

STUDENT DUE PROCESS RIGHTS 
 
Student complaints and grievances regarding board policy or administrative regulations 
and other matters should be addressed to the student's specific teacher, activity sponsor or 
other certified employee, other than the administration, for resolution of the complaint. It 
is the goal of the board to resolve student complaints at the lowest organizational level. 
 
All students will be afforded due process as guaranteed by constitutional provisions. 
Complaints involving student suspension, expulsion or mandatory reassignment will 
follow provisions of the Student Discipline Act. All other student complaints are to 
follow the chain of command as outlined in district policies.  Rules for student conduct 
and appeal procedures will also be published in the student handbook. 
 
If the complaint cannot be resolved by a certified employee, the student may discuss the 
matter with the principal within five days of the employee's decision. If the matter cannot 
be resolved by the principal, the student may discuss it with the superintendent within 
five days after speaking with the principal. 
 
If the matter is not satisfactorily resolved by the superintendent, the student may appeal 
to the board in writing. However, the board will only directly consider appeals dealing 
with policies, procedures and programs.  Any complaints involving employee issues will 
be passed on to the board’s legal counsel to determine whether district policies and 
procedures were followed by the administrator in attempting to resolve the conflict.   
 
Legal Reference:  Neb. Statute 79-268 et seq. 
 
Cross Reference:   204.10  Board Meeting Agenda 
     204.12  Public Participation in Board Meetings 
     301.04  Communication Channels 
     504    Student Rights and Responsibilities 
     506.06   Student Publications 
    1005.01 Public Complaints 
 
 
 
 
 
 
 

Revised:  July 14, 2008 



 
 

504.02 
 

STUDENT INVOLVEMENT IN DECISION MAKING 
 
Students are in a unique position to make positive contributions to the improvement of 
the educational program and to the operation of a more effective school system. 
 
It is the Board's belief that students, in keeping with their level of maturity, should be 
encouraged to participate in the development of policies, regulations, and procedures 
which affect them. Their participation in decision making will be considered part of the 
educational process. 
 
As appropriate to the age of students, class or school organizations such as student 
councils may be formed to offer practice in self government and to serve as channels for 
the expression of student ideas and opinions. 
 
The Board, through the staff, will take into consideration student opinions in establishing 
policies which directly affect student programs, activities, privileges, and other areas of 
student sensitivity. 
 
Students will be welcomed at Board meetings and granted privileges of speaking in line 
with such privileges extended the general public. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  204.12 Public Participation at Board Meetings 

506 Student Activities 
 

Approved:  June 9, 2003 



 
 

504.03 
 

STUDENT CONDUCT 
 
The board believes inappropriate student conduct causes serious disruption to the 
learning environment, interferes with the rights of others, and threatens the health and 
safety of students, employees and the public.  The Superintendent and staff will develop 
and implement age-appropriate student codes of conduct to facilitate the educational 
process. 
 
Students shall conduct themselves in a manner fitting to their age level and maturity and 
with respect and consideration for the rights of others while on school district property or 
on property within the jurisdiction of the school district.  This policy will also apply 
while on school owned, operated or chartered transportation; while attending or engaged 
in school activities; and while away from school grounds if misconduct will directly 
affect the good order, efficient management and educational processes of the school 
district. 
 
Students who violate this policy and the administrative regulations supporting it will be 
subject to disciplinary measures including, but not limited to, removal from the 
classroom, detention, suspension, probation and expulsion.  The codes of conduct will 
include measures to prevent or discourage behavior which interferes with the educational 
program, behavior which disrupts the orderly and efficient operation of the school or the 
functioning of school activities, behavior which interferes with the maintenance of a 
learning environment, behavior that is violent or destructive, or behavior which interferes 
with the rights of other students to pursue their education.  Procedures will be available to 
allow rights of due process for all students. 
 
This disciplinary process is designed to create the expectation that the degree of 
discipline imposed by the school will be proportionate to the severity of the behavior of 
the particular student, the previous discipline history of the student and other relevant 
factors.  It will also include parental involvement processes designed to enable parents, 
guardians, teachers and school administrators to work together to improve and enhance 
appropriate student behavior and academic performance.  All student codes of conduct 
shall be submitted to the board for approval or review. 
 
The code of conduct will be included in the student handbook, and a parent/guardian will 
sign and promptly return an acknowledgement of receipt of the handbook which 
specifically mentions the student code of conduct. 
 
 
 
 



 
 

504.03 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Goss v. Lopez, 419 U.S. 565 (1975). 
                             Neb. Statute 79-2,114 et seq. (Nebr. Equal Opportunity 
      in Education Act) 
              79-254 et seq. (Student Discipline Act)  
 
Cross Reference:  503   Student Attendance 
    506   Student Activities 

1005.02 Communication with Parents 
 

Approved:  June 9, 2003 



 
 

504.04 
 

STUDENT CONDUCT ON BUSES 
 
The privilege of riding a school bus is contingent upon a student's good behavior and 
observance of established regulations for student conduct both at bus stops and onboard 
buses. Since bus transportation is provided to assist the education program, the board 
shall require students to conduct themselves on the bus in a manner consistent with 
established standards for classroom behavior. 
 
The driver of a school bus shall be responsible for safety of the students on the bus, both 
during the ride and while students are entering or leaving the vehicle. Therefore, it is the 
bus driver's duty to notify the supervisor of transportation or the principal of the school 
involved if any student persists in violating the established rules of conduct. 
 
After due warning has been given to the student and to parents/guardians, the principal 
may withhold from the student the privilege of riding the school bus. In such cases, the 
parents of the children involved will be responsible for seeing that their children get to 
and from school safely. 
 
The student may also face detention, suspension or expulsion, in accordance with 
established policies, for flagrant violation of school bus rider conduct regulations or 
conduct detrimental to the safe operation of the bus. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  504.03 Student Conduct 

505 Student Discipline 
 

Approved:  June 9, 2003 



 
 

504.05 
 

STUDENT APPEARANCE 
 
The board believes inappropriate student appearance causes material and substantial 
disruption to the school environment or presents a threat to the health and safety of 
students, employees and visitors. 
 
Students are expected to adhere to standards of cleanliness, grooming and dress that are 
compatible with the requirements of a good learning environment. The standards will be 
those generally acceptable to the community as appropriate in a school setting. 
 
The board expects students to be clean and well-groomed and wear clothes in good repair 
and appropriate for the time, place and occasion. Clothing or other apparel promoting 
products illegal for use by minors and clothing displaying obscene material, profanity, or 
reference to prohibited conduct are disallowed. While the primary responsibility for 
appearance lies with the students and their parents, appearance disruptive to the education 
program will not be tolerated. When, in the judgment of a principal, a student's 
appearance or mode of dress disrupts the educational process or constitutes a threat to 
health or safety, the student may be required to make modifications. 
 
It shall be the responsibility of the superintendent, in conjunction with the principals, to 
develop administrative regulations regarding this policy. 
  
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Hines v. Caston Sch. Corp. 651 N.E.2D 330 (1995) 

Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988). 
    Bethal School District v. Fraser, 478 U.S. 675 (1986). 
    Tinker v. Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 (1969). 
   Neb. Statute 79-526 
 
Cross Reference:  501 Objectives for Equal Educational Opportunities for 

        Students 
    504  Student Rights and Responsibilities 
 

Approved:  June 9, 2003 



 
 

504.06 
 

CARE OF SCHOOL PROPERTY AND VANDALISM 
 
Students shall treat school district property with the care and the respect they would treat 
their own property.  Students found to have destroyed or otherwise harmed school district 
property may be required to reimburse the school district.  They may be subject to 
discipline under board policy and the school district rules and regulations.  They may also 
be referred to local law enforcement authorities. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative rules regarding this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  504 Student Rights and Responsibilities 
 

Approved:  June 9, 2003 



 
 

504.07 
 

FREEDOM OF EXPRESSION 
 
Student expression, other than student expression in student-produced official school 
publications, made on the school district premises or under the jurisdiction of the school 
district or as part of a school-sponsored activity may be attributed to the school district; 
therefore, student expression must be responsible. Student expression must be appropriate 
to assure that the students learn and meet the goals of the school activity and that the 
potential audience is not exposed to material that may be harmful or inappropriate for 
their level of maturity. 
 
Students will be allowed to express their viewpoints and opinions as long as the 
expression is responsible. The expression shall not, in the judgment of the administration, 
encourage the breaking of laws, defamation of persons, be obscene or indecent, or cause 
a material and substantial disruption to the educational program. The administration, 
when making this judgment, shall consider whether the activity in which the expression 
was made is school-sponsored and whether review or prohibition of the students' speech 
furthers an educational purpose. Further, the expression must be done in a reasonable 
time, place, and manner that is not disruptive to the orderly and efficient operation of the 
school district. 
 
Students who violate this policy may be subject to disciplinary measures. Employees 
shall be responsible for insuring students' expression is in keeping with this policy. It 
shall be the responsibility of the superintendent to develop administrative regulations 
regarding this policy.  
 
Legal Reference:   U.S. Const. amend. I. 

Hazelwood School District v. Kuhlmeier, 484 U.S. 260  
  (1988).  

Bethel School District v. Fraser, 478 U.S. 675 (1986). 
Tinker v. Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 
 (1969).  
Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir. 
 1987). 

 
Cross Reference:  504  Student Rights and Responsibilities 
     506  Student Activities 
     604.10 Academic Freedom 
              1005.10 Distribution or Posting of Materials 

 
Approved:  June 9, 2003 



 
 

504.08 
 

STUDENT LOCKERS 
 
Student lockers are the property of the school district. Students shall use the lockers 
assigned to them by the school district for storing their school materials and personal 
belongings necessary for attendance at school. It shall be the responsibility of students to 
keep their assigned lockers clean and undamaged. 
 
To ensure students are properly maintaining their assigned lockers, the principal of the 
building may periodically inspect all or a random selection of lockers. Students may be 
present during the inspection of their lockers. Student lockers may also be searched in 
compliance with board policy regulating search and seizure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   504.01 Student Due Process Rights 

 
Approved:  June 9, 2003 



 
 

504.09 
 

STUDENT USE OF COMPUTERS 
 
The Board of Education believes that the availability of computers and computer 
technology will enhance the learning opportunities of our students.  Students are expected 
to conduct themselves within the guidelines of district computer use policy as stated in 
Policy  606.06, Acceptable Use of Computers, Technology and the Internet.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  504.03 Student Conduct 
    505 Student Discipline 

606.06 Acceptable Use of Computers, Technology and the  
   Internet 

 
Approved:  June 9, 2003 



 
 

504.10 
 

 
WEAPONS 

 
The board believes weapons and other dangerous objects and look-a-likes in school 
district facilities cause material and substantial disruption to the school environment or 
present a threat to the health and safety of students, employees and visitors on the school 
district premises or property within the jurisdiction of the school district. 
 
Weapons and other dangerous objects and look-a-likes shall be taken from students and 
others who bring them onto the school district property or onto property within the 
jurisdiction of the school district or from students who are within the control of the 
school district.  Parents of students found to possess weapons or dangerous objects or 
look-a-likes on school property shall be notified of the incident.  Confiscation of weapons 
or dangerous objects shall be reported to the law enforcement officials, and students will 
be subject to disciplinary action including suspension or expulsion. 
 
Any student who knowingly and intentionally possesses, uses, or transmits a firearm on 
school grounds, in a vehicle owned, leased, or contracted by a school being used for a 
school purpose or in a vehicle being driven for a school purpose by a school employee or 
his or her designee, or at a school-sponsored activity or athletic event shall be expelled 
from school for a period of not less than one year. The term “firearm,” means any 
weapon (including a starter gun) which will or is designed to or may readily be converted 
to expel a projectile by the action of an explosive, the frame or receiver of any such 
weapon, any firearm muffler or firearm silencer, or any destructive device (excluding an 
antique firearm). The superintendent or the board may modify the expulsion requirement 
on an individual basis. 
 
Weapons under the control of law enforcement officials shall be exempt from this policy. 
The principal may allow authorized persons to display weapons or other dangerous 
objects or look-a-likes for educational purposes. Such a display shall also be exempt from 
this policy. It shall be the responsibility of the superintendent, in conjunction with the 
principal, to develop administrative regulations regarding this policy. 
 
Legal Reference:  Neb. Statute 79-263  
    Neb. Statute 28-1204.04 

Improving America's Schools Act of 1994, P.L. 103-382.  
18 U.S.C. § 921 (1994).   
McClain v. Lafayette County Bd. of Education, 673 F.2d  

 106 (5th Cir. 1982).  
Cross Reference:   505  Student Discipline   

508  Student Health and Well-Being 
 

Revised July 14, 2014 
 
 

 



 
 

 
504.11 

 
REGULATED DEVICES—BEEPERS, CELL PHONES AND LASER POINTERS 

 
Any prohibited items or devices brought to school or school events may be confiscated 
by district staff.  Prohibited items will be turned over to the student's parents or guardian 
on request unless the object seized is dangerous, contrary to law, or has been turned over 
to legal authorities.  Students violating this policy shall be subject to the district's 
disciplinary rules. 
 
Prohibited devices shall include any item which is sufficiently annoying, offensive, 
unpleasant, or obnoxious that it substantially interferes with or materially disrupts the 
educational process.  Students shall be advised annually through the Student Handbook 
of items that are prohibited on school grounds or at school activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  505 Student Discipline 
 

Approved:  June 9, 2003 



 
 

504.12 
 

USE OF METAL DETECTORS 
 

When the administration has reasonable cause to believe that weapons are in the 
possession of unidentified students, when there has been a pattern of weapons found at 
school or when violence involving weapons has occurred at the school or at school 
sponsored events, the administration shall be authorized to use stationary or mobile metal 
detectors in accordance with procedures approved by the Board.  
 
Any search of a student's person as a result of the activation of the detector shall be 
conducted in private in accordance with the policy on Searches, Seizures and Arrests. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  504.16 Searches, Seizures and Arrests 

505 Student Discipline 
 
 

 Approved:  June 9, 2003 



 
 

504.13 
 

HAZING, INITIATION, SECRET SOCIETIES OR GANG ACTIVITIES 
 
Hazing or initiation by any school organizations, groups, clubs, teams or individuals are 
prohibited unless specifically approved by the administration.  Anyone engaging in 
hazing or initiation behavior will be subject to disciplinary action up to and including 
expulsion. 
 
Hazing is any activity by which a person intentionally or recklessly endangers the 
physical or mental health or safety of an individual for the purpose of initiation into, 
admission into, affiliation with, or continued membership with any school organization. 
Such hazing activity includes whipping, beating, branding, an act of sexual penetration, 
an exposure of the genitals of the body done with intent to affront or alarm any person, a 
lewd fondling or caressing of the body of another person, forced and prolonged 
calisthenics, prolonged exposure to the elements, forced consumption of any food, liquor, 
beverage, drug, or harmful substance not generally intended for human consumption, 
prolonged sleep deprivation, or any brutal treatment or the performance of any unlawful 
act which endangers the physical or mental health or safety of any person or the coercing 
of any such activity. 
 
The Board of Education prohibits the organization of school-sponsored fraternities, 
sororities or secret organizations wherein membership is determined by members 
themselves rather than on the basis of free choice. The Board considers those 
organizations or memberships in those organizations detrimental to the good conduct and 
discipline of the school. Interference with the instructional program of the district by 
those groups will not be condoned, and no organizational activities are permitted under 
the sponsorship of the school district or its personnel. 
 
In addition, the use of hand signals, graffiti, or the presence of any apparel, jewelry, 
accessory, or manner of grooming which, by virtue of its color, arrangement, trademark, 
symbol, or any other attribute which indicates or implies membership or affiliation with 
such a group, is disruptive of a positive learning environment and will not be tolerated. 
 
Legal Reference:  Neb. Statute 79-2,101 to 2,102 
 
Cross Reference:  505 Student Discipline 
    506 Student Activities 
 
 
 
 

Approved:  June 9, 2003 
Revised July 13, 2016 
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SMOKING - DRINKING - DRUGS 
 
The board prohibits the distribution, dispensing, manufacture, possession, use, or being 
under the influence of beer, wine, alcohol, tobacco, other controlled substances, or "look 
alike" substances that appear to be tobacco, tobacco means any tobacco product 
(including but not limited to cigarettes, cigars, and chewing tobacco), vapor products 
(such as e-cigarettes), alternative nicotine products, tobacco product look-alikes, and 
products intended to replicate tobacco products either by appearance or effect,  beer, 
wine, alcohol or controlled substances by students while on school district property or on 
property within the jurisdiction of the school district; while on school owned and/or 
operated transportation; while attending or engaged in school activities; and while away 
from school grounds if the misconduct will directly affect the good order, efficient 
management and welfare of the school district. 
 
The board believes such illegal, unauthorized or contraband materials generally cause 
material and substantial disruption to the school environment or present a threat to the 
health and safety of students, employees, or visitors. 
 
Violation of this policy by students will result in disciplinary action including suspension 
or expulsion.  Use, purchase or being in possession of cigarettes, tobacco or tobacco 
products for those under the age of eighteen, may be reported to the local law 
enforcement authorities.  Possession, use or being under the influence of beer, wine, 
alcohol and/or of a controlled substance may also be reported to the local law 
enforcement authorities. 
 
Students who violate the terms of this policy may be required to satisfactorily complete a 
substance abuse assistance or rehabilitation program approved by the school board.  If 
such student fails to satisfactorily complete such a program, the student may be subject to 
discipline including suspension or expulsion. 
 
The board believes the substance abuse prevention program shall include: 
 
• Age-appropriate, developmentally-based drug and alcohol curriculum for students in 

grades kindergarten through twelve, which address the legal, social, and health 
consequences of tobacco, drug and alcohol use and which provide information about 
effective techniques for resisting peer pressure to use tobacco, drugs or alcohol; 

 
• A statement to students that the use of illicit drugs and the unlawful possession and 

use of alcohol is wrong and harmful; 
 
• Standards of conduct for students that clearly prohibit, at a minimum, the unlawful 

possession, use, being under the influence of or distribution of illicit drugs and 
alcohol by students on school premises or as part of any of its activities; 

 



 
 

• A clear statement that disciplinary sanctions, up to and including suspension or 
expulsion and referral for prosecution, will be imposed on students who violate the 
policy and a description of those sanctions; 

 
• A statement that students may be required to successfully complete an appropriate 

rehabilitation program; 
 
• Information about drug and alcohol counseling and rehabilitation and re-entry 

programs available to students; 
 
• A requirement that parents and students be given a copy of the standards of conduct 

and the statement of disciplinary sanctions required; and 
 
• Notification to parents and students that compliance with the standards of conduct is 

mandatory. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative regulations regarding this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  34 C.F.R. Pt. 86 (1996). 
    Neb. Rev. Stat. '' 79-254 to 79-296 
Cross Reference:  504 Student Rights and Responsibilities 
    505 Student Discipline 
    508 Student Health and Well-Being 
 

Revised:  June 9, 2014 
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SEARCHES, SEIZURES AND ARRESTS 
 
School district property is held in public trust by the board.  School district authorities 
may, without a search warrant, search students or protected student areas based on a 
reasonable and definable suspicion that a school district policy, rule, regulation or law 
has been violated. 
 
The search shall be in a manner reasonable in scope to maintain order and discipline in 
the schools, promote the educational environment, and protect the safety and welfare of 
students, employees and visitors to the school district facilities.  The furnishing of a 
locker, desk or other facility or space owned by the school and provided as a courtesy to a 
student, even if the student provides the lock for it, shall not create a protected student 
area and shall not give rise to an expectation of privacy with respect to the locker, desk, 
or other facility. 
  
School authorities may seize any illegal, unauthorized or contraband materials discovered 
in the search.  Items of contraband may include, but are not limited to, nonprescription 
controlled substances, marijuana, cocaine, amphetamines, barbiturates, apparatus used for 
controlled substances, alcoholic beverages, tobacco, weapons, explosives, poisons and 
stolen property.  Such items are not to be possessed by a student while they are on school 
district property or on property within the jurisdiction of the school district; while on 
school owned and/or operated transportation; while attending or engaged in school 
activities; and while away from school grounds if misconduct will directly affect the 
good order, efficient management and welfare of the school district. 
 
Possession of such items will be grounds for disciplinary action including suspension or 
expulsion and may be reported to local law enforcement officials.  The board believes 
that illegal, unauthorized or contraband materials may cause material and substantial 
disruption to the school environment or presents a threat to the health and safety of 
students, employees, or visitors on the school district premises or property within the 
jurisdiction of the school district. 
 
The superintendent or building principals may release minor students into the custody of 
a law enforcement officer upon presentation of a court order or warrant for the student's 
arrest, or to remove a student from school premises if the officer or school administrator 
has reason to believe that the student has violated the law.   
 
The principal or designee will immediately attempt to notify the parent/guardian or 
responsible relative of the student's release and the place to which the student is 
reportedly taken, except in cases of child abuse. 
 
It shall be the responsibility of the superintendent, in conjunction with the administrative 
team, to develop administrative regulations regarding this policy. 
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Legal Reference:  Neb. Statute 79-294 

New Jersey v. T.L.O., 469 U.S. 325 (1985). 
    Cason v. Cook, 810 F.2d 188 (8th Cir. 1987), cert. den.,  
     482 U.S. 930 (1987). 
 
Cross Reference:  504 Student Rights and Responsibilities 
    505 Student Discipline 
    508.10 Referral of Students to Other Agencies 

 
Approved:  June 9, 2003 
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QUESTIONING OF STUDENTS BY OUTSIDE AGENCIES 
 
Generally, students may not be interviewed during the school day by persons other than 
parents and school district officials and employees. 
 
Requests from law enforcement officers and from persons other than parents, school 
district officials, and employees to interview students shall be made through the 
principal's office.  Upon receiving a request, it shall be the responsibility of the principal 
to determine whether the request will be granted.  Generally, prior to granting a request, 
the principal shall attempt to contact the parents to inform them of the request and to ask 
them to be present. 
 
If a child abuse investigator wishes to interview a student, the principal will defer to the 
investigator's judgment as to whether the student should be interviewed independently 
from the student's parents, whether the school is the most appropriate setting for the 
interview, and who will be present during the interview. 
 
Students will not be taken from school without the consent of the principal and without 
proper warrant when applicable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-294 
 
Cross Reference:  403.02 Child Abuse Reporting 
    504.16 Searches, Seizures and Arrests 
 505 Student Discipline 

Approved:  June 9, 2003 
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HARASSMENT BY STUDENTS 
 
Harassment of students, staff or visitors by other students will not be tolerated in the 
school district. This policy is in effect while students are on school grounds, school 
district property, or on property within the jurisdiction of the school district; while on 
school-owned and/or school-operated transportation; while attending or engaged in 
school activities; and while away from school grounds if the misconduct directly affects 
the good order, efficient management and welfare of the school district. 
 
Harassment prohibited by the school district includes, but is not limited to, harassment on 
the basis of race, sex, creed, color, national origin, religion, marital status or disability. 
Students whose behavior is found to be in violation of this policy will be subject to the 
investigation procedure which may result in discipline, up to and including, suspension 
and expulsion. 
 
Sexual harassment means unwelcome sexual advances, requests for sexual favors and 
other verbal or physical conduct of a sexual nature when: 
 
• submission to such conduct is made either explicitly or implicitly a term or condition 

of a student's education or of an individual's participation in school programs or 
activities; 

• submission to or rejection of such conduct by a student is used as the basis for 
decisions affecting the student; or 

• such conduct has the purpose or effect of unreasonably interfering with an 
individual's performance or creating an intimidating, offensive or hostile learning or 
work environment. 

 
Sexual harassment as set out above, may include, but is not limited to the following: 
 
• verbal or written harassment or abuse, or unwelcome communication implying sexual 

motives or intentions; 
• pressure for sexual activity; repeated remarks to a person with sexual or demeaning 

implications; 
• unwelcome touching; 
• unwelcome and offensive public sexual display of affection; 
• suggesting or demanding sexual involvement, accompanied by implied or explicit 

threats concerning one's grades, achievements, etc. 
 
Harassment on the basis of race, creed, color, religion, national origin, marital status or 
disability means conduct of a verbal or physical nature that is designed to embarrass, 
distress, agitate, disturb or trouble individuals when: 
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• submission to such conduct is made either explicitly or implicitly a term or condition 
of a student's education or of an individual's participation in school programs or 
activities; 

• submission to or rejection of such conduct by a student is used as the basis for 
decisions affecting the student; or 

• such conduct has the purpose or effect of unreasonably interfering with an 
individual's performance or 

• creating an intimidating, offensive or hostile learning or work environment. 
 
Harassment as set forth above may include, but is not limited to the following: 
 
• verbal, physical or written harassment or abuse; 
• repeated remarks of a demeaning nature; 
• implied or explicit threats concerning one's grades, achievements, etc.;  
• demeaning jokes, stories, or activities directed at an individual. 
 
The district will promptly and reasonably investigate allegations of harassment.  The 
building principal will be responsible for handling all complaints by students alleging 
harassment. 
 
Retaliation against an individual because the individual has filed a harassment complaint 
or assisted or participated in a harassment investigation or proceeding is also prohibited. 
A student who is found to have retaliated against an individual in violation of this policy 
will be subject to discipline, up to and including, suspension and expulsion. 
 
It shall also be the responsibility of the superintendent, in conjunction with the 
investigator and principals, to develop administrative rules regarding this policy.  These 
rules will be printed and distributed to students and parents in the student handbook. The 
superintendent shall also be responsible for organizing training programs for students and 
employees. The training shall include how to recognize harassment and what to do in 
case an individual is harassed.  The employee training will be documented in personnel 
files to ensure a record of training for each employee. 
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Legal References:  20 U.S.C. §§ 1221-1234i (1994) 
    20 U.S.C. § 1681 et seq. 
    29 U.S.C. § 794 (1994) 

42 U.S.C. § 1983 
42 U.S.C. §§ 2000d-2000d-7 (1994).  
42 U.S.C. §§ 12101 et. seq. (1994). 

 
Cross References:   404.06 Harassment  

504  Student Rights and Responsibilities  
505  Student Discipline 
507  Student Records 

 
 

Approved:  June 9, 2003 
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HARASSMENT COMPLAINT FORM 
 

Name of complainant:            
 
Position of complainant:            
 
Date of complaint:             
 
Name of alleged harasser:           
 
Date and place of incident or incidents:          
 
             
 
Description of misconduct:            
 
             
 
             
 
Name of witnesses (if any):            
 
             
 
             
 
Evidence of harassment, i.e., letters, photos, etc. (attach evidence if possible): _________ 
 
             
 
             
 
Any other information:           
  
            
    
I agree that all of the information on this form is accurate and true to the best of my 
knowledge. 
 
 
 
Signature:  _____________________________________ 
 
Date:  ___________________ 
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WITNESS DISCLOSURE FORM 
 
Name of witness:             
 
Position of witness:             
 
Date of testimony, interview:           
   
Description of instance witnessed:           
 
             
 
             
 
             
 
             
 
             
 
             
 
 
Any other information:            
 
             
 
             
 
             
 
 
 
I agree that all of the information of this form is accurate and true to the best of my 
knowledge. 
 
 
 
Signature:  ____________________________________ 
 
Date:  ___________________ 
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HARASSMENT BY STUDENTS INVESTIGATION PROCEDURES 
 
Harassment of students by other students will not be tolerated in the school district.  
 
Harassment is a violation of school district policies, rules and regulations and, in some 
cases, may also be a violation of criminal or other laws.  The school district has the 
authority to report students violating this rule to law enforcement officials. 
 
Students or individuals who feel that they have been harassed by other students should: 
 
• Communicate to the harasser that the individual expects the behavior to stop, if the 

individual is comfortable doing so.  If the individual needs assistance communicating 
with the harasser, he/she should ask a teacher, counselor or principal to help. 

• If the harassment does not stop, or the individual does not feel comfortable 
confronting the harasser, he/she should: 
 tell a teacher, counselor or principal; and 
 write down exactly what happened, keep a copy and give another copy to the 

teacher, counselor or principal including; 
 what, when and where it happened; 
 who was involved; 
 exactly what was said or what the harasser did; 
 witnesses to the harassment; 
 what the individual said or did, either at the time or later; 
 how the individual felt; and  
 how the harasser responded. 

 
Complaint Procedure 
  
An individual who believes he/she has been harassed shall notify the Principal, the 
designated investigator.  The alternate investigator is guidance counselor.  The 
investigator may request that the individual complete the Harassment Complaint form 
and turn over evidence of the harassment, including, but not limited to, letters, tapes, or 
pictures.  Information received during the investigation shall be kept confidential to the 
extent possible. 
 
The investigator, with the approval of the superintendent, or the superintendent has the 
authority to initiate a harassment investigation in the absence of a written complaint. 
 
Investigation Procedure 
 
The investigator shall reasonably and promptly commence the investigation upon receipt 
of the complaint.  The investigator shall interview the complainant and the alleged 
harasser.  The alleged harasser may file a written statement refuting or explaining the  
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behavior outlined in the complaint.  The investigator may also interview witnesses as 
deemed appropriate. 
 
Upon completion of the investigation, the investigator shall make written findings and 
conclusions as to each allegation of harassment and report the findings and conclusions to 
the principal.  The investigator will outline the findings of the investigation to the 
principal.   
 
Resolution of the Complaint 
 
Following receipt of the investigator's report, the principal may investigate further, if 
deemed necessary, and make a determination of the appropriate next step which may 
include discipline, up to and including, suspension and expulsion. 
 
Prior to the determination of the appropriate remedial action, the principal may, at the 
principal's discretion, interview the complainant and the alleged harasser.  The principal 
shall file a written report closing the case and documenting any disciplinary action taken 
or any other action taken in response to the complaint.  The complainant, the alleged 
harasser and the investigator shall receive notice as to the conclusion of the investigation. 
 
Points to Remember in the Investigation 
 
• Evidence uncovered in the investigation is confidential. 
• Complaints must be taken seriously and investigated. 
• No retaliation will be taken against individuals involved in the investigation process. 
• Retaliators will be disciplined up to and including suspension and expulsion. 
 
Conflicts 
 
If the investigator is a witness to the incident, an alternate investigator shall be the 
investigator.   
 
 
 
 
 
 
 
 
 

 
Approved:  June 9, 2003 
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STUDENT FEES 
 
The board realizes some activities may require additional expenditures which are 
properly to be borne by students as a separate charge.  Such charges may be waived as 
specified below depending upon the student's eligibility for the free and reduced-price 
lunch program.  No fees, specialized or non-specialized attire or equipment shall be 
required of students outside this policy.  This policy does not apply to tuition payments 
by nonresident students. 
 
For the purposes of this policy, the following definitions shall apply: 

1. Extracurricular activities means student activities or organizations which are 
supervised or administered by the school district, which do not count toward 
graduation or advancement between grades, and in which participation is not 
otherwise required by the school district; 

2. Postsecondary education costs means tuition and other fees associated with 
obtaining credit from a postsecondary educational institution.   

 
The district may charge student fees or require students to provide specialized equipment 
or attire in the following areas: 

1. Participation in extracurricular activities, including extracurricular music courses; 
2. Admission fees and transportation charges for spectators attending extracurricular 

activities; 
3. Postsecondary education costs, limited to tuition and fees associated with 

obtaining credits from the postsecondary institution; 
4. Transportation fees for option students not qualifying for free lunches and 

nonresident students as allowed by state statute; 
5. Copies of student files or records as allowed by state statute; 
6. Reimbursement to the district for property lost or damaged by the student; 
7. Before-and-after-school or prekindergarten services in accordance with state 

statute; 
8. Summer school or night school; and  
9. Breakfast and lunch programs. 
10.  The cost of insurance for 1:1 computer initiative. 

   
The district may also require students to furnish musical instruments for participation in 
optional music courses that are not extracurricular activities.  Students qualifying for free 
or reduced-price lunches shall be provided with a musical instrument of the school's 
choice. 
 
Waivers for any of the following shall be provided for students who qualify for free or 
reduced-price lunches: 
• Fees and specialized equipment and specialized attire required for participation in 

extracurricular activities; 
• Admission fees and transportation charges for spectators attending extracurricular 

activities; and 
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• Materials required for course projects where the project becomes the property of the 

student upon completion. 
 
The superintendent shall establish a Student Fee Fund and ensure that funds collected as 
fees for the following purposes are properly recorded and deposited to it: 
• Participation in extracurricular activities; 
• Postsecondary education costs; and 
• Summer school or night school. 
 
The superintendent shall promulgate regulations outlining the purposes for which fees in 
these three areas are collected and shall ensure such fees are spent for those purposes. 
 
The superintendent shall promulgate regulations to be published annually in the student 
handbook authorizing and governing: 
1. Any nonspecialized clothing required for specified courses and activities; 
2. Any personal or consumable items a student will be required to furnish for specified 

courses and activities; 
3. Any materials required for course projects if the project becomes the property of the 

student upon completion; and 
4. Any specialized equipment or specialized attire which a student will be required to 

provide for any extracurricular activity, including extracurricular music courses. 
 
The superintendent shall also promulgate regulations authorizing and governing the 
following areas: 
1. All fees to be collected within the nine numbered areas of the third paragraph of this 

policy; 
2. Any other types of specialized equipment or attire to be provided by all students in 

the nine numbered areas of the third paragraph of this policy; 
3. Procedures and forms for students or parent/guardians to apply for waivers under this 

policy;  
4. Deadlines for waivers for all types of fees; 
5. Procedures for allowing facilities use for NSAA District events to avoid conflict with 

this policy; 
6. Procedures for students receiving postsecondary education credits; 
7. Procedures for handling of fees related to summer school or night school; 
8. Attendance requirements and procedures in connection with evening, weekend or 

summer use of facilities related to all extracurricular activities to avoid conflict with 
this policy; 

9. Procedures for admitting students on waiver to extracurricular activities; and 
10. Procedures for transportation of student spectators to extracurricular activities and 

collection of any related fees. 
 
Public concerns or complaints regarding required fees, attire or equipment shall be 
addressed under Policy 1005.01, Public Complaints. 
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This policy will be reviewed and re-adopted annually by August 1 at a regular or special 
meeting of the board.  This shall include a review of the amount of money collected 
under this policy and the use of waivers as provided by this policy.  The policy shall be 
published in the student handbook provided at no cost to each student. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Constitution, Art VII, Sect. 1 

Neb. Statute 79-215 (tuition) 
         79-241 (option student busing) 

             79-605 (nonresident busing) 
              79-611 (transportation fees) 
             79-734 (books, equipment and supplies) 
             79-2,104 (student files) 
             79-2,125 to 2,134 (student fees law) 
             79-1104 (before-and-after-school services) 
             79-1106 to 1108 (learners with high ability) 
 
Cross Reference: 505.05   Fines for Lost or Damaged Items 
   506   Student Activities 
   507.01   Student Records Access 
   801    Transportation 
   802.05   Free or Reduced Cost Meals Eligibility 

 1005.01 Public Complaints 
 

Approved:  June 9, 2003 
Revised:  July 13, 2016 
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STUDENT FEE WAIVER APPLICATION 
 

Students whose families meet the income guidelines for free and reduced price lunches 
are eligible to have expenses of certain fees, specialized equipment, specialized attire and 
project materials waived as provided by district policy.  All information provided in 
connection with this application will be kept confidential.  This waiver does not carry 
over from year-to-year and must be completed annually. 
 

ALL INFORMATION REQUESTED ON THIS FOR MUST BE COMPLETED 
FOR THE FEE WAIVER APPLICATION TO BE PROCESSED 

 
PLEASE PRINT 
 
Date Completed:   
 
Name of Parent or Guardian:        
 
Street Address:         
 
City, State, Zip Code:         
 
Student Name(s)   School Attending  Grade 

 
          
 
          
 
          
 
          
 
          
 
Your signature below is required for the release of information regarding the student or 
students’ family financial eligibility for the fees, equipment, attire, or materials listed 
below.  Without your signature, this application cannot be processed.  It is understood 
that any clothing, equipment, or other materials used during the activity for which student 
fees have been waived are and will remain the property of the school district. 
 
Signature of parent or guardian:        
 
Specific fees, equipment, attire or materials to which this waiver applies: 
 
          
 
Administrator’s signature:        
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COURSE PROJECT PURCHASE FORM 
 
 
 
Amendments to the Public Elementary and Secondary Student Fee Authorization Act 
prohibit the district from requiring students to furnish materials for standard course 
projects.  In general, all course projects will remain the property of the district.  However, 
it is the district’s policy to allow students to purchase their projects provided they have 
agreed to such a purchase prior to beginning work on the project. 
 
ALL INFORMATION REQUESTED ON THIS FORM MUST BE COMPLETED 
PRIOR TO BEGINNING THE PROJECT TO ALLOW PURCHASE BY THE 
STUDENT. 
 
PLEASE PRINT 
 
 
To Be Completed By The Instructor: 
 
Course: ________________________Expected Completion Date: __________________ 
 
Project: 
______________________________________________________________________ 
 
 
Estimated Cost: _________________       Instructor’s Signature:__________________ 
 
 
 
I  _____________________________ agree to purchase this project and/or all project  

(Student’s Name) 
materials following the project’s expected completion date. 
 
 
Student’s Signature: _______________________ 
 
 
I permit my student to purchase this project and/or all project materials following the 
project’s expected completion date. 
 
Parent/Guardian’s Signature: ___________________ 
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STUDENT FEE WAIVER PROCEDURES 
 
The board recognizes that while certain fees, specialized equipment, or specialized attire 
are appropriate and authorized, some students and their families are not financially able 
to afford them.  The school district will grant waivers upon request to the students of 
families eligible for free or reduced priced meals under the federal Child Nutrition 
program. 
 
Waivers must be requested prior to the first scheduled fall activity.  Waivers will not be 
approved retroactively for fees previously paid or specialized items, or attire purchased 
by students. Only those fees and items eligible for waivers as required by state statute 
shall be waived. 
 
Parents or students eligible for waivers shall make an application on the form provided by 
the school district.  Applications may be made at any time but must be renewed annually. 
Denial of a waiver may be appealed to the superintendent, but eligibility is strictly 
dependent upon meeting financial guidelines established by the Child Nutrition program. 
 
The school district will treat the application and waiver process as any other student 
record and student confidentiality and access provisions will be followed. 
 
The school district will annually notify parents and students of the waiver.  The student 
fee policy and guidelines will be published annually in the Student Handbook. 
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STUDENT FEE ASSESSMENTS 

 
The following fees, charges or fines will be assessed during the school year for students 
involved in the activities described.   
 
Students may apply for waivers of some fees under district waiver guidelines.  The 
student fee policy and guidelines will be published annually in the Student Handbook. 
 
       MAXIMUM DOLLAR 
ACTIVITY        AMOUNT OF FEE 
Student Activity Participants      30.00 
  (Includes admission to athletic events) 
Lunch           2.45  
Breakfast          1.95 
Milk break            .35 
Band uniform cleaning fees      10.00 
Game admission fees:  
 Varsity          4.00 
 JV          4.00 
 Jr. High         3.00 
School dances          5.00 
Play           5.00 
Summer Band Lessons      20.00 
Junior-Senior prom       75.00 
FFA         16.00 
District cheerleading clinic      25.00 
District Athletic clinic       20.00  
Cap and gown        20.00 
Field trips          5.00 
Drivers education fee      225.00 
Honor Society Dues          5.00 
Before/After School Recreation per Hr.       2.65 
Pre-School per Hr.          2.50 
Technology Insurance        35.00 
Band Instrument Rental        40.00  
 Per Semester        20.00 
 Summer        15.00 
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GENERAL CLOTHING REQUIREMENT REGULATIONS 
 
Teachers shall follow the guidelines below when establishing requirements for non-
specialized clothing to be worn for the specified courses. All requirements should be 
consistent with meeting the health, safety and instructional needs of the course.  Color 
and brand of the clothing should not generally be criteria for appropriateness. 
 
Physical Education:   
 
All students: T-shirt, tennis shoes; sports socks, gym shorts 
 
 
 
Industrial Arts,    
Mechanics or  
Vocational Agriculture 
 
In workshop areas: Long trousers or denim jeans, long-sleeved shirts  
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PERSONAL OR CONSUMABLE ITEM REGULATIONS 
 
Teachers may not require students to supply various personal or consumable items for 
use in courses.  However they may state that students are requested but not required to 
bring the following items for use in school.  The school must supply any items required 
for coursework but not brought by the students. 
 
The district may set reasonable general guidelines on the use of consumables to avoid 
abuse and unnecessary waste of district resources. 
 
The following list provides an example of the types of consumable items that teachers 
may request but not require the students to provide.   
 
Pencils       Erasers 
Colored pencils     Scissors 
Pens       Elmer’s Glue 
Paper       Highlighters 
Graph paper      Compass 
Tablets       Protractor 
Notebooks      Calculator 
Activity calendars      Blank computer disks 
Organizers      Planners 
Crayons      Markers 
 
 
The district may require students to provide such personal and consumable items for 
extracurricular activities as the following: 
 
Blank audio or video tapes 
Make-up kits for drama 
Protective mouthpiece for sports 
Band Instrument consumable supplies, e.g. reeds, oils, etc. 
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REGULATIONS FOR PROVIDING REQUIRED SPECIALIZED EQUIPMENT OR 
ATTIRE IN EXTRACURRICULAR ACTIVITIES 

 
The following extracurricular activities require specialized equipment or specialized 
attire to be provided by participating students.  Students qualifying for free or reduced 
price meals are eligible to apply for waivers under school policy. 
 
Activity    Description 
Cheerleading    Cheerleading Uniform 
Golf     Golf clubs, bag, tees, balls 
Track     Track shoes 
Percussionist    Drum sticks/mallets 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised July 13, 2016 
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EYE PROTECTIVE DEVICES 
 

The district shall supply eye protective devices for teachers, students and visitors to all 
shops and laboratories meeting the standard of the American National Standard Practice 
for Occupational and Educational Eye and Face Protection as approved by ANSI. 
 
Every teacher and student shall be required to wear eye protective devices at all times 
while participating in or observing the following courses of instruction: 
 

1. Vocational, technical, industrial arts, chemical, or chemical-physical, involving 
exposure to: 
1. Hot molten metals, or other molten materials 
2. Milling, sawing, turning, shaping, cutting, grinding, or stamping of any solid 

materials; 
3. Heat treatment, tempering, or kiln firing of any metal or other materials; 
4. Gas or electric arc welding or other forms of welding processes; 
5. Repair or servicing of any vehicle; or 
6. Caustic or explosive materials; and 

 
2. Chemical, physical, or combined chemical-physical laboratories involving caustic 

or explosive materials, hot liquids or solids, injurious radiations, or other hazards 
not enumerated. 

 
 
 
 
 
Legal Reference: Neb Statute 79-715 
 
 

Approved:  July 30, 2007 
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BULLYING PREVENTION 
 
The board recognizes the negative impact that bullying has on student health, welfare, 
safety, and the school’s learning environment and prohibits such behavior.  Bullying is 
defined as any ongoing pattern of physical, verbal, or electronic abuse on school grounds, 
in a vehicle owned, leased, or contracted by a school being used for a school purpose by a 
school employee or his or her designee, or at school sponsored activities or school-
sponsored athletic events. 
 
Bullying may constitute grounds for long-term suspension, expulsion or mandatory 
reassignment, subject to state and federal statutes and the district’s student discipline and 
due process procedures. 
 
It shall be the responsibility of the superintendent to implement appropriate programs or 
procedures for the purpose of educating students regarding bullying prevention. 
 
This policy shall be reviewed annually.   
 
 
Legal Reference:  Neb. Statute 79-254 et seq. (Student Discipline Act) 
 
Cross Reference:  505 Student Discipline 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved: July 14, 2008  
Reviewed July 13, 2016 



 
 

504.21 
 

DATING VIOLENCE PREVENTION 
 
The board prohibits behavior that has a negative impact on student health, welfare, safety, 
and the school’s learning environment.  Incidents of dating violence will not be tolerated 
on school grounds, in district vehicles, or at school sponsored activities or school-
sponsored athletic events. 
 
Dating violence is defined as a pattern of behavior where one person uses threats of, or 
actually uses, physical, sexual, verbal, or emotional abuse to control his or her dating 
partner.  Dating partner means any person, regardless of gender, involved in an intimate 
relationship with another person primarily characterized by the expectation of 
affectionate involvement whether casual, serious or long-term. 
 
The district will provide appropriate training to staff and incorporate within its 
educational program age-appropriate dating violence education that shall include, but not 
be limited to, defining dating violence, recognizing dating violence warning signs, and 
identifying characteristics of healthy dating relationships. 
 
This policy shall be published in the student handbook.   
 
Legal Reference: Neb. Statute 79-2,141 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 14, 2010 



 
 

 
505.01 

 
DETENTION OF STUDENTS 

 
The provisions of detention or an in-school suspension program for student violations of 
policies, rules and procedures shall provide principals with an additional alternative for 
dealing with disciplinary problems that occur in the schools. When this alternative is 
appropriate, students will be assigned to serve a specified time period in the in-school 
suspension program. These assignments, and the determination of the time period for 
them, shall be determined by the principal, or his or her designee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-254 et seq. (Student Discipline Act) 
 
Cross Reference:  504.01 Student Due Process Rights 

 
Approved:  June 9, 2003 

 



 
 

505.02 
 

PROBATION OF STUDENTS 
 
Any student who has been involved in an infraction of school rules may be placed on 
behavioral probation by the school principal, or principal's designee in addition to, or in 
lieu of, other disciplinary action. Probation will be for a definite time period during which 
critical examination and evaluation of the student's progress should take place. 
 
During the probation period, the student may be denied the privilege of participation in or 
attendance at all extracurricular activities. At the close of the probationary period, the 
individual case will be reviewed and the student may regain all privileges. 
 
If the student is further involved in an infraction of school rules during the probationary 
period, the student will be suspended or denied certain extracurricular privileges under 
the stipulations set forth in the probationary agreement. 
 
The parent will be notified by the principal or principal's designee that the student is 
being placed on behavioral probation, including the length of the period, the terms of the 
probation, and the possibility of suspension if the student is found in further violation of 
school rules during probation. 
 
The student may be placed on probation to an administrator, teacher, or counselor, with 
the selection of administrator, teacher or counselor to be by mutual consent of the student 
and the staff member involved. If consent cannot be reached, the student will be placed 
on probation to a school administrator appointed by the principal. 
 
The student will be removed from probation if, at the completion of the probationary 
period, satisfactory adjustment has been made as agreed upon by the student, the staff 
member overseeing the student during probation, and the school's administrative staff. 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-258 
              79-261 
 
Cross Reference:  504.01  Student Due Process Rights 

 
Approved:  June 9, 2003 



 
 

505.03 
 

SUSPENSION OF STUDENTS 
 
The authority to suspend for a "short term" and to propose a "long term" suspension 
and/or expulsion is delegated to the principal or his or her designee.  A short-term 
suspension shall mean the exclusion of a student from school attendance for a period not 
to exceed five school days.  A long-term suspension means the exclusion of a student 
from school attendance for a period exceeding five school days but less than twenty 
school days. 
 
The provisions of this section apply to all pupils enrolled in the school district. When 
considering possible courses of action for special education students in regard to alleged 
violations of school rules, policies, and regulations, procedural due process rights 
guaranteed under applicable Federal and State statues are applicable. The school district 
is obligated to see that every special education student is provided an appropriate 
educational program without cost to the parent.  Conversely, schools are not required to 
maintain pupils who are a danger to themselves or others in regular attendance centers. 
 
Suspension from classes or school will not be carried out unless the student while subject 
to school authority:  
1. uses violence, force, threat or intimidation in a manner causing substantial 

interference with school purposes; or  
2. causes or attempts to cause substantial damage to school or private property or steals 

or attempts to steal school or private property of substantial value; or  
3. causes or attempts to cause physical injury to another person except in self-defense; 

or threatens or intimidates any student for the purpose or intent of obtaining 
something of value from the student; or  

4. possesses or transmits any firearm, knife, explosive or other dangerous object that is 
ordinarily considered a weapon; or  

5. without medical sanction where prescription substances are in question, possesses, 
uses, transmits, or is under the influence of any narcotic drug, hallucinogenic drug, 
amphetamine, barbiturate, marijuana, alcoholic beverages, or any other controlled 
substance; or Tobacco meaning any tobacco product (including but not limited to 
cigarettes, cigars, and chewing tobacco), vapor products (such as e-cigarettes), 
alternative nicotine products, tobacco product look-alikes, and products intended to 
replicate tobacco products either by appearance or effect.   

6. commits public indecency as defined in Nebraska statute 28-806 if that student is at 
least twelve years of age but less than nineteen years of age; or  

7. commits or attempts to commit sexual assault against any person if a complaint has 
been filed by a prosecutor alleging the incident as required in Nebraska statute 79-
267.8; or  

8. engages in any other illegal activity which constitutes a danger to other students or 
interferes with school purposes; or  

9. repeatedly violates the policies, rules and standards of student conduct established by 
the district.  

A given short term suspension will be for a period of time not to exceed 5 school days. A 
student will be informed of the charges against him or her and, if the student denies them,  



 
 

  
505.03 

 
an explanation of the evidence will be given and the student will be given an opportunity 
to refute the charges. No time delay is necessary between the time a pupil is notified of 
the charges and the time of the hearing before the principal. 
 
Guidelines to insure that students are afforded due process during a suspension or 
proposed suspension from school will be developed. The procedural rules, regulations 
and guidelines will be approved by the Board of Education and made known to students, 
parents and school staff. 
 
Administrative procedures complying with the Student Discipline Act shall also be in 
place to ensure due process to the student should the principal decide to administer a 
long-term suspension, expulsion, or mandatory reassignment. 
 
If a student's presence poses a continuing danger to persons or property or an ongoing 
threat of disruption to the academic process, an emergency exclusion may be invoked and 
the student may be immediately removed from school. However, notice and hearing 
should follow as soon as practical and not more than ten days following the initial 
exclusion. 
 
The principal should make a reasonable effort to contact the parent(s) or guardian(s) of a 
suspended student by telephone or to communicate to them directly regarding the specific 
act(s) for which the suspension is ordered and the length of the suspension. If personal 
contact cannot be made then a notice will be mailed to parents within 24 hours stating the 
specific act(s) for which the suspension is ordered and the length of the suspension. 
 
All records and documentation regarding suspension will be destroyed within three years 
of the student's continuous absence from school.  No information regarding a suspension 
will be communicated to any person not directly involved in the disciplinary proceedings. 
 
The right of appeal to the Board of Education in cases involving student suspension 
described in this policy does not extend to a suspension from a student extracurricular 
activities program or other disciplinary action affecting participation in an extracurricular 
activities program. 
 
Legal Reference:  Neb. Statute 79-254 to 79-296 

20 U.S.C. §§ 1400 et seq. (Individuals with Disabilities 
      Education Act) 

34 C.F.R. §§ 104.1 et seq. 
34 C.F.R. §§ 300 et seq. 

 
Cross Reference:  504.01 Student Due Process Rights 
 

Revised:  June 9, 2014 



 
 

505.04 
 

EXPULSION OF STUDENTS 
 
For the purposes of this policy and as defined in the Student Discipline Act, expulsion 
shall mean exclusion from attendance in all schools within the district for a period of time 
as defined in Nebraska statute 79-283. 
 
Students may be expelled for violations of board policy, school rules or the law. It shall 
be within the discretion of the board to discipline a student by using an expulsion for a 
single offense or for a series of offenses depending on the nature of the offense and the 
circumstances surrounding the offense. 
 
The superintendent will develop procedural rules, regulations and guidelines governing 
expulsions. These shall be approved by the Board of Education and made known to 
students, parents and school staff. 
 
All cases of expulsion shall be preceded by short-term suspension and its related 
procedures or by the condition of emergency exclusion which applies only when a 
student (a) has a dangerous communicable disease transmissible through normal school 
contacts and poses an immediate threat to the health and safety of the school community; 
or (b) exhibits conduct which presents a clear threat to the physical safety of 
himself/herself or others, or is so extremely disruptive as to make temporary removal 
necessary to preserve the rights of other students to pursue an education. 
 
It shall be within the discretion of the superintendent to recommend to the board the 
expulsion of a student for disciplinary purposes. Only the board may take action to expel 
a student and to readmit the student. The principal shall keep records of expulsions in 
addition to the board's records. 
 
When a student is recommended for expulsion by the board, the student shall be provided 
with: 
 
1. Notice of the standard of conduct allegedly violated, acts the student is alleged to 

have committed and a summary of the evidence to be presented against the student; 
 
2. The penalty, if any, which the principal has recommended in the charge and any other 

penalty to which the student may be subject; 
 
3. A statement that the student has a right to a hearing, upon request, on the specified 

charges; 
 
4. A description of the hearing procedures, along with procedures for appealing any 

decision rendered at the hearing; 
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9. A statement the principal, legal counsel for the school, the student, the student's 

parent or representative or guardian has the right; to examine the student's academic 
and disciplinary records and any affidavits to be used at the hearing concerning the 
alleged misconduct and; to know the identity of the witnesses to appear at the hearing 
and the substance of their testimony; 

 
10. A form on which the student or the student's parent/guardian may request a hearing 
 
Supplemental to these procedures, a special education student must be provided with 
additional procedures. A determination should be made of whether the student is actually 
guilty of the misconduct. A staffing team should determine whether the student's 
behavior is caused by the student's disability and whether the conduct is the result of 
inappropriate placement. Discussions and conclusions of this meeting should be recorded. 
 
If the special education student's conduct is not caused by the disability, the student may 
be expelled or suspended for a long-term period following written notice to the parent 
and pursuant to the school district's expulsion hearing procedures. If the misconduct is 
caused by the disability and a change in placement is recommended, the change must be 
made pursuant to the placement procedures used by the school district. 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Neb. Statute 28-1204.04 
              79-245 et seq.   

Goss v. Lopez, 419 U.S. 565 (1975).   
Wood v. Strickland, 420 U.S. 308 (1975) 
20 U.S.C. §§ 1400 et seq. (Individuals with Disabilities 

      Education Act) 
34 C.F.R. §§ 104.1 et seq. 
34 C.F.R. §§ 300 et seq. 

 
Cross Reference:   504  Student Rights and Responsibilities 

505  Student Discipline 
 

Approved:  June 9, 2003 



 
 

505.05 
 

FINES FOR LOST OR DAMAGED ITEMS 
 
The board believes students should respect school district property and assist in its 
preservation for future use by others. Students may be assessed fines, charges, or fees for 
damage beyond normal wear to the materials needed in a course, for overdue school 
materials, or for misuse of school property.  The charges shall not exceed the actual cost 
of the materials or equipment incurring damage. 
 
Any schedules of fines will be set prior to the start of the school year and shall be 
published in the student handbook. It shall be the responsibility of the superintendent, in 
conjunction with the principal, to develop administrative regulations regarding this 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-2,127 
              79-734 
 
Cross Reference:   504  Student Rights and Responsibilities   

505  Student Discipline 
 

Approved:  July 8, 2002 



 
 

505.06 
CORPORAL PUNISHMENT 

 
Corporal punishment is defined as the intentional physical punishment of a student and is 
prohibited. It includes the use of unreasonable or unnecessary physical force or physical 
contact made with the intent to harm or cause pain. No employee is prohibited from: 
 
1. Using reasonable and necessary force, not designed or intended to cause pain, in 

order to accomplish any of the following: 
 

• To quell a disturbance or prevent an act that threatens physical harm to any 
person. 

• To obtain possession of a weapon or other dangerous object within a pupil's 
control. 

• For the purposes of self-defense or defense of others as provided for in Nebraska 
Statute 28-1409 and 1410. 

• For the protection of property as provided for in Nebraska Statute 28-1411. 
• To remove a disruptive pupil from class or any area of school premises or from 

school-sponsored activities off school premises.  
• To protect a student from the self-infliction of harm.  
• To protect the safety of others. 
 

2. Using incidental, minor, or reasonable physical contact to maintain order and control. 
 

Reasonable physical force should be commensurate with the circumstances of the 
situation. The following factors should be considered in using reasonable physical force 
for the reasons stated in this policy: 
 

a. The size and physical, mental, and psychological condition of the student; 
b. The nature of the student's behavior or misconduct provoking the use of physical 

force; 
c. The method used in applying the physical force. 
d. The extent and nature of resulting injury to the student, if any; 
e. The motivation of the school employee using physical force. 

 
Upon request, the student's parents shall be given an explanation of the reasons for 
physical force. 
 
It shall be the responsibility of the superintendent to develop administrative regulations 
regarding this policy. 
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Legal Reference:  Neb. Statute 28-1409 and 1410 
              28-1413 
              79-295   

Ingraham v. Wright, 430 U.S. 651 (1977).   
Goss v. Lopez, 419 U.S. 565 (1975).   

 
Cross Reference:   403.03 Abuse of Students by School District Employees   

504  Student Rights and Responsibilities   
505  Student Discipline 

 
Approved:  June 9, 2003 



 
 

505.07 
 

RESTRAINT AND SECLUSION OF STUDENTS 
 
Restraint and seclusion are behavioral interventions, not educational techniques.  They 
are limited to exigent circumstances and situations that necessitate their use to protect the 
safety of the student, other students, staff and property.  When used as safety 
intervention, they should be used as methods of last resort.  When used as behavior 
intervention, they must be used according to the terms of this policy.   
 
This policy does not cover interventions such as voice control, limited to loud, firm 
commands; time-limited ignoring of specific behaviors; brief physical prompts to 
interrupt or prevent a specific behavior; physical interventions which a student’s health 
care provider have indicated are medically necessary for the treatment or protection of 
the individual; or other similar interventions.   
   
I. Seclusion  

A. Definition 
1. Seclusion is a last resort emergency safety intervention that 

provides an opportunity for the student to regain self-control. 
Seclusion is the confinement of a student in a room or other space 
from which the student is physically prevented from leaving and 
which provides for continuous adult observation of the student.  

2. A room or area used for seclusion:  
a. must not be locked;  
b. must not prevent the student from exiting the area should 

staff become incapacitated or leave that area;  
c. must provide for adequate space, lighting, ventilation, 

viewing, and the safety of the student. 
B. Timeout  

1. Timeout is a behavior intervention in which a student, for a limited 
and specified time, is placed in an environment where access to 
positive reinforcement is unavailable.  

2. Timeout should not be confused with seclusion because a student’s 
movement in a timeout setting is not physically restricted.  

3. Timeout lies within a continuum of procedures that help students 
self-regulate and control their behavior. 

C. Seclusion is inappropriate for students who are severely self-injurious or 
suicidal. 

D. Time and Duration  
1. Emergency seclusion should be used only as long as necessary to 

allow a student to regain control of his/her behavior, but generally:  
a) Elementary school students – no longer than 15 minutes; 

and  
b) Middle and high school students – no longer than 20 

minutes.  
c) If an emergency seclusion lasts longer than the suggested 

maximum time, the staff member should:  



 
 

(1) summon additional support (e.g., change of staff, 
introducing a nurse or specialist, obtaining 
additional expertise); and  

(2) document the need to explain the extension beyond 
the time limit.  

E. Staff Requirements  
While using seclusion, staff must:  

1. involve appropriately-trained key identified personnel to protect 
the care, welfare, dignity, and safety of the student;  

2. continually observe the student in seclusion for indications of 
physical distress and seek medical assistance if there is a concern; 
and  

3. document observations.  
 
II. Restraint 
There are three types of restraint: physical, chemical, and mechanical.  

A. Physical restraint involves direct physical contact that prevents or 
significantly restricts a student’s movement.  
1. Restraint is a last resort emergency safety intervention. Restraint is an 

opportunity for the student to regain self-control.  
2. This policy on physical restraint is not intended to forbid actions 

undertaken:  
a. to break up a fight  
b. to take a weapon away from a student  
c. to hold a student briefly in order to calm or comfort  
d. to escort a student physically from one area to another location 

within the school building 
e. to assist a student in completing a task/response if the student does 

not resist or resistance is minimal in intensity or duration.  
f. to hold a student briefly in order to prevent an impulsive behavior 

that threatens the student’s immediate safety (e.g., running in front 
of a car).  

 
B. Chemical restraint is the administration of medication for the purpose of 

restraint.   
1. The school district will not, under any circumstances, engage in chemical 

restraint.   
2. Chemical restraint does not apply to medication prescribed by and 

administered in accordance with the directions of a physician.  
 

C. Mechanical restraint means the use of any device or material attached to or 
adjacent to a student’s body that restricts normal freedom of movement and 
which cannot be easily removed by a student. 
1. Mechanical restraint does not include:  



 
 

a. an adaptive or protective device recommended by a physician or 
therapist (when it is used as recommended).  

b. safety equipment used by the general student population as 
intended (for example, seat belts, safety harness on school 
transportation). 

 
III.  Limitations in Use  

A. Seclusion and/or restraint shall not be used: 
1. for the convenience of staff;  
2. as a substitute for an educational program; or 
3. as a form of discipline/punishment.  

 
IV. Recurring Behavior  

A. If a pattern of behavior emerges, or is anticipated, which may require the 
use of emergency seclusion, the school personnel must: 
1. conduct a functional behavioral assessment;  
2. call a meeting of the student’s IEP team to develop or revise a 

positive behavior intervention plan to facilitate the reduction or 
elimination of the use of seclusion and/or restraint 
 

B. Given the limited size and training of the school district’s staff, students 
whose behavior routinely requires seclusion and restraint may not be able 
to be served in the school district and may require a placement out of the 
school district.   

 
V. Prohibited Practices  

A. The following are prohibited under all circumstances, including 
emergency situations:  
1. corporal punishment; 
2. the deprivation of basic needs;  
3. anything that constitutes child abuse;  
4. the seclusion of preschool children; and  
5. the intentional application of any noxious substance(s) or stimuli 

which result in physical pain or extreme discomfort.  
 
 

Approved June 13, 2011 
 
 
 
 
 
 
 
 
 



 
 

506.01 
 

STUDENT ACTIVITY ELIGIBILITY 
 
Participation in school activities is a privilege. School activities provide the benefits of 
promoting additional interests and ability in the students during their school years and for 
their lifetime.   
 
However, students who participate in extracurricular activities serve as ambassadors of 
the school district throughout the calendar year, whether away from school or at school.  
Students wanting to participate in school activities must meet the requirements set out by 
the school district for participation in the activity and must conduct themselves in 
accordance with student conduct policies.  
 
Student activity events must be approved by the superintendent unless they involve 
unusual travel expense, in which case the board will take action. The events must not 
disrupt the education program or other school district operations. 
 
Eligibility requirements as published by the Nebraska School Activities Association 
(NSAA) shall be observed by all students. Additional eligibility requirements may be 
imposed by the school district at the board's discretion. 
 
Such eligibility requirements shall include good citizenship, acceptable academic 
standing, parental permission and good health (sports only). All eligibility requirements 
shall be published in applicable student/parent handbooks. 
 
Any student who is sanctioned or is found by the school district or NSAA to be ineligible 
to participate in any extra curricular activity may appeal the sanction or finding in 
accordance with the student due process policy.  
 
It shall be the responsibility of the superintendent to develop administrative regulations 
for each school activity. 
 
Legal Reference:  20 U.S.C. Sect.1681-1683; 1685-1686 (1994). 
    34 C.F.R. Pt. 106.41 (1993) 

Neb Statute 79-296 
             79-443 
 
Cross Reference:  502  Student Attendance 
    504 Student Rights and Responsibilities 
    505 Student Discipline 
    506 Student Activities 
    508 Student Health and Well-Being 
 

Approved:  June 9, 2003 



 
 

506.02 
 

STUDENT ORGANIZATIONS 
 
Secondary school student-initiated, non-curriculum-related groups and student 
curriculum-related groups, upon receiving permission from the principal, may use school 
facilities for group meetings during non-instructional time. 
 
Non-instructional time shall mean any time before the first period of the day and after the 
last period of the day in which any student attends class. Meetings shall not interfere with 
the orderly conduct of the education program or other school district operations. It shall 
be within the discretion of the principal to determine whether the meetings will interfere 
with the orderly conduct of the education program or other school district operations. 
Activities relating to and part of the education program shall have priority over the 
activities of another organization. 
 
Curriculum-Related Organizations 
 
It shall also be the responsibility of the principal to determine whether a student group is 
curriculum-related. One or more of the following questions will be answered 
affirmatively if the group is curriculum-related: 
 
• Is the subject matter of the group actually taught in a regularly offered course? 
 
• Will the subject matter of the group soon be taught in a regularly offered course? 
 
• Does the subject matter of the group concern the body of courses as a whole? 
 
• Is participation in the group required for a particular course? 
 
• Does participation in the group result in academic credit? 
 
Secondary school curriculum-related student organizations may use the school district 
facilities for meetings and other purposes before and after the instructional school day. 
Employees shall be assigned to monitor approved meetings and may interact with 
curriculum-related organizations. 
 
Noncurriculum-Related Organizations 
 
Student-initiated, noncurriculum-related organizations shall be provided access to 
meeting space and school district facilities. 
 
Only students may attend and participate in meetings of noncurriculum-related groups. 
Such attendance shall be strictly voluntary and student-initiated. As a means of 
determining whether a student's attendance is voluntary, the principal may require 
parental consent for the student to attend the meetings. 
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Legal Reference:   Westside Community Board of Education v Mergens, 496             
                                                               U.S. 226 (1990). 
    Neb. Statute 79-297 et seq. 
 
Cross Reference:   504  Student Rights and Responsibilities   

506  Student Activities 
 

Approved:  June 9, 2003 



 
 

506.03 
 

STUDENT GOVERNMENT 
 
The student council provides for student activities, serves as a training experience for 
student leaders, promotes the common good, gives students a share in the management of 
the school, develops high ideals of personal conduct, acts as a clearinghouse for student 
activities, seeks to interest students in school district affairs and helps solve problems that 
may arise. Members of the council are student representatives who have direct access to 
the administration. 
 
Members of the student council are representatives elected from among the eligible 
members of each class.  Council officers will be elected by a vote of the council 
members. 
 
The principal, in conjunction with the students and certified employees, shall set forth the 
guidelines for the student government's elections, operations, and other elements of the 
government. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   504  Student Rights and Responsibilities   

506 Student Activities 
 
 

Approved:  June 9, 2003 



 
 

506.04 
 

STUDENT ADVISORY COUNCILS 
 
In lieu of, or in addition to, the Student Council, the board may on occasion appoint 
Student Advisory Councils to provide information and suggestions to the board from the 
students' point of view regarding specific areas of school operations directly affecting the 
student body.  These councils shall continue for a duration determined by the board and 
shall be composed of such students as recommended by the superintendent or principals. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  504.02 Student Involvement in Decision Making 
 Student Government 
 

Approved:  June 9, 2003 



 
 

506.05 
 

STUDENT PUBLICATIONS 
 
Students may produce official school publications as part of the curriculum under the 
supervision of a faculty advisor and the principal. Official school publications such as 
newspapers, yearbooks or magazines form a part of the journalism curriculum and are 
produced primarily for the educational value gained in the process of their creation.  As 
such, these publications shall conform to the same community and educational standards 
required of other student conduct in the school.  
 
Any expression made by students, including student expression in official school 
publications, is not an expression of official school policy. A faculty advisor shall 
supervise student writers to maintain professional standards of English and journalism 
and to comply with the law including, but not limited to, the restrictions against unlawful 
speech.  
 
Prior to publication of these materials, the faculty advisor, principal or designee shall 
review them to determine their acceptability for publication.  Publications may be 
restricted, edited or prohibited when, after considering the maturity level of the students, 
any portion of the publication is determined to be discriminatory, a substantial 
interference to the educational process or learning environment, harassment, vulgar or 
obscene, defamatory, an invasion of privacy, or highly controversial. 
  
Persons, other than students, who believe they have been aggrieved by student expression 
in a student produced official school publication shall follow the public complaint 
procedure outlined in board policy 1005.01. Students who believe their freedom of 
expression in a student-produced official school publication has been restricted shall 
follow the due process procedure outlined in board policy 504.01. 
 
It shall be the responsibility of the superintendent, in conjunction with the principals, to 
develop administrative regulations regarding this policy. 
 
Legal Reference:   Hazelwood School District v. Kuhlmeier, 484 U.S. 260  
         (1988).   

Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir.  
      1987).  

 
Cross Reference:   301.04 Communication Channels   

504  Student Rights and Responsibilities   
506  Student Activities 

 
Approved:  June 9, 2003 



 
 

506.06 
 

STUDENT PERFORMANCES 
 
Students, as part of the education program, may participate in contests or other public and 
private events approved by the principal that will be of benefit to the student and the 
education program. Performance at such events is a privilege. 
 
Students, who perform at such events, serve as ambassadors of the school district and 
must conduct themselves in the same manner as required in the regular school day. 
Students who fail to abide by this policy and the administrative regulations supporting it 
may be subject to disciplinary measures. 
 
Students will be allowed to perform in these events only with proper permission and 
supervision and when the events do not disrupt the education program or other school 
district operations. The events must be approved by the superintendent, unless it involves 
unusual travel and expense, in which case the board must approve of the performance. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative regulations regarding this policy. In developing the administrative 
regulations, these guidelines should be followed: 
 
• Performances by student groups below the high school level should be allowed on a 

limited basis; 
• All groups of students should have an opportunity to participate; and, 
• Extensive travel by one group of students should be discouraged. 
• Students will not accept payment for public performances when they represent their 

schools, either as individuals or as members of some school group. 
 
It shall be within the discretion of the superintendent to determine whether the event will 
benefit the education program and the participating students. Contests or other 
performances by students unapproved by the superintendent shall be the responsibility of 
the parent and the student. 
 
 
 
 
Legal Reference:   Hazelwood School District v. Kuhlmeier, 484 U.S. 260  
         (1988). 
    
Cross Reference:   504  Student Rights and Responsibilities 
     506  Student Activities 
     

Approved:  June 9, 2003 



 
 

506.07 
 

STUDENT FUND RAISING 
 

Students may raise funds for school-sponsored events with the permission of the 
principal.  Collection boxes for school fund raising must have prior approval from the 
principal before being placed on school property. 
 
The main emphasis of any fund-raising campaign should be on the educational aspects of 
the program.   
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative regulations regarding this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:    504  Student Rights and Responsibilities  

505  Student Discipline  
506  Student Activities  

 
Approved:  June 9, 2003 



 
 

506.08 
 

STUDENT ACTIVITIES FUNDS 
 
The Student Activities Funds of each school will include athletic and student organization 
funds and any other funds belonging to any student or class group or activity. 
Student Activity Funds are those funds raised or collected by and/or for school-approved 
student groups, and may include gate receipts and student activity card fees. Student 
activity funds will be collected and expended for the purpose of supporting the school's 
extracurricular activities program. Student body representation should be encouraged 
whenever possible. 
 
Monies raised by students through student body organizations, receipts from activity 
tickets and gate receipts, are subject to the control and management by the school board.  
 
The principal of each school is responsible for all school/student accounts and 
accommodation funds. The principal will assign one or more school staff member(s) who 
are designated as an assistant treasurer by the school board to share the responsibility for 
assuring that accounting records are maintained in accordance with district guidelines. 
 
The principal will be responsible for supervising the accounting functions to be 
performed at the building level. The building level accounting procedures will be 
consistent with the accounting functions performed at the district office level. 
 
Secondary schools may establish bank demand and savings accounts in institutions that 
have been designated as depositories of school district funds by the school board. 
Materials and equipment purchased by student activity funds become district property. 
Projects for raising student activity funds should in general contribute to the educational 
experience of students and should not conflict with, but add to the instructional program 
and comply with district guidelines. 
 
Any unencumbered class or activity funds will automatically revert to the general activity 
fund of the school when a class graduates or an activity is discontinued. 
 
The district treasurer, or designee, may request all necessary financial information needed 
for review or required by the school board.  These funds shall be examined annually as 
part of the district audit. 
 
Cross Reference:  506.08 Student Fund Raising 
    704.04 Audits 
 

Approved:  June 9, 2003 



 
 

506.09 
 

STUDENT PHYSICALS FOR ATHLETICS 
 
All boys or girls that participate in any athletics or practices must have a physical 
examination signed by a physician. The physical given may not be the same physical 
examination required of all freshman entering high school for the first time. The results 
of the examination and the physician's signature must appear on all local and state forms 
where it is required. All such examination results must be on file in the school where the 
student is to participate in athletics. In all cases, these forms should be signed first by 
parents to signify their permission and then by the physician. Only proper forms are to be 
used in all cases. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  NSAA Athletic Bylaws sect. 3.4 
 
Cross Reference:  506.01 Student Activity Eligibility 

 
Approved:  June 9, 2003 



 
 

507.01 
 

STUDENT RECORDS ACCESS 
 
The board recognizes the importance of maintaining student records and preserving their 
confidentiality. Student records shall be maintained so as to separate academic and 
disciplinary matters.  Student records may be maintained in the central administration 
office or administrative office of the student's attendance center.  This policy does not 
apply to student directory information. 
 
The following records shall be maintained as permanent records of the student: 
 
• The student's social security number; 
• The record of dates of attendance; 
• Highest grade level completed; 
• A transcript of classes taken with grades and credits received; 
• The records of inoculations and health examinations which are given to the class or 

student body as a whole; 
• The record of participation in extracurricular school activities and sports; 
• The signatures of people who are required to sign for access to student records and 

the statement of purpose for such access; 
• The student's or student's parents' written consent of release of student records. 
 
All other student records shall be removed and destroyed after a student's continuous 
absence from the school for three years. 
 
Any student, his or her parents/guardians, teachers, counselors or school administrators 
shall have access to the student's records during the regular business hours of the district.  
Student information may also be disclosed without written consent of the parent or 
eligible student (a student who has reached the age of 18) to persons or entities with 
whom the district has contracted to provide services related to the district’s educational 
program in accordance with the Family Educational Rights and Privacy Act (FERPA).  In 
addition, authorized representatives of the State or Federal government, and state 
educational authorities connected with the enforcement of requirements of certain 
educational programs as prescribed by law shall have access to student records within the 
limitations of state statutes.  No one else shall have access to the records and the records 
shall not be divulged to any person without prior consent of the parent or eligible student. 
 
A student’s records, including academic material and any disciplinary material relating to 
any suspension or expulsion, shall be provided at no charge, upon request, to any public 
or private school to which the student transfers. 
 
 
 
 
 
 
 
 



 
 

507.01 
 
 
The superintendent shall establish reasonable fees for providing copies of the student's 
records to a parent or guardian.  No fees shall be charged for the right to inspect and 
review the records. 
 
Legal Reference:   20 U.S.C. § 1232g (FERPA) 
    34 C.F.R. Pt. 99, (Privacy Rights of Parents and Students) 
    Neb Statute 79-2,104 and 2,105 
             79-539 
             79-4,157 and 4,158 
             84-1,212.01 et seq. (Records Management 
         Act) 
 
Cross Reference:   503 Student Attendance  

507  Student Records  
508  Student Health and Well-Being 
611  Academic Achievement 
612.10 Procedural Safeguards and Confidentiality 
804.02 Data or Records Retention 
1003  Public Examination of District Records 
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507.02 
 

STUDENT DIRECTORY INFORMATION 
 
Student directory information is designed for use internally within the school district. 
Directory information shall be defined in the annual notice. It may include the student's 
name, address, telephone number, date and place of birth, major field of study, 
participation in officially recognized activities and sports, weight and height of members 
of athletic teams, dates of attendance, degrees, honors and awards received, dates of 
attendance at this district, the most recent previous educational agency or institution 
attended by the student, E-mail address, photograph and other likeness, and other similar 
information. 
 
Prior to developing a student directory or to giving general information to the public, 
parents will be given notice annually of the intent to develop a directory or to give out 
general information and have the opportunity to deny the inclusion of their child's 
information in the directory or in the general information about the students. 
 
It shall be the responsibility of the superintendent to provide notice and to determine the 
method of notice that will inform parents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   20 U.S.C. § 1232g (1994). 
     34 C.F.R. Pt. 99, 300.560 - .574 (1996). 
    
Cross Reference:   506  Student Activities 
     507  Student Records 
     1003  Public Examination of District Records 

 
Approved:  June 9, 2003 



 
 

507.03 
 

STUDENT PHOTOGRAPHS 
 
The board will permit student "portrait" photographs to be taken on school premises by a 
commercial photographer as a service to the students and their families. 
 
Parents will be notified prior to the taking of pictures by a commercial photographer for 
student "portraits."  In no case will students be required to have their picture taken or be 
pressured to purchase pictures. 
 
Students or commercial photographers may take pictures of students upon consent for 
such things as the yearbook or student newspaper. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to 
develop administrative rules regarding student photographs.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   507.02 Student Directory Information 
 

Approved:  June 9, 2003 



 
 

507.04 
 

STUDENT LIBRARY CIRCULATION RECORDS 
 
Student library circulation records are designed to be used internally to assist in the 
orderly administration of the school district libraries and media center. As a general rule, 
student library circulation records are considered confidential records and will not be 
released without parental consent. Individuals who may access such records include a 
student's parents, the student, authorized licensed employees, authorized government 
officials from the U.S. Comptroller General, the Secretary of Education, the 
Commissioner and Director of the National Institute of Education, and the Assistant 
Secretary for Education and State Education Department. Appropriate authorities in a 
health or safety emergency may access the student's library circulation records without 
the approval or the notification of the student's parents.  
 
It shall be the school librarian's responsibility, as the person maintaining the student 
library circulation records, to approve requests for access to student library circulation 
records. Students' library circulation records may be accessed during the regular business 
hours of the school district. If copies of documents are requested, a fee for such copying 
shall be charged. 
 
It shall be the responsibility of the superintendent, in conjunction with the school 
librarian, to develop administrative regulations regarding this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  20 U.S.C. § 1232g (1994). 
    34 C.F.R. Pt. 99 (1996). 
     
Cross Reference:  507.01 Student Records Access 
 

Approved:  June 9, 2003 



 
 

508.01 
 

STUDENT HEALTH AND IMMUNIZATION CHECKUPS 
 
Physical examinations & immunizations 
 
Students enrolling in kindergarten (or the beginning grade), students entering the seventh 
grade or students transferring to any grade in the district from out of state shall have a 
physical examination by a licensed physician within six months prior to entrance and 
provide proof of such an examination to the school district.   
 
A certificate of health stating the results of a physical examination and signed by a 
physician, physician assistant, or an advance practice registered nurse shall be on file at 
the attendance center.  
 
Students enrolling in the school district shall also submit proof of immunization against 
measles, mumps, rubella, poliomyelitis, diphtheria, pertussis, tetanus, hepatitis B, and 
chicken pox (varicella) as required by law.  Preschool students have an added 
immunization requirement for vaccination against influenza type B. The student may be 
admitted conditionally to the attendance center if the student has not yet completed the 
immunization process but is in the process of doing so. Failure to meet the immunization 
requirement will be grounds for suspension, expulsion or denial of admission. 
 
The superintendent shall annually file a report on behalf of the board on the schedule 
required by the Department of Health and Human Services summarizing the 
immunization status of the district’s students as required. 
 
Visual evaluation 
 
Students enrolling in kindergarten (or the beginning grade) or students transferring to any 
grade in the district from out of state shall also have a visual examination, including tests 
for amblyopia, strabismus, and internal and external eye health, and visual acuity. The 
visual evaluation must be completed within six months prior to entrance and proof of 
such evaluation shall be provided to the school district. 
 
A certificate of health, or other form, stating the results of the visual evaluation and 
signed by a physician, optometrist, physician assistant, or advance practice registered 
nurse shall be on file at the attendance center. 
 
Notifications to parents 
 
The student’s parent or guardian shall be notified in writing of their right to submit a 
written statement refusing such physical or visual examinations or immunizations for the 
student and shall be provided with a telephone number or other contact information to 
assist the parent or guardian in receiving information regarding free or reduced-cost 
visual evaluations for low-income families who qualify. 
 
 



 
 

508.01 
 
No child shall be required to submit to a health inspection, including those provided by 
the district if the child’s parent/guardian provides the district with a statement signed by a 
physician, a physician assistant, or an advanced practice registered nurse practicing in 
accordance with statutes stating that the child has undergone the required inspection 
within the past six months. If such a statement is not received, the child shall submit to 
required inspections. 
 
Parents will be promptly notified of any condition requiring professional attention. 
 
Other health inspections 
 
During each school year the district will provide for inspections of all students for 
defective sight and hearing, dental defects and any other conditions as specified and 
scheduled by the Department of Health and Human Services.  Parents will be promptly 
notified of any condition requiring professional attention.   
 
Any student enrolling during the school year after these inspections will have such an 
inspection made immediately upon entrance.  Any student showing symptoms of any 
contagious or infectious disease shall be sent home as soon as practicable and the 
principal notified of the circumstances. 
 
 
 
 
Legal Reference:   Neb. Statute 79-214 
              79-217 to 223 

         79-248 et seq. 
Title 173 NAC 3 

 
Cross Reference:   403.02 Child Abuse Reporting 

503  Student Attendance 
506.10 Student Physicals for Athletics 

 
 

Revised:  August 9, 2010 



 
 

508.01E1 
 

Documentation of Varicella (Chickenpox) Disease 
 
(To be filled out by the parent, guardian, or medical provider of the child/student) 
 
 
 
This document is being submitted on behalf of: 
 
             
 (Name of child/student)    (Birth date of child/student) 
 
 
 
I        verify that the above listed child/student  

Parent/Guardian/Medical Provider 
 
Had varicella disease in    (year). 
 
 
 
 
 
 
             
(Signature of parent/guardian/medical provider)    (Date) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
508.01E2 

AFFIDAVIT 
Refusal of Immunization of Student for Religious Reasons 

 
State of Nebraska   | 
     | ss. 
County of     | 
 
This Affidavit is being submitted on behalf of 
 
             
 (Name of Student)     (Birth date of Student) 
 
If the student is of the age of majority: 
 
I,      , of lawful age and being first duly sworn, dispose 
 
And state as follows: 
 

Immunization conflicts with the tenets and practice of a recognized religious 
denomination of which I am an adherent or member or immunization conflicts 
with my personal and sincerely followed religious beliefs. 

 
 
If the student is a minor:  
 
I,      , as legally authorized representative of 
 (Name of Affiant) 
 
     , of lawful age and being first duly sworn,  
 (Name of Student) 
depose, and state as follows: 

 
Immunization conflicts with the tenets and practice of a recognized religious 
denomination of which the student is an adherent or member or immunization 
conflicts with the student’s personal and sincerely followed religious beliefs. 
 

      
        (Signature of Affiant) 
 
 

SUBSCRIBED AND SWORN to before me this    day of     
 

      
        Notary Public 

 



 
 

508.01E3 
REFUSAL OF IMMUNIZATION 

For Medical Reasons 
 
As the physician of: 
 
             
 Child’s Last Name  First Name    Age 
 
             
 Birth Date   School     Grade 
 
 
 

Diphtheria ………………………………………………………   � 
Tetanus ….……………………………………………………… � 

Pertussis …...…………………………………………………… � 

Polio ……….…………………………………………………… � 

Measles (Rubeola) ……………………………………………… � 

Mumps ………………………………………………………….. � 

Rubella (German Measles)……………………………………… � 

Hepatitis B ……………………………………………………… � 

Varicella (chickenpox) ………………………………………….. � 
 
In my opinion, this/these immunization(s) would be injurious to the health and well-
being of 
 

The Student ……………………………………………………… � 

A member of the student’s household or family ………………… � 
 
Comments             
 
             
 
 

      
         Signature of Physician         Date 
 
Each disease for which a vaccine has not been administered must be checked.  Parent/ 
guardian must submit dates of immunization for all other diseases. 



 
 

 
508.01R1 

 
Summary of the School Immunization Rules and Regulations 

  
    
Student Age Group Required Vaccines 
    
    
    
    
2-5 year olds enrolled in a 4 doses of DTaP, DTP, or DT vaccine, 
school based program not 3 doses of Polio vaccine, 
Licensed as a child care 1 dose of MMR given on or after 12 months of age, 
provider 3 doses of Hib vaccine or 1 dose of Hib given at or after 15 months of age, 
  3 doses of Hepatitis B vaccine, 
  1 dose of varicella (chickenpox) given on or after 12 months of age. 
    
    
    
Students entering school for 3 doses of DTaP, DTP, DT, or Td vaccine, one given on or after the 4th birthday, 
the first time (K or 1st Grade) 3 doses of Polio vaccine, 
  2 doses of MMR vaccine, given on or after 12 months of age and separated 
     by at least one month 
Students entering 7th Grade 3 doses of Hepatitis B vaccine.  (For the 2004-2005 school year this includes 
      students in grades kindergarten, 1st, 2nd, 3rd, 4th and 5th; 7th,  
      8th, 9th, 10th and 11th plus all out of state transfer students) 
Transfer students from 1 doses of varicella (chickenpox) given on or after 12 months of age and prior 
outside the State of Nebraska    to 13 years of age.  If over 13 years of age 2 doses of varicella, separated 
regardless of grade (includes    by at least one month.  Written documentation (including year) of  
any foreign students)    varicella disease from parent, guardian, or health care provider will be 
     accepted. 
    
    
    
All students not listed above 3 doses of DTaP, DTP, DT, or Td vaccine 
  3 doses of polio vaccine 
  2 doses of MMR vaccine 
    
    
  



 
 

508.02 
ADMINISTRATION OF MEDICATION TO STUDENTS 

 
Students may be required to take medication during the school day. The district shall 
establish procedures which may allow students to self-administer medications for 
diabetes and asthma/anaphylaxis. Other medications shall be administered by the school 
nurse, a registered Medication Aide, or other school staff member meeting the minimum 
competency standards for the Medication Aide Act. 
 
Self-Management of Diabetes and Asthma/Anaphylaxis 
 
Upon completion of required procedures, the district and parent or guardian, in 
consultation with the student’s physician, will develop a diabetes or asthma/anaphylaxis  
medical management plan for the current school year. The plan shall: 
1. Identify the health care services the student may receive at the school relating to the 

condition; 
2. Evaluate the student’s understanding of and ability to self-manage his/her condition; 
3. Permit regular monitoring of the student’s self-management of his/her condition by 

an appropriately credentialed health care professional; and 
4. Be signed by the student’s parent or guardian and the physician responsible for 

treatment of the student’s condition. 
 
For asthma/anaphylaxis the plan will also: 
1. Include the name, purpose, and dosage of the prescription medication prescribed for 

such student; and 
2. Include procedures for storage and access to backup supplies of such prescription 

medication.  
 
The parent or guardian shall sign a statement that: 
1. The district and its employees and agents are not liable for any injury or death arising 

from a student’s self-management of his/her condition; and 
2. Shall indemnify and hold harmless the district and its employees and agents against a 

claim arising from a student’s self-management of his/her condition. 
3. Any injury to others as a result of the student’s self-medication shall be the parents’ 

responsibility 
 
The student shall promptly notify the person designated in the student’s self-management 
plan when the student has self-medicated. 
 
The superintendent shall develop all necessary procedures and forms to implement the 
self-management plans and student disciplinary procedures regarding the misuse or  
threatened misuse of medications and supplies.  The school will promptly notify the 
parent/guardian of such disciplinary action.   
 



 
 

508.02 
 
Medication for Conditions other than Diabetes or Asthma/Anaphylaxis 
Medication will not be administered without written authorization that is signed and 
dated from the parent and physician, and the medication must be in the original container 
which is labeled by the pharmacy or the manufacturer with the name of the child, name 
of the medication, the time of the day which it is to be given, the dosage and the duration. 
 
Written authorization will also be secured when the parent requests student co-
administration of medication for other than diabetes or asthma/anaphylaxis when 
competency is demonstrated. When administration of the medication requires ongoing 
professional health judgment, an individual health plan will be developed by the licensed 
health personnel with the student and the student's parents.  
 
A written record of the administration of medication procedure must be kept for each 
child receiving any medication including the date; student's name; prescriber or person 
authorizing the administration; the medication and its dosage; the name, signature and 
title of the person administering the medication; and the time and method of 
administration and any unusual circumstances, actions or omissions. Administration of 
medication records shall be kept confidential. 
 
Records shall be available to the Department of Health and Human Services Regulation 
and Licensure, the Department of Health and Human Services, and the State Department 
of Education for inspection and copying. 
 
Medication will be kept in a secured area.  Students may carry medication only with the 
approval of the parents and building principal of the student's attendance center. 
Emergency protocol for medication-related reactions will be in place. 
 
The superintendent shall be responsible, in conjunction with the school nurse or 
Medication Aide, for developing rules and regulations governing the administration of 
prescription and nonprescription medication to students, including emergency protocols, 
and for ensuring persons administering medication have met the requirement of state 
statutes. Annually, each student shall be provided with the requirements for 
administration of medication at school. 
 
Legal Reference:   34 C.F.R. §99.1 to 99.67 (1994) 
    Neb. Statute 71-6718 (Medication Aide Act) 
              79-249 
    173 N.A.C. ch. 3, sect. 001-009.04 
 
Cross Reference:  507  Student Records 

508  Student Health and Well-Being 
604.03 Special Education   
608.02 Student Health Services 

Revised July 17, 2006 
  



 
 

508.03 
 

COMMUNICABLE OR INFECTIOUS DISEASES 
 
Students with a communicable disease will be allowed to attend school provided their 
presence does not create a substantial risk of illness or transmission to other students or 
employees. The term "communicable disease" shall mean an infectious or contagious 
disease spread from person to person, or animal to person, or as defined by law. 
 
Prevention and control of communicable diseases shall be included in the school district's 
bloodborne pathogens exposure control plan. The procedures shall include scope and 
application, definitions, exposure control, methods of compliance, universal precautions, 
vaccination, post-exposure evaluation, follow-up, communication of hazards to 
employees and record keeping. This plan shall be reviewed annually by the 
superintendent and school nurse. 
 
Their personal physician shall determine the health risk to immunosupressed students. 
The health risk to others in the school district environment from the presence of a student 
with a communicable disease shall be determined on a case-by-case basis by the student's 
personal physician, a physician chosen by the school district or public health officials. 
 
A student who is at school and who has a communicable disease that creates a substantial 
risk of harm to other students, employees, or others at school shall report the condition to 
the Superintendent any time the student is aware that the disease actively creates such 
risk. 
 
It shall be the responsibility of the superintendent, in conjunction with the school nurse, 
to develop administrative regulations stating the procedures for dealing with students 
with a communicable disease.  
 
 
 
 
 
Legal Reference:  Neb. Statute 79-248 
            79-264 

         79-4,133 
29 U.S.C. §§ 701 et seq. (1994).   
45 C.F.R. Pt. 84.3 (1990).   

 
Cross Reference:   404.04 Communicable Diseases - Employees   

507  Student Records   
508  Student Health and Well-Being 

 
Approved:  June 9, 2003 



 
 

508.04 
 

STUDENT ILLNESS OR INJURY AT SCHOOL 
 
When a student becomes ill or is injured at school, the school district shall attempt to 
notify the student's parents as soon as possible. 
 
The school district, while not responsible for medical treatment of an ill or injured 
student, will have employees present administer emergency or minor first aid if possible. 
An ill or injured child will be turned over to the care of the parents or qualified medical 
employees as quickly as possible. 
 
It shall be the responsibility of the principal to file an accident report with the 
superintendent within twenty-four hours after the student is injured. 
 
Annually, parents shall be required to complete a medical emergency authorization form 
indicating the procedures to be followed, if possible, in an emergency involving their 
child. The authorization form will also include the phone numbers of the parents and 
alternative numbers to call in case of an injury or illness. 
 
The superintendent shall be responsible, in conjunction with the school nurse, to develop 
rules and regulations governing the procedure in the event a student should become ill or 
be injured at school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   508   Student Health and Well-Being 

 
Approved:  June 9, 2003 



 
 

508.05 
 

EMERGENCY PLANS AND DRILLS 
 
Students will be informed of the appropriate action to take in an emergency. Emergency 
drills for fire, weather, and other disasters shall be conducted each school year in 
accordance with policy 905.07 and the district’s Annual Emergency Safety Plan. 
 
Legal Reference:   Neb. Statute 79-705 and 706 
    Neb. Statute 81-527 
    NFPA Life Safety Code 101 Sect. 15.7 
 
Cross Reference:   801.04 Bus Safety Program 

905  Safety Program 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised October 12, 2015 



 
 

508.06 
 

STUDENT INSURANCE 
 
 
Students shall have the opportunity to participate in the health and accident insurance 
plan selected by the school district. The cost of the health and accident insurance program 
shall be borne by the student. Participation in the insurance health and accident plan is 
not a contract with the school district, but rather, a contract between the insurance 
company and the student. 
 
Students participating in extracurricular athletics shall be required to have health and 
accident insurance or a written waiver signed by the parent or guardian absolving the 
school of responsibility.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   Neb. Statute 44-762 
              79-443   
 
Cross Reference:   506  Student Activities  

508  Student Health and Well-Being 
 

Approved:  June 9, 2003 



 
 

508.07 
 

CUSTODY AND PARENTAL RIGHTS 
 
Disagreements between family members are not the responsibility of the school district. 
The school district will not take the "side" of one family member over another in a 
disagreement about custody or parental rights. Court orders that have been issued shall be 
followed by the school district. It shall be the responsibility of the person requesting an 
action by the school district to inform and provide the school district the court order 
allowing such action. 
 
This policy does not prohibit an employee from listening to a student's problems and 
concerns. 
 
It shall be the responsibility of the superintendent to ensure employees remain neutral in a 
disagreement about custody and parental rights. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:   34 C.F.R. §99.4 (1995) 
  Neb. Statute 42-364 
            42-381 
            43-2,902   
 
Cross Reference:   507  Student Records  

508  Student Health and Well-Being 
 
 

Approved:  June 9, 2003 



 
 

508.08 
 

STUDENT SPECIAL HEALTH SERVICES 
 
The board recognizes that some special education students need special health services 
during the school day. These students shall receive special health services in conjunction 
with their individualized education program. 
 
The superintendent, in conjunction with licensed health personnel, shall establish 
administrative regulations for the implementation of this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  20 U.S.C. §§ 1400 et seq. (1994).   

34 C.F.R. Pt. 300 et seq. (1996).   
  

Cross Reference:  504  Student Rights and Responsibilities   
507  Student Records   
604.03 Special Education 

 
Approved:  June 9, 2003 



 
 

508.09 
 

GUIDANCE AND COUNSELING 
 
The board recognizes that students may require guidance and counseling services to assist 
them in reaching their educational potential.  Students may be referred to the counseling 
program under provisions of Policy 608.01 
 
The student's guidance program may include individual or group activities to help the 
student develop positive relationships with others, to develop appropriate behaviors for 
various educational and social settings, to develop effective study habits, improve their 
understanding of self in terms of interests, abilities, achievements and values, and 
formulate educational and career plans. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  102 Educational Philosophy of the School District 
    604  Instructional Curriculum 
    605 Alternative Programs 
    608.01 Student Guidance and Counseling Program 

     
Approved:  June 9, 2003 



 
 

508.10 
 

REFERRAL OF STUDENTS TO OTHER AGENCIES 
 
School employees having knowledge of or reasonable cause to suspect that a child is 
abused or neglected will report the circumstances to the Nebraska Department of Health 
and Human Services or a local law enforcement agency according to the child abuse 
reporting procedures of Policy 403.02. 
 
In the case of a suspected violation of law, any questioning and apprehension of students 
by law enforcement authorities will be conducted according to Policy 504.17. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 28-711 
 
Cross Reference:  403.02 Child Abuse Reporting 
    504.17 Questioning of Students by Outside Agencies 
 
 

 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

508.12 
 

ASTHMA AND ALLERGIC REACTION PROTOCOL 
 
The district will adopt and implement the Emergency Response to Life-Threatening 
Asthma or Systemic Allergic Reactions (Anaphylaxis) Protocol as required by the 
Nebraska Department of Education. The school shall allow a student with asthma or 
anaphylaxis to self- manage his or her asthma or anaphylaxis condition upon written 
request of the student's parent or guardian and authorization of the student's physician or 
other health care professional who prescribed the medication for treatment of the 
student's condition. 
 
The superintendent, in conjunction with licensed health personnel, shall establish 
administrative regulations for the implementation of this policy during regular hours 
while school classes are in session.  The regulations established shall comply with NDE 
rules regarding the protocol to follow in case of a life-threatening asthma or systemic 
allergic reaction and use of an EpiPen and albuterol. Also, these shall ensure that each 
school building will procure and maintain the equipment and medication necessary under 
the protocol in the case of any student or school staff emergency.  Staff training in using 
the protocol shall occur periodically.  Records of such training and occurrences of 
administering medication under the protocol shall be maintained. 
 
The parent or guardian of a student of minority age may sign a waiver requesting that 
their student not receive emergency treatment under this protocol.  Information about the 
waiver shall be provided to parents in the student handbook. 
 
Legal Reference:  NDE Rule 59.006   
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  August 19, 2004 
Revised July 13, 2016 

 



 
 

508.12E1 
 

WAIVER OF EMERGENCY RESPONSE TO LIFE THREATENING ASTHMA 
OR SYSTEMIC ALLERGIC REACTIONS PROTOCOL 

 
Palmyra District OR-1 
    
Student Name: ____________________________  Date of Birth: __________________  
    
School: __________________________________ Grade: ________________________   
 
 
I am aware of the school policy that provides a protocol to follow by school personnel to 
administer EpiPen/albuterol to a student when it is determined that the student is 
suffering a life-threatening asthma or systemic allergic reaction while school is in 
session. 
 
After considering the school policy and the best interests of my child, 
___________________, I do not wish to have him/her administered albuterol or 
medication from an Epi-Pen by school personnel under any circumstances for the 20___ - 
20___ school year. 
  
 
   
______________________________________________  _______________________  
(Signature of Parent/Legal Guardian/Custodian of Child)  (Date) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  August 19, 2004 
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ASTHMA AND ALLERGIC REACTION PROTOCOL 
 
EMERGENCY RESPONSE TO LIFE-THREATENING ASTHMA OR SYSTEMIC ALLERGIC 
REACTIONS (ANAPHYLAXIS) 
DEFINITION: Life-threatening asthma consists of an acute episode of worsening airflow obstruction. 
Immediate action and monitoring are necessary. 
A systemic allergic reaction (anaphylaxis) is a severe response resulting in cardiovascular collapse (shock) 
after the injection of an antigen (e.g. bee or other insect sting), ingestion of a food or medication, or 
exposure to other allergens, such as animal fur, chemical irritants, pollens or molds, among others. The 
blood pressure falls, the pulse becomes weak, AND DEATH CAN OCCUR. Immediate allergic reactions 
may require emergency treatment and medications. 
 
LIFE-THREATENING ASTHMA SYMPTOMS: Any of these symptoms may occur: 
 
Chest tightness 
Wheezing 
Severe shortness of breath 
Retractions (chest or neck “sucked in”) 
Cyanosis (lips and nail beds exhibit a grayish or bluish color) 
Change in mental status, such as agitation, anxiety, or lethargy 
A hunched-over position 
Breathlessness causing speech in one-to-two word phrases or complete inability to speak 
 
ANAPHYLACTIC SYMPTOMS OF BODY SYSTEM: Any of the symptoms may occur within seconds. The 
more immediate the reactions, the more severe the reaction may become. Any of the symptoms present 
requires several hours of monitoring. 
 
Skin: warmth, itching, and/or tingling of underarms/groin, flushing, hives 
Abdominal: pain, nausea and vomiting, diarrhea 
Oral/Respiratory: sneezing, swelling of face (lips, mouth, tongue, throat), lump or tightness in the throat, hoarseness, 
difficulty inhaling, shortness of breath, decrease in peak flow meter reading, wheezing reaction 
Cardiovascular: headache, low blood pressure (shock), lightheadedness, fainting, loss of consciousness, rapid heart rate, 
ventricular fibrillation (no pulse) 
Mental status: apprehension, anxiety, restlessness, irritability 
 
EMERGENCY PROTOCOL: 
1. CALL 911 
2. Summon designated trained, non-medical staff to implement emergency protocol 
3. Check airway patency, breathing, respiratory rate, and pulse 
4. Administer medications (EpiPen and albuterol) per standing order 
5. Determine cause as quickly as possible 
6. Monitor vital signs (pulse, respiration, etc.) 
7. Contact parents immediately and physician as soon as possible 
8. Any individual treated for symptoms with epinephrine at school will be transferred to medical facility 
 
STANDING ORDERS FOR RESPONSE TO LIFE-THREATENING ASTHMA OR ANAPHYLAXIS: 
Administer an IM EpiPen-Jr. for a child less than 50 pounds or an adult EpiPen for any individual over 50 pounds 
Follow with nebulized albuterol (premixed) while awaiting EMS. If not better, may repeat times two, back-to-back 
Administer CPR, if indicated 
 
______________________________      ______________________________ 

(PHYSICIAN)                    (Date) 
 

 
 

 
Approved:  August 19, 2004 
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SCHOOL WELLNESS POLICY 

 
A mission of Palmyra District OR-1 Public Schools is to provide curriculum, instruction, 
and experiences in a health-promoting school environment to instill habits of lifelong 
learning and health. Therefore, the Board adopts the following School Wellness Policy. 
 
1. Goals to Promote Student Wellness 
The District has established the following student wellness goals that are designed to 
promote student wellness in a manner that the District determines to be appropriate: 
 

a. Nutrition Education.  To implement a curriculum that meets or exceeds the 
health and nutrition education objectives established by the Nebraska 
Department of Education. 

b. Physical Activity. To implement a curriculum that meets or exceeds the 
health and physical education objectives established by the Nebraska 
Department of Education. 

c. Other School Activities. To offer other suitable opportunities for students 
to engage in health-promoting activities. 

 
The Superintendent or designee shall establish such further goals as are determined 
appropriate to meet the stated mission. 

 
2. Nutrition Guidelines 
Nutrition guidelines have been selected by the District for all foods available in each 
school building during the school day with the objective of promoting student health and 
reducing childhood obesity. The guidelines are as follows:  (1) school breakfast and lunch 
programs will be offered which meet or exceed the requirements of federal and state law 
and regulatory authorities and (2) no foods in competition with the school lunch or 
breakfast program shall be sold or otherwise made available to students anywhere on 
school premises during the period of one-half hour prior to the serving period for 
breakfast and lunch and lasting until one-half hour after the serving of breakfast and 
lunch. The Superintendent or designee shall establish such further nutrition guidelines as 
are determined appropriate to meet the stated mission. 
 
3. Assurance for Reimbursable School Meals 
The District gives the assurance that the District’s guidelines for reimbursable school 
meals shall not be less restrictive than regulations and guidance issued by the Secretary of 
Agriculture pursuant to subsections (a) and (b) of section 10 of the Child Nutrition Act 
(42 U.S.C. 1779) and sections 9(f)(1) and 17(a) of the Richard B. Russell National 
School Lunch Act (42 U.S.C. 1758(f)(1), 1766(a)), as those regulations and guidance 
apply to the District. 
 
4. Plan for Measuring Implementation and Designation of Responsible Persons 
The Superintendent or the Superintendent’s designee is charged with operational 
responsibility for ensuring that the school meets the Wellness Policy. The Superintendent 
or designee shall measure implementation of the Wellness Policy by conducting periodic 
reviews or receiving periodic reports.  
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5. Development of Policy 
The District assures that development of the Wellness Policy involved parents, students, 
representatives of the District’s nutrition services department, the school board, school 
administrators, and the public. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  The Child Nutrition and WIC Reauthorization Act 

of 2004, 42 USC 1751; Regulations and Procedures for 
Accreditation of Schools, NDE Rule 10; National School 
Lunch Program, 42 U.S.C §§1751-1760, 1770; 7 CFR § 
210 

 
 
 
 
 

ADOPTED:  June 19, 2006 
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ADMINISTRATIVE REGULATION FOR SCHOOL WELLNESS POLICY 
 

Additional Wellness Goals, Nutrition Guidelines and Implementation Plan  
The School Wellness Policy establishes a mission of providing a curriculum, instruction, 
and experiences in the environment of a health-promoting school community, to instill 
habits of lifelong learning and health.  The School Wellness Policy authorizes the 
Superintendent to establish such further goals and nutrition guidelines as are determined 
appropriate to meet the stated mission.  This regulation sets forth additional goals and 
nutrition guidelines as appropriate to meet the District’s school wellness mission and 
implement the School Wellness Policy.  
 
Nutrition Education Activities to Promote Student Wellness 
The base goal is to implement a curriculum that meets or exceeds the health and nutrition 
education objectives established by the Nebraska Department of Education.  The 
administration establishes the following additional goals and actions to achieve such 
goals: 
  

1. Curriculum:  Nutrition education will be integrated into other subjects to 
complement, but not replace, the health and nutrition education curriculum 
that is provided in accordance with NDE Rule 10. Educators are to 
incorporate the promotion of healthy eating nutrition lifestyles in all 
subject areas as appropriate.   

 
2. Display Nutrition Education Materials: The cafeteria shall display posters 

or other communications suitable to the ages of students served that 
promote healthy nutrition choices (e.g., display food pyramid).  Educators 
are encouraged to incorporate such communications in their classrooms as 
well. 

 
3. Nutrition Health Events:  Educators are encouraged to search for and take 

advantage of events that promote nutrition education.  Activities may 
include: 
a. health fairs 
b. traveling health exhibits 
c. field trips to farm or food production facilities 
d. school gardens 
e. health speakers (school assemblies or class speakers on nutrition) 

 
4. Family: 

a. Parents are to be welcomed to join their children at school lunch as 
appropriate. 

b. School communications to parents will include information about 
healthy nutrition; such as by including information about healthy 
snacks for children. 
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5. Staff: Our employees are encouraged to be healthy role models for 

students. It is important for students to receive consistent messages.  Staff 
is discouraged from eating foods or drinking beverages of minimal 
nutritional value during the school day in the presence of students.      

 
Physical Activities to Promote Student Wellness 
The established goal is to implement a curriculum that meets or exceeds the health and 
physical education objectives established by the Nebraska Department of Education.  The 
administration establishes the following additional goals and actions to achieve such 
goals: 
 

1. Curriculum:  Health and physical education will be integrated into other 
subjects to complement, but not replace, the health and physical education 
curriculum provided in accordance with NDE Rule 10.  Educators are to 
incorporate physical activity promotion and non-sedentary lifestyles in all 
subject areas as appropriate.   

 
2. Physical Activity During the School Day: 

a. Recess:  Elementary students will have the opportunity for daily 
recess. Weather and other conditions permitting, recess will be 
outdoors. Students who are idle during recess are to be encouraged 
by supervising staff to engage in physical activity. Daily 
minimums are as follows: Pre-school: 30 minutes; Grades K-3: 50 
minutes; Grades 4-6: 35 minutes.  Minimums include lunch recess.  
Minimums are set for “ordinary” days and are subject to 
modification in the judgment of the educator when events such as 
field trips, testing, etc. occur during the day. 

b. Class Time:  Physical activity within class periods (e.g. stretching 
breaks when students are at task for more than 50 minutes) will be 
encouraged. 

 
3. Physical Activity To/From School: 

a. To encourage biking or walking to school, the administration will 
work with law enforcement and as appropriate volunteer parent 
safety monitors to provide safe routes to school. Bike racks will be 
established commensurate with need. 

b. In establishing bus pick up/drop off sites, the fact that students will 
have to walk farther from a particular site will not necessarily be 
considered as a negative factor. 

 
4. As Punishment:  Physical activity will not be used as punishment.  This 

guideline shall not apply to extra-curricular activities. Educators may use 
appropriate professional discretion to make exceptions to this guideline. In 
no event, however, will physical activity be used as a form of corporal 
punishment.  
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5. Display Physical Activity Educational Materials: The cafeteria, gym and 
health classrooms shall display posters or other communications suitable 
to the ages of students served that promote physical activity and non-
sedentary lifestyles (e.g., display sports posters, walking fitness posters).  
Educators are encouraged to incorporate such communications in their 
classrooms as well. 
 

6. Physical Activity Health Events:  Educators are encouraged to search for 
and take advantage of events that promote physical activity education.  
Activities may include: 
a. health fairs 
b. traveling health exhibits 
c. field trips to physical activity centers 
d. physical activity speakers (school assemblies or class speakers 

representing sports figures, medical people) 
 

7. Family: 
a. The school’s physical activity facilities (playground, gym) will be 

made available to use by parents with their children outside the 
normal school day, subject to priority use being for children and 
subject to other competing uses and safety and risk management 
considerations. 

b. School communications to parents will include information that 
promotes physical activity.  Such communications may include 
information about the benefits of physical activity to children and 
the distribution of information about youth sports programs. 

 
8. Staff: Our employees are encouraged to be healthy role models for 

students. It is important for students to receive consistent messages.  Staff 
is encouraged to be seen engaging in non-sedentary lifestyles. For 
example, staff is encouraged to walk or bike to work; use stairs even if an 
elevator available; and share as appropriate personal information about 
physical activities they engage in to remain fit.    

 
Other School Activities to Promote Student Wellness 
The established goal is to offer other suitable opportunities to students to engage in 
health-promoting activities.  The administration establishes the following additional goals 
and actions to achieve such goals: 
 

1. Extracurricular Programs: The District will offer athletic and other activity 
programs subject to and in compliance with the bylaws of the Nebraska 
School Activities Association.  Secondary school students will be offered 
the opportunity to participate in intramural sports activities commensurate 
with their interests and school resources. 
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2. After-School Facility Uses:  The school’s physical activity facilities 
(playground, gym) will be made available to use by students outside the 
normal school day, subject to other competing uses and safety and risk 
management considerations. 

 
3. Advertising: The administration will monitor advertising that occurs in the 

school and endeavor to limit messages that promote foods of minimal 
nutritional value. 

 
4. Staff Development:  

a. Professional staff members will be provided with professional 
development and guidance on appropriate practices and procedures 
to implement the school wellness goals and recommendations. 
Professional development activities will include activities each 
year related to the integration of physical activities and nutrition 
education into the academic curriculum, use of food as rewards 
and denial of physical activities as a disciplinary consequence, and 
other wellness goals and activities. 

b. The District will provide ongoing training and development for 
food service staff related to nutrition and wellness goals and 
activities. 

 
5. Community Resources:  The administration will coordinate the school 

wellness program efforts with those available from medical and other 
community organizations. 

 
Nutrition Guidelines 
The established nutrition guidelines for foods available in each school building during the 
school day are as follows:  (1) school breakfast and lunch programs will be offered which 
meet or exceed the requirements of federal and state law and regulatory authorities and 
(2) no foods in competition with the school lunch or breakfast program shall be sold or 
otherwise made available to students anywhere on school premises during the period of 
one-half hour prior to the serving period for breakfast and lunch and lasting until one-half 
hour after the serving of breakfast and lunch.  
 
The administration establishes the following additional nutrition guidelines and actions to 
meet the guidelines: 
 
1. Conditions for School Meals: 

a. Scheduling meals.  Lunch periods will be scheduled at times when 
students are in need of nutrition (e.g., in the middle of their school 
day). Students will be provided adequate time to eat. In general 
students will, upon arrival in the cafeteria, have at least 10 minutes 
to eat breakfast and 15 minutes to eat lunch. 
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b. Conditions for meals.  Efforts shall be made to establish 
comfortable and relaxed eating conditions. The factors to promote 
these conditions will be a clean, orderly environment, pleasant 
food services staff, adequate seating, enforcement of student 
conduct rules and adequate supervision. 

 
2. Selection of School Meals: 

a.   School Meals: School meals shall at a minimum meet nutrition 
requirements established by state and federal law.  The school food 
service staff is to offer meals that are of a nutritional value higher 
than that required.  Emphasize is to be on good menu planning 
principles that offer healthy food choices including lean meats, a 
variety of fruits and non-fried vegetables daily, whole grains once 
each week, and low-fat or nonfat milk daily. Locate these choices 
where they are readily accessible to students.  Limit portion sizes 
of desserts and fried foods.  

   
b.  Ala carte selections: Elementary students are to be offered 

balanced meals.  Elementary students are not to be sold individual 
food or beverage selections except for limited portions of low-fat 
foods, no-fat milk, fruits, and non-fried vegetables.  Middle School 
and High School students may be sold foods and beverage ala carte 
provided the ala carte items not include foods of minimal 
nutritional value and that the offerings include fruits, non-fried 
vegetables, and healthy beverages (waters and 100% fruit juices).   

 
3. Student’s Meals From Home:  Students will be discouraged from sharing food and be 

prohibited from sharing foods brought from home. Parents will be encouraged via 
health promotional materials to make healthy choices for student lunches. 

 
4. Closed Campus.  To encourage students to eat a nutritious lunch, students will not be 

permitted to leave school during the school day for the purpose of lunch.   
 

5. Vending machines: 
a.   Vending machines with foods of minimal nutritional value will not be 

available for student use at any school for the period of ½ hour 
before and ½ hour after breakfast and lunch periods. 

b.  Elementary school students: Vending machines with foods of 
minimal nutritional value will not be available to use by 
elementary school students at any time during the school day.  

c. Middle school students: Vending machines with foods of minimal 
nutritional value will not be available to use by middle school 
students for the period of ½ hour before and ½ hour after breakfast 
and lunch periods.  
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d. High school students: Vending machines with foods of minimal 
nutritional value will not be available to use by high school 
students for the period of ½ hour before and ½ hour after breakfast 
and lunch periods. 

e. Promotion of Healthy Choices: At least one vending machine in 
each school building shall include healthy choices (e.g., water, 
100% fruit juices, low-fat/non-fat milk, animal crackers, granola 
bars, whole-grain fruit bars, pretzels, nuts, plain trail mix).  

 
6. Foods available during the school day: 

a.   Water: Students will be allowed access to water during the school 
day.  Water fountains are available. Educators may in their 
discretion allow students to bring water bottles to classes.  Students 
will not be permitted to bring soda pop or other drinks or food to 
class.  

b. Food rewards.  Food will not be used as rewards. No foods are to 
be provided by the school or school staff during instructional time 
except: healthy foods, foods provided for instructional purposes 
(e.g., cultural programs, FCS classes, and foods given in 
accordance with a special education student’s IEP). 

c. Classroom Celebrations: 
i. Staff is not to offer students foods of minimal nutritional 

value for classroom celebrations. 
ii. Parents are to be encouraged to bring healthy foods for 

classroom celebrations. 
7. Fund-raising: 

a. School clubs are not to sell foods of minimal nutritional value for 
the period of ½ hour before and ½ hour after breakfast and lunch 
periods. 

b. Student clubs are encouraged to not sell foods of minimal 
nutritional value as part of fund-raising efforts.  

 
8. School activities/events:  

a.   Athletes:  Student athletes serve as role models.  Coaches are to 
encourage healthy eating by student athletes. The coaches’ 
conduct rules may limit consumption of foods of minimal 
nutritional value by their athletes during their sport season.   

b. Concessions:  Concession stands will include healthy food choices.  
Efforts will be made to reduce offerings of foods of minimal 
nutritional value. 

 
9. Definition of Foods of Minimal Nutritional Value:  For purposes of this regulation, 

“foods of minimal nutritional value” has the same meaning as in the federal 
regulations for the National School Lunch program.  Foods of minimal nutritional 
value are as follows: 
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Food of minimal nutritional value means: (i) In the case of 
artificially sweetened foods, a food which provides less than five 
percent of the Reference Daily Intakes (RDI) for each of eight 
specified nutrients per serving; and (ii) in the case of all other 
foods, a food which provides less than five percent of the RDI for 
each of 8 specified nutrients per 100 calories and less than 5% of 
the RDI for each of eight specified nutrients per serving. The 8 
nutrients to be assessed for this purpose are -- protein, vitamin A, 
vitamin C, niacin, riboflavin, thiamine, calcium, and iron. 
 
Specific foods of minimal nutritional value are: 
 
(1)   Soda Water. 
(2)   Water Ices (except those which contain fruit or fruit juices). 
(3)  Chewing Gum. 
(4) Certain Candies -- Processed foods made predominantly from 
sweeteners or artificial sweeteners with a variety of minor 
ingredients which characterize the following types: 

(i) Hard Candy -- A product made predominantly from sugar 
(sucrose) and corn syrup which may be flavored and 
colored, is characterized by a hard, brittle texture, and 
includes such items as sour balls, fruit balls, candy sticks, 
lollipops, starlight mints, after dinner mints, sugar wafers, 
rock candy, cinnamon candies, breath mints, jaw breakers 
and cough drops. 

(ii) Jellies and Gums -- A mixture of carbohydrates which are 
combined to form a stable gelatinous system of jelly-like 
character, and are generally flavored and colored, and 
include gum drops, jelly beans, jellied and fruit-flavored 
slices. 

(iii) Marshmallow Candies -- An aerated confection composed 
as sugar, corn syrup, invert sugar, 20 percent water and 
gelatin or egg white to which flavors and colors may be 
added. 

(iv) Fondant -- A product consisting of microscopic-sized sugar 
crystals which are separated by thin film of sugar and/or 
invert sugar in solution such as candy corn, soft mints. 

(v) Licorice -- A product made predominantly from sugar and 
corn syrup which is flavored with an extract made from the 
licorice root. 

(vi) Spun Candy -- A product that is made from sugar that has 
been boiled at high temperature and spun at a high speed in 
a special machine. 

(vii) Candy Coated Popcorn. -- Popcorn which is coated with a 
mixture made predominantly from sugar and corn syrup. 
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10. Definition of Healthy Foods:  For purposes of this regulation, “healthy foods” 
means foods that are not foods of minimal nutritional value, and that are low in 
fats, sodium and sugars, and high per serving in the nutrients which are needed to 
meet Reference Daily Intakes. 
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CONCUSSION AWARENESS 
 
Training to recognize the symptoms of concussions and brain injuries and how to seek 
their proper medical treatment shall be made available to coaches of the district’s athletic 
teams.  
The district will provide information on concussions and brain injuries to athletes and 
their parents or guardians prior to the beginning of practice or competition including at 
least: 
1. The signs and symptoms of concussions; 
2. The risks poses by sustaining a concussion; and 
3. The actions a student should take in response to sustaining a concussion including the 

notification of coaches. 
 
A student participating on a school athletic team shall be removed from a practice or 
game when reasonably suspected of having sustained a concussion or brain injury in that 
activity after observation by a coach or a licensed health care professional who is 
professionally affiliated with or contracted by the school.  
 
The injured student shall not be permitted to participate in any school supervised team 
athletic activities involving physical exertion, including, but not limited to, practices or 
games, until the student;  
1. has been evaluated by a licensed health care professional; 
2. has received written and signed clearance to resume participation in athletic activities 

from the licensed health care professional;  
3. has submitted the written and signed clearance to resume participation in athletic 

activities to the school accompanied by written permission to resume participation 
from the student’s parent or guardian. 

4. Return to Learn.  The Superintendent or designee shall develop a return to learn 
protocol for students who have sustained a concussion. The return to learn protocol 
shall recognize that students who have sustained a concussion and returned to school 
may need informal or formal accommodations, modifications of curriculum, and 
monitoring by medical or academic staff until the student is fully recovered. 

If a student is reasonably suspected after observation of having sustained a concussion or 
brain injury and is removed from an athletic activity as required above, the parent or 
guardian of the student shall be notified by the school of the date and approximate time of 
the injury suffered by the student, the signs and symptoms of a concussion or brain injury 
that were observed, and any actions taken to treat the student. 
 
It is the responsibility of the superintendent to implement this policy. 
 
Legal Reference:  LB 260  Concussion Awareness Act 
 
 
 
 

Revised June 9, 2014 
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RETURN FROM PEDIATRIC CANCER 
 

The Superintendent or designee shall make available training approved by the chief 
medical officer of the State on how to recognize that students who have been treated for 
pediatric cancer and returned to school may need informal or formal accommodations, 
modifications of curriculum, and monitoring by medical or academic staff.   
 
A 504 team meeting will be held, as appropriate, to develop individual return to learn 
accommodations and modifications.   
 
Legal Reference:  LB 511 (2015) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adopted July 13, 2015 
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CLASS OR STUDENT GROUP GIFTS 
 
The board welcomes gifts to the school district from a class or student group.  While 
class gifts to the school district do not require the approval of the superintendent, the 
board encourages students to consult with the superintendent or other licensed employees 
prior to selecting a gift for the school district. 
 
No principal, teacher, or other employee of the Board will accept money as a gift from 
any student.  Gifts of appreciation given by a class to a principal, teacher, or other 
employee of the Board will not exceed $40 in value.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   705.04 Gifts, Grants and Bequests 
 

Approved:  June 9, 2003 
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OPEN NIGHT 
 
In keeping with good community relations, student school activities will not be scheduled 
on Wednesday night beyond 6:00 p.m. whenever possible. It shall be the responsibility of 
the principal to oversee the scheduling of school activities for compliance with this 
policy.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:   1001 Principles and Objectives for Community Relations 
 

Approved:  June 9, 2003 
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STUDENT MEMORIALS 
 

The District will provide family and friends ample opportunities to express their grief 
upon the death of a student who was enrolled in one of the district's schools at the time of 
his/her death.  Such opportunities shall be in accordance with district rules and 
procedures. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  1005.02 Parent Relations Goals 
 

Approved:  June 9, 2003 
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601 
 

GOALS AND OBJECTIVES 
 
This series of the board policy manual is devoted to the goals and objectives for the delivery of the 
education program as described by the mission statement of the district.  The board's objective in the 
design, contents and the delivery of the education program is to provide an equal opportunity for 
students to pursue an education free of discrimination on the basis of race, creed, color, sex, national 
origin, marital status, religion or disability. 
 
In providing the education program of the school district, the board shall strive to meet its overall goal 
of providing the students an opportunity to develop a healthy social, intellectual, emotional, and physical 
self-concept in a learning environment that provides guidance and encourages critical thinking in 
students. 
 
In striving to meet this overall goal, the objectives of the education program are to provide students with 
an opportunity to: 
 
• Acquire basic skills in obtaining information, solving problems, thinking critically and 

communicating effectively; 
• Become effective and responsible contributors to the decision-making processes of the social and 

political institutions of the community, state and nation; 
• Acquire entry-level job skills and knowledge necessary for further education; 
• Acquire the capacities for a satisfying and responsible role as family members; 
• Acquire knowledge, habits and attitudes that promote personal and public health, both physical and 

mental; 
• Acquire an understanding of ethical principles and values and the ability to apply them to their own 

lives; 
• Develop an understanding of their own worth, abilities, potential and limitations; and, 
• Learn and enjoy the process of learning and acquire the skills necessary for a lifetime of continuous 

learning and adaptation to change. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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602.01 
 

SCHOOL CALENDAR 
 
The school calendar shall accommodate the education program of the school district.  The school 
calendar shall accommodate instruction for a minimum of 1,080 hours for students in grades nine 
through twelve, 1,032 hours for students in grades one through eight, and 400 hours for students in 
kindergarten. The school calendar shall include, but need not be limited to, days for student instruction, 
staff development, in-service days and teacher conferences. 
 
The academic school year for students is considered to include a minimum of one-hundred and eighty 
days in the school calendar.   
 
Special education students may attend school on a school calendar different from that of the regular 
education program consistent with their Individualized Education Program. 
 
It shall be the responsibility of the superintendent to develop the school calendar for recommendation, 
approval, and adoption by the board annually. 
 
The board may amend the official school calendar when the board considers the change to be in the best 
interests of the school district's education program. 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-211 
   NDE Rule 10.004.01A2 
 
Cross Reference: 503 Student Attendance 

604.03 Special Education 
 
 

Approved:  June 9, 2003 
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602.02 
 

SCHOOL DAY 
 
The normal student school day for Kindergarten through grade twelve shall consist of a minimum of six 
hours, not including the lunch period.  The school day consists of the schedule of class instruction and 
class activities as established and sponsored by the school district.  Any time during which school is 
dismissed for tournaments or contests, parent/teacher conferences, funerals, parades and school picnics 
may not be counted as part of the student's instructional time.  The minimum school day shall meet the 
requirements as established for the operation of accredited schools. 
 
The district may occasionally schedule a school day for less than the standard minimum number of 
hours due to the scheduling of staff development opportunities, parent-teacher conferences or special 
events occupying a portion of the day. Schedule revisions and changes in time allotments will be made 
by the superintendent. 
 
When the school is forced to close due to weather or other emergencies that part of the day during which 
school was in session will constitute a school day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Revised:  December 12, 2005 
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602.03 
 

OPEN OR CLOSED CAMPUS 
 
The campuses of the district are closed and students after arrival for morning classes will not, without 
permission of the principal, leave the campus for any purpose until they have completed their school 
requirements for the day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference:  503 Student Attendance 
   504.01 Student Due Process Rights 
   505 Student Discipline  
 
 

Approved:  June 9, 2003 
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603.01 
CURRICULUM DEVELOPMENT 

Curriculum development shall be an ongoing process in the school district.  Each curriculum area shall 
be reviewed and revised when necessary according to the timelines set out by the superintendent.  These 
timelines will provide for periodic review of each curriculum area. 
 
The superintendent shall be responsible for curriculum development and for determining the most 
effective way of conducting research of the school district's curriculum needs and a long-range 
curriculum development program.  In making recommendations to the board, the superintendent shall 
propose a curriculum that will: 
 
• fulfill the philosophy of the school district; 
• reflect the educational and operational needs assessment of the school district; 
• articulate courses of study from kindergarten through grade twelve; 
• identify minimum objectives for each course and, at the elementary level, for each grade; 
• provide for the evaluation of the procedures and methods for attaining the objectives; 
• provide for objective monitoring of a student's progress; 
• provide for the needs of vocational and college bound students; 
• include, if feasible, the course offerings requested by the students; 
• provide measurable quality academic content standards by the dates specified in Part 004 of Rule 10 

that are the same as, equal to or more rigorous than the adopted state standards of the Nebraska 
Department of Education. 

 
The above mentioned standards include the English Language Arts Standards (2014), Mathematics 
Standards (2015), Science Standards (2010) and Social Studies Standards (2012) as approved by NDE.  
Any changes from the specific standards as approved by NDE in those four areas will be attached to this 
policy. 
 
It shall be the responsibility of the superintendent to keep the board apprised of necessary curriculum 
changes and revisions and, if needed, to develop administrative regulations for curriculum development 
and recommendations to the board. 
 
Legal Reference: NDE Rule 10 

20 U.S.C. § 1232h (1994). 
   34 C.F.R. Pt. 98 (1996). 
Cross Reference: 102 Educational Philosophy of the District 
   104 Educational and Operational Planning 
   604 Instructional Curriculum 
   606 Instructional Materials 

Approved:  June 9, 2003 
Revised July 13, 2016 
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603.02 

CURRICULUM ADOPTION 
 
Curriculum of the school district must be recommended by the superintendent and approved by the 
board. 
 
The board may authorize the use of curriculum guides when it adopts the curriculum.  Such guides will 
be used when, in the opinion of the superintendent, they will be of assistance to the instructional 
program and will provide a consistent approach in the instructional program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. § 1232h (1994). 
   34 C.F.R. Pt. 98 (1996). 

 
Approved:  June 9, 2003 
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603.03 
 

CURRICULUM GUIDES AND COURSE OUTLINES 
 
Curriculum guides and course outlines will be written for all courses offered in the district.  
L.E.A.R.N.S. (Leading Educational Achievement through Rigorous Nebraska Standards) as adopted by 
the State Board of Education will be included.  Teachers are expected to adhere closely to the course of 
study adopted by the district.  Information regarding course offerings will be made available to all 
students and interested district patrons, upon request. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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603.04 
 

CURRICULUM EVALUATION 
 
When deemed necessary by the superintendent, and whenever a new program is proposed, the board will 
review the curriculum to determine its strengths and weaknesses.  The board may authorize the 
superintendent to appoint an ad hoc advisory committee to review the curriculum. 
 
The board shall review the students' performance on standardized tests, courses, and other indicators of 
student achievement deemed relevant by the board as a guideline for the effectiveness of the curriculum.  
It shall be the responsibility of the superintendent to provide the board with the test scores and grades 
along with the superintendent's comments about the school district's curriculum. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. § 1232h (1994). 
   34 C.F.R. Pt. 98 (1996). 
 
Cross Reference: 101 Educational Philosophy of the District 
   104 Educational and Operational Planning 
   611 Academic Achievement 
   604 Instructional Curriculum 
  

Approved:  June 9, 2003 
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603.05 
 

PILOT, EXPERIMENTAL OR INNOVATIVE PROJECTS 
 
The board welcomes new ideas in curriculum.  Proposals for pilot or experimental projects shall first be 
reviewed and analyzed by the superintendent.  The board will consider projects recommended by the 
superintendent.  Pilot and experimental projects approved by the board, the Nebraska Department of 
Education, or the U. S. Department of Education may be utilized in the education program. 
 
Students, who may be or are asked to participate in a research or experimental project or program, must 
have their parents' written consent on file prior to participating in the project or program.  A research or 
experimental program or project requiring parents' prior written consent is a program or project designed 
to explore or develop new or unproven teaching methods or techniques.  These programs or projects 
shall be designated as research or experimental projects or programs.  The educational materials of a 
program or project designated as a research or experimental program or project may be inspected and 
reviewed by the parents of the students participating or being considered for participation in the program 
or project.  The inspection and review by the parents shall be in accordance with board policy 606.02, 
"Instructional Materials Inspection." 
 
It shall be the responsibility of the superintendent to develop administrative regulations regarding this 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. § 1232h (1994). 
   34 C.F.R. Pt. 98 (1996).. 
 
Cross Reference: 604 Instructional Curriculum 
 

Approved:  June 9, 2003 
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604.01 
 

BASIC INSTRUCTION PROGRAM 
 
The basic instructional program shall include the courses required for each grade level by the Nebraska 
Department of Education.   
 
The basic weekly instructional program of students enrolled in the elementary grades shall include 
reading and language arts, mathematics, social studies, science, health, physical education, art, computer 
instruction, library media skills and music.  Writing skills shall be incorporated in all curricular areas.  
The district shall consider elementary grades to be all grades up to sixth. 
 
The basic yearly instructional program of students enrolled in the middle grades shall include reading, 
language arts, mathematics, social studies, science, and physical education. Writing skills shall be 
incorporated in all curricular areas.  Exploratory experiences shall be offered in vocational education, 
foreign language, art, music, guidance, and technology education.  The district shall consider middle 
grades seventh and eighth. 
 
The basic instructional program of students enrolled in the high school grades shall consist of a 
minimum of 400 instructional units including language arts (60 units), social science (40 units), 
mathematics (40 units), science (40 units), foreign language (20 units), vocational education (80 units), 
personal health and physical fitness (20 units), and visual and performing arts (40 units). Writing skills 
shall be incorporated in all curricular areas.  The instructional program shall include computer 
education.  The district shall consider high school grades to be all grades of ninth and above.  
 
Each instructional program shall be carefully planned for optimal benefit taking into consideration the 
financial condition of the school district and other factors deemed relevant by the board or 
superintendent.  Each instructional program's plan should describe the program, its goals, the effective 
materials, the activities and the method for student evaluation. 
 
It shall be the responsibility of the superintendent to develop administrative regulations stating the 
required courses and optional courses for the elementary, middle and high school grade programs. 
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604.01 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 10.005 - 10.007 

20 U.S.C. § 1232h (1994) 
   34 C.F.R. Pt. 98 (1996) 
Cross Reference: 102 Educational Philosophy of the District 

103 Equal Educational Opportunity 
   104 Educational and Operational Planning 
   603 Curriculum Development 

611 Academic Achievement 
Approved:  June 9, 2003 
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604.02 
 

SUMMER SCHOOL INSTRUCTION 
 
Generally, only drivers’ education will be offered during summer school.  However, the board, in its 
discretion, may offer summer school for one or more courses and student activities for students who 
need additional help and instruction or for enrichment in those areas.  This decision shall be within the 
discretion of the board. 
 
Upon receiving a request for summer school, the board shall weigh the benefit to the students and the 
school district as well as the school district's budget and availability of certificated employees to conduct 
summer school. 
 
It shall be the responsibility of the superintendent to develop administrative regulations regarding this 
policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 411.02 Summer School Certificated Employees 
   604 Instructional Curriculum 
   801.07 Summer School Program Transportation Service 

 
Approved:  June 9, 2003 
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604.03 
 

SPECIAL EDUCATION 
 
The board recognizes some students have different educational needs than other students.  The board 
shall provide an appropriate education program and related services to students identified in need of 
special education.  The special education services will be provided from birth until the appropriate 
education is completed, age twenty-one or to maximum age allowable in accordance with the law.  
Students requiring special education shall attend regular education classes, participate in extracurricular 
activities and receive services in a regular education setting to the maximum extent possible.  The 
appropriate education for each student shall be written in the student's Individualized Education Program 
(IEP). 
 
Special education students shall be required to meet the requirements stated in board policy or in their 
IEPs for graduation.  It shall be the responsibility of the superintendent to provide or make provisions 
for appropriate special education and related services. 
 
Children from birth through age 5 meeting the identification and verification procedures shall be 
provided special education services within the public education system.  The school district shall work 
in conjunction with the appropriate education agencies to provide services, at the earliest appropriate 
time, to children with disabilities.  This shall be done to ensure a smooth transition of children entitled to 
early childhood special education services. 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. §§1400 et seq. (1994). 
   34 C.F.R. Pt. 300 et seq. (1996). 
   Neb. Statute 79-1110 et seq. 
   92 NAC 51 (August 30, 2008) 
 
Cross Reference: 505 Student Discipline 
   507 Student Records 
   508.02 Administration of Medication to Students 
   508.08 Student Special Health Services 
   602.01 School Calendar 
   604 Instructional Curriculum 

611.07 Graduation Requirements 
 

Revised:  June 15, 2009
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604.04 
 

MULTICULTURAL EDUCATION 
 
Students shall have an equal opportunity for a quality education without discrimination, regardless of 
their race, religion, color, sex, marital status, national origin or disability. 
 
The education program shall be free of discrimination and provide equal opportunity for the students.  
The education program shall foster knowledge of and respect and appreciation for the culture, history 
and contributions of diverse cultural groups including, but not limited to, African Americans, Hispanic 
Americans, Native Americans, and Asian Americans.  It shall place special emphasis on human relations 
and sensitivity toward all races. 
 
The board shall adopt a written plan for the implementation of multicultural education and shall evaluate 
this plan at least every five years.  During the evaluation process, the board shall involve parents, 
students, employees and a diverse representation of the community members in assessing the 
effectiveness and appropriateness of the program.   The plan shall establish district goals for the 
multicultural program and will include staff development to assist the district in pursuing these goals.  
The plan shall include a process for selecting appropriate materials and shall incorporate multicultural 
education into all subject areas of the core curriculum of grades kindergarten through twelve.  
 
The superintendent will annually report the status of the multicultural education program to the board. 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-719 et seq. 
   NDE Rule 10.004.01A3  
   NDE Rule 16 
 
Cross Reference: 103 Equal Educational Opportunity 

600 Goals and Objectives of the Education Program  
 
 
   

Approved:  June 9, 2003 
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604.05 
 

HEALTH EDUCATION 
 
Students in grade levels one through twelve shall receive, as part of their health education, instruction 
about personal health; food and nutrition; environmental health; safety and survival skills; consumer 
health; family life; human growth and development; substance abuse and non-use, including the effects 
of alcohol, tobacco, drugs and poisons on the human body; human sexuality; self-esteem; stress 
management; interpersonal relationships; emotional and social health; health resources; prevention and 
control of disease; and communicable diseases, including acquired immune deficiency syndrome.  The 
purpose of the health education program is to help each student protect, improve and maintain physical, 
emotional and social well-being. 
 
The areas stated above shall be included in health education and the instruction shall be adapted at each 
grade level to aid understanding by the students. 
 
Parents who object to health education instruction in human growth and development may file a written 
request that the student be excused from the instruction.  The written request shall include a proposed 
alternate activity or study acceptable to the superintendent.  The superintendent shall have the final 
authority to determine the alternate activity or study. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504 Student Rights and Responsibilities 
   508 Student Health and Well-Being 
   608 Instructional Services 
 

Approved:  June 9, 2003 
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604.06 
 

PHYSICAL EDUCATION 
 
Students in grades one through eight shall be required to participate in physical education courses unless 
the principal of their attendance center excuses them.   
 
Students in grades nine through twelve are required to participate in two years or 20 instructional units 
of physical education.  Participation in health education courses may apply toward this requirement. 
 
Students may be excused from physical education courses if the student presents a written statement 
from a doctor stating that such activities could be injurious to the health of the student or the student has 
been exempted because of a conflict with the student's religious beliefs. 
 
Students who will not participate in physical education must have a written request or statement from 
their parents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506 Student Activities 
 

Approved:  June 9, 2003 
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604.07 
 

CAREER EDUCATION 
 
Preparing students for careers is one goal of the education program.  Career education will be written 
into the education program for grades kindergarten through twelve.  This education shall include, but not 
be limited to, awareness of self in relation to others and the needs of society, exploration of employment 
opportunities, experiences in personal decision-making, and experiences of integrating work values and 
work skills into their lives. 
 
It shall be the responsibility of the superintendent to assist certificated employees in finding ways to 
provide career education in the education program.  Special attention should be given to offering courses 
of vocational education.  The board, in its review of the curriculum, shall review the means in which 
career education is combined with other instructional programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Approved:  June 9, 2003 
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604.08 
 

DRIVER EDUCATION 
 
If the district provides a traffic safety education program, the program will be made available to all 
eligible resident students.  The district will charge a tuition rate as established by the board. 
 
Eligible nonresident students may enroll in the district’s traffic safety education program if resources are 
available.  Nonresident students may be charged tuition at a higher rate than resident students. 
 
The district will develop procedures for establishing tuition rates and enrolling nonresident students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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604.09 
 

TEACHING ABOUT RELIGION 
 
The school district is required to keep the practice of religion out of the school curriculum.  The board 
recognizes the key role religion has played in the history of the world and authorizes the study of 
religious history and traditions as part of the curriculum.  Preferential or derogatory treatment of a single 
religion shall not take place. 
 
It shall be the responsibility of the superintendent to ensure the study of religion in the schools in 
keeping with the following guidelines: 
 
• The proposed activity must have a secular purpose; 
• The primary objective of the activity must not be one that advances or inhibits religion; and 
• The activity must not foster excessive governmental entanglement with religion. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 605.5 Religious-Based Exclusion from a School Program 
   607.02 School Ceremonies and Observances  
      
 

Approved:  June 9, 2003 
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604.10 
 

ACADEMIC FREEDOM 
 
The board believes students should have an opportunity to reach their own decisions and beliefs about 
conflicting points of view.  Academic freedom is the opportunity of licensed employees and students to 
study, investigate, present, interpret, and discuss facts and ideas relevant to the subject matter of the 
classroom and appropriate to and in good taste with the maturity and intellectual and emotional 
capacities of the students. 
 
It shall be the responsibility of the teacher to refrain from advocating partisan causes, sectarian religious 
views, or biased positions in the classroom or through teaching methods.  Teachers are not discouraged 
from expressing personal opinions as long as students are aware it is a personal opinion and students are 
allowed to reach their own conclusions independently. 
 
It shall be the responsibility of the principal to ensure academic freedom is allowed but not abused in the 
classroom. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504    Student Rights and Responsibilities 
   1005.10  Distribution or Posting of Materials 
 

Approved:  June 9, 2003 
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604.11 
 

CITIZENSHIP 
 
Being a citizen of the United States, of Nebraska and of the school district community entitles students 
to special privileges and protections as well as requiring the students to assume civic, economic and 
social responsibilities and to participate in their country, state and school district community in a manner 
that entitles them to keep these rights and privileges. 
 
As part of the education program, students shall have an opportunity to learn about their rights, 
privileges, and responsibilities as citizens of this country, state and school district community.  As part 
of this learning opportunity students shall be instructed in the elements of good citizenship and the role 
quality citizens play in their country, state and school district community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 102 Educational Philosophy of the District 
   504 Student Rights and Responsibilities 
   505 Student Discipline 

      
Approved:  June 9, 2003 
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604.12 
 

GLOBAL EDUCATION 
 
Because of our growing interdependence with other nations in the world, global education shall be 
incorporated into the education program for grades kindergarten through twelve so that students have the 
opportunity to acquire a perspective on world issues, problems, and prospects for an awareness of the 
relationship between an individual's self-interest and the concerns of people elsewhere in the world.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 603 Curriculum Development 
   604 Instructional Curriculum 
   

Approved:  June 9, 2003 
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605.01 
 

INSTRUCTION AT A POST-SECONDARY EDUCATIONAL INSTITUTION 
 
Eligibility 
 
Students in grades nine through twelve may receive academic or vocational-technical credits that count 
toward the graduation requirements set out by the board for courses successfully completed in post-
secondary educational institutions.  Any 9th through 12th grade student who is under the age of 21 shall 
be eligible to apply to an institution of higher education for enrollment through the post-secondary 
options program if he or she: 
 
• Is deemed by the student and parent/guardian on the advice of the principal to be in need of course 

work at a higher academic level than that available at school 
 
• Is deemed by school personnel to show a high degree of maturity and responsibility, especially with 

regard to potential for completing post-secondary courses 
 
• Is deemed by school personnel to be in need of a different environment 
 
• Has given two months' written notice to the school district specifying the courses in which the 

student intends to enroll 
 
Academic Credit 
 
Academic credit granted for course work successfully completed by a student under this program shall 
count as high school credit toward graduation requirements unless credit is denied by the principal and 
the denial, if appealed, is upheld by the superintendent and the board on the basis that such credit is 
inappropriate.  An appeal procedure is provided in the event a student is denied high school credit.  A 
student participating in this program shall still be considered as enrolled in the district and eligible for all 
high school activities. 
 
Agreement with Institution 
 
When a student enrolls in courses at an institution of higher education for high school credit, the school 
district and the participating institution shall enter into a written cooperative agreement which shall 
include but not be limited to, the requirement that the student or parent/guardian for the first two courses 
taken in any one academic term upon successful completion of the courses.  The agreement shall include 
statements that any courses taken by students under this program also shall qualify as credit toward 
earning a degree or certificate at the institution of higher education. 
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605.01 
 
Payment of Tuition by Student 
 
The student or parent/guardian shall be responsible for paying the tuition associated with post-secondary 
courses taken by the student. The district shall not reimburse the student or parent/guardian for tuition 
for such courses. 
 
Transportation Costs 
 
The school district shall not provide or pay for transportation to the institution of higher education.  
Students shall be responsible for transportation without reimbursement to and from the location where 
the course is being offered. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 611 Academic Achievement 
 

Approved:  June 9, 2003 
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605.02 
 

INDIVIDUALIZED INSTRUCTION 
 
The board's primary responsibility in the management of the school district is the operation and delivery 
of the regular education program.  Generally, students attending the school district shall receive the 
regular education program offered by the district.  Only in exceptional circumstances will the board 
approve students receiving individualized instruction at the expense of the school district. 
 
Recommendations from the superintendent for individualized instruction shall state the need for the 
instruction, the objectives and goals sought for the instruction, the employee requirements for the 
instruction, the implementation procedures for the instruction and the evaluation procedures and 
processes that will be used to assess the value of the instruction. 
 
It shall be the responsibility of the superintendent to develop administrative regulations for 
individualized instruction. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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605.03 
 

PROGRAM FOR TALENTED AND GIFTED STUDENTS 
 
The district is committed to an educational program that recognizes, identifies and serves the unique 
needs of talented and gifted students.  Talented and gifted students are those who have been identified as 
having high performance capability in such areas as intellectual, creative, or artistic capacity or in 
specific fields and who require accelerated or differentiated curriculum programs in order to develop 
those capabilities fully. 
 
The board directs the superintendent to develop a written identification process for identifying talented 
and gifted students in grades K-12.  The identification process shall include an appeals process for 
parents/guardians who wish to request reconsideration.   
 
A written plan that identifies programs or services to be provided to address the assessed needs of 
identified students shall be similarly developed.  The plan shall include: 
 
• The district's philosophy on educational service to learners with high ability; 
• The district's operational definition of a high ability learner; 
• Goals and objectives of the program; 
• A description of the programming services, options and strategies to be provided under this plan; 
• Yearly evaluation procedures to allow for input from parents, educators, students, and community 

members; 
• Staff development training and support provided within the plan; and 
• An outline of program management. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-1106 et seq. 
   NDE Rule 3 
 
Cross Reference: 102 Educational Philosophy of the District 

611 Academic Achievement 
 

Approved:  June 9, 2003 
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605.04 
 

PROGRAM FOR AT-RISK STUDENTS 
 
The board recognizes some students require additional assistance in order to graduate from the regular 
education program.  The board shall provide a plan to encourage and provide an opportunity for at-risk 
students to achieve their potential and obtain their high school diploma. 
 
It shall be the responsibility of the superintendent to develop a plan for students at-risk which provides 
for identifying students, for program evaluation, and for the training of employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 608.01 Student Guidance and Counseling Program 
   611 Academic Achievement 

 
 

Approved:  June 9, 2003 



30  

605.05 
 

RELIGIOUS-BASED EXCLUSION FROM A SCHOOL PROGRAM 
 
Parents who wish to have their child excluded from a school program because of religious beliefs must 
inform the superintendent.  The board authorizes the administration to allow the exclusion if it is not 
disruptive to the education program and it does not infringe on a compelling state or educational interest.  
Further, the exclusion must not interfere with other school district operations. 
 
In notifying the superintendent, the parents shall abide by the following: 
 
1. The notice shall be in writing; 
2. The objection shall be based on religious beliefs; 
3. The objection shall state which activities or studies violate their religious beliefs; 
4. The objection shall state why these activities or studies violate their religious beliefs; and 
5. The objection shall state a proposed alternate activity or study. 
 
The superintendent shall have discretion to make this determination.  The factors the superintendent 
shall consider when a student requests to be excluded from a program or activity because of religious 
beliefs include, but are not limited to, staff available to supervise a student who wishes to be excluded, 
space to house the student while the student is excluded, available superintendent-approved alternative 
course of study or activity while the student is excluded, number of students who wish to be excluded, 
whether allowing the exclusion places the school in a position of supporting a particular religion, and 
whether the program or activity is required for promotion to the next grade level or for graduation. 
 
Students who are allowed to be excluded from a program or activity which violates their religious 
beliefs shall be required to do an alternate supervised activity or study. 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 604 Instructional Curriculum 
   607.02 School Ceremonies and Observances 

  
Approved:  June 9, 2003 
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605.06 
 

ENGLISH AS A SECOND LANGUAGE 
 
The School Board recognizes the need to provide equal educational opportunities for all students in the 
district.  Therefore, if the inability to speak and understand the English language due to national origin 
or non-English speaking environments excludes a student from effective participation in the educational 
programs offered by the district, the district shall take appropriate action to rectify the English language 
deficiency in order to provide the student equal access to its programs.  The board directs the 
administration to develop and implement procedures which: 
 
• Appropriately identify and evaluate students with limited English proficiency (LEP).  Limited 

English proficient students are those whose native/home language is a language other than English 
and whose English language skills of listening, speaking, reading and writing are not developed to a 
level at which they can achieve challenging performance standards in a regular classroom. 

 
• Determine the appropriate instructional environment for LEP students. 
 
• Monitor progress of students receiving English as a Second Language (ESL) or bilingual instruction 

in order to determine their readiness for the mainstream classroom environment. 
 
• Establish professional standards for staff members who teach bilingual or English as a Second 

Language programs and provide development opportunities for staff members when needed. 
 
Where feasible, the district may provide support for the student's use of the native language while 
developing English language skills. 
 
 
 
 
 
 
 
 
 
Legal Reference: Title VI, Civil Rights Act of 1964. 
   20 U.S.C. §§ 1701 et seq. 
 
Cross Reference: 103 Equal Educational Opportunity 
   601 Goals and Objectives  
 

Approved:  June 9, 2003 
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605.07 
 

DUAL ENROLLMENT 
 
The parent, guardian, or custodian of a student receiving instruction at a private, denominational or 
parochial school, or a school choosing not to meet accreditation or approval requirements may also 
enroll the student in the school district.  The student shall be considered under dual enrollment.  The 
parent, guardian, or custodian requesting dual enrollment for the student should notify the 
superintendent on a form provided by the school district.  On the form, they shall indicate the academic 
courses and extracurricular activities in which the student is interested in participating. 
 
A dual enrollment student is eligible to participate in the school district's academic and extracurricular 
activities in the same manner as other students enrolled in the school district to the extent allowed within 
NSAA regulations.  The policies and administrative rules of the school district shall apply to the dual 
enrollment students in the same manner as the other students enrolled the school district.  These policies 
and administrative rules shall include, but not be limited to, athletic eligibility requirements, rules 
governing student conduct, academic eligibility requirements, and payment of the fees required for 
participation. 
 
It shall be the responsibility of the superintendent to develop administrative regulations regarding 
deadlines, specific courses or activities approved, restrictions of classroom space, maximum or 
minimum course number limitations and other procedures for this policy. 
 
Cross Reference: 502 Student Admissions 

504 Student Rights and Responsibilities 
   505 Student Discipline 
   506 Student Activities 
   508 Student Health and Well-Being 
   611  Academic Achievement 
    Enrollment Process See Appendix A and Appendix B 
 
 
 
 
 
 
 
 
 
 

Revised July 17, 2006 
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606.01 
 

INSTRUCTIONAL MATERIALS SELECTION 
 
The board has sole discretion to approve instructional materials for the school district.  This authority is 
delegated to certificated employees to determine which instructional materials, other than textbooks, will 
be utilized by and purchased by the school district. 
 
In reviewing current instructional materials for continued use and in selecting additional instructional 
materials, certificated employees shall consider the current and future needs of the school district as well 
as the changes and the trends in education and society.  It shall be the responsibility of the 
superintendent to report to the board the action taken by certificated employees. 
 
In making its recommendations to the superintendent, the certificated employees will select materials 
which: 
 
• support the educational philosophy, goals and objectives of the school district; 
• consider the needs, age, and maturity of students; 
• are within the school district's budget; 
• foster respect and appreciation for cultural diversity and difference of opinion; 
• stimulate growth in factual knowledge and literary appreciation; 
• encourage students to become decision-makers, to exercise freedom of thought and to make 

independent judgment through the examination and evaluation of relevant information, evidence and 
differing viewpoints; 

• portray the variety of careers, roles, and lifestyles open to persons of both sexes; and, 
• increase an awareness of the rights, duties, and responsibilities of each member of a multicultural 

society. 
 
In the case of textbooks, the board shall make the final decision after receiving a recommendation from 
the superintendent.  The criteria stated above for selection of other instructional materials shall apply to 
the selection of textbooks.  The superintendent may develop another means for the selection of 
textbooks.  Textbooks shall be reviewed as needed and at least every five years. 
 
Education materials given to the school district must meet the criteria established above.  The gift must 
be received in compliance with board policy. 
 
 
Cross Reference: 203.07 Advisory Board Committees 

603 Curriculum Development 
611 Academic Achievement 

 
Approved:  June 9, 2003 
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606.02 
 

INSTRUCTIONAL MATERIALS INSPECTION 
 
Parents and other members of the school district community may view the instructional materials used 
by the students.  All instructional materials, including teacher's manuals, films, tapes or other 
supplementary material which will be used in connection with any survey, analysis, or evaluation as part 
of any federally funded programs must be available for inspection by parents.   
 
The instructional materials must be viewed on school district premises.  Copies may be obtained 
according to board policy. 
 
It shall be the responsibility of the superintendent to develop administrative regulations regarding the 
inspection of instructional materials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 603 Curriculum Development 
   1003 Public Examination of District Records 
  

Approved:  June 9, 2003 
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606.03 
 

OBJECTION TO INSTRUCTIONAL MATERIALS 
 
Members of the school district community may object to the instructional materials utilized in the school 
district and ask for their use to be reconsidered. 
 
It shall be the responsibility of the superintendent, in conjunction with the principals, to develop 
administrative regulations for reconsideration of instructional materials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 202.12 Public Participation in Board Meetings 
   403.05 Public Complaints About Employees 

603 Curriculum Development 
 

Approved:  June 9, 2003 



36  

606.04 
 

TECHNOLOGY AND INSTRUCTIONAL MATERIALS 
 
The board supports the use of innovative methods and the use of technology in the delivery of the 
education program.  The board encourages employees to investigate economical ways to utilize 
instructional television, audiovisual materials, computers, and other technological advances as a part of 
the curriculum. 
 
It shall be the responsibility of the superintendent to develop a plan for the use of technology in the 
curriculum and to evaluate it annually.  The superintendent shall report the results of the evaluation and 
make a recommendation to the board annually regarding the use of technology in the curriculum. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 603 Curriculum Development 
 

Approved:  June 9, 2003 
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606.05 
 

MEDIA CENTERS 
 
The school district shall maintain a media center at each campus for use by students and employees 
during the school day to expand the opportunity for learning, contribute to literacy, support the local 
curriculum, and enhance and enrich learning experiences for all students. 
 
Materials for the centers will be acquired according to Board Policy 606.01, "Instructional Materials 
Selection" and will meet the minimum requirements of the Nebraska Department of Education. 
 
It shall be the responsibility of the principal of the building in which the media center is located to 
oversee the use of materials in the media center. 
 
It shall be the responsibility of the superintendent to develop procedures for the selection and 
replacement of both library and instructional materials, for the acceptance of gifts, for the removal of 
obsolete library and instructional materials, and for the handling of challenges to library materials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 10.004.04 
 
Cross Reference: 603 Curriculum Development 
 

Approved:  June 9, 2003 
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606.06 
 

 
ACCEPTABLE USE OF COMPUTERS, TECHNOLOGY AND THE INTERNET 

 
The Board supports the use of computers, technology and the Internet in the District's instructional 
program as a resource to educate and inform.  The use of these resources shall be consistent with the 
curriculum adopted by the School District and shall be employed in an appropriate and responsible 
manner to meet the varied instructional needs, learning styles, abilities and developmental levels of 
students. 
 
Technology resources of the district shall not be used for personal use unless the user has entered into an 
agreement with the district that makes such use compliant with the law. 
 
Procedures and Guidelines 
 
The Superintendent shall develop and implement appropriate procedures to provide guidance for 
computer use and Internet access.  Guidelines shall address teacher supervision of computer use, ethical 
use of electronic media, and the District’s ownership and right of administrative review of electronic 
files and communications. The term “electronic media” includes, but is not limited to, the Internet, e-
mail and other technological resources. 
 
The guidelines shall prohibit utilization of networks for inappropriate or illegal activities, the intentional 
spreading of imbedded messages (viruses) or the use of other programs with the potential of damaging 
or destroying programs, data or equipment.  The guidelines will describe the District's limitation of 
liability and will establish that the use of computers, technology and the Internet is a privilege, not a 
right.  Violation of the procedures and guidelines will result in cancellation of those privileges and 
appropriate disciplinary action. 
 
Technology Protection Measure 
 
The District will implement a technology protection measure that will block or filter Internet access to 
visual depictions that are obscene, pornographic or of a harmful nature to minors.  Operation of this 
measure will be monitored and enforced during use of computers by minors. 
 
Audit of Use 
 
Users with network access shall not utilize District resources to establish electronic mail accounts 
through third-party providers or any other nonstandard electronic mail system.  Participation in chat 
rooms is prohibited without specific prior approval by the system administrator.  The Superintendent 
shall establish a process to determine whether the District's education technology is being used for 
purposes prohibited by law or for accessing prohibited materials.  The process may include, but not be 
limited to: 
 
• Utilizing blocking/filtering software. 
 
 
 
• Turning off the "auto load images" feature of the Internet browser. 
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• Using a proxy server to control accessible websites. 
 
Appropriate Internet Behavior On Social Websites 
 
The district recognizes its responsibility to educate students regarding appropriate behavior on social 
networking and chat room sites about cyberbullying. Therefore, students shall be provided instruction 
about appropriate online behavior, including interacting with other individuals on social networking 
sites and in chat rooms and cyberbullying awareness and response. 
 
Student Use 
 
A written parental permission and agreement form will be required prior to the student being granted 
access to electronic media involving District technological resources.  The form will specify acceptable 
uses, rules of on-line behavior, access privileges and penalties for procedural violations.  It must be 
signed by the parent or legal guardian of minor students (under age 18) and by the student.   This 
document will be kept on file as a legal, binding document.  In order to rescind the agreement, the 
student's parent/guardian (or the student who is at least 18 years old) must provide the Superintendent 
with a written request. 
 
The district will obtain verifiable parental consent prior to allowing third parties to collect personal 
information online from students in compliance with the Children’s Online Privacy Protection Act. 
 
Staff Use 
 
A written staff agreement form will be required for all employees having access to electronic media.  
Staff shall confine e-mail use to work-related purposes and a reasonable, appropriate and limited 
personal use that does not interfere with their district duties.  The agreement form will refer to the 
procedures and guidelines for use of computers and the Internet, describe prohibitions and limitations on 
the use of these resources and state the employee's responsibility for the security of individual 
passwords. 
 
Community Use 
 
On recommendation of the Superintendent, the Board will determine the conditions and limits under 
which equipment and services will be made available to the community.  Upon request to the Building 
Principal, community members may have access to electronic resources and programs available through 
the District, provided they attend any required training and abide by the rules of usage established by the 
Superintendent.  A written agreement form will be required for all community members having access to 
these resources indemnifying the District from claims by community users. 
 
Disregard of Rules 
 
Individuals who refuse to sign required acceptable use documents or who violate District rules 
governing the use of District technology shall be subject to loss or restriction of the privilege of using 
computers, technology or the Internet and related resources. 
 
Responsibility for Damages 
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Individuals shall reimburse the Board for repair or replacement of District property lost, stolen, 
damaged, or vandalized while under their care. 
 
Responding to Concerns 
 
School officials shall apply the same criterion of educational suitability used to review other educational 
resources when questions arise concerning access to specific databases or other electronic media. 
 
Legal Reference: 20 U.S.C. sec. 1232g (1988) (Family Educational Rights and    
  Privacy Act) 
   47 U.S.C. 201 et seq. (Communications Decency Act of 1995) 
   Children’s Internet Protection Act and Neighborhood CIPA of    
  2000 
   Children’s Online Privacy Protection Act of 1998 with revisions 
   Nebraska Statutes 79-2104 
 
Cross Reference: 102 Educational Philosophy of the District 
   401 Guiding Principles for Employees 
   504 Student Rights and Responsibilities 
   507 Student Records 
   603 Curriculum Development 
   604 Instructional Curriculum 
   1006 Use of District Facilities and Equipment 
 

Approved:  June 9, 2003 
Revised August 15, 2016 
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606.07 
 

 
DISTRICT WEB SITE 

 
The board supports and encourages the publication of a district web site to improve community 
relations, to foster creativity and to demonstrate student learning.  It is a means of providing information 
to the community about school events and classroom activities, and provides an effective line of 
communication between the community, staff and students. 
 
The superintendent is directed to develop written web site regulations that pursue the benefits of 
maintaining a web site while protecting the school and community from its potential misuse.  The 
superintendent will designate a staff member (herein called the Computer Coordinator) to implement the 
web site regulations and to review all materials published on the web site.  All web pages on the web 
site will conform to this policy and the corresponding regulations. 
 
Staff Web Pages 
 
Staff may create web pages to use in class activities or to provide a resource for other staff members.  
Staff web pages must reflect the educational goals and objectives of the district.  District employees, 
board members or guests may not establish personal web pages using district resources.  
 
School or Class Web Pages 
 
Schools or classes may establish web pages that present information about the school or class activities.  
The Building Principal will designate an individual to be responsible for managing the school web site 
under the supervision of the computer coordinator.  Teachers will be responsible for maintaining their 
class pages. 
 
Extracurricular Organization Web Pages 
 
Extracurricular organizations may establish web pages with the approval of the organization sponsor and 
the computer coordinator.  Material presented on the organization web page must relate specifically to 
organization activities.   
 
Student Web Pages 
 
Students may establish personal web pages with staff sponsorship and approval by the computer 
coordinator.  Material presented in the student's web pages must be related to the student's educational 
and career preparation activities. 
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606.07 
 
Other Web Pages 
 
The district may allow other organizations such as parent-teacher groups, booster clubs, school 
foundations, etc. to publish web pages providing they conform to this policy and the corresponding 
administrative regulations. 
 
Other Information 
 
No personal contact information about a student, such as home address, phone number, or e-mail 
address will be available on the web site.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. sec. 1232g (1988) (Family Educational Rights and    Privacy Act) 
   47 U.S.C. 201 et seq. (Communications Decency Act of 1995) 
   Neb. Statute 79-2104 
     
Cross Reference: 504 Student Rights and Responsibilities 
   507 Student Records 
   603 Curriculum Development 
   604 Instructional Curriculum 
   606.05 Media Centers 
   1006 Use of District Facilities and Equipment 

 
Approved:  June 9, 2003 
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606.08 

 
 

REPRODUCTION OF COPYRIGHTED MATERIALS 
 
It is the intent of the Board to abide by the provisions of current copyright and intellectual property laws 
as they affect the school district and its employees.  The district shall educate staff and students 
regarding the harms of copyright piracy. 
 
Copyrighted materials, whether they are print or non-print, will not be duplicated, reproduced, 
distributed or displayed for district-sponsored activities or by using district equipment except in 
accordance with law. 
 
While the district encourages its staff to enrich learning programs by making proper use of 
supplementary materials, it is the responsibility of district staff to abide by the district's copying 
procedures and obey the requirements of the law. In no circumstances shall it be necessary for district 
staff to violate copyright requirements in order to perform their duties properly. The district cannot be 
responsible for any violations of the copyright law by its staff. 
 
Any staff member who is uncertain as to whether reproducing or using copyrighted material complies 
with district procedures or is permissible under the law, should consult the superintendent.  The 
superintendent will assist staff in obtaining proper authorization to copy or use protected materials, 
when such authorization is required. 
 
The superintendent is responsible for implementing this policy and creating procedures to guide 
employees in following copyright compliance. 
 
Legal Reference:        P.L. 94-553, Federal Copyright Law of 1976 (U.S. Code, Title 17) 
 P.L. 105-304, Digital Millennium Copyright Act of 1998 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    

Adopted July 13, 2016 
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607.01 
 

CLASS SIZE - CLASS GROUPING 
 
It shall be within the sole discretion of the board to determine the size of classes and to determine 
whether class grouping shall take place.  The board shall review the class sizes annually. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board on class size 
based upon the financial condition of the school district, the qualifications of and number of certificated 
employees, and other factors deemed relevant to the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 502.02 Nonresident Students 
 

Approved:  June 9, 2003 



45  

607.02 
 

SCHOOL CEREMONIES AND OBSERVANCES 
 
The school district will continue school ceremonies and observances which have become a tradition and 
a custom of the education program.  Such ceremonies or observances shall have a secular purpose and 
shall not advocate or sponsor a particular religion.  Students who do not wish to participate in these 
activities may be silent during the ceremony or observance or receive permission from the principal to 
be excused from the ceremony for religious reasons in compliance with board policy. 
  
September 17 shall be designated as Constitution Day. The district shall hold an educational program(s) 
for all students on the United States Constitution each September 17.  When September 17 falls on a 
Saturday, Sunday, or holiday, then Constitution Day shall be held during the preceding or following 
week. 
 
For grades kindergarten through twelve, each school in the district shall establish a period of time during 
the day, when a majority of pupils is scheduled to be present, during which pupils will be led in the 
recitation of the Pledge of Allegiance in the presence of the flag of the United States.  Pupil participation 
in the recitation shall be voluntary.  Pupils not participating in the recitation shall be permitted to silently 
stand or remain seated, but shall be required to respect the rights of those pupils electing to participate. 
 
Legal Reference  P.L. 108-477 (Consolidate Appropriations Act of 2005) 
    NDE Rule 10.003.12      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised November 12, 2012 
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607.03 
 

ANIMALS IN THE CLASSROOM 
 
Live animals will not be allowed in school district facilities except under special circumstances and only 
for an educational purpose.  Permission from the principal will be required of anyone wishing to bring 
an animal into school district facilities.  Appropriate supervision of animals is required when animals are 
brought into the school district facilities. 
 
The person bringing the animal must furnish transportation for the animal brought to school.  Animals 
will not be allowed to travel to and from the student's attendance center on the school bus without prior 
approval from the principal. 
 
It shall be the responsibility of the principal to determine appropriate supervision of animals in the 
classroom. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 508 Student Health and Well-Being 
 

Approved:  June 9, 2003 
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607.04 
 

STUDENT PRODUCTION OF MATERIALS AND SERVICES 
 
Materials and services produced by students at the expense of the school district are the property of the 
school district.  Materials and services produced by students at the student's expense, except for 
incidental expense to the school district, are the property of the student. 
 
It shall be the responsibility of the superintendent to determine incidental expense. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 409.04 Certificated Employee Publication or Creation of Materials 

504.19 Student Fees 
 

Approved:  June 9, 2003 
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607.05 
 

STUDENT FIELD TRIPS AND EXCURSIONS 
 
The principal may authorize field trips and excursions when such events contribute to the achievement 
of education goals of the school district.  The school district will provide transportation for field trips 
and excursions.  Excursions are defined as brief educational trips beyond the boundaries of the school 
grounds beginning and ending in a single class period.  
 
In authorizing field trips and excursions, the principal shall consider the financial condition of the school 
district, the educational benefit of the activity, the inherent risks or dangers of the activity, and other 
factors deemed relevant by the superintendent.  Written parental permission will be required prior to the 
student's participation in field trips.  The superintendent's approval will be required for field trips outside 
the state.  Board approval will be required for field trips, which involve unusual length or expense. 
 
Field trips and excursions are to be arranged with the principal well in advance.  The employee must 
submit a detailed schedule and budget.  The school district will be responsible for obtaining a substitute 
teacher if one is needed.  Following field trips and excursions, the teacher may be required to submit a 
written summary of the event.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504.03 Student Conduct 
   506.01 Student Activity Eligibility 
   604 Instructional Curriculum 
   801 Transportation 
 
 

Approved:  June 9, 2003 
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607.06 
 

COLLECTION OF MONEY BY TEACHERS 
 
Teachers in grades K-6 will not be required to collect money from students for activities other than the 
following: lost or damaged books or equipment. 
 
Teachers in grades 7-12 will not be required to collect money from students for activities other than the 
following:  rental charges, and lost or damaged books or equipment. 
 
Teacher sponsors of student government, productions, dances, athletic events, or other grade level or 
school-wide activities may be required to handle funds associated with these activities.  Teachers will be 
aware of, and comply with, provisions of the district's policy on student fees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504.19 Student Fees 
   506 Student Activities  
 

Approved:  June 9, 2003 
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607.07 
 

PLANNING AND RECORD-KEEPING BY TEACHERS 
 
Quality lesson planning is necessary to help ensure the teacher that key elements of an effective lesson 
are presented.  Lesson plans aid the principal, supervisor and substitute teachers in understanding the 
regular classroom teacher's plan for teaching the course of study as adopted by the School Board.  
Lesson plans should also be prepared by teachers whose assignment may vary from regular classroom 
work in order that their scheduled activities may be observed with understanding or replicated by a 
substitute teacher.  Generally, teachers will prepare lesson plans on a weekly basis although they are 
expected to have general plans which cover the length of the course.  Plans will be kept by the classroom 
teacher in a place known to and accessible to the building administrators.  The principal may further 
require teachers to provide copies of lesson plans to the school office at reasonable times and intervals 
as determined by the principal. 
 
The lesson plan should be of sufficient length and substance to allow a substitute teacher to carry on the 
course of study and to provide a means by which principals and supervisors may monitor instruction to 
assure that the educational program in a particular class or activity is related to the district-approved 
course of study. 
 
Although the district will provide lesson plan books, principals may request another system or format for 
the presentation of lesson plans provided it meets the purpose of planning.  Principals may also require 
more detail or specific plans to assist individual teachers, or they may minimize the use of lesson plans 
when such action will not compromise the stated purpose of lesson planning. 
 
It is recognized that provision for flexibility is essential within the lesson plan to allow for unexpected 
changes and varying learning rates. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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607.08 
 

SCHOOL VOLUNTEERS 
 
Citizens who voluntarily contribute their time and talents to the improvement and enrichment of the 
public schools’ instructional and other programs are valuable assets.  The board encourages constructive 
participation of groups and individuals in the school to perform appropriate tasks during and after school 
hours under the direction and supervision of professional personnel. 
 
The administration is responsible for the recruitment, use, coordination and training of volunteers.  
These assignments will be carried out as directed or delegated by the superintendent.  Every effort 
should be made to use volunteer resources in a manner which will ensure maximum contribution to the 
welfare and educational growth of students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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608.01 
 

STUDENT GUIDANCE AND COUNSELING PROGRAM 
 
The board shall provide a student guidance and counseling program.  The guidance counselor shall be 
certified with the Nebraska Department of Education in guidance and counseling and hold any 
additional qualifications required by the board.  The guidance and counseling program will serve grades 
K - 12.  The program will assist students with their personal, educational, social and career development.  
It will provide assistance to students in academic planning and placement.  The program shall be 
coordinated with the education program and involve certificated employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 507 Student Records 
   604 Instructional Curriculum 
   605 Alternative Programs 
 

 
Approved:  June 9, 2003 
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608.02 
 

STUDENT HEALTH SERVICES 
 
Health services shall be coordinated with the health education and physical education curriculum.  The 
program shall be designed to help each student protect, improve and maintain physical, emotional and 
social well-being.  Areas to be considered include, but are not limited to: 
 
• Environmental health and safety; 
• Emergency health procedures and responsibilities; 
• Health promotion; 
• Communicable disease prevention and control; 
• Staffing for the school health program; 
• Administering of prescription medication; 
• Acute or chronic health problems; 
• Health assessment and screening; 
• Record keeping; and 
• Program evaluation. 
 
Nurses and other medical employees employed by or requested to conduct services for the board shall 
hold and maintain a current Nebraska license and meet the requirements of the Nebraska Department of 
Education if required by the school district.  In addition to the health services provided in the 
curriculum, the school district will provide the following district-wide health services: 
 
• Annual vision screening tests; 
• Annual audiometer screening tests; 
• Annual spinal screening;  
• Annual height and weight measurement; and  
• Monitor student records for evidence of immunization as required by state statute. 
 
The services listed above will be provided in conjunction with state public health officials and local 
hospitals. 
 
The superintendent shall provide a written report on the role of health services in the education program 
to the board annually. 
 
 
 
 
Cross Reference: 502.03 Entrance - Admissions 
   508 Student Health and Well-Being 
 

Approved:  June 9, 2003 
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609.01 
 

EVALUATION OF INSTRUCTIONAL PROGRAMS 
 
The board supports building level school improvement processes and projects for the purpose of 
attaining higher educational achievement levels for the district's students.  An important part of school 
improvement is the on-going evaluation of the curriculum and instructional program of the district.  
Programs will be evaluated with respect to both their effectiveness and efficiency as means of delivering 
student education. 
 
The superintendent shall develop guidelines by which the instructional staff will evaluate the 
instructional program on a periodic basis.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: NDE Rule 10.004.07A 
 

Approved:  June 9, 2003 
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610.01 
 

TEST OR ASSESSMENT SELECTION 
 
A comprehensive testing program shall be established and maintained to evaluate the education program 
of the school district and to assist in providing guidance or counseling services to students and their 
families. 
 
No student shall be required, as part of a program funded by the United States Department of Education, 
to submit, without prior written consent from the student's parent, to surveys, analysis or evaluation 
which reveals information concerning: 
 
• political affiliations; 
• mental and psychological problems potentially embarrassing to the student or the student's family; 
• sex behavior and attitudes; 
• illegal, anti-social, self-incriminating and demeaning behavior; 
• critical appraisals of other individuals with whom students have close family relationships; 
• legally recognized, privileged and analogous relationships, such as those of lawyers, physicians and 

ministers; or 
• income, but not including income required by law to determine eligibility for participation in a 

program or for receiving financial assistance under such program. 
 
As part of any program funded by the United States Department of Education, the district shall obtain 
written parental consent prior to the participation of any student under the age of 18 in any mental health 
survey, analysis, evaluation or assessment.  The consent form shall describe in detail the purpose, 
provider, beginning time and duration of the survey, analysis, evaluation or assessment. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to develop 
administrative regulations regarding this policy. 
 
It shall be the responsibility of the board to review and approve the evaluation and testing program. 
 
Legal Reference: Goals 2000:  Educate America Act, Pub. L. No. 103-227, 108 Stat. 

125 (1994).  
   20 U.S.C. § 1232h (1994). 
 
Cross Reference: 507 Student Records 
   608.02 Student Health Services 
   611 Academic Achievement 
 

                        
    

  Approved:  June 9, 2003 
Revised July 13, 2016 
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610.02 
 

TEST OR ASSESSMENT ADMINISTRATION 
 
The district shall assess the progress of students through a district-wide assessment system to provide for 
a fair and adequate measurement of each student's progress and accomplishments.  Administrators and 
staff shall select a valid and reliable system of assessments aligned with the curriculum and essential 
learner outcomes. 
 
The superintendent, in directing the assessment system, shall hold administrators and staff accountable 
to: 
 
• follow appropriate security procedures; 
• use the assessments identified within applicable curriculum guides; 
• use assessment data to monitor student learning; 
• use assessment data to differentiate instruction where appropriate; 
• provide students and parents with information about student progress; 
• use assessment data for school improvement planning; and 
• use assessment data to adjust, improve, or terminate ineffective teaching practices. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 611     Academic Achievement 
   1005.02   Parent Relations Goals   

 
Approved:  June 9, 2003 
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611.01 
 

STUDENT PROGRESS REPORTS 
 
The district shall make available a student progress report at the end of each grading period.  Students 
who are doing poorly, and their parents, shall be notified prior to the end of the semester in order to have 
an opportunity to improve their grade.  The board encourages the notification of students who have 
made marked improvement prior to the end of the semester. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 507 Student Records 
 

                      
 

 
Approved:  June 9, 2003 

Revised July 13, 2016 
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611.02 
 

STUDENT PROMOTION, RETENTION OR ACCELERATION 
 
Students will be promoted to the next grade level at the end of each school year based on the student's 
achievement, age, maturity, emotional stability, and social adjustment.   
 
Students will normally progress annually from grade to grade.  Exceptions may be made when, in the 
judgment of the teachers and the principal, such exceptions are in the best educational interest of the 
students involved.  Exceptions will always be made after prior notification and explanation to the 
student's parents, but the final decision will rest with school authorities.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Nebraska Statute 79-526 

 
Approved:  June 9, 2003 
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611.03 
 

STUDENT HONORS AND AWARDS 
 
The school district shall provide a program that establishes honors and awards including, but not limited 
to, academic letters, scholarships and good citizenship awards for students to assist them in setting goals.  
Students shall be made aware of honors and awards and the action necessary on the part of the student to 
achieve them.  A minimum of four semesters of attendance at Palmyra High School will be required for 
a student to be considered for Academic Honors. 
 
It shall be the responsibility of the superintendent to develop the administrative regulations regarding 
this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506 Student Activities 
   611 Academic Achievement 

 
Approved:  June 9, 2003 
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611.04 
 

PARENT CONFERENCES 
 
Parent-teacher conferences will be held each semester at the elementary and the secondary school to 
keep the parents informed.  The conferences at the secondary school are not individually scheduled. 
 
Parents, teachers, or principals may request a conference for students in grades kindergarten through 
twelve in addition to the scheduled conference time.  Parents and students are encouraged to discuss the 
student's progress or other matters with the student's teacher. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 507 Student Records 
 

Approved:  June 9, 2003 
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611.05 
 

GRADING GUIDELINES 
 
The superintendent shall develop and implement student-grading guidelines.  The objectives of grading 
guidelines shall be to quantify, report and record the academic progress of each student.  Grades should 
fairly reflect the level of student achievement in the knowledge and skills specified by grade level or 
course objectives and outcomes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Falvo v. Owasso Independent School District No. I-001   
             
Cross Reference:  507.01 Student Records Access 

1003 Public Examination of District Records 
 

Approved:  June 9, 2003 
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611.06 
 

CLASS RANKINGS AND GRADE POINT AVERAGE 
 
The official grade point average (GPA) of graduating students is based on a minimum of 8 semesters of 
studies in order to allow students sufficient opportunity for demonstrating achievement.  Temporary 
GPA's will be sent to colleges and universities who request information for admission. 
 
The official GPA will be furnished to post-secondary institutions upon request.   
 
The district will honor the top 10% of the graduating class at comment based solely upon class rank.  
The honor graduates must have a minimum of 4 semesters of enrollment in the district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-526 
 
Cross Reference: 507  Student Records 
 

Approved:  June 9, 2003 
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611.07 
 

GRADUATION REQUIREMENTS 
 

Students must successfully complete the courses required by the board and Nebraska Department of 
Education in order to graduate.   
 
It shall be the responsibility of the superintendent to ensure that students complete grades one through 
twelve and that high school students complete 230 credits prior to graduation.  The following credits 
will be required: 
 
 English/Speech            _45_  credit hours 
 Science             _30_  credit hours 
 Mathematics             _30_  credit hours 
 Social Studies             _40_  credit hours 
 Physical Education/Health       _10_  credit hours 
 Business    _10_  credit hours  

Computers    _15_  credit hours 
Total Required Hours   180_  credit hours 

 Total Elective Hours            _50_  credit hours 
 
Total Required Hours for Graduation  230_  credit hours 
 
Students must be enrolled in Palmyra High School at the time of their graduation in order to receive a 
diploma. 
 
Graduation requirements for special education students will be in accordance with the prescribed course 
of study as described in their Individualized  Education Program (IEP).  Each student's IEP will include 
a statement of the projected date of graduation at least 18 months in advance of the projected date and 
the criteria to be used in determining whether graduation will occur.  Prior to the special education 
student's graduation, the IEP team shall determine whether the graduation criteria have been met.   
 
 
 
 
 
 
 
 
 
 
Cross Reference: 604.3 Special Education 

611 Academic Achievement 
 

Approved:  June 9, 2003 
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611.08 
 

EARLY GRADUATION 
A student who wishes to graduate from high school in less time than the ordinary eight (8) semester, 
grade 9-12 sequence, may request permission to complete graduation requirements on an alternate seven 
(7) semester schedule graduating at the end of the first semester of their senior year.   
 
The student and parents/guardians will consult with high school guidance personnel to develop a 
graduation plan.  The student's intention to accomplish this shall be stated in writing to the principal.  
The student's parent or legal guardian must submit a letter in support of the student's request for early 
graduation, and such letter is to accompany the student's written request.  The request letters to the 
principal are to be submitted no later than before enrollment in the student’s anticipated last year of 
classes prior to the completion of the required high school program. 
 
A student who graduates early must complete all graduation requirements established by the board.  The 
student who chooses early graduation will be allowed to participate in the spring graduation ceremonies 
if he/she so chooses.  In all other school activities the early-out graduate will be treated as a graduated 
student. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised:  November 8, 2010 
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611.09 
 

COMMENCEMENT 
 
Students who have met the requirements for graduation will be allowed to participate in the 
commencement proceedings provided they abide by the proceedings organized by the school district.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
 

612.01 
SPECIAL EDUCATION POLICY 

 
FULL EDUCATIONAL OPPORTUNITY GOAL 
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34 CFR 300.123 
Palmyra District OR-1 Public School has a goal of providing full educational opportunity for all children 
with disabilities birth through the school year when the student reaches age 21 consistent with the state’s 
full educational opportunity goal. 
 
CHILDFIND 
All children with disabilities residing in Palmyra District OR-1 Public Schools, including children with 
disabilities who are homeless children or wards of the state and children with disabilities attending non-
public schools, regardless of the severity of their disabilities, and who are in need of special education 
and related services, are identified, located, and evaluated and a practical method is developed and 
implemented to determine which children with disabilities are currently receiving needed special 
education and related services. 
 
IDENTIFICATION, EVALUATION AND VERIFICATION 
Palmyra District OR-1 Public Schools ensures that children with disabilities are evaluated in accordance 
with 92 NAC 51-006.  Procedures to ensure that testing and evaluation materials and procedures utilized 
for the purposes of evaluation and placement of children with disabilities will be selected and 
administered so as not to be racially or culturally discriminatory. Such materials or procedures shall be 
provided and administered in the child’s native language or mode of communication, unless it is clearly 
not feasible to do so, and no single procedure shall be the sole criterion for determining an appropriate 
educational program for a child. 
 
INDIVIDUALIZED EDUCATION PROGRAM 
Palmyra District OR-1 Public Schools ensures that an Individualized Education Program (IEP), or an 
Individualized Family Service Plan (IFSP) is developed, reviewed, and revised for each child with a 
disability in accordance with 92 NAC 51-007. 
 
PARTICIPATION IN ASSESSMENTS 
Palmyra District OR-1 Public Schools ensures that children with disabilities are included in district-wide 
assessment programs, with appropriate accommodations, where necessary. As appropriate, the school 
district develops guidelines for the participation of children with disabilities in alternate assessments for 
those children who cannot participate in district-wide assessments and develops and conducts those 
alternate assessments. 
 
Palmyra District OR-1 Public Schools will make available to the Nebraska Department of Education the 
information necessary to carry out its duties relating to the reporting of children with disabilities 
participation in assessments. 
 
 
 

612.01 
LEAST RESTRICTIVE ENVIRONMENT 
To the maximum extent appropriate, children with disabilities, including children in public and 
nonpublic institutions or other care facilities, are educated with children who are not disabled, and 
special classes, separate schooling, or other removal of children with disabilities from the regular 
education environment occurs only when the nature or severity of the disability of a child is such that 
education in regular classes with the use of supplementary aids and services cannot be achieved 
satisfactorily. If placement in a public or non-public residential program is necessary to provide special 
education and related services to a child with a disability, the program including non-medical care and 
room and board, must be at no cost to the parents of the child. 
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Palmyra District OR-1 Public Schools ensures that children with disabilities have available to them the 
variety of educational programs and services available to non-disabled children, including art, music, 
industrial arts, consumer and homemaking education and vocational education. 
 
CHILDREN IN NONPUBLIC SCHOOLS 
To the extent consistent with the number and location of children with disabilities who are enrolled by 
their parents in nonpublic elementary and secondary schools, provision is made for the participation of 
those children in special education and related services in accordance with the requirements contained in 
92 NAC 51. 
 
Palmyra District OR-1 Public School’s policy relating to childfind activities applies with respect to 
children with disabilities who are enrolled in nonpublic, including parochial, elementary and secondary 
schools. Children with disabilities in nonpublic schools and facilities are provided special education and 
related services in accordance with an individualized education program, at no cost to their parents, if 
the child is placed in, or referred to nonpublic schools or facilities by Palmyra District OR-1 Public 
Schools as a means of carrying out the requirements of IDEA or any other applicable law requiring the 
provision of special education and related services to all children with disabilities.  
 
Children served by nonpublic schools or facilities as a result of a referral by the Palmyra District OR-1 
Public Schools will have all the rights they would have if served by the Palmyra District OR-1 Public 
Schools.  Palmyra District OR-1 Public Schools is not required to pay for the cost of education, 
including special education and related services, of a child with a disability at a nonpublic school or 
facility if Palmyra District OR-1 Public Schools made a free appropriate public education available to 
the child and the parents elected to place the child in such nonpublic school or facility. If the parents of a 
child with a disability, who previously received special education and related services under the 
authority of the Palmyra District OR-1 Public Schools, enrolls the child in a nonpublic elementary or 
secondary school without the consent of or referral by the Palmyra District OR-1 Public Schools, a court 
or a hearing officer may require the Palmyra District OR-1 Public Schools to reimburse the parents for 
the cost of the enrollment if the court or hearing officer finds that the Palmyra District OR-1 Public  
 

612.01 
 
Schools had not made available a free appropriate public education to the child in a timely manner prior 
to that enrollment. 

 
The cost of the reimbursement may be reduced or denied if at the most recent IEP meeting that the 
parents attended prior to the removal of the child from the Palmyra District OR-1 Public Schools, the 
parents did not inform the IEP team that they were rejecting the placement proposed by the district to 
provide a free appropriate public education to their child, including stating their concerns and their intent 
to enroll their child in a nonpublic school at public expense; or 10 business days (including any holidays 
that occur on a business day), prior to the removal of the child from the school district, the parents did 
not give written notice to the Palmyra District OR-1 Public Schools of the information required above. 
The cost of reimbursement will not be reduced or denied for failure to provide the information required 
if the parent is illiterate and cannot write in English, if compliance with the requirement would likely 
result in physical or serious emotional harm to the child, if the school prevented the parent from 
providing the information or if the parents had not received notice required by 92 NAC 51-009 of the 
parents responsibility to provide notice to the Palmyra District OR-1 Public Schools. 
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The reimbursement may also be reduced or denied if prior to the parents removal of the child from 
Palmyra District OR-1 Public Schools, the school district informed the parents, through the notice 
requirements described in 92 NAC 51-009, of its intent to evaluate the child (including a statement of 
the purpose of the evaluation was that appropriate and reasonable), but the parents did not make the 
child available for the evaluation. The reimbursement may also be reduced or denied upon a judicial 
finding of unreasonableness with respect to actions taken by the parents. 
 
PROCEDURAL SAFEGUARDS 
Palmyra District OR-1 Public Schools ensures that children with disabilities and their parents are 
afforded the procedural safeguards required in 92 NAC 51-009. 
 
CONFIDENTIALITY 
Palmyra District OR-1 Public Schools complies with the requirements contained in 92 NAC 51-009 
relating to the confidentiality of records and information. 
 
Palmyra District OR-1 Public School district ensures that transportation will be provided to any special 
education student who qualifies for special education transportation under Neb. Rev. Stat. 79-1129. 
 
PERSONNEL STANDARDS 
Palmyra District OR-1 Public Schools ensures that all personnel are appropriately and adequately 
prepared subject to IDEA requirements and Palmyra District OR-1 Public Schools will take measurable 
steps to recruit, hire, train and retain personnel meeting the  

612.01 
 
 
requirements of IDEA to provide special education and related services to children with disabilities. 
 
PERFORMANCE GOALS AND INDICATORS 
Palmyra District OR-1 Public Schools will use performance goals and indicators established by the state 
to assess progress toward achieving those goals that are consistent to the extent appropriate with any 
other goals and academic standards for children. Palmyra District OR-1 Public Schools will provide the 
Nebraska Department of Education with information necessary to enable the state to assess progress 
toward achieving the goals established by the state. 
 
SUSPENSION AND EXPULSION REPORTING 
Palmyra District OR-1 Public Schools will report data to the Nebraska Department of Education to 
determine if significant discrepancies are occurring in the rate of long-term suspension and expulsions of 
children with disabilities. 
 
 
 
 
 
 
 
 
 

Adopted June 19, 2006 
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Appendix A 
Dual Enrollment Procedures 

DUAL ENROLLMENT PROCEDURES  APPENDIX A    PURSUANT TO POLICY 605.07 
 
District OR-1 establishes the following guiding principles for enrollment of non-public school students: 

(1) The primary school for a non-public school student is the student’s private, denominational, parochial or home 
school.  

(2) Enrollment of a non-public school student in District OR-1 Public Schools is allowed for the purpose of 
providing enhanced educational opportunities not otherwise available to the non-public school student. It is not 
to supplant programming of the student’s primary school.  

(3) Non-public school students are not to be given priority over full-time students. 
(4) Non-public school students are to be enrolled only in programs or courses that are educationally appropriate for 

the student. 
(5) Enrollment of non-public school students is not to negatively affect the educational services to be provided to 

full-time students. 
 
District OR-1 establishes the following specific policies and procedures for enrollment of non-public school students as directed by 
policy 605.07.  In the event the specific policies and procedures require interpretation or do not fully resolve an issue, the above 
established guiding principles are to be considered.  
 

A. Non-Public School Student Enrollment Application Procedures. 
 

1. Application.  Parent or guardian must submit an Application of Non-Public School Student for Part-
Time Enrollment to the principal of the school the student desires to attend. 

 
2. Deadline for Applications. The application must be received by August 1st preceding the school year 

the student wishes to enroll.   
 

a. Change of Residence Exception:  The application deadline for a student who becomes a 
resident of the District after the school year has commenced is: 20 calendar days after the 
student becomes a resident of the District.  The principal may delay enrollment until the next 
following quarter or semester starts, or at such other time as determined to be educationally 
appropriate. 

b. High School Course Exception:  The application deadline for a student who desires to enroll 
in a second semester high school course is December 1st.  

 
3. Action on Applications. The principal will review the application and will notify the parent of the 

approval or denial of the application within 2 weeks of receipt of the application or 2 weeks prior to the 
start of school or 2 weeks prior to the start of the next semester, whichever is later.   

 
4. Appeals. The parent or guardian may appeal the principal’s action to deny their application. Any such 

appeal must be submitted to the Superintendent within 14 calendar days from the date of the principal’s 
action.  The appeal shall be in writing and shall be decided on the basis of the written submission.  The 
Superintendent may request the parent or guardian to provide further explanation or information and the 
appeal may be denied in the event the parent or guardian fails to fully respond on a timely basis. The 
Superintendent shall decide the appeal within 10 calendar days of the submission of the appeal. The 
Superintendent may make a decision later than the 10 days in the event good reason for delay exists. 
Good reason includes but is not limited to the Superintendent being unable to gather the information the 
Superintendent determines necessary to make the decision within the decision period. 

 
5. Annual Applications. Part-time enrollment is determined annually.  Application must be made each 

school year.  There will be no guarantee that enrollment will be continued from one year to the next. 
 

B. Non-Public School Student Admission 
 

1. Admission Requirements. Students must meet the normal admission requirements. This includes the 
requirements that the student: be a resident of the District, be of school attendance age and not have 
graduated or have received a GED.  

 
2. Admission Process. Students must complete the normal enrollment process and forms required by the 

District and/or the building for enrollment of all children. This includes the requirements relating to: 
birth certificates, immunizations, physical examinations, and visual evaluations. 
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C. Non-Public School Student Enrollment Standards 
 

1. Maximum Enrollment. Students may not enroll in more than 2 junior high school or high school 
courses during any one semester.  Elementary students may not enroll in programming of greater than 
90 minutes of instruction each day. A student who is attending an exempt school and who is enrolled on 
a part-time basis in the District’s middle school or high school will be permitted to enroll in 20 semester 
credit hours of classes in the event the student has an interest in participating in extracurricular 
activities. 

 
2. Capacity Limits. Enrollment will be subject to capacity limits.  Any grade level, program, or course 

which has been determined to be at capacity for option enrollment purposes shall not be available for 
non-public school students. The middle school principal and counselor shall also establish capacity 
limits for particular courses each semester. Students will not be permitted to enroll in courses beyond 
the established capacity limits.  

 
 
3. Integrated Courses. Students must meet prerequisite requirements to be enrolled in a course by 

appropriate credits earned through an accredited program.  The principal may on a discretionary basis 
allow prerequisite requirements to be satisfied where the student provides reasonable indications that 
the academic criteria have been met, such as results from achievement tests or other indications of 
adequate preparation. 

 
4. Educationally Appropriate Programs and Courses. Students will not be allowed to enroll in programs or 

courses which the school administration determines to not be educationally appropriate for the student. 
Determination of whether a program or course is educationally appropriate will be made based on the 
standards the District uses for making academic placement decisions. 

 
5. Essential versus Non-Essential Elective Courses. Non-public school students are not permitted to enroll 

in essential courses. Essential courses are those which are required to be offered by the student’s 
private, denominational, parochial or home school.  For non-public school students attending an 
approved school, essential courses are:  language arts, social studies, science, mathematics, vocational 
education, foreign language, visual and performing arts, and personal health and physical fitness.   For 
non-public school students attending an exempt school, essential courses consist of a sequential 
program of instruction designed to lead to basic skills in the language arts, mathematics, science, social 
studies, and health.  A non-public school student will not be precluded by this provision from enrolling 
in non-essential elective courses. 

 
D. Non-Public School Student Policies 
 

1. General Standard. Non-public school students who are enrolled part-time are to be subject to the same 
standards as full-time enrolled students except where appropriate to reflect their part-time status.   

 
2. Building assignment. Students must enroll in the attendance center that serves the student’s residence, 

provided that the administration reserves the authority to make a different attendance center 
assignment. A student may request assignment to an attendance center other than that of the student’s 
residence under the intra-district transfer procedures.  

 
3. No Partial Part-Time Enrollment.  Students must apply for enrollment and attend the entire school year 

for which enrollment is made or, for high school courses, for the full length of the course. Once 
enrolled, part-time students will be required to participate in all activities, programs, and tests related to 
the program or course for which the student is enrolled, including as applicable State or District-wide 
assessments, as full-time students.  

 
 
 

4. Student Conduct Policies. Students enrolled on a part-time basis shall be required to follow all school 
policies that apply to other students at any time the part-time student is present on school grounds or at 
a school-sponsored activity or athletic event.  This includes the District’s student conduct policies. 
Students enrolled on a part-time basis shall be subject to discipline, including suspension or expulsion, 
for violation of student conduct rules. 

 
5. Attendance. Students enrolled on a part-time basis are not exempt from the compulsory attendance laws 
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or from the District’s attendance policies. Students who engage in excessive absenteeism as defined in 
Board policy are to be reported under the truancy laws.   

 
6. Presence on School Grounds.  Students enrolled on a part-time basis are to be present on school 

grounds during the school day only at the times required for their attendance in the program or course 
in which they are enrolled. Exceptions may be made in the discretion of the principal or the principal’s 
designee. Students must sign in and out of the school by following the building level procedure. 
Students are responsible for being aware of any changes in the school schedule during inclement 
weather or for other reasons. 

 
7. Transportation. Students enrolled on a part-time basis are not entitled to transportation or transportation 

reimbursement. Full-time students will be given first consideration for parking on the high school 
campus. 

 
 

8. Academic Honors. Students enrolled on a part-time basis will not be eligible to graduate or receive a 
diploma from the District or receive academic honors (for example, class rank and honor roll) except to 
the extent the student meets all requirements of the District’s policies for such, including attainment of 
minimum credits and semesters of attendance.  

 
9. Extracurricular Activities.  Students enrolled on a part-time basis may be permitted in the discretion of 

the principal and athletic director to participate in extracurricular activities.  Participation in activities 
that are subject to the bylaws of the Nebraska School Activities Association (NSAA) will be limited to 
those students who meet the NSAA bylaws.  

 
E. GRADE PLACEMENT POLICY FOR RULE 13 STUDENTS  
 
 The District OR-1 Public School recognizes that parents or the guardians of students, or individual students themselves, 
may legally choose to receive education at home or in a private, denominational, or parochial school of the State of 
Nebraska, or in another state, which has elected not to meet state accreditation or approval requirements in Nebraska 
Statutes Chapter 79, Article 17, or of similar statutes in other states.  The District OR-1 Board of Education encourages all 
school-age children that live within the boundaries of this district to attend an accredited school so they may benefit from a 
well-planned educational program and the socialization of a group environment. 
 
The administration of this school district will report to the appropriate agencies any student in this school district known 
not to be attending school in an accredited or approved public, private, denominational, or parochial school as directed by 
statute. 
 
When a Nebraska Department of Education Rule 13 student (who has been attending a home school or any private, 
denominational, or parochial school which has not been approved by the Nebraska Department of Education, or has been 
attending a school in another state which has not been approved by that state's department of education,) enrolls in this 
school district the building principal will make a temporary grade or program placement based on the following  
placement criteria found in this policy.  This temporary placement shall extend for no more than 30 calendar days, during 
which, teachers will observe and evaluate the student's performance.  Following the temporary placement and completion 
of evaluation of the student's performance the building principal shall determine the student's permanent placement for the 
remainder of the semester or the school year.  The Administration reserves the right to make the final placement decision 
which best fulfills the needs of the student and the school district. 
 
The appropriate level of placement for elementary-level students may be determined by, but not limited to, consideration 
of the following information: 
 
1. The chronological age of the child 
2. Any previous school experience provided in writing 
3. Any diagnostic test data, standard achievement test data or criterion referenced text data provided by parent, guardian, 
or student 
4. Any diagnostic test, standard achievement test, and/or criterion referenced test administered by this district if necessary 
(need determined by district) 
 
The appropriate level of placement for secondary-level students may be determined but not limited to, consideration of the 
following information: 
1. The chronological age of the child 
2. Any previous school experience provided in writing 
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3. Any diagnostic test data, standard achievement test data or criterion referenced text data provided by parent, guardian, 
or student 
4. Any diagnostic test, standard achievement test, and/or criterion referenced test administered by this district if necessary 
(need determined by district) 
5. Any final subject matter examination data provided by parent, guardian, or student 
 
Students who expect to earn a diploma and/or academic honors at District OR-1 Public School must meet the requirements 
set for in School Board Policy.  

 
 

 
Legal Source: Laws 2006, LB 821; Neb. Rev. Stat. Section 79-526;  

Title 92, Nebraska Administrative Code, Chapter 10 
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PART-TIME ENROLLMENT APPLICATION FORM  APPENDIX B  POLICY 605.07 
 

APPLICATION OF NON-PUBLIC SCHOOL STUDENT 
 FOR PART-TIME ENROLLMENT   

Application Process: 
Step 1:    Complete Parts I, II and III of this Application.   
Step 2:  Complete the attached “Statement of Person in Legal or Actual Charge or Control of a   Child” form. 
Step 3: Complete Part IV of this Application, if you checked item (2) (b) (c) or (d) of the “Statement of Person in 

Legal or Actual Charge or Control of a Child” form. 
Step 4:   Sign this Application in the presence of a notary 

 
Note:   You may also need to provide the following documents: 

(1) birth certificate 
(2) proof of immunization, proof of physical examination, and proof of visual evaluation, or written objections 

signed by parent or legal guardian 
(3) durable power of attorney (delegation of parental powers) 
(4) student records from school currently attending and school last attended & release of student records form  

   
PART I–Student Information  
 
Student’s Name: DOB: Grade Level: 

Parent/Guardian’s Name(s): 
 

Address:  Telephone: 

School Currently Attending: 
 

School Address: Telephone: 

School Last Attended: 
 

School Address: Telephone: 

Special Needs/Concerns (e.g. health concerns) 
(information is requested for accommodation 
planning purposes): 
_______________________________ 
 

Special Education Needs: 
 
___ Yes  ___ No 
 

If “yes” describe needs:  ____ 
________________________ 
________________________ 
________________________ 

 
PART II–Part-Time Enrollment Request  
 

Semester Child seeks to begin attending:  

Course(s) or Program(s) in which Child seeks to enroll:  
If the Course is an Integrated Course (e.g. Algebra II), 
provide description of courses Child has passed to meet 
prerequisites: 

 

State whether the Course or Program is offered in the 
Child’s School: 

 

State whether Child is seeking to participate in 
extracurricular activities; and if so, list the activities: 

 

 
 
PART III–Expulsion Status 
Has the child been expelled from school (either public or private, and in any state)? ___Yes___No 
Has the term (time period) of the expulsion been completed?                                      ___ Yes___No 
      If “no,” state the reason for the expulsion and the term (time period) of the expulsion: __               
 ______________________________________________________________________________                         
                                                                                                                          
PART IV– Residency Information.  If you checked item (2) (b) (c) or (d) of the “Statement of Person in Legal or Actual Charge 
or Control of a Child” form, provide the following supplemental information: 
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A. Child living with adult who is exercising parental 
responsibility for the child 
Name of adults(s) with whom child resides:  
_______________________________________                                                                                                                             
Child's relationship to those adults: 
________________________________________                                                                                                                                       
How long has child lived with you?  
_______________________________________                    
Why is the child residing in the District? (Explain thoroughly) 
______________________________  
_______________________________________                                                                                                                                                                                                                                                                           
Who is legally responsible for the child? 
_____________________________________                                                                                                                                 
Are you assuming parental responsibilities for this 
child?___________________________________ 
Have you given the District a signed Power of 
Attorney?________________________________                                                                                                     

B.   Child  living on own 
Do the parents/guardians supply any necessities of life (e.g., 
food, rent or shelter, health care, etc.) for this child (if "yes", 
explain)? ________________________________________                                                                                                                                                                   
Do the parents/guardians claim the child as a dependent for tax 
purposes? ____________________________________                                                                   
Do the parents/guardians provide health insurance 
coverage?________________________________                                                                                
Do the parents/guardians provide an allowance or other 
monetary benefits? (Explain thoroughly) 
______________________________________                                                                                                                              
Why is the child residing in the District? (Explain 
thoroughly)_________________________________________
____________________________                                                                                                                                                                            

 
STATE OF NEBRASKA  ) 
     ) ss. 
COUNTY OF                          ) 
 
The applicants affirm that the above information is full, true and complete to the best of the applicant(s)' knowledge and belief, that 
the applicants are not aware of any facts which may make the child ineligible for admission to this public school district, and 
understand and agree that an exclusion from school and criminal complaint may result from the giving of false information.  In the 
circumstance where the child is living with a person other than a parent or legal guardian, the applicant(s) assumes the legal 
responsibility of a parent for the student for education purposes, and the legal responsibility of a parent in matters concerning 
liability for disciplinary action, damages to school property, damages to private property at school, and injuries, etc. which may be 
caused by this child. 
 
It is understood that admission for part-time enrollment is subject to annual application and approval.  If admitted the building 
assignment is to be determined by District policy, the child will be subject to the student conduct and attendance policies of the 
District, the child must apply for enrollment and attend the entire school year unless an exception exists, and the child is not 
permitted on school grounds except during times required for attendance in the courses or programs for which part-time enrollment 
is approved, subject to the discretion of the building principal.  It is further understood that the child is not eligible for transportation 
or transportation reimbursement. 
                                                        ______________________________ 
Applicant(s)     Applicant(s)  
    
Subscribed and sworn to me this ______ day of __________________________, 200_. 
        ________________________ 
        Notary Public                                             
 
 
STATEMENT OF PERSON IN LEGAL OR ACTUAL CHARGE OR CONTROL OF A CHILD SUBMITTED T0 [NAME] 

PUBLIC SCHOOLS FOR PURPOSES OF SCHOOL ENROLLMENT 
 The undersigned state that I am an adult in legal or actual charge or control of (Child's Name):                                 , a child 

who resides in this school district at (Child’s Address)                                                                                          

1)   I state that I am the child’s parent, or 

2)   I state that I have been entrusted with, or assumed, day-to-day care and full-time supervision of, and responsibility for, the 
child and have been given the authority to act as parent or guardian in educational matters as established by (check all that apply):   
 

a)  a court or testamentary appointment as a legal guardian (attach copy) and/or 
 

b)  a power of attorney delegating such parental powers (attach copy) and/or 
 

c)  through an in loco parentis designation by a parent in which I have been authorized to stand in the place 
of the parent in caring for and raising the child (attach any written documentation of such designation), 
and/or 

d)  through some other set of circumstances (please explain on a separate sheet). 
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I understand that I may be requested to provide additional information regarding this child.  The names and current or last known 
address of the child's parents are: 
Mother: _____________________ Address:__________________________________Telephone: ____________ 
Father:   _____________________ Address:__________________________________Telephone: ____________ 
I understand that I will be responsible for, and will be expected to make, decisions regarding education (including, but not limited 
to, records, discipline, and special education unless otherwise provided under special education laws and regulations), emergency 
medical care, and other matters for this child while in legal or actual charge or control of this child and I state that I have the 
authority to take such responsibility and to make such decisions and to so act.  I also understand that I will have responsibilities 
under the state truancy laws to cause this child to attend school. 
 
________________________________________________ 
Signature of Adult in Legal or Actual Charge or Control  
________________________________________________ 
Home Address of Adult in Legal or Actual Charge or Control  
________________________________________________ 
Daytime Work Address                                                                                                 

 
Dated:  ___________________________ 
 
 
Home Phone:  ______________________ 
 
Daytime Work Phone: ______________
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NOTE: SECTION 79-215 R.R.S. PROVIDES THAT IF THE STUDENT IS HOMELESS OR IF THE ADULT 
DOES NOT HAVE A PHONE NUMBER AND ADDRESS WHERE HE OR SHE MAY GENERALLY BE 
REACHED DURING THE SCHOOL DAY, THOSE PARTS OF THE FORM MAY BE LEFT BLANK AND A 
BOX MAY BE MARKED ACKNOWLEDGING THAT THESE ARE THE REASONS THESE PARTS OF 
THE FORM WERE LEFT BLANK.  THE ADULT WITH LEGAL OR ACTUAL CHARGE OR CONTROL 
OF THIS STUDENT SHALL ALSO SIGN THE FORM. 
 ______ This child is homeless, which is the reason items were left blank. 

 ______This adult does not have a phone number or address where they may generally be reached 

during the school day 

 

 

 

 

. 

 - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   

 

(FOR SCHOOL'S USE)  

APPLICATION STATUS 

Decision: Not Admitted   (  ) Child a Non-resident 

  Not Admitted   (  ) Board of Education Approval Required (Expelled Student) 

  Not Admitted    (  ) Other ______________                                                       

  

 Admitted  (  ) Residency based on ___ Natural parent is a resident of District 

___ In Loco Parenti ___ Child is Emancipated 

  Admitted  (  ) Courses or Programs of part-time enrollment:  __________ 

     

 ________________________________________________ 

    

(Admission is subject to receipt of birth certificate, proof of immunization, physical and visual evaluation, and 

other required documentation) 

 

Notes:                                                                                                                                                                                                                                                                                                                                                                                                    

____________________________________________________________________________________ 

____________________________________________________________________________________                                      

 
_______________                                                      __________________________________                                                   
Date       Signature 
 



 
 

POLICY REFERENCE MANUAL 
 

Section 700 
Business Operation 

 
701  Fiscal Management Goals 
 
702  Annual Budget 
     702.01      Fiscal Year 
     702.02      Budget Planning, Preparation and Schedules 
     702.03      Budget Adoption Process 
 
703  Management of Capital Reserves 
 
704  Accounting System 
     704.01      Deposits and Transfers 
     704.02      Financial Records 
     704.03      Inventories 
     704.04      Audits 
     704.05      Settlement of Claims 
 
705  Revenue 
     705.01      Local, State, Federal or Miscellaneous Revenue 
     705.02      Usage Fees, Admissions and Royalties 
     705.03       Free Admission Passes 
     705.04      Gifts, Grants and Bequests 
 
706  Expenditure 
     706.01      Purchasing Procedures 
     706.02      Petty Cash 
     706.03      Bidding Procedures 
     706.04      Vendor Relations 

706.05 Purchasing on Behalf of Employees 
706.06 Payment for Goods and Services 

 
707  Payroll 
     707.01      Payroll Procedures 
     707.02      Salary Deductions 
     707.03      Expense Authorization and Reimbursement 
 
708  Employee Benefits Administration 
     708.01      Insurance Program 
 
709  Cash in School Buildings 
 
710  Disposition of School Property   Repealed August 16, 2016 



 
 

701 
 

FISCAL MANAGEMENT GOALS AND OBJECTIVES 
 

The school board recognizes that money and money management comprise the 
foundational support of the whole school program. To make that support as effective as 
possible, the board intends: 
 
1. To encourage advance planning through the best possible budget procedures. 
2. To explore all practical and legal sources of financial income. 
3. To guide the expenditure of funds so as to achieve the greatest educational returns. 
4. To require maximum efficiency in accounting and reporting procedures. 
5. To maintain a level of per pupil expenditure needed to provide high quality education. 
 
As trustee of community, state, and federal funds allocated for use in local education, the 
school board has the responsibility to protect the funds and use them wisely. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

702.01 
 

FISCAL YEAR 
 
The fiscal year is defined as beginning annually on September 1 and ending on August 31 
inclusive. 
 
Annual financial records shall refer to records based on the fiscal year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-1091 
 

Approved:  June 9, 2003 



 
 

702.02 
 

BUDGET PLANNING, PREPARATION AND SCHEDULES 
 
Prior to certification of the budget, the board will review the projected revenues and 
expenditures for the school district and make adjustments where necessary to carry out 
the education program within the revenues projected. 
 
A budget for the school district shall be prepared annually for the board's review.  The 
budget shall include the following: 
 
• the amount of revenues from sources other than taxation; 
• the amount of revenues to be raised by taxation; 
• an itemization of the amount to be spent in each fund; and, 
• a comparison of the amount spent and revenue received in each fund for like purposes 

in the immediately preceding fiscal year. 
 
It shall be the responsibility of the superintendent to prepare the budget for review by the 
board and place it on file with the district prior to publication of the budget hearing 
notice. 
 
The board shall adopt and certify a budget for the operation of the school district to the 
county auditor by September 20.  It shall be the responsibility of the board secretary to 
file the adopted and certified budget with the county auditor and other proper authorities. 
 
The board may amend the budget for the fiscal year in the event of unforeseen 
circumstances or correct a clerical, mathematical or accounting error.  The board shall 
follow the procedures for public review and adoption of an amended or corrected budget 
as outlined by statute. 
 
The board will review the financial condition of the district monthly, and shall require the 
superintendent to prepare a monthly reconciliation statement. This statement will show 
the amount expended during the month, total (to date) for the fiscal year, receipts and 
remaining balances in each fund. This statement will be used as a guide for projected 
purchasing and as a guide for budget transfers. 
 
During the budget year, the superintendent may transfer any unencumbered balance or 
portion thereof from the expenditure authorization of one (1) account to another, subject 
to limitations provided by state laws and approval by the Board. 
 



 
 

702.02 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 13-501 et seq. 
             79-1083 et seq. 
 
Cross Reference: 204.03 Public Hearings 
   704 Accounting System 
   705 Revenue 
   706 Expenditures 
 

Approved:  June 9, 2003 



 
 

702.03 
 

BUDGET ADOPTION PROCESS 
 
Members of the school district community shall have an opportunity to review and 
comment on the proposed budget at a public hearing before the adoption of the proposed 
budget by the board. The public shall be apprised of the proposed budget for the school 
district by its publication in the newspaper of record at least 5 days prior to the hearing. 
 
After the public hearing on the budget and any modifications of the budget deemed 
necessary as a result of that hearing, the board will approve the proper resolutions to 
adopt and appropriate the budget.   
 
The superintendent will ensure all necessary documentation is submitted to the county 
auditor as required by statute. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 13-506 
 

Approved:  June 9, 2003 



 
 

703 
 

MANAGEMENT OF CAPITAL RESERVES 
 
Capital reserve funds are to be managed in the best interests of the district.  All capital 
reserve accounts shall be initiated by a resolution of the board.  The superintendent will 
report to the board on a regular basis regarding rates of return and make 
recommendations as needed to best utilize the district's reserves.  The superintendent 
shall specifically report to the board at any time the reserves have fallen below the annual 
budget.  The sum of all reserves including contingency funds, depreciation funds and 
cash reserves may not exceed the percentage of the general fund budget as shown below: 
 
Average district daily membership   Allowable reserve percentage 
 
  0 - 471       45 
     471.01 - 3,044       35 
  3,044.01 - 10,000       25 
10,000.01 and over       20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-1027 
 

Approved:  June 9, 2003 



 
 

704.01 
 

DEPOSITS AND TRANSFERS 
 
Each year at its annual meeting, the board shall designate name(s) of the Nebraska 
located financial depository institution or institutions to serve as the official school 
district depository or depositories.   
 
It shall be the responsibility of the board secretary to include the designation in the 
minutes of the meeting. 
 
When the necessity for a fund has ceased to exist, the balance may be transferred to 
another fund or account by board resolution.  School district monies received without a 
designated purpose may be transferred in this manner.  School district monies received 
for a specific purpose or upon vote of the people may only be transferred by board 
resolution when the purpose for which the monies were received has been completed.   
 
It shall be the responsibility of the superintendent to make recommendations to the board 
regarding transfers and to provide the information justifying the transfer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 203.01 Board Organizational Meeting 
   203.05 Treasurer  
   705.01 Local, State, Federal or Miscellaneous Revenue 
 
 
 

Approved:  June 9, 2003 



 
 

704.02 
 

FINANCIAL RECORDS 
 
The board shall receive monthly financial statements showing the financial condition of 
the school district as of the last day of the preceding month. Such statement will reflect 
the cash position of the respective accounts. Other financial records as may be 
determined necessary by either the board or the administration shall be presented 
periodically. 
 
Financial records of the school district shall be maintained in accordance with generally 
accepted accounting principles (GAAP) as required or modified by law.  School district 
monies shall be received and expended from the appropriate fund and/or account.  The 
board, by board resolution, shall establish the following funds as needed: 
 

• General Fund 
• Depreciation Fund 
• Employee Benefit Fund 
• Contingency Fund 
• Activities Fund 
• Student Fee Fund 
• School Lunch Fund 
• Bond Fund 
• Special Building Fund 
• Qualified Capital Purchase Undertaking Fund 
• Cooperative Fund 

 
The resolution establishing such funds shall state the type of fund, name of the fund and 
purpose of the fund. 
 
 
 
 
 
 
 
 
 
Legal Reference:  NDE Rule 2 
 
Cross Reference:  705 Revenue 

706 Expenditures 
 
 

Approved:  June 9, 2003 



 
 

704.03 
 

INVENTORIES 
 
The district will maintain a complete property inventory which lists all district-owned 
property such as land, buildings, improvements to property other than buildings (i.e., 
parking lots, athletic fields, playgrounds, etc.) and equipment with a value greater than 
$1,000.  The inventory shall also include all district supplies with a value greater than 
$500.  The district’s inventory will be perpetual to include property newly purchased or 
disposed.   
 
Current records shall be maintained for the receipt, distribution/disposal and inventory of 
commodity foods as required by federal law. 
 
The Board may authorize the employment of an appraisal company to assist with the 
inventory procedure. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

704.04 
 

AUDITS 
 
An auditing firm shall be retained at the close of each fiscal year for the purpose of 
auditing and making necessary reports to the board and the Nebraska Department of 
Education (NDE). The superintendent shall arrange with the firm for an audit 
examination of all financial, transportation, food service and attendance records of the 
district, in accordance with state law. Confidential and privileged communications 
between the district and its auditor, including all auditor work products, are hereby closed 
to the extent permitted by statute. 
 
The audit examination shall be made in accordance with generally accepted auditing 
standards, to include such reviews and tests of the accounting system, books and records, 
and other underlying data as are necessary to come to an informed opinion as to the 
financial affairs of the district.  The audit report shall include the requirements as 
enumerated in statute. 
 
Each member of the board shall receive a copy of the audit report, and copies shall be 
furnished to the Commissioner of Education and the Auditor of Public Accounts no later 
than November 5. A copy of the auditor’s letter to management, resulting from the audit, 
and the district’s responses to that letter shall be filed with the Commissioner of 
Education no later than January 31.  The superintendent shall be responsible for filing 
copies of the audit with the proper authorities. 
 
Fund Balance Reporting 
 
Fund balance classification shall be recorded in accordance with governmental 
accounting standards as promulgated by the Governmental Accounting Standards Board 
(GASB), including GASB #54. 
 
The order of spending and availability of the fund balance shall be to reduce funds from 
the listed areas in the following order: restricted, committed, assigned, and unassigned. 
Negative amounts shall not be reported for restricted, committed, or assigned funds. 
 
Fund Balance shall mean the gross difference between governmental fund assets and 
liabilities reflected on the balance sheet. Governmental fund assets are those of the 
General Fund, Special Revenue Funds, Debt Service Funds, and Capital Project Funds. 
 
The fund balance of the general fund finances most functions in the District. The fund 
balance of the general fund shall mean the gross difference between general fund assets 
and liabilities reflected on the balance sheet. 
 
The five classifications of governmental fund balances are as follows: 
 



 
 

1.  Non-spendable fund balance means the portion of the gross fund balance that is 
not expendable (such as inventories) or is legally earmarked for a specific use (such as 
the self-funded reserves program). 
 
Examples of non-spendable fund balance reserves for which fund balance shall not be 
available for financing general operating expenditures include: inventories, prepaid items, 
deferred expenditures, long-term receivables, and outstanding encumbrances. 
 
2.  Restricted fund balance includes amounts constrained to a specific purpose by the 
provider, such as a grantor. Examples of restricted fund balances include: child nutrition 
programs, technology programs, construction programs, and resources from other 
granting agencies. 
 
3.  Committed fund balance means that portion of the fund balance that is 
constrained to a specific purpose by the Board. Examples include: potential litigation, 
claims, and judgments and activity funds. 
 
4.  Assigned fund balance means that portion of the fund balance that is spendable or 
available for appropriation but has been tentatively earmarked for some specific purpose 
by the Superintendent or designee.  Such plans or intent may change and may never be 
budgeted, or may result in expenditures in future periods of time. Examples include: 
insurance deductibles program start-up costs; and other legal uses. 
 
5.  Unassigned fund balance includes amounts available for any legal purpose. This 
portion of the total fund balance in the general fund is available to finance operating 
expenditures. 
 
The unassigned fund balance shall be the difference between the total fund balance and 
the total of the non-spendable fund balance, restricted fund balance, committed fund 
balance, and assigned fund balance. 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-1089 

NDE Rule 1 
 

Revised:  December 9, 2013 



 
 

 
704.05  

 
SETTLEMENT OF CLAIMS 

 
The district shall maintain a public record of all settled claims.  The record of claims 
settled in the amount of at least fifty thousand dollars, or one percent of the total annual 
district budget, whichever is less, shall include a written executed settlement agreement.  
The agreement shall contain a brief description of the claim, the party or parties released 
under the settlement, and the amount of any financial compensation paid by or to the 
district on its behalf.   
 
Specific portions of the claim may be withheld from the public record only as provided 
by state statute.  Upon settlement, the agreement shall be included as a board agenda item 
at the next regularly scheduled board meeting.  This policy does not require the board or 
district employees to comment on the settlement agreement. 
 
This policy does not apply to claims made in connection with insured or self-insured 
health insurance contracts. 
 
Legal Reference:  Neb. Statute 84-712 

LB742 
 
Cross Reference:  706 Expenditures 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  August 9, 2010 
 



 
 

705.01 
 

LOCAL, STATE, FEDERAL, OR MISCELLANEOUS REVENUE 
 
Local 
 
The Board of Education, through the adoption of the annual budget, shall prepare an 
estimate of the amount of money to be raised by taxation for the ensuing school year, the 
rate required to produce the amount, and the rate necessary to sustain the district meeting 
principal and interest payments on the bonded indebtedness and providing the funds to 
meet other legitimate district purposes. 
 
Whenever it becomes necessary, in the judgment of the Board, to increase the tax rate 
beyond the authorized level (the amount last approved by the voters of the district or as 
subsequently revised according to law), the Board shall determine the rate of taxation 
necessary to be levied in excess of the existing rate and submit the proposition to the 
voters of the district.  
 
State 
 
The Board of Education will accept all available state funds to which the district is 
entitled by law or through regulations of the State Board of Education and/or Nebraska 
Department of Education. State funds, both categorical and general, are based upon 
objective formula. The superintendent shall be responsible for ensuring that the district 
files the required reports and forms to secure the amount of state funds to which it is 
entitled. 
 
Federal 
 
Applications shall be made for federal funds when available, provided that none of the 
conditions of acceptance is in conflict with state law, the policies, rules and procedures of 
the Board of Education and the objectives of the district. The school district shall comply 
with all federal requirements governing these moneys, and shall account for each federal 
project separately and expend said funds as authorized by the approved project 
application only. 

 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

705.02 
 

USAGE FEES, ADMISSIONS AND ROYALTIES 
 
The board may permit the use of district facilities for civic and recreational purposes.  A 
schedule of fees to be charged nonschool related groups for the use of school facilities for 
various events may be established and periodically reviewed by the board.  This revenue 
shall be used for the purpose of furthering the educational opportunity of the district’s 
students.  All such transactions will be carried out in accordance with state law.  
 
Although the board will avoid lease arrangements that involve it in property management 
activities, temporary use of surplus real property by another public agency, private 
individual, or other legal entity may be authorized by the board. 
 
Such use will be for a fixed term and subject to regulations and written agreement 
designed to protect the school district from any expense, loss, or liability arising out of 
such use.  These lease arrangements will be based on a sealed bid for no more than a 
three-year period, with the district retaining the right to redeem the property for school 
purposes, if necessary. 
 
When an application for use of a particular school facility has been approved, 
responsibility for maintaining records and for collecting and remitting and/or disbursing 
fees will rest with the principal of the specific school involved.  The principal will collect 
all fees from the user at the time the approved application is filed, and will make 
necessary arrangements for custodial services required. 
 
Rental fees and any fees collected for use of school facilities will be deposited in the 
district’s general fund unless otherwise specified by the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 710   Disposition of School Property 

1006.01 Community Use of School District Buildings, 
          Sites and Equipment 

 
Approved:  June 9, 2003 



 
 

705.03 
 

FREE ADMISSION PASSES 
 
The following persons will be issued free guest passes for all school activities, including 
athletic events: 
 

1.   All district employees and current board members; 
 

2.   Volunteers (doctors, fire department, police department); 
 

3. Unpaid officials who perform frequently at athletic events (scorekeepers, public 
address personnel, photographers); 

 
In addition, East Central Nebraska Conference and Nebraska Schools Activities 
Association (NSAA) passes will be honored. 
 
Children under age six, accompanied by an adult, may be admitted free. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-518 

 
Approved:  June 9, 2003 



 
 

705.04 
 

GIFTS, GRANTS AND BEQUESTS 
 
The board believes gifts, grants, and bequests to the school district may be accepted when 
they will further the interests of the school district.  The board shall have sole authority to 
determine whether the gift furthers the interests of the school district. 
 
Gifts, grants, and bequests shall be approved by the board.  Once the board has approved 
it, a board member or the superintendent may accept the gift on behalf of the school 
district. 
 
Gifts, grants, and bequests once accepted on behalf of the school district shall become the 
property of the school district.  Gifts, grants, and bequests shall be administered in 
accordance with terms, if any, agreed to by the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 403.4 Gifts to Employees 
   509.1 Class or Student Group Gifts 
 

Approved:  June 9, 2003 



 
 

706.01 
 

PURCHASING PROCEDURES 
 
The Board recognizes the importance of a sound fiscal management program and expects 
the district to maintain an efficient and consistent procedure in purchasing materials and 
services for the school district. 
 
All purchasing for the district will adhere to an approved purchase process that clearly 
establishes the contractual arrangement between the supplier and the school district. 
 
Requests for equipment, materials, books, supplies, reimbursement claims and subsidiary 
accounts shall be made through the principal to the superintendent. No payment of a bill 
will be made without proper purchase documentation. 
 
The superintendent shall have the authority to authorize purchases without competitive 
bids for goods and services costing under $10,000.  For goods and services costing more 
than $10,000 and less than $40,000, the superintendent shall receive quotes of the goods 
and services to be purchased.  Competitive sealed bids are required for purchases, other 
than emergency purchases, for goods and services that cost $40,000 or more, including 
construction contracts and school buses. 
 
The purchase will be made from the lowest responsible bidder based upon total cost 
considerations including, but not limited to, the cost of the goods and services being 
purchased, availability of service and/or repair, delivery date, the targeted small business 
procurement goal and other factors deemed relevant by the board. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

706.02 
PETTY CASH 

 
Petty cash funds may be established annually in the amount of $100 for each school 
building and for the central administrative office.  Such funds will be used for the 
payment of properly itemized bills of nominal amounts and under conditions calling for 
immediate payment.  Allowances, responsibility, security and accounting of petty cash 
funds will be in accordance with Board policy and requirements of law. 
 
The handling and processing costs of a single purchase order for nominal purchases are 
very expensive.  To facilitate small expenditures, a petty cash revolving fund will be 
established for each building and the district administration office. 
 
Administrative regulations will be developed establishing the amount of petty cash to be 
allowed, the maximum dollar amount for a single purchase, and the accounting system to 
be used for record keeping. 
 
Petty cash will not be used to thwart or circumvent established purchasing procedures.  It 
is a convenient accommodation to facilitate immediate acquisition of low-cost goods and 
services in an efficient manner. 
 
Staff members designated by the Principal may purchase items costing less than $25 from 
a petty cash fund.  The principal will submit a request for establishing such a fund, not to 
exceed $100, to the superintendent.  Money expended from the fund will be replaced as 
needed. 
 
Records will be kept of all expenditures from the petty cash fund and receipts will be 
furnished to account for all money expended.  Expenses will be assigned to the proper 
budget account. 
 
Petty cash funds are not to be used for the following purposes: 

• travel; 
• salaries and casual labor; 
• school supplies in excess of $25; 
• items costing more than $25; 
• telephone; and  
• loans to staff. 

 
A petty cash voucher is required for each disbursement from a petty cash fund including 
refunds. Each voucher should have documentation attached in the form of receipts and 
invoices. 
 

Approved:  June 9, 2003 



 
 

706.03 
 

BIDDING PROCEDURES 
 
The purchasing procedure of the school district shall not only ensure the best possible 
price for goods and services, but shall also operate efficiently and economically. The 
construction of facilities which may exceed an expenditure of $100,000, and an amount 
as periodically adjusted by state statute, shall be advertised and submitted for bid in the 
manner required by law.  This limit does not apply to the acquisition of existing 
buildings, purchase of new sites or site expansions by the district.  Other purchases or 
contractual services may be advertised and submitted for bid as directed by the Board or 
when, in the opinion of the superintendent, the welfare of the district will be served. All 
bids must be submitted in sealed envelopes, addressed to the Board and plainly marked 
with the name of the bid and the time of the bid opening. Bids shall be opened and 
examined publicly. 
 
The Board reserves the right to reject any or all bids or any part of any bid and accept that 
bid which appears to be in the best interest of the school district. The Board reserves the 
right to waive any informalities in any bid. Any bid may be withdrawn prior to the 
scheduled time for the opening of bids. Any bid received after the time and date specified 
shall not be considered. 
 
Legal Reference: Neb. Statute 73-106 
   Neb. Statute 79-10,104 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised July 13, 2015 



 
 

706.04 
 

VENDOR RELATIONS 
 
The district welcomes business and bids from all eligible vendors.  Preferential treatment 
will not be extended to any vendor.  Orders will be placed on the basis of quality, price 
and delivery, with past services being a factor if other considerations are equal. 
 
Salesmen or agents may not solicit staff members during hours when students are present.  
Building Principals may allow sales representatives or agents of educational products to 
contact staff members at times that will not interfere with the educational program. 
 
No district employee will receive compensation of any kind from any vendor for the sale 
of supplies or services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

706.05 
 

PURCHASING ON BEHALF OF EMPLOYEES 
 
Generally, the school district shall not purchase items on behalf of employees.  The 
school district may in special circumstances do so.  It shall be within the discretion of the 
board to determine when such circumstances exist. 
 
No purchase shall be made unless the employee has paid the school district prior to the 
order being placed and the employee has agreed to be responsible for any taxes or other 
expenses due. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

706.06 
 

PAYMENT FOR GOODS AND SERVICES 
 
The board will give final approval to all payments of bills. Payment of bills shall be 
submitted by the superintendent for the board’s approval only after verification of 
delivery and satisfaction by the department or staff receiving the item(s). No payment for 
goods or services shall be made unless both an itemized invoice showing the name of the 
person or firm to whom payment is due is presented, and a receiving document bearing 
the signature of an authorized school employee is on file. Furthermore, the invoice must 
have been issued in response to an approved purchase order. The superintendent shall 
audit all claims, and shall submit the same to the Board of Education for approval and 
authorization for payment. 
 
School district moneys shall be disbursed only upon final board approval of the monthly 
list of bills. Each district check shall show the legal identification of the district by name 
and address, and the depository or investment account upon which the check is drawn. It 
shall also specify the amount to be paid and to whom payment is made, from what funds, 
for what purpose, the date of payment and the number of the check. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

707.01 
 

PAYROLL PROCEDURES 
 

 
The payroll period for the school district shall be monthly.  Employees shall be paid on 
the 15th day of each month.  If this day is a holiday, recess, or weekend, the payroll shall 
be paid on the last working day prior to the holiday, recess or weekend. 
 
It shall be the responsibility of the superintendent to issue payroll to employees in 
compliance with this policy. 
 
The requirements stated in the Negotiated Contract between employees in a certified 
collective bargaining unit and the board regarding payroll periods of such employees 
shall be followed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

707.02 
 

SALARY DEDUCTIONS 
 
Ease of administration shall be the primary consideration for payroll deductions, other 
than those required by law.  Payroll deductions shall be made for federal income tax 
withholdings, state income tax withholdings, social security, and the School Retirement 
Fund. 
 
Employees may elect to have payments withheld for professional dues, district-related 
and mutually agreed upon group insurance coverage, and/or tax sheltered annuity 
programs.  Requests for these deductions shall be made in writing to the superintendent.  
Requests for purchase or change of tax-sheltered annuities may be made annually. 
 
It shall be the responsibility of the superintendent to determine which additional payroll 
deductions will be allowed. 
 
The requirements stated in the Negotiated Contract between employees in a certified 
collective bargaining unit and the board regarding payroll deductions of such employees 
shall be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Statute 79-901 et seq. 
 
Cross Reference: 407.06 Certificated Employee Tax Shelter Programs 

413.05 Support Staff Tax Shelter Programs 
 

Approved:  June 9, 2003 



 
 

707.03 
 

EXPENSE AUTHORIZATION AND REIMBURSEMENT 
 
District employees who incur expenses in carrying out their authorized duties will be 
reimbursed upon submission of a properly completed and approved voucher and receipts 
as required by the central office. 
 
Such expenses may be incurred and approved in line with budgetary allocations for 
specific types of expenses. 
 
Expenses for travel will be reimbursed when the travel has the advance authorization of 
the superintendent.  The superintendent may grant authorization without prior board 
action when the travel expense has been anticipated and incorporated into the operational 
budget of the program involved.  The board will later ratify such approval. 
 
Persons who travel at district expense will exercise the same economy as a prudent 
person traveling on personal business and will differentiate between business 
expenditures and those for personal convenience. 
 
The board authorizes the superintendent to establish regulations controlling vehicle 
allowance payments to employees for use of private vehicles in transaction of school 
district business and reimbursement for educational meetings transportation and lodging 
costs. 
 
The mileage rate, unless in a collective bargaining agreement or individual employment 
contract, for travel by private vehicle will be the standard mileage rate as established by 
the IRS 
 
Reimbursement for out-of-state travel by private vehicle will be made on the basis of air 
fare or mileage rate, whichever is lower. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

708.01 
 

INSURANCE PROGRAM 
 
The district administrators will work with providers of the district’s health insurance 
program to obtain accurate and detailed information describing employee insurance 
benefits and the procedures governing those benefits.  This may include the scheduling of 
an annual review by representatives of the insurance provider to explain changes to the 
benefits program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



 
 

709 
 

CASH IN SCHOOL BUILDINGS 
 
The amount of cash that may be kept in the school building for the purpose of making 
change shall be sufficient for that day's operations.   
                                          
A minimal amount of cash shall be kept in the central administration office at the close of 
the day.  Excess cash shall be deposited in the authorized depository of the school 
district.  Funds raised by students shall be kept in the central office. 
 
It shall be the responsibility of the superintendent to determine the amount of cash 
necessary for each day's operations and to comply with this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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     802.05      Free or Reduced Cost Meals Eligibility 
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801.01 
 

STUDENT TRANSPORTATION  
 
Resident students living more than four miles from their designated school attendance 
centers shall be entitled to transportation to and from their attendance center at the 
expense of the school district. 
 
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.  Those parents who transport their children at the 
expense of the school district shall be reimbursed in accordance with state statute.   
 
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 shall be within the discretion 
of the board to determine such conditions.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Neb. Statute 79-601 et seq. 
 

Approved:  June 9, 2003 



801.02 
 

SPECIAL EDUCATION STUDENT TRANSPORTATION 
 
 
Transportation of students who require special education services shall 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. 
 
Transportation of a student to and from a special education support service is a function 
of that service, and shall be specified in the individual education program.  When the IEP 
team determines that unique transportation arrangements are required and the 
arrangements are specified in the IEP, the school district will provide one or more of the 
following transportation arrangements for instructional services and for support services: 
 

• Transportation from the student's residence to the location of the special education 
or care services and back to the student's residence. 

• 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 transportation costs at the NDE approved mileage rate when 
by mutual agreement the parents provide transportation for the student to and 
from the special education. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. §§ 1401, 1701 et seq. (1994). 
   34 C.F.R. Pt. 300 et seq. (1996). 
 

Approved:  June 9, 2003 



801.03 
 

BUS SCHEDULING AND ROUTING 
 
School bus stops and routes will be determined by the transportation supervisor and will 
be based upon efficiency, safety, Board policy and applicable state and federal laws and 
rules. 
 
The superintendent will: 
 
1. Annually review and assess school bus routes, stops and loading zones for safety, 

changing student population and supervision of students; 
 
2. Advise parents of any changes in transportation policy affecting their students as 

early as possible and be responsive to parents’ calls for assistance in seeking 
alternatives to busing; and 

 
3. Work with cities, the county and other appropriate governmental agencies on a 

continuing basis regarding transportation issues. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



801.04 
BUS SAFETY PROGRAM 

 
The superintendent shall direct the preparation of a Safe Pupil Transportation Plan that, at 
a minimum, shall address weapons, pupil behavior, terroristic threats, severe weather, 
hazardous materials, medical emergencies, and driver/passenger procedures in the event 
of mechanical breakdowns of the vehicle. 
 
The superintendent shall plan and implement a safety-training program for pupil 
transportation vehicle operators and vehicle passengers.  The superintendent shall 
monitor the scheduling of inservice and educational opportunities for transportation 
personnel to improve their awareness and skills regarding pupil transportation vehicle 
safety.  Pupil transportation vehicle operators shall attend local workshops and all 
inservice meetings. 
 
Administrative rules and regulations shall be adopted to govern the safe operation of 
pupil transportation vehicles.  Students violating these regulations may have their riding 
privileges revoked or suspended.  Parents will be responsible for damage done to 
transportation vehicles or equipment by their children. 
 
The school district shall conduct pupil transportation vehicle safe riding practices 
instruction and emergency safety drills at least twice a year for students who utilize 
school district transportation.  The emergency evacuation drill procedures should be 
conducted according to guidelines established by the Nebraska Department of Education. 
 
Pupil transportation operator procedures will include a prohibition against use of a 
handheld wireless communication device to read a written communication, manually type 
a written communication, or send a written communication while operating a pupil 
transportation vehicle which is in motion. Handheld wireless communication device 
means any device that provides for written communication between two or more parties 
and is capable of receiving, displaying, or transmitting written communication.  Written 
communication includes, but is not limited to, a text message, an instant message, 
electronic mail, and Internet web sites. 
 
Each pupil transportation vehicle shall 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 shall include, but not be limited to, students with disabilities. 
 
Pupil transportation vehicle drivers are required to attend each safety drill. 
 
 
 
 
 
 

801.04 
 



 
All transportation vehicles shall be acquired and maintained to meet or exceed NDE 
Minimum Equipment Standards for pupil transportation vehicles.  The superintendent 
shall develop a systematic preventive maintenance program including daily, weekly, 
monthly, and annual schedules to insure vehicle safety and reliability.  This will include a 
record keeping system for maintaining inspection reports along with procedures for filing 
reports and certifications to meet requirements of the Nebraska Department of Education. 
 
 
 
 
 
Legal Reference:  Neb. Rev. Stat. §§ 79-318, 79-602, 79-607 and 79-608 

Title 92, Nebraska Administrative Code, Chapter 91  
 
 
Cross Reference:  508.05 Emergency Plans and Drills 

905 Safety Program 
 
 
 
 
 
 
 

Revised:  August 9, 2010 
 
 
 
 
 
 
 
 
 
 

 



801.05 
 

BUS DRIVER SUPERVISION 
 
School bus drivers must pass physical examinations and meet other criteria as established 
by state and federal law and by the Nebraska Department of Education.  Bus drivers must 
have a valid pupil transportation vehicle operator’s permit and shall have it in their 
possession when transporting students.  This does not apply to the operator of a small 
vehicle being used only for extracurricular activities. 
 
The school district shall obtain a record of satisfactory driving for each pupil 
transportation vehicle operator. It is required that a copy of the individual’s driving 
record be on file with the district before employment as a pupil transportation vehicle 
operator as defined in NDE rules. The school district shall obtain and keep on file a 
criminal history record of driver applicants who are not certificated Nebraska teachers or 
administrators through the Nebraska State Patrol and local law enforcement agency 
before employment as a pupil transportation vehicle operator. 
 
School bus driver selection procedures will be developed by the superintendent to ensure 
acceptance of drivers whose capabilities are commensurate with job responsibilities, 
including minimum requirements for a satisfactory driving record. Such procedures will 
include a prohibition against use of a handheld wireless communication device to read a 
written communication, manually type a written communication, or send a written 
communication while operating a pupil transportation vehicle which is in motion. 
Handheld wireless communication device means any device that provides for written 
communication between two or more parties and is capable of receiving, displaying, or 
transmitting written communication.  Written communication includes, but is not limited 
to, a text message, an instant message, electronic mail, and Internet web sites. 
 
Substitute pupil transportation vehicle operators shall meet the same driver requirements 
and qualifications as a regular pupil transportation vehicle operator. A pupil 
transportation vehicle operator shall not have the authority to assign a substitute without 
the prior approval of any school administrator or person designated by the governing 
school board. 
 
All school bus drivers are required to inform the district immediately of any change in 
their driving or criminal records that could affect their eligibility to maintain the student 
transportation vehicle operator’s permit. 
 
Pupil transportation vehicle operators shall document and report to the transportation 
supervisor the occurrence of any events covered by the Safe Pupil Transportation Plan 
that involved the pupil transportation vehicle operated by the driver, or any pupils 
transported in it.  The superintendent shall develop such reporting procedures. 
 
Legal Reference:  NDE Rule 91 
 

Revised:  August 9, 2010 



 



801.06 
 

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 in 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 attending 
extracurricular events, other than those held at the school district facilities may be 
transported to the extracurricular event by school district transportation vehicles. 
 
Students, who are provided transportation in school district transportation vehicles for 
extracurricular events, shall ride both to and from the event in the school vehicle unless 
arrangements have been made with the building principal prior to the event.  This 
requirement may be waived.  Requesting and completing an available form in the 
principal’s office may accomplish this.  The form must then be given to the appropriate 
principal at least two full school days prior to the departure time for the event.  The 
principal will make the final determination of the request based upon the reasons given 
and what is in the best interest of the individual, sponsor, group, and school.  Approved 
requests will then be forwarded to the appropriate activity sponsor.  Parents, guardians, or 
designee must be present when the student is released by the sponsor or when the student 
joins the group. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
annually as to whether the school district shall provide the transportation authorized in 
this policy.  In making the recommendation to the board, the superintendent shall 
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: Neb. Statute 79-610 et seq. 
 
Cross Reference: 504.19 Student Fees 
 

Approved:  June 9, 2003 



801.07 
 

SUMMER SCHOOL PROGRAM TRANSPORTATION SERVICE 
 
The school district may use school vehicles for transportation to and from summer 
extracurricular activities.  The superintendent shall make a recommendation to the board 
annually regarding their use. 
 
Transportation to and from the student's attendance center for summer school 
instructional programs shall be within the discretion of the board.  It shall be 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 shall 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 604.02 Summer School Instruction 
 

Approved:  June 9, 2003 



801.08 
 

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 may be, and resident students 
attending a nonprofit private school located within the boundaries of the district and 
accredited by the Nebraska Department of Education, will be transported from one point 
to another on an established public school vehicle route at times when transportation is 
being provided for public school children.  Nonresident and nonpublic school students 
shall obtain the permission of the superintendent prior to being transported by the school 
district.  The superintendent shall determine the nearest or most easily accessible points 
to pick up and discharge the students. 
 
Parents of resident students who provide transportation for their children attending a 
nonpublic school located within the boundaries of the district and accredited by the 
Nebraska Department of Education will be reimbursed at the established state rate.  This 
reimbursement shall be 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 shall be prorated. 
 
Nonresident students shall be transported without charge if the pickup and drop off points 
for nonresident students are on established bus routes and the capacity of the bus is 
sufficient to accommodate the riders. 
  
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 shall make a recommendation annually to the board regarding the method 
to be used.  In making a recommendation to the board, the superintendent shall 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 shall be 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. 
 
 
 
 
 
 
Cross Reference: 502.02 Nonresident Students 
 

Approved:  June 9, 2003 



801.09 
 

TRANSPORTATION OF NONSCHOOL GROUPS 
 
School district vehicles will not be made available for use by nonschool-sponsored 
activities, except in the case of civil emergencies.  In the event of such an emergency, the 
superintendent is authorized to provide for the use of school vehicles 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 1001 Principles and Objectives for Community Relations 

 
Approved:  June 9, 2003 



801.10 
 

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" decisions 
and reports of the drivers. 
 
When weather conditions deteriorate during the day after school has begun, cancellation 
notices will be announced by commercial radio and television.  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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 602.02 School Day 

 
Approved:  June 9, 2003 



801.11 
 

SCHOOL-OWNED VEHICLES 
 
The board may approve the purchase of vehicles to be used by staff for district business, 
including transportation services.  The superintendent will develop and maintain 
regulations that define the appropriate use and care of district vehicles and the 
responsibilities of district staff using those vehicles. 
 
Personal use of district vehicles is prohibited except where authorized by contract. 
 
All drivers operating district-owned vehicles shall use seat belts.  Failure to do so is 
grounds for dismissal. 
 
The driver of any district-owned vehicle, except school buses, is responsible for 
determining that the proper number of seat belts is available for the passengers.  The 
vehicle shall not be driven until the driver and all passengers are buckled up. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



801.12 
 

STUDENT TRANSPORTATION IN PRIVATE VEHICLES 
 
The board shall grant standing authorization to school administrators and other student 
services personnel designated by the superintendent. 
 
Personnel with standing authorization or with special permission to use their own cars for 
transporting students must carry liability insurance coverage in compliance with state 
law.  A record of such coverage shall be placed on file with the appropriate 
administrative official.   
 
Special permission for providing student transportation may be granted in exceptional 
cases by the principal to other professional staff members such as coaches, music 
teachers and activity sponsors.  Exceptional cases shall be determined by review of the 
number of students traveling, relative costs, safety factors and distance providing as 
follows: 
 
1. The school administrator has approved the activity; 
 
2. A permission slip signed by the student’s parent(s) has been received by the principal 

or his/her designee, granting permission for the student to participate in the field 
trip/activity and to ride in a privately-owned vehicle; 

 
3. The employee; parent or other adult driving the vehicle is properly licensed to drive 

and has provided proof of insurance.  Such insurance shall meet or exceed minimum 
requirements as established by the state of Nebraska and as set by the district; 

 
4. The vehicle contains an adequate number of seat restraints and the adult driver 

requires their use. 
 
 
The district will develop procedures to implement this policy. 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



801.13 
 

USE OF PRIVATE VEHICLES ON SCHOOL BUSINESS 
 
The board discourages the use of private vehicles for district business.  Staff will use 
district-owned vehicles whenever possible and should schedule activities and 
transportation far enough in advance to avoid any nonemergency use of private vehicles. 
 
The superintendent will develop regulations for staff use of private vehicles that will 
safeguard the district, its employees and students in matters of safety, insurance and 
liability.   
 
No staff member will use a private vehicle for district business without approval in 
accordance with established district procedures.  Authorization to use a private vehicle 
must be obtained before actual use of the vehicle.  School administrators and other 
student services personnel and teachers traveling between schools may be granted 
standing authorization by the board to use their private vehicles on school-related 
business.  Staff members who are authorized to use a private vehicle on district business 
will be reimbursed in an amount established by the board. 
 
A student will not be allowed to perform district business with his/her own vehicle or a 
staff member’s vehicle.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



801.14 
 

TRANSPORTATION RECORDS 
 
The superintendent will instruct the transportation supervisor to establish a record 
keeping system for district transportation services.  The system shall itemize usage by 
vehicle, activity and mileage.  Maintenance, repair and depreciation costs shall also be 
allocated to each vehicle.  The board shall review on an annual basis the summary of 
these records and be advised of recommendations for changes to the district’s 
transportation system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Approved:  June 9, 2003 



801.15 
 

USE OF VIDEO CAMERAS ON SCHOOL BUSES 
 
The board supports the use of video cameras on school buses as a means to monitor and 
maintain a safe environment for students and employees.  The video cameras may be 
used on buses used for transportation to and from school, field trips, curricular events and 
extracurricular events.  The contents of the videotapes may be used as evidence in a 
student disciplinary proceeding. 
 
Student Records 
The content of the videotapes 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 videotapes.  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 
videotape recorded 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 videotape becomes 
the subject of a student disciplinary proceeding, it may be treated like other evidence in 
the proceeding. 
 
Notice 
The school district will annually provide the following notice to students and parents: 
 
The Board of Education has authorized the use of video cameras on school district buses.  
The video cameras 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 videotapes may be used in a student disciplinary 
proceeding.  The content of the videotapes are confidential student records and will be 
retained with other student records.  Videotapes 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 videotapes of their child if the videotapes 
are used in a disciplinary proceeding involving their child. 
 
The following notice will also be placed on all school buses equipped with a video 
camera: 
 
This bus is equipped with a video/audio monitoring system. 
 
Review of Videotapes 
The school district shall review videotapes either randomly or when necessary as a result 
of an incident reported by a bus driver or student.  The videotapes may be recirculated for 
erasure after 30 days. 
 
 
 

801.15 



 
Viewing of videotapes is limited to the individuals having a legitimate educational 
purpose.  A written log will be kept of those individuals viewing the videotapes stating 
the time, name of individual viewing and the date the videotape was viewed. 
 
Video Monitoring System 
Video cameras may be used on any or all school district buses.  The superintendent in 
consultation with the building principals and transportation director will make 
determination of how video cameras will be used and which school buses will be 
equipped with video equipment. 
 
Student Conduct 
Students are prohibited from tampering with the video cameras on the school buses.  
Students found in violation of this regulation shall be disciplined in accordance with the 
school district policies and shall reimburse the school district for any repairs or 
replacement necessary as a result of the tampering. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



802.01 
 

SCHOOL FOOD PROGRAM 
 
The school district will operate a school lunch and breakfast program in each attendance 
center.  The school food program services will include hot lunches through participation 
in the National School Lunch Program and supplementary foods for students during the 
school day.  Students may bring their lunches from home and purchase milk or juice and 
other incidental items. 
 
School food service 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 principal 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 food program is operated on a nonprofit basis.  The revenues of the school 
food program will be used only for paying the regular operating costs of the school food 
program.  Supplies of the school food program shall only be used for the school food 
program. 
 
The board will set, and periodically review, the prices for school lunches, breakfast and 
special milk programs.  It shall be the responsibility of the superintendent to make a 
recommendation regarding the prices of school lunch, breakfast and milk. 
 
It shall be the responsibility of director of food services to administer the program and to 
cooperate with the superintendent and head cook for the proper functioning of the school 
food program. 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 42 U.S.C. §§ 1751 et seq. (1994). 
  
Cross Reference: 1006.01Use of School District Facilities and Equipment 

 
 

Approved:  June 9, 2003 



802.02 
 

FOOD SERVICE PRICES 
  
 
The following food service prices shall be in effect for the current school year: 
 
Lunch prices: 
 
 Students, grades K through 6;    $ 2.35 
 Students, grades 7 through 12;   $ 2.45 
 School employees;     $ 3.50 
 Visitors;      $ 3.50 
 
Breakfast prices: 
 
 Students, grades K through 6;    $ 1.70 
 Students, grades 7 through 12;   $ 1.95 

School employees;     $ 2.25 
 Visitors;      $ 2.25 
  
 
Beverages: 
 
 Milk;       $   .35 

Juice;       $   .30 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
Revised:  July 13, 2016 



802.03 
 

COLLECTION OF MONEY AND FOOD TICKETS 
 
The superintendent shall be responsible for establishing procedures for the collection of 
lunch program money.  Proper accounting controls shall be created to ensure compliance 
with the National School Lunch Program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Approved:  June 9, 2003 



802.04 
 

FOOD SERVICE RECORDS AND REPORTS 
 
An independent certified public accountant or registered accountant will audit the food 
services fund annually.  The audit will comply with federal requirements. 
 
The food services program will be operated on a non-profit basis.  Any income derived 
from the operation of the program will be used to support the food services program and 
will not be used for any other purpose. 
 
The board shall review on an annual basis a summary of the food services financial 
records and be advised of recommendations for changes to the program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



802.05 
 

FREE OR REDUCED COST MEALS ELIGIBILITY 
 
Students enrolled and attending school in the school district, who are unable to afford the 
cost or a portion of the cost of the school lunch, breakfast and supplemental foods, will be 
provided the school food program services at no cost or at a reduced cost. 
 
It shall be the responsibility of the central office to determine if a student qualifies for 
free or reduced cost school food services.  Qualification for free or reduced price lunches 
will be determined using the guidelines established by the U.S. Department of 
Agriculture.  Employees, students and others not qualifying for free lunches will be 
required to purchase meals prior to consumption.  Pre-paid family lunch accounts will be 
maintained for the convenience of school lunch program participants. 
 
It shall be the responsibility of the superintendent to develop administrative regulations 
for implementing this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 42 U.S.C. §§ 1751 et seq. (1994). 
    
Cross Reference: 504.19 Student Fees 

 
Approved:  June 9, 2003 



802.06 
 

VENDING MACHINES 
 
Food served or purchased by students during the school day and food served or purchased 
for other than special circumstances shall be approved by the superintendent.  Vending 
machines in the school building shall be the responsibility of the building principal.  
Purchases from the vending machines, other than juice machines, shall not be made 
during the lunch periods. 
 
It shall be 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. (1994). 
 

Approved:  June 9, 2003 



803.01 
 

PHOTOCOPYING SERVICES 
 
Among the facilities available to teachers in carrying out their educational assignments 
are a variety of machines for reproducing the written and spoken word, either in single or 
multiple copies.   
 
Infringement on copyrighted material, whether prose, poetry, graphic images, music, 
audio tape, video or computer-programmed materials, is a serious offense against federal 
law and contrary to the ethical standards required of staff and students alike. 
 
Violations may result in criminal or civil suits. 
 
The Board therefore requires that all reproduction of copyrighted material be conducted 
in accordance with applicable provisions of law.  Unless otherwise allowed as “fair use” 
under federal law, permission must be acquired from the copyright owner prior to 
reproduction of material in any form. 
 
“Fair use” is not a rigidly defined term.  “Fair use” is based on the following standards:   
1. The purpose and character of the use; 
2. The nature of the copyrighted work; 
3. The amount of and the substantiality of the portion used; 
4. The effect of the use upon the potential market for, or value of, the copyrighted work. 
 
If an individual questions the legality of duplicating materials, he/she should seek 
permission from the copyright holders. 
 
Employees in violation of copyright law may be required to remunerate the district in the 
event of loss due to litigation and may be subject to discipline up to and including 
dismissal. 
 
The superintendent will develop administrative regulations that provide guidelines for the 
“fair use” of copyrighted materials that meet the requirements of Section 107 of the 
Copyright Act of 1976 and applicable amendments. 

 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



803.02 
 

MAIL AND DELIVERY SERVICE 
 
The interschool mail service is established for school-related purposes.  It provides a 
central mailing service to expedite the distribution of materials and professional 
communications among schools and staff members. 
 
To avoid overburdening the service, employees will be discouraged from using 
interschool mail for the delivery of personal letters, notes and materials to other 
employees. 
 
The recognized collective bargaining unit(s) will be permitted to use the service in 
accordance with the terms of their contracts, board policy on the use of school facilities 
and current postal regulations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



803.03 
 

TELEPHONE SERVICE 
 
Cell Phones 
The board recognizes that the use of cellular telephones may be appropriate to provide for 
the effective and efficient operation of the district and to help ensure safety and security of 
district property, staff and others while on district property or engaged in district-
sponsored activities.  To this end, the board authorizes the purchase and employee use of 
cellular telephones, as deemed appropriate by the superintendent.  Any expenses incurred 
as a result of personal use shall be reimbursed to the district. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



803.04 
 

FAX SERVICE 
 
The district shall use FAX transmittals for the purpose of prompt exchange of information. 
Any expenses incurred as a result of personal use shall be reimbursed to the district. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



804.01 
 

COMPUTER SECURITY 
 
Access to computer data stored within all computer systems will be strictly controlled for 
security. 
 
The computer coordinator is responsible for maintaining security through procedures 
developed by the superintendent.  These procedures will determine who may have 
various degrees of access to the system and will state requirements for monitoring the 
continued proper educational use of the system. 
 
These procedures will also describe: 
 

1. Proper methods of disposal of reports containing confidential or financial 
information at the end of their use. 

 
2. Methods to ensure system security after change of job status of employees having 

access to system passwords. 
 

3. Methods to provide backup access in the event of the extended absence of the 
computer coordinator. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



804.02 
 

DATA OR RECORDS RETENTION 
 
School district records shall be housed in the central administration office of the school 
district.  It shall be the responsibility of the superintendent to oversee the maintenance 
and accuracy of the records.  The following records shall be kept and preserved at a 
minimum according to the schedule below: 
 
• Secretary's financial records     Permanently 
• Treasurer's financial records     Permanently 
• Minutes of the Board of Education    Permanently 
• Annual audit reports      Permanently 
• Annual budget       Permanently 
• Permanent record of individual pupil    Permanently 
• Records of payment of judgments against the school district 20 years 
• Bonds and bond coupons      10 years 
• Written contracts       10 years 
• Cancelled warrants, check stubs, bank statements, bills, 

 invoices, inventories and related records   5 years 
• Program grants       As determined by the 

     grant 
• Nonpayroll personnel records     7 years 
• Payroll records       3 years 
 
Employees' records shall be housed in the central administration office of the school 
district.  The employees' records shall be maintained by the superintendent, the building 
administrator and the employee's immediate supervisor. 
 
The permanent and cumulative records of students currently enrolled in the school district 
shall be housed where they can be maintained securely and efficiently for the district’s 
needs. 
 
The superintendent may store any or all school district records electronically.  
 
Cross Reference: 203.04 Secretary 
   204.11 Meeting Minutes 
   402.06 Employee Records 
   507 Student Records 
   1003 Public Examination of District Records 
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E-MAIL RETENTION 

 
This policy will refer to e-mail using the term electronic messaging, but the policy is also 
intended to be inclusive of electronic fax and any other electronic methods of 
transmitting messages, documents and other information.    The superintendent is 
responsible for implementing this policy and serving as the records officer of the district. 
 
Electronic messages transmitted using district resources are records and as such are 
subject to management under the Records Management Act.  
 
The end-user manages electronic messages. Electronic messages should be managed at 
the end-user's desktop rather than from a central point. Each end-user who creates or 
receives electronic messages is responsible for managing his or her own records. 
Individuals with questions regarding the retention of particular electronic messages 
should obtain an opinion from their supervisor. 
 
A single copy of a record retained by the originator of that record may serve as the 
official record retained in accordance with the district’s retention schedule.  All other 
copies are duplicate copies, and may be destroyed. 
 
There is no single retention period for all electronic messages. Retention and disposition 
of electronic messages depends on the function and content of the individual message. 
The various types of electronic messages require various retention periods and fall within 
three broad categories:   
 
Transitory messages – There is no retention requirement for these messages. Public 
officials and employees receiving such communications may delete them immediately 
without obtaining approval of the State Records Administrator. Examples are: 
• Messages that address routine administrative, curricular and co-curricular matters, 

announcements of meetings, schedules of events, etc. 
• Messages that take the place of informal discussion and which if they were printed 

would not be retained in school records. 
• Messages that transmit generic information and are not specific to a student’s 

educational program. 
• Messages that address personal matters unrelated to the district. 
• Messages comprised of unrequested, unneeded or unwanted junk mail. 
• Sectarian, religious, persuasive, political or commercial messages or advertising. 
 
Less than permanent retention – These records are governed by the retention period for 
equivalent hard copy records as specified in the district’s records retention schedule. The 
records should be in hard copy or electronic format which can be retrieved and 
interpreted for the legal retention period. Individuals creating or receiving such 
communications may delete or destroy the records only according to an approved 
retention schedule. Examples are: 
 



• Messages that address significant aspects of a specific student’s educational program 
including, but not limited to, health, discipline, special education program, interaction 
with child protection agencies and communication with parents relating to specific 
aspects of the student’s interaction with the school district. 

• Messages that address and/or provide information used in making policy decisions, 
concerning curricular or co-curricular activities, personnel actions or that relate to the 
business transactions of the district. 

• Messages that address activities of significant interest in the community relating to 
the district. 

• E-mails that are the subject of investigations or litigation when the district has 
reasonable notice of the proceeding. 

 
Permanent/archival retention:  Permanent records are often records relating to district 
governance, finances, budgets, and student educational progress, such as board secretary 
or district treasurer financial records, minutes of the Board of Education, educational 
records of individual students, annual audit reports and annual budgets.  
 
These permanent records are further classified as transferred or non-transferred records: 
Non-transfers – If the decision is made to maintain the records in the district, it is 
responsible for making the records accessible to the public in a manner consistent with 
the way the Nebraska State Historical Society (NSHS) would perform this function. The 
district is responsible for upgrading the system to current technology standards so that 
data remain usable over time and for testing at regular intervals any storage medium used 
for accuracy or loss of data. 
 
Transfers – The NSHS is responsible for the care, maintenance and reference use of state 
records with enduring value, regardless of media. The district may work with NSHS and 
the State Records Administrator to preserve and access electronic records maintained in 
the district or to make decisions about the method, frequency and format of the transfer of 
records to NSHS.  
 
It is important not to rely upon back up servers and media exclusively for retention of 
electronic messages. Due to storage limitations, electronic messages are routinely deleted 
from storage media after 60 to 90 days. If non-transitory electronic messages are to be 
filed electronically, the information systems manager should be consulted and 
appropriate storage locations should be designated and users should be educated on 
classification and filing procedures so that the information will not be lost. 
 
Electronic messages should be systematically filed for convenient retrieval following 
standardized filing rules within the district.  Electronic messages needing to be retained 
should be indexed in an organized and consistent pattern, and reflect the way the files 
will be used and referenced. 
 
In keeping with state electronic messaging guidelines, the district will create procedures 
to identify system hardware and software, formalize file naming conventions, back up 
and security procedures, identify the sources and use of the information, as well as their 
confidential and non-confidential status, and outline quality control procedures and 



storage requirements.  This documentation should also cover employee training 
procedures and the verification of employee attendance at training sessions. 
 
Litigation Holds 
As soon as the District is made aware of pending or threatened litigation, the 
superintendent will issue a litigation hold directive.  The directive will be given to all 
individuals who may have records relating to the litigation issue. At that time the District 
will take all reasonable action to preserve all relevant documents and records including 
any that may be subject to federal rules of discovery. 
 
This directive cancels any records retention schedule that would normally lead to the 
deletion or destruction of the records until the litigation hold is removed. The 
superintendent, working with the network systems administrator, will preserve the e-mail 
and computer accounts of separated employees until the end of the litigation hold.  
 
Employees who receive notice of a litigation hold will preserve all records as indicated in 
the directive.  Records that would normally be deleted or destroyed automatically by the 
network should be converted to hard copy or copied electronically to a safe location to 
ensure their preservation 
 
It shall be a violation of this policy for any employee to delete, destroy or alter records 
protected by the litigation hold directive. Violation of the litigation hold may subject the 
employee to disciplinary actions, up to and including dismissal. 
 
Legal Reference:        Electronic Messaging and E-Mail Guidelines (Nebr. Secretary of                                                                        

State) 
   Nebraska Statutes 84-1201 to 1228 (Public Records) 
 
Cross Reference: 402.10 Employee Political Activity 
   403.07 Employee Use of Social Networks 
   606.06 Acceptable Use of Computers 
 
 
 
 
 
 
 
 
 

Approved November 12, 2012 
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INSURANCE 
 
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 shall be 
reviewed once every three years. 
 
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 $1,000 unless such insurance is required by statute or 
contract.  The school district will make every effort to obtain property, vehicle, and 
liability insurance at the most economical cost, consistent with required service, by 
obtaining quotations or by negotiation, using whichever method is advantageous to the 
district. 
 
Administration of the insurance program, making recommendations for additional 
insurance coverage, placing the insurance coverage and loss prevention activities shall be 
the responsibility of the superintendent.   
 
Blanket building and equipment insurance will cover replacement costs with an agreed 
amount endorsement and with a deductible determined by the superintendent to provide 
the lowest possible premium costs consistent with adequate protection from unanticipated 
expenditures. 
 
General and personal liability insurance will cover district Board members and 
employees only while acting in their official capacity. 
 
The district will provide liability coverage for all district-owned or leased vehicles. 
 
The district will establish and provide the opportunity for students to purchase student 
accident insurance.  The district will not carry student accident insurance other than 
liability insurance. 
 
The district will not be liable for theft and damage of personal property of students.  
Additionally, the district will not be liable for theft and damage of personal property of 
staff. 
 

Approved:  June 9, 2003 
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OBJECTIVES OF BUILDINGS & SITES 
 
This series of the board policy manual sets forth the board objectives and goals for the 
school district's buildings and sites.  It shall be the goal of the board to provide sufficient 
school district buildings and sites for the education program.  The board shall strive to 
provide an environment which will encourage and support learning. 
 
In providing this environment the school district buildings and sites will accommodate 
the organizational and instructional patterns that support the education program.  The 
board shall have final authority to determine what is necessary to meet the needs of the 
education program. 
 
It shall be the responsibility of the superintendent to oversee the day-to-day operations of 
the school buildings and sites and to notify the board of areas in need of improvement. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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BUILDINGS & SITES LONG RANGE PLANNING 
 
As part of the board's long range plan for the school district's education program, the 
board shall include the buildings and sites needs for the education program.  The long-
term needs for building and sites shall be discussed and determined by the board. 
 
It shall be the responsibility of the superintendent to provide information including, but 
not limited to, enrollment projections and education program requirements to the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 103 Educational and Operational Planning 

 
Approved:  June 9, 2003 
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CONSTRUCTION PLANS AND SPECIFICATIONS 
 
The board may engage the services of consultants or other personnel to study the needs of 
the school district's buildings and sites in providing the education program.  The results 
of these services will be considered in planning the education program and in making 
decisions about the improvement and acquisition of additional buildings and sites. 
 
In any construction involving architecture or engineering with a cost contemplated to 
exceed $100,000, and an amount as periodically adjusted by state statute, the board shall 
engage an architect, a professional engineer, or a person or persons under the direct 
supervision of an architect or professional engineer to prepare the plans, specifications 
and estimates for the construction. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
regarding the need for such services and who should perform such services for the board. 
 
Buildings considered for purchase or construction by the board or currently owned by the 
school district and used for the education program must meet, or upon improvement be 
able to meet, the specifications set by the board.  The board shall make this 
determination. 
 
Prior to construction or renovation of buildings and sites the board shall make a 
determination of the method by which it will obtain construction services.  If the board 
elects by a seventy-five percent affirmative vote to use the Construction Management at 
Risk or Design-Build methods rather than the traditional Design-Bid-Build method, 
policies for that respective method must be established prior to selecting the construction 
services provider. 
 
Prior to remodeling or other construction of buildings and sites, the board may appoint a 
committee of consultants, employees, citizens, or others to assist the board in developing 
the specifications for the new or improved buildings and sites.  These specifications shall 
be consistent with the education program, and they shall provide the architect with the 
information necessary to determine what is expected from the facility.  It shall be within 
the discretion of the board to determine whether a committee shall be appointed. 
 
It shall be the responsibility of the superintendent to make a recommendation to the board 
regarding the specifications of buildings and sites. 
 
Legal Reference: Neb. Statute 81-3445 
 
Cross Reference: 104 Educational and Operational Planning 
 

Revised July 13, 2015 
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SITE ACQUISITION 
 
Sites acquired by the board shall meet or, upon improvement, be able to meet the 
specifications set out by the board prior to using the site for the education program.  The 
board may meet in closed session to discuss potential purchases of sites. 
 
It shall be the responsibility of the superintendent to assist the board and to make 
recommendations concerning the acquisition of sites. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 204.06 Closed Sessions 

706.01 Purchasing Procedures 
 
 

Approved:  June 9, 2003 
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BIDS AND AWARDS FOR CONSTRUCTION CONTRACTS 
 
Public, competitive sealed bids are required for construction projects, including 
renovation and repair, with a cost exceeding $100,000 and an amount as periodically 
adjusted by state statute.  This does not apply to the acquisition of existing buildings, 
purchase of new sites or site expansions by the district.  The sealed bids shall be opened 
in public on the date and hour as advertised. 
 
The award of construction contracts will, generally, be made to the lowest responsible 
bidder.  The board, in its discretion, after considering factors relating to the construction, 
including, but not limited to, the cost of the construction, availability of service and/or 
repair, completion date, and any other factors deemed relevant by the board, may choose 
a bid other than the lowest bid.  Resident bidders of the state of Nebraska may be given 
preference over nonresident bidders in some instances according to state statutes.  The 
board shall have the right to reject any or all bids, or any part of the bids, to waive 
informalities, and to enter into the contract or contracts deemed to be in the best interests 
of the school district. 
 
It shall be the responsibility of the superintendent to make a recommendation 
accompanied by supportive reasoning to the board for construction contract bids. 
 
The district will require the successful bidder to submit a performance labor and material 
payment bond for an amount not less than the contract price on any project with a total 
cost of more than ten thousand dollars. 
 
Legal Reference: Neb. Statute 73-101 et seq. 
             52-118 
  
Cross Reference: 706 Expenditures 
    
 
 
 
 
 
 
 
 
 
 
 
 

Revised July 13, 2015 
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CONSTRUCTION MANAGEMENT AT RISK SCHOOL CONSTRUCTION 
ALTERNATIVE 

 
The school district adopts this policy in the event it resolves to use the construction 
management at risk (CM at risk) construction delivery process.  Prior to using the CM at 
risk process on a specific construction project, the school district shall contact the State 
Department of Education to determine the current eligibility of the proposed project 
under limitations established by the Nebraska Schools Construction Alternatives Act.   
The board shall then adopt such a resolution by a seventy-five percent affirmative vote. 
 
Following the acquisition of professional architectural or engineering services as required 
for the project, the board shall utilize this policy to evaluate, select and contract with a 
construction manager for the delivery of construction services. 
  
Definitions 
 
1. Construction management at risk contract means a contract by which a construction 

manager (a) assumes the legal responsibility to deliver a construction project within a 
contracted price to the school district, (b) acts as a construction consultant to the 
school district during the design development phase of the project when the school 
district's architect or engineer designs the project, and (c) is the builder during the 
construction phase of the project; 

2. Construction manager means the legal entity which proposes to enter into a 
construction management at risk contract under this policy; 

3. Letter of interest means a statement indicating interest to enter into a construction 
management at risk contract for a project under this policy; 

4. Project performance criteria means the performance requirements of the project 
suitable to allow the construction manager to make a proposal. Performance 
requirements include the following, if required by the project: Capacity, durability, 
standards, ingress and egress requirements, description of the site, surveys, soil and 
environmental information concerning the site, interior space requirements, material 
quality standards, design and construction schedules, site development requirements, 
provisions for utilities, storm water retention and disposal, parking  requirements, 
applicable governmental code requirements, and other criteria for the intended use of 
the project; 

5. Proposal means an offer in response to a request for proposals by a construction 
manager to enter into a construction management at risk contract for a project under 
this policy; 

6. Request for letters of interest means the documentation or publication by which the 
school district solicits letters of interest; 

7. Request for proposals means the documentation by which the school district solicits 
proposals. 
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Procedural Regulations 
 
The board directs the superintendent to promulgate regulations detailing the following 
procedures: 
 
1. Procedures and standards to be used to prequalify construction managers. The 

procedures and standards shall provide that the school district in consultation with its 
architect/engineer will evaluate prospective construction managers based on the 
information submitted to the school district in response to a request for letters of 
interest and will select construction managers who are prequalified and consequently 
eligible to respond to the request for proposals; 

2. Procedures for the preparation and content of requests for proposals; 
3. Procedures for preparing and submitting proposals; 
4. Procedures for evaluating proposals; 
5. Procedures for negotiations between the school district and the construction managers 

submitting proposals prior to the acceptance of a proposal if any such negotiations are 
contemplated; 

6. Procedures for filing and acting on formal protests relating to the solicitation or 
execution of construction management at risk contracts. 

 
Letters of Interest 
 
The school district shall prepare a request for letters of interest for CM at risk proposals 
and shall prequalify construction managers in accordance with this section. The request 
for letters of interest shall describe the project in sufficient detail to permit a construction 
manager to submit a letter of interest. 
 
The request for letters of interest shall be (a) published in a newspaper of general 
circulation within the school district at least thirty days prior to the deadline for receiving 
letters of interest and (b) sent by first-class mail to any construction manager upon 
request. 
 
Letters of interest shall be reviewed by the school district in consultation with the 
architect/engineer.  The school district shall select prospective construction managers in 
accordance with the procedures described above. The school district shall select at least 
three prospective construction managers except that if only two construction managers 
have submitted letters of interest, the school district shall select at least two prospective 
construction managers. The selected construction managers shall then be considered 
prequalified and eligible to receive requests for proposals. 
 
Requests for Proposals 
 
The school district shall prepare a request for proposals for each construction 
management at risk contract in accordance with this section. At least thirty days prior to  
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the deadline for receiving and opening proposals, notice of the request for proposals shall 
be published in a newspaper of general circulation within the school district and filed 
with the State Department of Education.  
 
The request for proposals shall be sent only to the construction managers selected under 
the prequalification procedures of this policy. 
 
The request for proposals shall contain, at a minimum, the following elements: 
1. The identity of the school district for which the project will be built and the school 

district that will execute the contract; 
2. Policies adopted by the school district governing the CM at risk construction process; 
3. The proposed terms and conditions of the contract, including any terms and 

conditions which are subject to further negotiation. The proposed terms and 
conditions may set forth an initial determination of the manner by which the 
construction manager selects any subcontractor and may require that any work 
subcontracted be awarded by competitive bidding.  The proposed general terms and 
conditions shall be consistent with the standard model general terms and conditions 
issued by one of the following: 
a) The American Institute of Architects (AIA); 
b) The Engineer's Joint Contract Documents Committee (EJCOC); or 
c) The Association of General Contractors of America (AGC); 
d) The Design-Build Institute of America (DBIA). 

4. Any bonds and insurance required by law or as may be additionally required by the 
school district; 

5. General information about the project which will assist the school district in its 
selection of the construction manager, including a project statement which contains 
information about the scope and nature of the project, the project site, the schedule, 
and the estimated budget; 

6. The criteria for evaluation of proposals and the relative weight of each criterion; and 
7. A description of any other information which the school district chooses to require. 
 
Receiving and Evaluating Proposals 
 
Proposals shall be sealed and shall not be opened until expiration of the time established 
for making proposals as set forth in the request for proposals. 
 
Proposals may be withdrawn at any time prior to acceptance. The school district shall 
have the right to reject any and all proposals except for the purpose of evading the 
provisions and policies of the Nebraska Schools Construction Alternatives Act. The 
school district may then solicit new proposals using the same or different project 
performance criteria. 
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The school district shall evaluate and rank each proposal on the basis of best meeting the 
criteria in the request for proposals and taking into consideration the recommendation of 
the selection committee. 
 
Selection Committee 
 
In evaluating proposals the school district shall refer the proposals for recommendation to 
a selection committee. The selection committee shall be a group of at least five persons 
designated by the board and shall include the following:  
1. members of the school board;  
2. members of the school administration or staff;  
3. the school's architect or engineer; 
4. any person chosen by the board for providing expertise relevant to selection of a 

construction manager under the Nebraska Schools Construction Alternatives Act; and  
5. a resident of the school district not included in the four preceding subsections.   
 
A member of the selection committee designated under subdivision (4) or (5) of this 
subsection shall not be employed by or have a financial or other interest in a construction 
manager who has a proposal being evaluated and shall not be employed by the school 
district or the district's architect/engineer. 
 
The selection committee and the board shall evaluate proposals taking into consideration 
the criteria enumerated below when applicable, with the maximum percentage of total 
points for evaluation which may be assigned to each as shown: 
1. The financial resources of the construction manager to complete the project, ten 

percent;  
2. The ability of the proposed personnel of the construction manager to perform, thirty 

percent;  
3. The character, integrity, reputation, judgment, experience, and efficiency of the 

construction manager, thirty percent;  
4. The quality of performance on previous projects, thirty percent;  
5. The ability of the construction manager to perform within the time specified, thirty 

percent;  
6. The previous and existing compliance of the construction manager with laws relating 

to the contract, ten percent; and  
7. Such other information as may be secured having a bearing on the selection, twenty 

percent. 
 
The selection committee shall keep and maintain permanent records of the committee 
proceedings including, but not limited to, records of the minutes of meetings, and 
documentation received or disclosed in open session of the meetings. 
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The committee shall appoint a board member or district employee to keep the minutes of 
the committee meetings.  The minutes of each meeting shall include as a minimum the 
following items: a record of the date, time, place, members present, action taken and the 
vote of each member.  The records of the committee shall be placed on public file with 
the central administration office. 
 
 
Contract Negotiations 
 
The school district shall attempt to negotiate a construction management at risk contract 
with the highest ranked construction manager and may enter into a construction 
management at risk contract after negotiations. The negotiations shall include a final 
determination of the manner by which the construction manager selects a subcontractor.  
If the school district is unable to negotiate a satisfactory contract with the highest ranked 
construction manager, the school district may terminate negotiations with that 
construction manager. 
 
The school district may then undertake negotiations with the second highest ranked 
construction manager and may enter into a construction management at risk contract after 
negotiations. If the school district is unable to negotiate a satisfactory contract with the 
second highest ranked construction manager, the school district may undertake 
negotiations with the third highest ranked construction manager, if any, and may enter 
into a construction management at risk contract after negotiations. 
 
The school district shall file a copy of all construction management at risk contract 
documents with the State Department of Education within thirty days after their full 
execution. Within thirty days after completion of the project, the construction manager 
shall file a copy of all contract modifications and change orders with the department. 
 
If the school district is unable to negotiate a satisfactory contract with any of the ranked 
construction managers, the school district may either revise the request for proposals and 
solicit new proposals or cancel the construction management at risk process. 
 
Final Contracts 
 
A construction management at risk contract may be conditioned upon later refinements in 
scope and price and may permit the school district in agreement with the construction 
manager to make changes in the project without invalidating the contract. Later 
refinements shall not exceed the scope of the project statement contained in the request 
for proposals. 
 
The CM at risk contract shall not be used for a construction project with locations on 
parcels of land which are not contiguous except for specialty maintenance projects. 
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Legal Reference: Neb. Statute 79-2001 to 2015 
             81-1701 et seq. 

         84-712  
 
Cross Reference: 1006.01 Community Use of School District Buildings, Sites and  
   Equipment 
 
 

Approved:  June 9, 2003 
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DESIGN-BUILD SCHOOL CONSTRUCTION ALTERNATIVE 
 
The school district adopts this policy in the event it resolves to use the design-build 
construction process.  Prior to using the design-build process on a specific construction 
project, the school district shall contact the State Department of Education to determine 
the current eligibility of the proposed project under limitations established by the 
Nebraska Schools Construction Alternatives Act.  The board shall then adopt such a 
resolution by a seventy-five percent affirmative vote. 
 
The board shall utilize this policy to evaluate, select and contract with a design-build firm 
for the delivery of design and construction services. 
  
Definitions 
 
1. Design-build contract means a contract which is subject to qualification-based 

selection between a school district and a design-builder to furnish (a) architectural, 
engineering, and related design services for a project under this policy and (b) labor, 
materials, supplies, equipment, and construction services for a project under this 
policy; 

2. Design-builder means the legal entity which proposes to enter into a design-build 
contract which is subject to qualification-based selection under this policy; 

3. Letter of interest means a statement indicating interest to enter into a design-build 
contract for a project under this policy; 

4. Performance-criteria developer means any person licensed or any organization issued 
a certificate of authorization to practice architecture or engineering pursuant to the 
Engineers and Architects Regulation Act who is selected by a school district to assist 
the school district in the development of project performance criteria, requests for 
proposals, evaluation of proposals, evaluation of the construction under a 
design-build contract to determine adherence to the performance criteria, and any 
additional services requested by the school district to represent its interests in relation 
to a project; 

5. Project performance criteria means the performance requirements of the project 
suitable to allow the design-builder to make a proposal. Performance requirements 
include the following, if required by the project: Capacity, durability, standards, 
ingress and egress requirements, description of the site, surveys, soil and 
environmental information concerning the site, interior space requirements, material 
quality standards, design and construction schedules, site development requirements, 
provisions for utilities, storm water retention and disposal, parking  requirements, 
applicable governmental code requirements, and other criteria for the intended use of 
the project; 

6. Proposal means an offer in response to a request for proposals by a design-builder to 
enter into a design-build contract for a project pursuant under this policy; 
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7. Qualification-based selection process means a process of selecting a design-builder 

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

8. Request for letters of interest means the documentation or publication by which the 
school district solicits letters of interest; 

9. Request for proposals means the documentation by which the school district solicits 
proposals. 

 
Procedural Regulations 
 
The board directs the superintendent to promulgate regulations detailing the following 
procedures: 
1. Procedures for selecting and hiring on its behalf a performance-criteria developer 

when soliciting and executing a design-build contract. The procedures shall be 
consistent with the Nebraska Consultants' Competitive Negotiation Act and shall 
provide that the performance-criteria developer is ineligible to be included as a 
provider of any services in a proposal for the project on which it has acted as 
performance-criteria developer and is not employed by or does not have a financial or 
other interest in a design-builder or construction manager who will submit a proposal; 

2. Procedures and standards to be used to prequalify design-builders. The procedures 
and standards shall provide that the school district will evaluate prospective 
design-builders based on the information submitted to the school district in response 
to a request for letters of interest and will select design-builders who are prequalified 
and consequently eligible to respond to the request for proposals; 

3. Procedures for the preparation and content of requests for proposals; 
4. Procedures for preparing and submitting proposals; 
5. Procedures for evaluating proposals; 
6. Procedures for negotiations between the school district and the design-builders 

submitting proposals prior to the acceptance of a proposal if any such negotiations are 
contemplated; 

7. Procedures for filing and acting on formal protests relating to the solicitation or 
execution of design-build contracts; and 

8. Procedures for the evaluation of construction under a design-build contract by the 
performance-criteria developer to determine adherence to the performance criteria. 

 
Letters of Interest 
 
The school district shall prepare a request for letters of interest for design-build proposals 
and shall prequalify design-builders in accordance with this section. The request for 
letters of interest shall describe the project in sufficient detail to permit a design-builder 
to submit a letter of interest. 
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The request for letters of interest shall be (a) published in a newspaper of general 
circulation within the school district at least thirty days prior to the deadline for receiving 
letters of interest and (b) sent by first-class mail to any design-builder upon request. 
 
Letters of interest shall be reviewed by the school district in consultation with the 
performance-criteria developer.  The school district shall select prospective 
design-builders in accordance with the procedures described above. The school district 
shall select at least three prospective design-builders except that if only two 
design-builders have submitted letters of interest, the school district shall select at least 
two prospective design-builders. The selected design-builders shall then be considered 
prequalified and eligible to receive requests for proposals. 
 
Requests for Proposals 
 
The school district shall prepare a request for proposals for each design-build contract. 
Notice of the request for proposals shall be published in a newspaper of general 
circulation within the school district and filed with the State Department of Education at 
least thirty days prior to the deadline for receiving and opening proposals.  
 
The request for proposals shall be sent only to the design-builders selected under the 
prequalification procedures of this policy. 
 
The request for proposals shall contain, at a minimum, the following elements: 
1. The identity of the school district for which the project will be built and the school 

district that will execute the design-build contract; 
2. Policies adopted by the school district governing the design-build process; 
3. The proposed terms and conditions of the design-build contract, including any terms 

and conditions which are subject to further negotiation. The proposed terms and 
conditions may set forth an initial determination of the manner by which the design-
builder selects any subcontractor and may require that any work subcontracted be 
awarded by competitive bidding.  The proposed general terms and conditions shall be 
consistent with the standard model general terms and conditions issued by one of the 
following: 
a) The American Institute of Architects (AIA); 
b) The Engineer's Joint Contract Documents Committee (EJCOC); 
c) The Association of General Contractors of America (AGC); or 
d) The Design-Build Institute of America (DBIA). 

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

5. Project performance criteria 
6. Budget parameters for the project; 
7. Any bonds and insurance required by law or as may be additionally required by the 

school district; 
8. The criteria for evaluation of proposals and the relative weight of each criterion; 



902.06 
 

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

 
 
10. A requirement that the design-builder agree to the following conditions:  

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

(b) At the time of the design-build offering, the design-builder will furnish to the 
school board a written statement identifying the architect or engineer who will 
perform the architectural or engineering work for the design-build project;  

(c) The architect or engineer engaged by the design-builder to perform the 
architectural or engineering work with respect to the design-build project will 
have direct supervision of such work and may not be removed by the 
design-builder prior to the completion of the project without the written 
consent of the school board;  

(d) A design-builder offering design-build services with its own employees who 
are design professionals licensed to practice in Nebraska will (i) comply with 
the Engineers and Architects Regulation Act by procuring a certificate of 
authorization to practice architecture or engineering and (ii) submit proof of 
sufficient professional liability insurance; and  

(e) The rendering of architectural or engineering services by a licensed architect 
or engineer employed by the design-builder will conform to the Engineers and 
Architects Regulation Act and the Nebraska Schools Construction 
Alternatives Act; and 

(f) Other information which the school district chooses to require. 
 
Receiving and Evaluating Proposals 
 
Design-builders shall submit proposals as required by the request for proposals. The 
school district may only proceed to negotiate and enter into a design-build contract if 
there are at least two proposals from prequalified design-builders. 
 
Proposals shall be sealed and shall not be opened until expiration of the time established 
for making proposals as set forth in the request for proposals. 
 
Proposals may be withdrawn at any time prior to acceptance. The school district shall 
have the right to reject any and all proposals except for the purpose of evading the 
provisions and policies of the Nebraska Schools Construction Alternatives Act. The 
school district may then solicit new proposals using the same or different project 
performance criteria. 



902.06 
 

The school district shall rank in order of preference the design-builders pursuant to the 
criteria in the request for proposals and taking into consideration the recommendation of 
the selection committee. 
 
Selection Committee 
 
In evaluating proposals, the district shall refer the proposals for recommendation to a 
selection committee. The selection committee shall be a group of at least five persons 
designated by the board and shall include the following:  
1. members of the school board;  
2. members of the school administration or staff; 
3. the performance-criteria developer; 
4. any person chosen by the board for providing special expertise relevant to selection of 

a design-builder under the Nebraska Schools Construction Alternatives Act; and  
5. a resident of the school district not included in the four preceding subdivisions. 
 
A member of the selection committee designated under subdivision (4) or (5) of this 
subsection shall not be employed by or have a financial or other interest in a 
design-builder who has a proposal being evaluated and shall not be employed by the 
school district or the performance-criteria developer. 
 
The selection committee and the board shall evaluate proposals taking into consideration 
the criteria enumerated below when applicable, with the maximum percentage of total 
points for evaluation which may be assigned to each as shown: 
1. The financial resources of the design-builder to complete the project, ten percent;  
2. The ability of the proposed personnel of the design-builder to perform, thirty percent;  
3. The character, integrity, reputation, judgment, experience, and efficiency of the 

design-builder, thirty percent;  
4. The quality of performance on previous projects, thirty percent;  
5. The ability of the design-builder to perform within the time specified, thirty percent;  
6. The previous and existing compliance of the design-builder with laws relating to the 

contract, ten percent; and  
7. Such other information as may be secured having a bearing on the selection, twenty 

percent. 
 
The selection committee shall keep and maintain permanent records of the committee 
proceedings including, but not limited to, records of the minutes of meetings, and 
documentation received or disclosed in open session of the meetings. 
 
The committee shall appoint a board member or district employee to keep the minutes of 
the committee meetings.  The minutes of each meeting shall include as a minimum the 
following items: a record of the date, time, place, members present, action taken and the 
vote of each member.  The records of the committee shall be placed on public file with 
the central administration office. 



902.06 
 
Contract Negotiations 
 
The school district may attempt to negotiate a design-build contract with the highest 
ranked design-builder selected by the school district and may enter into a design-build 
contract after negotiations. The negotiations shall include a final determination of the 
manner by which the design-builder selects a subcontractor. If the school district is 
unable to negotiate a satisfactory design-build contract with the highest ranked 
design-builder, the school district may terminate negotiations with that design-builder. 
 
The school district may then undertake negotiations with the second highest ranked 
design-builder and may enter into a design-build contract after negotiations. If the school 
district is unable to negotiate a satisfactory contract with the second highest ranked 
design-builder, the school district may undertake negotiations with the third highest 
ranked design-builder, if any, and may enter into a design-build contract after 
negotiations. 
 
The school district shall file a copy of all design-build contract documents with the State 
Department of Education within thirty days after their full execution. Within thirty days 
after completion of the project, the design-builder shall file a copy of all contract 
modifications and change orders with the department. 
 
If the school district is unable to negotiate a satisfactory contract with any of the ranked 
design-builders, the school district may either revise the request for proposals and solicit 
new proposals or cancel the design-build process.  
 
Final Contracts 
 
The design-build contract may be conditioned upon later refinements in scope and price 
and may permit the school district in agreement with the design-builder to make changes 
in the project without invalidating the contract. Later refinements shall not exceed the 
scope of the project statement contained in the request for proposals. 
 
The design-build contract shall not be used for a construction project with locations on 
parcels of land which are not contiguous except for specialty maintenance projects. 
 
Legal Reference: Neb. Statute 79-2001 to 2015 
             81-1701 et seq. 

         84-712  
 
Cross Reference: 1006.01 Community Use of School District Buildings, Sites and 
                Equipment 

 
Approved:  June 9, 2003 



903.01 
 

SECURITY 
 
The Board encourages cooperation with local law enforcement and fire authorities and 
insurance company personnel in planning and carrying out proper security measures to 
preserve and protect the district’s investment in its physical plant. 
 
Buildings constitute one of the greatest capital investments of the district and should be 
protected.  Security includes minimizing fire or other safety hazards, reducing the 
probability of faulty equipment, and keeping records and funds in a safe place.  Security 
also includes having available floor plans of buildings and site plans showing campus 
boundaries and access points. 
 
A key control system shall be established and maintained limiting building access to 
district personnel thus safeguarding against potential entry by unauthorized persons. 
 
Protective devices designed as safeguards against illegal entry and vandalism shall be 
installed where appropriate, including surveillance video.  A security guard may be 
employed when special events or activities are scheduled, or in situations involving 
special risks. 
 
The superintendent is directed to establish regulations as may be needed to provide for 
security of buildings and grounds. 
 
Incidents of illegal entry, theft of school property, vandalism or damage to school 
property from any cause shall be reported by phone to the office of the superintendent 
and to the appropriate law enforcement agency as soon as discovered.  A written report of 
the incident shall be made within 24 hours of discovery and forwarded to the 
superintendent’s office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 404.03 Employees’ Personal Security and Safety 
 

Approved:  June 9, 2003 



903.02 
 

ACCESS TO BUILDINGS 
 
Security for district buildings and grounds (during regular school hours as well as 
non-school hours) contributes to the well being and safety of students and staff as well as 
to that of the sites themselves. 
 
The superintendent will control access to district buildings as appropriate and necessary 
to protect property, students and personnel. 
 
Principals will control access to school buildings and will provide safeguards against 
unauthorized access to these buildings.  Each principal, with the superintendent’s 
approval, will develop regulations designed to control the use of building keys and to 
ensure that buildings are adequately closed and locked when no authorized personnel are 
present.  Staff or students who fail to obey such regulations may be disciplined, 
suspended or dismissed. 
 
During regular school hours, flow of traffic into and out of buildings shall be closely 
monitored and limited to certain doors. Visitors shall be required to check in to show 
proper identification and reason for being at the school and shall wear name tags 
identifying them as visitors. This will not apply when parents/guardians have been 
invited to a classroom or assembly program. 
 
Access to school buildings and grounds outside of regular school hours shall be limited to 
personnel whose work requires it and to sponsors of approved student activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



903.03 
 

MAINTENANCE SCHEDULE 
 
The school district buildings and sites, including the grounds, buildings and equipment, 
will be kept clean and in good repair.  Employees should notify the building principal 
when facilities are in need of repair or the removal of litter or graffiti. 
 
It shall be the responsibility of the superintendent to maintain the school district buildings 
and sites.  As part of this responsibility, a maintenance schedule shall be created and 
adhered to in compliance with this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504.07 Care of School Property and Vandalism 
   504.09 Student Lockers 

 
Approved:  June 9, 2003 



903.04 
 

REQUESTS FOR IMPROVEMENTS 
 
Generally, except for emergency situations, requests for improvements or repairs shall be 
made to the superintendent by building principals and the head custodian.  Requirements 
for requests outlined in the district’s maintenance procedures shall be followed. 
 
The superintendent may approve minor improvements, not exceeding a cost of $40,000.  
The board must approve improvements exceeding $40,000.  Routine maintenance and 
repairs outlined in the maintenance schedule shall be followed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



903.06 
 

BUILDINGS AND GROUNDS — RECORDS AND REPORTS 
 
Losses incurred through fire, theft, accident or vandalism will be reported to the 
superintendent as soon as they are discovered.  The superintendent may report such losses 
to an appropriate agency as well as to the board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



903.07 
 

TRAFFIC AND PARKING PROCEDURES 
 
Driving and parking on school property are privileges granted by the board to persons 
who have reasons to be in the schools or on school property.  The superintendent shall 
authorize parking areas and post notices on district property designated for staff, student, 
visitor parking and parking for persons with disabilities and other classifications of 
parking areas as may be necessary. 
 
Any vehicle not parked in authorized areas may be towed away and stored.  All charges 
for towing and storing will be the responsibility of the owner or operator of the vehicle. 
 
Any person failing to abide by the district’s parking regulations may be further prohibited 
from bringing any vehicle on school property. 
 
Building principals will establish regulations as necessary for the use and control of staff 
and student parking areas around their buildings.  Such regulations will be made available 
to staff, students and parents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 801.12 Student Transportation in Private Vehicles 
 

Approved:  June 9, 2003 



903.08 
 

VANDALISM 
 
The board believes everyone should treat school district buildings and sites and property 
with respect for the benefit of the education program.  Users of school district property 
shall treat it with care.  Employees discovering vandalism should report it to the building 
principal as soon as possible. 
 
Persons suspected, found or proven to have destroyed or otherwise harmed school district 
property may be subject to discipline by the school district, if the person is under the 
jurisdiction of the school district, and may be reported to local law enforcement officials.  
Persons who are not under the jurisdiction of the school district and who are suspected, 
found or proven to have destroyed or otherwise harmed school district property shall be 
reported to the local law enforcement authorities. 
 
The superintendent, the principal or their designees are authorized to sign a criminal 
complaint against persons suspected of vandalism against school property. It is the intent 
of the board to seek damages as permitted by law from anyone who vandalizes school 
property and/or their parents or guardians. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504    Students Rights and Responsibilities 

1005.08 Public Conduct on School Premises 
 

Approved:  June 9, 2003 



903.09 
 

ENERGY CONSERVATION 
 
In concert with the board's goal to utilize public funds in an effective and efficient 
manner, employees and students shall practice energy conservation methods when 
utilizing the school district's buildings and sites.  These methods include, but are not 
limited to, turning off lights and equipment when not in use, reducing the temperature of 
the facility, particularly when it is not in use, and keeping windows and doors properly 
closed or open, depending upon the weather. 
 
It shall be the responsibility of the superintendent to develop energy conservation 
guidelines for employees and students.  Employees and students shall abide by these 
guidelines. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



904.02 
 

LEASE, SALE OR DISPOSAL OF SCHOOL DISTRICT PROPERTY 
 
Decisions regarding the lease, sale, or disposal of school district property shall be made 
by a two-thirds vote of the board in consultation with the Superintendent.  In making its 
decision the board will consider the needs of the education program and the efficient use 
of public funds. 
 
Disposition of district property may occur by any method chosen by the board such as 
auction, private or public sale, trade, or bid process with care to provide financial 
accountability for the district’s resources.  Such dispositions shall be publicized by 
newspaper advertisement, website or newsletter announcement, posting on bulletin 
boards or other means of notifying district residents.  Real estate shall be sold by a formal 
bid process. 
 
If public sales fail to produce any interested buyers or bidders, remaining unsold 
materials may then, at the superintendent’s discretion, be disposed of as scrap or junk or 
be donated to appropriate charitable or educational agencies.  Discarded items shall not 
be claimed by employees except by prior approval of the administration. 
 
If needed, one or more qualified individuals may be employed to prepare an appraisal of 
the property. 
 
In the case of the razing of a school district facility the board will advertise and take bids 
for the purpose of awarding the contract for the project. 
 
The superintendent shall be responsible for coordinating the action necessary for the 
board to accomplish the lease, sale, or disposal of school district property.  It shall also be 
the responsibility of the superintendent to make a recommendation to the board regarding 
the use of school district real property not being utilized for the education program. 
 
 
Cross Reference: 705 Revenue 
   706.01 Bidding Procedures 
 
 
 
 
 

This policy updates and replaces 904.01 as originally approved:  June 9, 2003 
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905.01 
 

FACILITIES INSPECTIONS 
 
A program for annual inspection, in addition to those conducted by authorized agencies, 
of the equipment, facilities, and grounds shall be conducted as part of the maintenance 
schedule for school district buildings and sites.  The results of this inspection shall be 
reported to the board.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 903  Maintenance, Operation and Management 
 

Approved:  June 9, 2003 



905.02 
 

ANNUAL EMERGENCY SAFETY PLAN 
 
All employees have the responsibility for maintaining safe, healthful and sanitary 
conditions within the buildings and on the grounds of the school district.  The 
Superintendent shall designate staff and develop procedures to insure that all facilities 
meet fire, safety and health codes. 
 
The Superintendent shall appoint a school safety and security committee represented by 
faculty, parents and community members that will prepare and review the school's safety 
plan.  This plan will be updated annually by the committee and approved by the School 
Board.  The plan will address safety procedures and security plans for students, staff and 
visitors, including during emergency events. 
 
Typical elements of this plan will include: 
 
1. The assignment of specific employees to safety tasks and responsibilities. 
2. Instructions relating to the use of alarm systems and signals. 
3. Information concerning methods of fire containment and equipment use. 
4. Systems for notification of appropriate authorities. 
5. Specification of evacuation routes and procedures. 
6. Posting of plans and procedures at suitable locations. 
7. Procedures and frequency of emergency evacuation drills. 
8. An evaluation of each evacuation drill. 
 
One or more persons not on the committee and not an employee of the school district 
shall review the plan annually.  This review includes a visit to each school building to 
analyze plans, policies, procedures and practices.  Recommendations shall be made to the 
Superintendent and the committee for use in revising the plan. 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  NDE Rule 10 
 

Approved:  June 9, 2003 



905.03 
 

WARNING SYSTEMS 
 
The school district shall maintain a warning system designed to inform students, 
employees, and visitors in the facilities of an emergency.  This system shall be 
maintained on a regular basis under the maintenance plan for school district buildings and 
sites.   
 
Students shall be informed of this system according to board policy.  Each classroom and 
office shall have a plan for helping those in need of assistance to safety during an 
emergency.  This shall include, but not be limited to, students and employees with 
disabilities. 
 
Certificated employees shall be responsible for instructing students on the proper 
techniques to be followed during an emergency.  It shall be the responsibility of the 
superintendent to develop administrative regulations regarding this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 508 Student Health and Well-Being 

801.04 Bus Safety Program 
 

Approved:  June 9, 2003 



905.04 
 

BOMB THREATS 
 
As soon as a bomb threat is reported to the administration, the local police authorities 
shall be notified.  The administration shall assist the police in conducting searches or 
taking other precautions they believe to be necessary and prudent. 
 
It shall be the responsibility of the superintendent to file a report or keep a report of each 
incident for the school district records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



905.05 
 

HAZARDOUS MATERIALS 
 
Friable and nonfriable asbestos containing materials will be maintained in good condition 
and appropriate precautions will be followed when the material is disturbed.  If there is a 
need to replace asbestos it will be replaced with nonasbestos based materials.  Each 
school building will maintain a copy of the asbestos management plan. 
 
The school district will appoint and train appropriate employees as necessary.  An 
accredited inspector shall visually inspect all areas identified in the management plan 
every six months and complete the required records and reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: 20 U.S.C. §§ 3601 et seq. (1994). 
   40 C.F.R. Pt. 763 (1996). 
 
Cross Reference: 903 Maintenance, Operation and Management 
 

Approved:  June 9, 2003 



905.06 
 

ACCIDENT REPORTS 
 
Accidents will be reported immediately to a supervisor. 
 
Written reports will be submitted within 24 hours to the building principal on all 
accidents occurring on district premises, in district vehicles, at a district-sponsored 
activity or involving staff members who may be elsewhere on district business.  Reports 
will cover property damage as well as personal injury. 
 
All accidents/incidents will be promptly investigated.  As a result of the investigation any 
corrective measures that are needed will be acted upon as soon as possible. 
 
The board will receive reports on serious accidents and periodic statistical reports on the 
number and types of accidents occurring in the district, as well as on the measures being 
taken to prevent such occurrences in the future. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



905.07 
SAFETY DRILLS 

Safety Drills 
 
Fire drills shall be conducted at such times and manner as is required by the State Fire 
Marshal.   
 
The frequency of fire drills shall be as follows: 

• at a sufficient frequency to familiarize occupants with the drill procedure as a 
matter of routine; 

• every month in each school building in which the facility is in session; 
• subject to the exception that a monthly drill may be deferred in months of severe 

weather, provided that the required number of annual drills is achieved and not 
less than four are conducted before the drills are deferred; and 

• one additional drill shall be conducted within the first 30 days of a school year. 
 
The manner of conducting fire drills shall be as follows: 

• emphasis shall be on conducting an orderly evacuation, rather than speed; 
• under varying conditions and at expected and unexpected times; 
• participants shall relocate to a predetermined location and remain until recalled or 

dismissed; and 
• all emergency and relocation drill alarms shall be sounded 
 

Crisis Plans 
 
Crisis Plans for emergency responses and directions for tornado, evacuation, lockdown, 
lockout, shelter in place and fire drill activities have been developed.  To be in 
compliance with the fire code, there are to be nine fire evacuation exercises each school 
year.  Two tornado drills are to be exercised and two lockdown drills practiced each 
school year.  
 
Since many parents may not be at home, all children and faculty will be normally 
retained at the school building in case of extreme emergency.  The school notification 
system will be activated to inform parents and guardians regarding where children may 
be picked up at school or at the evacuation site.   
 
Legal Reference:  Neb. Statute 79-705 and 706 
    Neb. Statute 81-527 
    NFPA Life Safety Code 101 Sect. 15.7 
 
Cross Reference:   508.05  Emergency Plans and Drills 
 
 
 
 

Revised October 12, 2015 



905.08 
 

SCHOOL CLOSINGS AND CANCELLATIONS 
 
In case of hazardous or emergency conditions, the superintendent may alter district and 
transportation schedules as are appropriate to the particular condition.  Such alterations 
include closure of all schools, closure of selected schools or grade levels, delayed 
openings of schools and early dismissal of students. 
 
The superintendent will develop and maintain such plans and procedures as are necessary 
to carry out alternate school and bus schedules. 
 
At the beginning of each school year students, parents and staff will be informed of the 
procedures used to notify them in case of an emergency closure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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1001 
 

PRINCIPLES AND OBJECTIVES FOR COMMUNITY RELATIONS 
 
Successful education programs require the support of the school district community.  The 
board addresses the importance of the role of the school district community in the school 
district in this series of the policy manual.  The board recognizes this support is 
dependent on the school district community's understanding of participation in the 
efforts, goals, problems and programs of the school district. 
 
In this section, the board sets out its policies defining its relationship with the school 
district community.  In striving to obtain the support of the school district community, the 
board will: 
 

• Provide access to school district records; 
• Inform the school district community of the school district's goals, objectives, 

achievements, and needs; 
• Invite the input of the school district community; and, 
• Encourage cooperation between the school district and the school district 

community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



1002 
 

DISTRICT ANNUAL REPORT 
 
The superintendent or designee shall annually prepare a written report informing the 
public of the following areas of district characteristics and student achievement results: 
 

• Student demographics, including enrollment by grade and site, number of students 
receiving free or reduced meals and number of special education students. 

• District financial information including levy, total budget, valuation, and local, 
state and federal revenue.  

• Student academic performance including results of standardized tests, graduation 
rates and dropout rates. 

• Faculty experience and education data. 
• Transportation and facilities summary data. 
• Progress toward achieving school improvement goals. 

 
The annual report shall be communicated to the public by mailing to district residents, 
publication in the newspaper of record, posting on school bulletin boards, posting to the 
district web site, and/or distribution to students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  NDE Rule 10.004.01A4 
    NDE Rule 10.004.06A1 
 
Cross Reference:  1001 Principles and Objectives for Community Relations 

1004 Press, Radio and Television News Media 
1005 Public Participation in the School District 
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1003 
 

PUBLIC EXAMINATION OF SCHOOL DISTRICT RECORDS 
 
The public may view public records of the school district during the regular business 
hours of the administration offices of the school district.  These hours are 8:00 a.m. to 
4:00 p.m. Monday through Friday, except for holidays and recesses. 
 
Records defined by law as confidential records shall be viewed or copied upon receipt of 
written permission by the administration office from the person or entity whose 
confidential records are being requested.  Lacking such permission, the superintendent 
will issue a written denial of the request. 
 
Persons wishing to view the school district's public records shall contact the central 
administration office and make arrangements for the viewing.  The board secretary will 
make arrangements for viewing the records as soon as practicable, and within 4 business 
days if possible. 
 
Persons wanting copies may be assessed a fee for the copies not to exceed the actual 
costs.  If the estimated cost of the records exceeds $50.00, the secretary will obtain an 
advance deposit equal to the estimated cost.  Records will not be made available in any 
form in which that record is not already maintained or produced.  Persons making 
requests to use their own copying equipment must make arrangements satisfactory to the 
secretary. 
 
It shall be the responsibility of the board secretary to maintain accurate and current 
records of the school district.  It shall be the responsibility of the board secretary to 
respond in a timely manner to requests for viewing and receiving public information of 
the school district.  If the secretary is unable to provide the requested records within 4 
business days, the secretary will issue a written explanation with a revised date for 
completion, an estimate of cost, and allow the requester to modify or prioritize the 
information request. 
 
 
 
 
 
 
 
 
Legal Reference:  Nebraska Statutes 84-712.0 et seq. 
 
Cross Reference: 507.01 Student Records Access 

 
Approved:  June 9, 2003 



1004.01 
 

MEDIA RELATIONS 
 
The board recognizes the value of and supports open, fair and honest communication 
with the news media.  The board will maintain a cooperative relationship with the news 
media.  As part of this cooperative relationship, the board and the media will develop a 
means for sharing information while respecting each party's limitations. 
 
Members of the news media are encouraged and welcome to attend open board meetings.  
The board president shall be the spokesperson for the board, and the superintendent shall 
be the spokesperson for the school district.  It shall be the responsibility of the board 
president and superintendent to respond to inquiries from the news media about the 
school district. 
 
Members of the news media seeking information about the school district shall direct 
their inquiries to the superintendent.  The superintendent shall accurately and objectively 
provide the facts and board positions in response to inquiries from the news media about 
the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



1004.02 
 

NEWS CONFERENCES AND INTERVIEWS 
 
The superintendent, on behalf of the board and the school district, may hold a news 
conference or respond to a request for an interview with the news media. 
 
The superintendent shall respond accurately, openly, honestly, and objectively to 
inquiries from the news media about the school district. 
 
News conferences and interviews planned or pre-arranged for school district activities 
shall include the board and the superintendent.  The superintendent may hold news 
conferences for issues requiring an immediate response.  It shall be within the discretion 
of the superintendent to determine whether a news conference or interview shall be held 
to provide an immediate response to an issue. 
 
It shall be the responsibility of the superintendent to keep the board apprised of news 
conferences and interviews. 
 
Information about school activities and issues will be provided to the community in a 
way which will create and maintain a dignified and professionally responsible image for 
the district. 
 
The procedures listed below will be followed in giving official information to the news 
media: 
 
1. The board president will be the official spokesman for the board, unless this duty is 

delegated; 
 
2. News releases that are of district wide interest or that pertain to established district 

policy will be the responsibility of the superintendent; 
 
3. The superintendent will establish regulations for the dissemination of news releases 

pertaining to the district. 
 
When individual board members receive requests from press media representatives for 
information about board meetings or actions, members will refer these representatives to 
the board president, who is the spokesman for the board.  The president may designate 
others to speak on behalf of the board at his/her discretion. 
 
The board president will authorize press conferences. 
 
Nothing in this policy is intended to limit the rights of individual board members to speak 
their personal opinions. 
 

Approved:  June 9, 2003 



1004.03 
 

LIVE BROADCAST OR VIDEOTAPING 
 
Individuals may broadcast or videotape public school district events, including open 
board meetings, as long as it does not interfere with or disrupt the school district event 
and it does not create an undue burden in adapting the buildings and sites to 
accommodate the request. 
 
It shall be within the discretion of the superintendent to determine whether the request is 
unduly burdensome and whether the broadcast or videotaping will interfere with or 
disrupt the school district event. 
 
Videotaping of classroom activities will be allowed at the discretion of the 
superintendent.   
 
It shall be the responsibility of the superintendent to develop administrative regulations 
outlining the procedures for making the request and the rules for operation if the request 
is granted. 
 
News media coverage of sports and other special events is encouraged.  Radio broadcasts 
of events will be arranged through the superintendent’s office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 



1004.04 
 

CRISIS MANAGEMENT COMMUNICATIONS 
 
A school crisis may occur at any time, may take various shapes, and may hit with varying 
degrees of severity.  The superintendent is directed to develop a School Communications 
Crisis Procedure to manage information more effectively and to ensure the crisis will be 
managed more effectively. 
 
The procedure should include the following provisions: 
 
1. Designation of a crisis spokesperson and description of the spokespersons duties; 
2. Preparations to be taken before a crisis for dealing with the media; 
3. Procedures for contacting various groups such as emergency response units, 

employees, parents, and the media; 
4. Procedures for developing and releasing a public statement soon after the initiation of 

the crisis; and 
5. Procedures for developing a public statement or report following the conclusion of 

the crisis. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 905 Safety Program 
 

Approved:  June 9, 2003 
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PUBLIC COMPLAINTS 
 
The board recognizes that concerns regarding the operation of the school district will 
arise.  The board further believes constructive criticism can assist in improving the 
quality of the education program and in meeting individual student needs more 
effectively.  The board also places trust in its employees and desires to support their 
actions in a manner that frees them from unnecessary or unwarranted criticism and 
complaints. 
 
Procedures for dealing with complaints concerning programs or practices should be 
governed by the following principles: 
 
1.  where action/investigation is desired by the complainant, or where it seems 

appropriate, the matter should be handled as near the source as possible; 
2. complaints should both be investigated and, if possible, resolved expeditiously; 
3.  complaints should be dealt with courteously and in a constructive manner; and, 
4.  individuals directly affected by the complaint should have an opportunity to respond. 
 
The board, consistent with its board policy-making role, will deal with complaints 
concerning specific schools, programs or procedures only after the usual channels have 
been exhausted.  Complaints regarding employees or complaints by students will follow 
the more specific policies 403.05 and 504.01 respectively. 
 
When a complaint requiring attention is received by the board or a board member, it will 
be referred to the superintendent.  After all of the channels have been exhausted, any 
complainant wishing to appeal to the board shall appeal in writing.  However, the board 
will only directly consider appeals dealing with policies, procedures and programs.  Any 
complaints involving employee issues will be passed on to the board’s legal counsel to 
determine whether district policies and procedures were followed by the administrator in 
attempting to resolve the conflict.   
 
Cross Reference:  204.12 Public Participation at Board Meetings 
    403.05 Public Complaints about Employees 
    504.01 Student Due Process Rights 
    606.03 Objection to Instructional Materials 
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PARENT RELATIONS GOALS 
 
It is the general goal of the district to foster relationships with parents which encourage 
cooperation between the home and school in establishing and achieving common 
educational goals for students.   The board believes parents should be active participants 
in education by demonstrating interest in and support for their school and the district, by 
becoming informed about their role as partners in education, and by becoming involved 
in the education of their children. 
 
While parents are individually responsible for their children, the district provides direct 
services of education and indirect services of childcare for students during the time when 
they are within the supervision of school personnel. Consistent with these shared 
responsibilities and as appropriate to the maturity of the student, members of the school 
staff will consult with parents regarding student progress and achievement, methods to 
enhance student development, and matters of correction.  
 
Additionally, parental involvement in the schools is encouraged through regular 
communication with the school principal and staff, the parent/teacher organizations, the 
school volunteer program, and other opportunities for participation in school activities 
and district programs. It is assumed that the relationship described in the general goal is 
fostered if the district will: 
 
• consult with and encourage parents to share in school planning, in setting objectives, 

and evaluating programs;  
• help parents understand the education process and their role in promoting this 

process;  
• provide for parent understanding of school operations; 
• provide opportunities for parents to be informed of their child's development and the 

criteria for its measurement; and  
• help parents improve in their role as parents. 
 
 
 
 
 
 
 
Cross Reference:  508.07 Custody and Parental Rights 
    611.01 Student Progress Reports 
    611.04 Parent Conferences 

 
 

Approved:  June 9, 2003 
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PARENTAL INVOLVEMENT IN THE SCHOOLS 
It is the policy of the district to provide full access to the parent and family members of 
any student of the district to review textbooks, tests, curriculum and instructional 
materials, records of a student of any such parent, unless otherwise prohibited by law, 
and to any surveys of students done by the school district. Summary information 
regarding the district's curriculum, testing, and surveys will be provided at the beginning 
of each school year.  Requests for access to specific instructional materials should be 
addressed to the teacher or building principal. 
 
Requests by parents and family members to attend and monitor courses, assemblies, 
counseling sessions and other instructional activities shall also be made to the building 
principal or teacher. While requests to monitor are usually granted, if the request is 
denied, reasons for the denial will be provided. 
 
It is the policy of the district to provide as consistent an experience as possible in all 
classroom instruction, testing, surveys, and other school experiences. It is the policy of 
the district not to excuse students from classroom instruction, testing, and other school 
experiences unless an objection is submitted to the building principal or teacher outlining 
the specific experience, the basis for the objection and a proposed solution for dealing 
with the objection that would be satisfactory to the parent and family members. 
 
The request for the student to be excused will be reviewed by the building principal and a 
decision provided to the parents and family members. While verbal objections and 
decisions are valid, written follow-up to verbal communications is required from the 
parent and family members, and the principal.  If a student is excused from the requested 
activity no penalty will be assessed but an agreed upon alternative activity must be 
performed to the satisfaction of the teacher and principal. 
 
It is the policy of the district to use only testing methods and testing instruments that are 
not of an experimental nature and to avoid using any testing materials or testing 
techniques that are not generally recognized by educational professionals to be within 
sound educational standards and both educationally and academically appropriate. It is 
the policy of the district to notify parents and family members of any standardized testing 
that may be scheduled within the school district. 
 
It is the policy of the district to notify parents and family members of any survey which 
may be scheduled and to conduct student surveys judiciously, with full consideration of 
the fact that parents and family members may find items of the survey objectionable. 
 
The following activities will also be included in the district’s plan for parental and family 
involvement: 

1. The board will involve parents and family members in the development of the 
Title I plan, the process for school review of the plan and the process for 
improvement; 



2. The board will provide the coordination, technical assistance and other support 
necessary to assist participating schools in planning and implementing effective 
parental and family involvement activities to improve student academic 
achievement and school performance; 

3. The board will build the schools’ and parents’ and family members’ capacity for 
strong parental and family involvement; 

4. The board will coordinate and integrate parental and family involvement 
strategies under Title I with other programs such as Head Start, Reading First, 
etc.; 

5. The board will conduct with the involvement of parents and family members, an 
annual evaluation of the content and effectiveness of the parental and family 
involvement policy in improving the academic quality of the school served 
including identifying barriers to greater participation by parents and family 
members in Title I activities (with particular attention to parents and families who 
have low income, Limited English Proficient (LEP), minorities, disabilities and 
low literacy) and use the findings of the evaluation to design strategies for more 
effective parental and family involvement and to revise, as necessary, the parental 
and family involvement policies; and 

6. The board will involve parents and family members in Title I activities. 
 
The parent and family members or guardian of a student may have access to that student's 
records during normal business hours of the district according to Policy 507.01 Student 
Records Access. 
 
This policy is adopted following a public hearing to receive public comments and 
suggestions. 
 
Legal Reference: Neb. Statute 79-530 to 533  
   20 U.S.C. §§6318 and 7801(32) 
  
Cross Reference: 507.01  Student Records Access 
   606.03  Objection to Instructional Materials 
   610.02  Test or Assessment Administration 
   611.01  Student Progress Reports 
   611.04  Parent Conferences 
   1002.  District Annual Report 
   1005.01Public Complaints 
 
 
 

Approved:  June 9, 2003 
Revised August 16, 2016 
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COMMUNITY RELATIONS GOALS 
 
The school-community relations program is a responsibility of both the Board of 
Education and the total school staff. Within the bounds of legal and ethical 
responsibilities to pupils, the school district will attempt to keep the community well 
informed about the operations and needs of the school district. The school district 
recognizes the necessity of involving citizens in the work of the schools and of two-way 
communications with the schools' internal and external publics. 
 
The board will work closely with school district-community groups, including, but not 
limited to, the booster clubs and parent-teacher organizations. The Board expects all 
district staff to demonstrate commitment to the involvement of parents and community 
members in education. 
 
Prior to any purchase of, or fund raising for, goods or services for the school district, the 
group shall confer with the superintendent to assist the group in purchasing goods or 
services to meet the school district's needs. 
 
Funds raised by these groups for the school district may be kept as part of the accounts of 
the school district. 
 
It shall be the responsibility of the building principal to be the liaison with the school 
district-community groups affiliated with the building principal's attendance center. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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COMMUNITY INVOLVEMENT IN DECISION MAKING 
 
The Board endorses the concept that community participation in school affairs is essential 
if the school system and the community are to maintain mutual confidence and respect 
and work together to improve the quality of education for students.  It therefore intends to 
exert every effort to identify the community’s desires and to be responsive, through its 
actions, to those desires. 
 
All district citizens will be encouraged to express their ideas, concerns and judgments 
about the schools through such means as:  (1) written suggestion(s) or proposal(s); (2) 
presentations at hearings; (3) responses to surveys made through interviews, written 
instruments or other means; (4) comments at Board meetings; and (5) service on citizens’ 
advisory committees and school improvement teams. 
 
The public advice will be given careful consideration.  In evaluating such advice, the first 
concern will be for the educational program as it affects students.  The Board’s final 
decisions may depart from public advice when, in the judgment of staff and the Board, 
such advice is not consistent with goals adopted by the Board or with good educational 
practice or within available financial resources. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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COMMUNITY RESOURCE PERSONS AND VOLUNTEERS 
 
The board recognizes the valuable resource it has in the members of the school district 
community.  When possible and in concert with the education program, members of the 
school district community may be asked to make presentations to the students or to assist 
employees in duties other than teaching.  The school district may officially recognize the 
contributions made by volunteers. 
 
Recruitment, training, utilization, and the maintenance of records for the purposes of 
insurance coverage or recognition of school district volunteers are responsibilities of the 
superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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VISITORS TO SCHOOL 
 
The Board encourages parents and other district citizens to visit the school and 
classrooms at any time to observe the work of students, teachers and other employees.  
All visitors, which includes persons other than employees or students, must notify the 
principal of their presence in the facility upon arrival and request authorization to visit 
elsewhere in the building. 
 
Persons who wish to visit a classroom while school is in session are asked to notify the 
principal and obtain approval from the principal prior to the visit so appropriate 
arrangements can be made and so class disruption can be minimized.  Teachers and other 
employees shall not take time from their duties to discuss matters with visitors. 
 
Visitors shall conduct themselves in a manner fitting to their age level and maturity and 
with mutual respect and consideration for the rights of others while attending school 
events.  Visitors failing to conduct themselves accordingly may be asked to leave the 
premises. The board and administration will not tolerate any person or persons whose 
presence disturbs classes or school activities or hinders the instructional process.  
Children who wish to visit school must be accompanied by a parent or responsible adult. 
 
It shall be the responsibility of employees to report inappropriate conduct.  It shall be the 
responsibility of the superintendent and principals to take the action necessary to cease 
the inappropriate conduct.  If the superintendent or principals are not available, a school 
district employee shall act to cease the inappropriate conduct. 
 
The Board discourages using the school as a site for parents without custody to visit their 
children. The principal may deny the parent without custody the opportunity to deliver 
packages, gifts, messages, etc., to the child and/or to see the child during the school day 
without the approval of the custodial parent or legal guardian. In this paragraph, "without 
custody" means the parent lacks joint legal custody under Nebraska law. 
 
The district may restrict the use of its buildings and grounds or restrict access to school 
property by issuing no trespassing commands and/or stay away/no trespassing letters 
when deemed necessary by the superintendent when any individual or group: 
1. is determined to present a risk to the safety of others, 
2. presents a disruption to the learning environment, 
3. fails to follow proper check-in and identification procedures, or 
4. does not have a legitimate purpose to be present on school grounds or activities. 
 
In the event a person prohibited by this or other board policies is on district property or is 
attending a district-sponsored event, the superintendent or building principal will tell the 
person he or she must leave and will notify the person they are not permitted back on 
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district property, except if their presence is required by the district.  The superintendent or 
building principal may contact the proper legal authorities if necessary to enforce this 
policy and may file a report or sign a complaint on behalf of the district. 
 
Legal Reference: Neb. Statute 79-8,100 
 
Cross Reference: 1004 Press, Radio and Television News Media 
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PUBLIC CONDUCT ON SCHOOL PREMISES 
 
No person on district property will: 
 
• Injure or threaten to injure another; 
• Damage the property of another or of the district; 
• Violate parking regulations; 
• Drive a vehicle in an unsafe manner; 
• Impede, delay or otherwise interfere with the orderly conduct of the district’s 

educational program or any other activity taking place on district property which has 
been authorized by the Board, superintendent, principal or other authorized 
administrator; 

• Enter any portion of district premises at any time for purposes other than those which 
are lawful and authorized by district officials; 

• Possess an unauthorized loaded or unloaded firearm or any other instrument used as a 
dangerous or deadly weapon as defined in law and Board policy; 

• Consume, sell, give or deliver unlawful drugs including drug paraphernalia and 
alcoholic beverages; 

• Smoke or use tobacco products in other than a designated smoking area; 
• Willfully violate other district rules and regulations designed to maintain public order 

on school property. 
 
Spectators are permitted to attend extracurricular activities only as guests of the school 
district, and, accordingly as a condition of such permission, they must comply with the 
school district's rules and policies.  Spectators will not be allowed to interfere with the 
enjoyment of the students participating, other spectators or with the performance of 
employees and officials supervising the extracurricular activity.  Spectators, like the 
student participants, are expected to display mature behavior and sportsmanship.  The 
failure of spectators to do so is not only disruptive but also embarrassing to the students, 
the school district and the entire community. 
 
To protect the rights of students to participate without fear of interference, and to permit 
the sponsors and officials of extracurricular activities to perform their duties without 
interference, the following provisions are in effect: 
 
• Abusive, verbal or physical conduct of spectators directed at participants, officials or 

sponsors of extracurricular activities or at other spectators will not be tolerated. 
• Verbal or physical conduct of spectators that interferes with the performance of 

students, officials or sponsors of extracurricular activities will not be tolerated. 
• The use of vulgar or obscene language directed at students, officials or sponsors 

participating in an extracurricular activity or at other spectators will not be tolerated. 
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If a spectator at an extracurricular activity becomes physically or verbally abusive, uses 
vulgar or obscene language, or in any way impedes the performance of an activity, the 
spectator may be removed from the event by the individual in charge of the event and the 
superintendent may recommend the exclusion of the spectator at future extracurricular 
activities. 
 
Upon recommendation of the superintendent, the board shall cause a notice of exclusion 
from extracurricular activities to be sent to the spectator involved.  The notice shall 
advise the spectator of the school district's right to exclude the individual from school 
district activities and events and the duration of the exclusion.  If the spectator disobeys 
the school district's order, law enforcement authorities will be contacted and asked to 
remove the spectator.  If a spectator has been notified of exclusion and thereafter attends 
an extracurricular activity, the spectator shall be advised that his/her attendance will 
result in prosecution. 
 
Persons having no legitimate purpose or business on district property or violating or 
threatening to violate the above rules may be ejected from the premises and/or referred to 
law enforcement officials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506 Student Activities 
   903.08 Vandalism 
   1006 Use of District Facilities and Equipment 
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SKATEBOARDING AND ROLLERBLADING 
 
In the interest of maintaining a safe injury-free environment and preventing damage to 
school equipment, skateboarding and rollerblading are prohibited on the sidewalks, 
driveways and playgrounds of the school at all times. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 905 Safety Program 

 
 

Approved:  June 9, 2003 
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DISTRIBUTION OR POSTING OF MATERIALS 
 
The board recognizes that students, employees, parents or citizens may want to distribute 
materials within the school district that are noncurricular.  Noncurricular materials to be 
distributed must be approved by the building principal and meet certain standards prior to 
their distribution. 
 
It shall be the responsibility of the superintendent, in conjunction with the building 
principals to draft administrative regulations regarding this policy. 
 
Materials shall be reviewed based on legitimate educational concerns.  Such concerns 
include: the material is or may be defamatory; the material is inappropriate based on the 
age, grade level and/or maturity of the reading audience; the material is poorly written, 
inadequately researched, biased or prejudiced; the material contains information that is 
not factual; the material is not free of racial, ethnic, religious or sexual bias; or the 
material contains advertising that violates public school laws, rules and/or policy, is 
deemed inappropriate for students or that the public might reasonably perceive to bear the 
sanction or approval of the district. 
 
The superintendent or designee shall determine distribution procedures for noncurricular 
materials.  Such procedures may include: 
 

1. Distribution to each student before or after class if materials are not directly 
related to the instructional goals; 

2. Notification to students or parents of the availability of the materials in a specified 
location if this procedure is deemed less disruptive to the educational process; or 

3. Solicitation of school-related groups such as parent organizations to distribute 
materials. 

 
The practice of distributing pamphlets, booklets, flyers, brochures and other similar 
materials shall be periodically reviewed to ensure that the mere volume of requests has 
not become an interruption to the educational process. 
 
The facilities, the staff or the students of the district shall not be used in any manner to 
advertise or promote commercial, cultural, organizational or other nonschool interests 
except that the district may: 
 

1. Utilize films and other instructional aids furnished by private sources when the 
advertising content is reasonable in the judgment of the building principal; 

2. Cooperate through announcements and distribution of program material with 
nonprofit community organizations that supplement the school program when 
such cooperation will not interfere with the school program; 
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3. Permit participation on a student option basis in essay, art, science and similar 
contests sponsored by outside interests when such activities parallel the 
curriculum and contribute to the educational program;  

4. Release promotional material for nonschool athletic and cultural events only 
through appropriate school departments; 

5. Accept limited advertising on extracurricular activity schedules and programs at 
the discretion of the principal of the school involved; 

6. Permit other exceptions when, in the judgment of the superintendent, students of 
the district will benefit.  The superintendent may, at his/her option, refer specific 
cases to the board for decision. 

 
Signs and Banners: Signs and banners will be allowed in or upon buildings and other 
district facilities only with the prior written approval of the building principal with 
consideration for the health, safety and welfare of staff and students. 
 
The following guidelines shall be applied in considering requests to display signs or 
banners: 
 

1. Signs and banners on sticks require special authorization; 
2. Signs and banners fastened to any structure of a building or structures 

immediately adjacent to an open space shall not be allowed without specific prior 
written permission; 

3. Signs and banner presenting recognizable health or safety hazards are prohibited; 
4. Signs and banners presenting false information shall be prohibited. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Cross References: 504.03 Student Conduct  

504.08 Freedom of Expression 
   506 Student Activities 
   604.10 Academic Freedom 

 
Approved:  June 9, 2003 
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COMMUNITY USE OF SCHOOL DISTRICT BUILDINGS, SITES AND 
EQUIPMENT 

 
School District facilities, sites and equipment will be made available to local nonprofit 
entities without charge.  “Entities” shall include organizations, groups and individuals 
and their agents.  Such use will be permitted only when the use does not interfere with or 
disrupt the education program or a school-related activity, and the use is consistent with 
state law.  It is within the discretion of the board to selectively allow for-profit entities to 
use school district facilities, sites and equipment on a fee basis.  It shall be within the 
discretion of the superintendent to allow use of school district facilities, sites and 
equipment on Sundays or holidays. 
 
Those who wish to use school district facilities, sites or equipment must apply at the 
superintendent’s office.  It shall be the responsibility of the superintendent to determine 
whether the school district facility or equipment requested is available and whether the 
application for use meets board policy and administrative regulations.  It shall be the 
responsibility of the superintendent to provide application forms, obtain proof of 
insurance, and draw up the contract (when required) for use of school district facilities, 
sites and equipment. 
 
A school district employee shall supervise use of school district facilities, sites and 
equipment by entities unless special prior arrangements are made with the superintendent.  
The school district employee shall not accept a fee from the entity using school district 
facilities and equipment.  If appropriate, the school district employee will be paid by the 
school district. 
 
Entities that use school district buildings or sites must leave the building or site in the 
same condition it was in prior to its use.  Entities that use school district equipment must 
return the equipment in the same working condition it was in prior to its use.  
Inappropriate use of school district facilities, sites or equipment may result in additional 
fees charged to, or the inability of, the entity to use school district facilities, sites or 
equipment in the future. 
 
 
 
Legal Reference:  Good News Club v. Milford 
 
Cross Reference:  705.02 Usage Fees, Admissions and Royalties 
    904.02 Lease, Sale or Disposal of School District Buildings 
          and Sites   

1001 Principles and Objectives for Community Relations 
 

Approved:  June 9, 2003 
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APPLICATION AND RENTAL AGREEMENT 
USE OF DISTRICT OR-1 BUILDING, SITES, AND EQUIPMENT 

BY FOR-PROFIT ENTITIES 
 

(I) (We) ______________________________ request the use of the following school 

building, sites, and equipment (specify) __________________________________ on 

_________ (date) between the hours of __________ and __________.  It is (my) (our) 

understanding that (I) (We) are liable for and responsible for damage to any part of 

District OR-1 school property that might occur during use. 

FEES 
Fees are negotiable and will be based on the nature of the proposed activity and the extent 
of property to be made available for use.  In no case, however, will the use of any 
building, site, or equipment be less than $50.00 per event per day. 
 

HOLD HARMLESS AGREEMENT 
The LESSEE agrees to hold harmless the District OR-1 Public Schools, its officers or 
employees from any liens, judgments, or encumbrances created or suffered by the 
LESSEE and from any and all judgments, arising from injury during said lease term to 
persons of any nature, occasioned by any act or acts, admission or admissions of the 
LESSEE growing out of the occupation of the leased premises, and also against all legal 
costs and charges, including counsel fees, reasonably incurred in and about such matters 
in the defense of any action arising out of the same, or in discharging said premises, or 
any part thereof, from any and all liens that may be placed thereon for charges incurred 
by the LESSEE. 
 
Entities that use school district buildings, sites, or equipment agree to leave the building, 
site, or equipment in the same condition it was prior to its use.  Inappropriate use of 
school district buildings, sites, or equipment may result in additional fees charged to the 
LESSEE and/or denial of future use. 
 
The LESSEE agrees to police the area of use and prohibit anyone from entering areas 
other than those named in the agreement.  The LESSEE agrees to be responsible for 
securing the building and/or equipment following its use. 
 
The person signing this agreement has been authorized by the people using the building, 
site, or equipment to act on their behalf. 
 
Fee _______________    Date________________________ 

LESSEE _______________________________ Signature ____________________ 

District Representative ____________________ Signature ____________________ 
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SMOKE-FREE ENVIRONMENT 
 
Community Relations 
 
Tobacco Policy 
 
 
The use of tobacco products is prohibited in all school buildings and all school vehicles.  
Smoking shall also be prohibited in any area where school staff, students or members of 
the public may be present or may be affected by smoke, including without limitation the 
stands and bleachers of outdoor athletic fields and near the entry of school buildings.  For 
purposes of this policy, tobacco means any tobacco product (including but not limited to 
cigarettes, cigars, and chewing tobacco), vapor products (such as e-cigarettes), alternative 
nicotine products, tobacco product look-alikes, and products intended to replicate tobacco 
products either by appearance or effect. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Rev. Stat. '' 71-5716 to 5734 (Nebraska Clean Indoor Air 

Act)  
Cross Reference: 1006.01 Community Use of School District Buildings, Sites and  
   Equipment 

 
 

Revised:  June 9, 2014 
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EDUCATION AGENCY RELATIONS 
 
The Board desires that staff and students of this district benefit in every feasible way 
from resources provided by the colleges and universities of our area.  The superintendent 
is to keep the board informed of opportunities for shared and cooperative services 
between the district and institutions of higher learning.  Additionally, staff members are 
encouraged to seek out and use the services of college and university faculty members 
who are willing to serve our schools as instructional resource persons. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved:  June 9, 2003 
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