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Title Vol. 36, No. 1 - September 2021 Policy Disposition Sheet

Code 2 - Policy Disposition Sheet

Status

Policy NumberDate 
Adopted 

District-Specific Edits
(1, 2, or 3)

Date Tabled Date Rejected 
 

po0100     
po0167.3     
po3120     
po5722     
po6114     
po6152     
po7450     
po8310     
po8320     
po8330     
     
     
     
     
     
     

DISPOSITION OF NEW/REVISED/REPLACEMENT
POLICIES FOR BOARD ADOPTION
 
Vol. 36, No. 1 - September 2021
 
Coding for District-Specific Edits
*1 = drafted by District staff
*2 = if the material was a work for hire, that is, material the District paid someone else to develop but from whom the District
purchased the rights to publish
*3 = if the material is copyrighted to someone else from whom the District has secured permission to publish the material
(No code is needed for accepting Neola's vetted material)
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Book Policy Manual

Section Policies for Board 36-1

Title Vol. 36, No. 1 - September 2021 - OVERVIEW

Code 1 - OVERVIEW

Status

 
 
Local Policy Update
 

VOLUME 36 NUMBER 1
 
SEPTEMBER 2021
 
MASB Policy Services Provided by Neola
 
Effective policies are at the core of successful school district governance. Maintaining policies that reflect both local oversight and ever-changing state and
federal laws is an enormous task. School board members can rely on the MASB-Neola Partnership to keep their policy manuals up-to-date.  Under this
partnership, Neola provides comprehensive policy services for MASB members on behalf of MASB. Working together, MASB and Neola produce uniform school
policies and guidelines to better serve all Michigan school districts. 
 
Policy Development and Updating
 
Neola, with assistance from MASB if and when needed, will work with the board, administrators and committee(s) to develop a comprehensive policy manual
that suits your district's needs. Each manual is based on templates that have been thoughtfully prepared, then vetted by Neola’s outside counsel and MASB’s
legal counsel. These templates are customized to the district's unique circumstances through choices made by the board and administrative team. The bylaws,
policies and administrative rules/regulations are a unique collection assembled by educators and attorneys. The end result will be a policy manual that's in line
with law and court decisions containing legal citations, footnoted reference material, and will be searchable by keyword or phrase.
 
OVERVIEW AND COMMENTS
 
All production related materials and questions should be directed to the Coshocton Office at 632 Main Street, Coshocton, Ohio 43812 (phone 800-407-5815, fax
740‑622-2557).  Billing questions should be directed to the Stow Office at 3914 Clock Pointe Trail, Suite 103, Stow, Ohio 44224 (phone 330-926-0514, fax
330‑926‑0525).
 
Please do not retype Neola materials before returning them for processing.  We prefer to have the original materials returned after you have marked them
indicating which changes and additions you choose to have/not have for your District.  If a District chooses not to adopt a policy or an administrative guideline,
the District is still obligated to follow applicable Federal and State laws relating to that section.
 
The proposed new, revised, and replacement policies, administrative guidelines and forms included in this update have been thoughtfully prepared and reviewed
by Neola's legal counsel for statutory compliance.  If you make changes, or substitute in its entirety policies or other materials of your own drafting, those
materials should be reviewed by your legal counsel to verify compliance.  Neola does not review district-specific edits to update materials or District-specific
policies for statutory compliance.
 
If a policy or guideline is marked as a revision, the changes have been marked in bold (to add material) and crossed out (to delete material).  As you review a
revised policy or guideline, you may choose to accept one, many or all of the changes provided.  If a policy or guideline is marked as a replacement, that means
there have been enough changes made that justify a complete, clean replacement copy.  As you review a replacement policy or guideline, you should also check
the materials you have in your current policy or guideline to see if there is some specific wording you want included in the replacement policy.  If so, any
wording from the current policy should be added using “Track Changes” or the editing tools in the BoardDocs platform in the replacement policy or guideline
before returning it electronically to the Coshocton office for processing.
 
If the District alters language and adds it to a policy template or deletes content that is not marked as a choice in the policy template, then these actions will
constitute District-specific edits.
 
Policies that are to be deleted from the policy manual require Board action to rescind the policy.
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As the Update “season” gets underway, Neola offers some suggestions for accessing the comprehensive policy services through your Neola Associate. While “in-
person” consultation sessions are the preferred method for Neola Update “visits”, the means by which you and your Neola associate accomplish this review
should be mutually determined based on availability and level of comfort with the consultation process. Overall, health and safety are the primary concerns.
Your Neola associate will be in contact with you soon to discuss these options with you and to schedule an appointment to review this update and ensure you
are current on this and previous updates. Please consider the following options:
 

1. Schedule an appointment date/time to review the update materials during an in-person conference, 
 

2. Schedule/reschedule update or drafting visits for a later time, 
 

3. Schedule an appointment date/time to review the update materials via virtual meeting, such as Google Meeting or other electronic options, or 
 

4. Schedule an appointment date/time to review the update materials in a telephone conference.

 
If you are not an administrative guidelines client, you did not receive those materials in this packet. Contact your Associate for more information about
becoming an administrative guidelines client.
 
Processing Update Materials
 
If you will be making changes to these Update documents electronically, use “Track Changes” or editing tool in the BoardDocs platform to mark the Neola
materials indicating which of the proposed revisions and additions you choose to include or not include for your District, or to make additional edits, before
returning them electronically for processing.  Be sure to leave the “track changes” and marked up version as the one you submit to the production office in
Coshocton, Ohio.
 
District-Specific Material
 
If the District chooses, during any step of the Update process, to incorporate District-specific material into a new policy or guideline that has been proposed or
to insert District-specific material into a current policy or guideline for which revisions have been proposed in an update issued by Neola, then the District
agrees to hold Neola harmless for those District-specific edits and acknowledges that Neola’s warranty for legal challenges to that District-specific language in
that policy or guideline will not be in effect.  In addition, Neola retains ownership of the text from the original policy template that remains in a policy to which
District-specific material has been added.  District-specific materials include the following:
 

A. Materials from the District’s existing materials that the District requests be incorporated during the drafting process; 
 

B. New materials that the District develops in their entirety and exclusive of Neola; and 
 

C. Revisions or deletions that substantively depart from Neola’s templates.

 
Further, Neola does not recommend the use or incorporation of District-specific materials.  Neola will, at the request of the District, incorporate District-specific
materials into the licensed materials, with the implicit understanding that the District bears all risks associated with the District’s decision to request that such
District-specific materials be incorporated.  Neola reserves the right to, but is not obligated to, advise the District to seek its own legal review of District-specific
materials.
 
Notice Regarding Legal Accuracy
 
Neola is vigilant in providing policy language to clients that has been vetted for legal accuracy by outside legal counsel.  Should questions arise as to the legal
compliance or accuracy of Neola materials, it is our expectation that Neola's counsel would have the opportunity to assist in the resolution of such a claim. 
Please notify the Neola corporate office if an issue arises in which such a review or assistance is necessary.
 
Policies in this update have been reviewed by Varnum, LLP (Grand Rapids, MI) for consistency with Federal and State law.
 
Emergency Resolutions 2020-2021
 
In April 2020 Neola provided sample resolutions to allow Boards to delegate powers and discretion to Superintendents to comply with existing Executive Orders
and state and local health and safety mandates related to COVID 19.  Currently there are no Executive Orders relating to COVID 19 in effect and health issues
are generally being handled on a local level.  For that reason the prior sample resolutions are not appropriate to address any district specific local issues,
existing or prospective, and Neola recommends that districts do not reutilize the sample resolutions provided for 2020-2021 for the 2021-2022 school year.
 
LEGAL ALERTS
 
Included with this update are several legal alerts and other resource materials.  These include:
 

3 - Legal Alert: Diversity, Equity, and Inclusion in Public Schools
 
4 - Legal Alert: Update on Title IX Implementation and Enforcement Under the Biden Administration
 
5 - Legal Alert:  Federal court vacates Title IX provision that prohibits a decision-maker from relying on statements that are not subject to
cross-examination during a hearing
 
6 - Legal Alert Regarding School Goals Requirements
 
7 - Legal Alert: U.S. Supreme Court Addresses Student Off-Campus Speech
 
8 - Legal Alert: Sixth Circuit Addresses Public Participation at Board Meetings
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9 - Toolkit for Review and Adoption of Replacement Policy 5722 - School-Sponsored Student Publications and Productions
BYLAWS AND POLICIES
Bylaw 0100 - Definitions (Revised)
 
The definition of "Voting" has been revised to reflect the change is statute regarding allowable exceptions to "in person" voting at meetings of the
Board.  After December 31, 2021 only the military duty exception remains.  The Board chair should only approve a request that complies with the
law.  
 
This revision should be adopted to maintain accurate policies.
 
Bylaw 0167.3 - Public Participation at Board Meetings (Revised)
 
Revisions to this bylaw are in line with the recent decision of the U.S. District Court for the 6  Circuit.  Some of the optional language has been
deleted, so as to remove the authority of the presiding officer at board meetings where public participation is permitted to regulate speakers on
the basis of comments that are “abusive,” “frivolous,” and/or “harassing.” These measures are intended to prevent districts from engaging in
viewpoint discrimination for remarks that are oppositional in nature, perceived as hostile to the direction of the board and/or merely offensive. In
addition, options (which were deemed acceptable regulations by the Court) have been added for preregistration, including prohibiting individuals
from signing up to speak for others. Finally, there are options for districts who livestream meetings to determine whether or not they will facilitate
public participation remotely.
 
These revisions and options should be considered for adoption.
 
Policy 3120 - Employment of Professional Staff (Revised)
 
This policy has been revised to reflect recent changes in certification/licensure statutes and regulations.  Outdated "highly qualified" language has
been deleted.
 
Revisions to this policy should be adopted in order to maintain accurate policies.
 
Policy 5722 – School-Sponsored Publications and Productions (Replacement)
 
This replacement policy is proposed because of the wide variety of school-sponsored student media that are present in schools today and due to
the many technological advances that have occurred.
 
The policy, as before, provides several options available to the Board regarding the type of forum that will be provided and what level of review
and regulation will occur.  The language in the policy has been modified to encompass the newer online electronic forms of school-sponsored
student media.  The policy provides four options to consider for the classification and regulation of such publications and production.  
 
A toolkit has been provided to assist district staff in their review of the replacement policy and revisions to the administrative guideline.
 
The recommendations made in this policy should be carefully considered when addressing the evolving student media environment and language
should be adopted that best fits the district’s needs. 
 
Policy 6114 - Cost Principles - Spending Federal Funds (Revised)
 
This policy has been revised to provide greater detail in allowability guidance for districts regarding expenditure of federal funds.  There has been a
significant increase in funding through for school districts through the third pandemic stimulus bill dubbed the American Rescue Plan,
providing $122 billion in Elementary and Secondary School Emergency Relief (or ESSER III)  funds.  While the policy has accurately referenced
definitions and restrictions cited in various sections of 2 C.F.R. 200, greater specificity has been requested by program reviewers and auditors.
 
Revisions to this policy should be adopted in order to maintain accurate policies.
 
Policy 6152 - Student Fees, Fines, and Supplies
 
This policy has been revised to provide the authorization to allow for online payment of fees, fines, and charges.  
 
This revision is recommended for adoption if online payment is allowed.
 
Policy 7450 - Property Inventory (Revised)
 
A drafting note has been added to this policy noting the federal threshold of $5,000 for differentiating between supplies/materials and a capital
expenditure for equipment purchase.  See the note on Policy 6114 - Cost Principles - Spending Federal Funds.
 
This policy may need to be revised if the district's current policy uses an equipment/inventory threshold higher that $5,000.
 
Policy 8310 - Public Records (Revised)
Policy 8320 Personnel Files (Revised)
 
These policies have been revised to comply with the obligation not to disclose the address of a student or an employee who provides the District
with notice that they have received a participation card issued by the attorney general under the address confidentiality program act.
 
These revisions should be adopted in order to remain compliant with Michigan law.
 
Policy 8330 - Student Records (Revised)
 
This policy has been revised to reflect the change in federal rule (2021 Solomon Amendment:  Subtitle C—General Service Authorities and
Correction of Military Records SEC. 521).  If the district issues student email addresses,  it must release such email addresses to military recruiters
as part of directory information, as requested, unless prohibited by student or parent request in writing.

th
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This revision should be adopted in order to maintain accurate policies.
 
 
 
ADMINISTRATIVE GUIDELINES
 
AG 1630.01/3430.01/4430.01 - FMLA Leave (Revised)
 
These AGs have been revised to include additional language from the federal regulation regarding optional benefit coverages during periods of
unpaid leave, costs associated with medical certification, and periodic status reports.  While there has been no change in the Family Medical Leave
Act (FMLA), the U.S. Department of Labor (DOL) has issued new forms for use in administering the Act.  Those forms can be accessed at:  FMLA:
Forms | U.S. Department of Labor (dol.gov) 
 
AG 3131 - Staff Reductions/Recalls (NEW)
 
This new guideline provides details, procedures, and definitions related to the Teachers' Tenure Act, specifically regarding staff reduction and
recall. 
 
AG 5460 - Graduation Requirements (Revised)
 
The guideline was revised to delete phase-in language and to include graduation requirement options.
 
AG 5722 – School-Sponsored Publications and Productions (Revised)
 
See note on Policy 5722.
 
AG 6423 - Use of Credit/Debit Cards (Revised)
AG 6424 - Purchasing Cards (NEW)
 
AG 7450 - Inventory Procedure (Revised)
 
See note on Policy 7450 and Policy 6114.
 
AG 8310A - Public Records (Revised)
AG 8310D - Transmission of Records and Other Communications (Revised)
AG 8320- Personnel Records (Revised)
 
See note on Policy 8310/8320.
 
AG 8330 - Student Records (Revised)
 
See note on Policy 8330.
 
AG 8330 - Student Records (Revised)
 
See note on Policy 8330.
 
 
 
 
COMMENTS
 
Reviewing Board Minutes
 
A feature of your subscription to the Update Service is the review of your District’s Board minutes to identify actions that result in new policy or revision to
existing policy.  If such action has been taken and copies of the related materials have not been submitted to the Coshocton Office, the District will be contacted
and additional information regarding the action will be requested.  Please take advantage of this valuable service by sending copies of your Board minutes to the
Coshocton Office for review.

https://www.dol.gov/agencies/whd/fmla/forms
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Book Policy Manual

Section Policies for Board 36-1

Title Copy of DEFINITIONS

Code po0100

Status

Adopted December 14, 2009

Last Revised August 19, 2019

0100 - DEFINITIONS
 
Whenever the following items are used in these bylaws, policies and administrative guidelines, they shall have the meaning set forth
below:
 

Administrative Guideline
A statement, based on policy, usually written, which outlines and/or describes the means by which a policy should be
implemented and which provides for the management cycle of planning, action, and assessment or evaluation.
Agreement
A collectively negotiated contract with a recognized bargaining unit.
Apps and Services
Apps and services are software (i.e., computer programs) that support the interaction of personal communication devices (as
defined in Bylaw 0100) over a network, or client-server applications in which the user interface runs in a web browser. Apps
and services are used to communicate/transfer information/data that allow students to perform actions/tasks that assist them
in attaining educational achievement goals/objectives, enable staff to monitor and assess their students' progress, and allow
staff to perform other tasks related to their employment. Apps and services also are used to facilitate communication to, from
and among and between, staff, students, and parents, Board members and/or other stakeholders and members of the
community.
Board
The Board of Education.
Bylaw
Rule of the Board for its own governance.
Classified or Support Employee
An employee who provides support to the District's program and whose position does not require a professional certificate.
District
The School District.
Due Process
Procedural due process requires prior knowledge (a posted discipline code), notice of offense (accusation), and the
opportunity to respond.
 
Procedural due process may require consideration of statutorily mandated factors, right to counsel and/or confrontation or
cross-examination of witnesses, depending upon the situation. 

Family Member

"Family member" means a person’s spouse or spouse’s sibling or child; a person’s sibling or sibling’s spouse or child; a
person’s child or child’s spouse; or a person’s parent or parent’s spouse, and includes these relationships as created by
adoption or marriage. (See Bylaw 0144.3)
Full Board
Authorized number of voting members entitled to govern the District.
Information Resources
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The Board defines Information Resources to include any data/information in electronic, audio-visual or physical form, or any
hardware or software that makes possible the storage and use of data/information. This definition includes but is not limited
to electronic mail, voice mail, social media, text messages, databases, CD-ROMs/DVDs, web sites, motion picture film,
recorded magnetic media, photographs, digitized information, or microfilm. This also includes any equipment, computer
facilities, or online services used in accessing, storing, transmitting or retrieving electronic communications.
May
This word is used when an action by the Board or its designee is permitted but not required.
Meeting
Any gathering which is attended by or open to all of the members of the Board, held with the intent on the part of the
members of the body present to discuss or act as a unit upon the specific public business of that body.
Parent
The natural or adoptive parents or individuals with a valid power of attorney for the care and custody of the student for
purposes other than educational placement. Parent also refers to any individual appointed by the State or court as a legal
guardian or custodian for the student. Both parents will have equal access to records and rights regarding the student's
education absent a court order restricting such rights.
Personal Communication Devices
Personal communication devices ("PCDs") include computers, laptops, tablets, e-readers, cellular/mobile phones,
smartphones, and/or other web-enabled devices of any type.
Policy
A general, written statement by the governing Board which defines its expectations or position on a particular matter and
authorizes appropriate action that must or may be taken to establish and/or maintain those expectations.
President
The chief executive officer of the Board of Education. (See Bylaw 0170)
Principal
The educational leader and head administrator of one (1) or more District schools or programs, as designated by the Board of
Education. The Principal must hold an appropriate school administrator certificate or permit.  The Principal is responsible for
the supervision of the school or program consistent with Board policy and directives of the Superintendent and may delegate
responsibility to subordinates as appropriate.
Professional Staff Member
An employee who implements or supervises one (1) or more aspects of the District's program and whose position requires a
professional credential from the State.
Relative
The mother, father, sister, brother, spouse, parent of spouse, child, grandparents, grandchild, or dependent in the immediate
household as defined in the negotiated, collectively-bargained agreement.
Secretary
The chief clerk of the Board of Education. (See Bylaw 0170)
Shall
This word is used when an action by the Board or its designee is required. (The word "will" or "must" also signifies a required
action.)
 
Social Media
 
Social media are online platforms where users engage one another and/or share information and ideas through text, video, or
pictures.  Social media consists of any form of online publication or presence that allows interactive communication, including,
but not limited to, text messaging, instant messaging, websites, web logs ("blogs"), wikis, online forums (e.g., chat rooms),
virtual worlds, and social networks.  Examples of social media include, but are not limited to, Facebook, Facebook Messenger,
Google Hangouts, Twitter, LinkedIn, YouTube, Flickr, Instagram, Pinterest, Skype, and Facetime.  Social media does not
include sending or receiving e‑mail through the use of District-issued e-mail accounts.  Apps and web services shall not be
considered social media unless they are listed on the District's website as District-approved social media platforms/sites.
Student
A person who is officially enrolled in a school or program of the District.
Superintendent
The chief executive officer of the School District responsible to supervise all programs and staff of the District and to
implement Board policy and follow Board directives. Consistent with Board policies and directives. The Superintendent must
hold an appropriate school administrator certificate or permit.   Consistent with Board policies and directives, the
Superintendent may delegate responsibility to subordinates as appropriate.
Technology Resources
The Board defines Technology Resources to include computers, laptops, tablets, e-readers, cellular/mobile telephones,
smartphones, web-enabled devices, video and/or audio recording equipment, projectors, software and operating systems that
work on any device, copy machines, printers and scanners, information storage devices (including mobile/portable storage
devices such as external hard drives, CDs/DVDs, USB thumb drives and memory chips), the computer network, Internet
connection, and online educational services and apps.
Treasurer
The chief financial officer of the District. (See Bylaw 0170)
Vice-President
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The Vice-President of the Board of Education. (See Bylaw 0170)
Voting
A vote at a meeting of the Board of Education. Except to accommodate the absence of any member of the Board due to
military duty, or for any other purpose permitted by law, Board members must be physically present to have their vote
officially recorded in the Board minutes. , unless the Board member has notified the Board President prior to the meeting that
s/he must participate remotely and the Board President approves remote participation by the Board member.

 
Citations to Michigan Compiled Laws (M.C.L.) are shown as M.C.L. followed by the Section Number (e.g., M.C.L. 380.1438). Citations
to the Michigan Administrative Code are prefaced A.C. Rule (e.g., A.C. Rule R380.221). Citations to the Federal Register are noted as
FR, to the Code of Federal Regulations as C.F.R., and to the United States Code as U.S.C.
 
Revised 2/13/17
Revised 9/10/18
Revised 12/10/18
© Neola 20212019
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Section Policies for Board 36-1

Title Copy of PUBLIC PARTICIPATION AT BOARD MEETINGS

Code po0167.3

Status

Adopted December 14, 2009

Last Revised December 10, 2018

0167.3 - PUBLIC PARTICIPATION AT BOARD MEETINGS 
 
The Board of Education recognizes the value of public comment on educational issues and the importance of allowing members of the
public to express themselves on District matters.
 
To permit fair and orderly public expression, the Board shall provide a period for public participation at public meetings of the Board
and publish rules to govern such participation in Board meetings and in Board committee meetings. The rules shall be administered
and enforced by the presiding officer of the meeting.
 
The presiding officer shall be guided by the following rules:
 

A. Public participation shall be permitted as indicated on the order of business at a time as determined by the presiding officer. 
 

B. Anyone with concerns related to the operation of the schools or to matters within the authority of the Board may participate
during the designated public participation portion(s)  public portion of a meeting.
 

C. Participants must first be recognized by the presiding officer and will be requested to preface their comments by an
announcement of their name and/or group affiliation, if and when appropriate. 
 

D. Each statement made by a participant shall be limited to three (3) minutes duration. 
 

E. During the portion of the meeting designated for public participation, no participant may speak more than once on the same
topic.No participant may speak more than once on the same topic. 
 

F. Participants shall direct all comments to the Board and not to staff or other participants. 
 

G. The presiding officer may: 
 

1. interrupt, warn, or terminate a participant's session when they make comments that are repetitive, obscene, and/or
comments that constitute a true threat (i.e., statements meant to frighten or intimidate one (1) or more specified
persons into believing that they will be seriously harmed by the speaker or someone acting at the speaker's behest
prohibit public comments which are repetitive or harassing; 
 

2. interrupt, warn, or terminate a participant's statement when the statement is too lengthy, personally directed,
abusive, obscene, or irrelevant; 
 

3. request any individual to stop speaking and/or leave the meeting when that person behaves in a manner that is
disruptive of the orderly conduct and/or orderly progress of the meeting; 
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4. request the assistance of law enforcement officers in the removal of a disorderly person when that person's conduct
interferes with the orderly progress of the meeting; 
 

5. call for a recess or an adjournment to another time when the lack of public decorum so interferes with the conduct
and/or orderly conduct of the meeting as to warrant such action; 
 

6. waive these rules. 
 

H. The portion of the meeting during which the participation of the public is invited shall be limited to fifteen (15) minutes, but
the timeframe will be extended, if necessary, so that no one's right to address the Board will be denied. 
 

 
 
Audio Tape or video recordings are permitted. The person operating the recorder should contact the Superintendent prior
to the Board meeting to review possible placement of the equipment, and agrees to abide by the following conditions:
 
 

A. No obstructions are created between the Board and the audience. 
 

B. No interviews are conducted in the meeting room while the Board is in session. 
 

C. No commentary, adjustment of equipment, or positioning of operators is made that would distract either the Board or
members of the audience while the Board is in session.

 
Revised 3/14/11
 
Neola 2021 2018

Legal M.C.L. 15.263(4)(5)(6), 380.1808
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Title Copy of EMPLOYMENT OF PROFESSIONAL STAFF

Code po3120

Status

Adopted December 14, 2009

Last Revised August 19, 2019

3120 - EMPLOYMENT OF PROFESSIONAL STAFF
 
The Board of Education recognizes that it is vital to the successful operation of the District that positions created by the Board be
filled with highly-qualified and competent personnel. Further, pursuant to the Administrative Rules Governing the Certification of
Michigan Teachers, t The Board requires that anyone employed as a professional staff member with instructional responsibilities in an
elementary or secondary school in this District hold a certificate, permit, or vocational authorization valid for the positions to which
s/he is assigned. , and that the individual meets the established criteria to be highly qualified in his/her assignment.
 
The Board shall approve the employment, and also, when not covered by the terms of a negotiated, collectively-bargained
agreement, fix the compensation, and establish the term of employment for each professional staff member employed by the Board.
 
Individuals employed in the following categories shall be considered members of the professional staff:
 

A. Building Administrators 
 

B. Teachers 
 

C. Counselors 
 

D. Librarians

 
All professional staff are subject to a criminal history record check. See Policy 3121.
 
Such approval shall be given only to those candidates for employment by the Superintendent.
 
When any recommended candidate has been rejected by the Board, the Superintendent shall make a substitute recommendation.
 
All applications for employment shall be referred to the Superintendent.
 
Relatives of Board members may be employed by the Board, provided the Board member does not participate in any way in the
discussion or vote on the employment when a conflict of interest is involved.
 
Relatives of staff members may be employed by the Board. When feasible, the staff member being employed will not be placed in a
position in which s/he would be supervised directly by the relative staff member.
 
Applications for employment will not be accepted from any current District Board member. If a Board member wishes to apply for a
position, his/her resignation must be accepted by the Board prior to submitting an application.
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Any professional staff member's intentional misstatement of fact or omission material to his/her qualifications for employment or the
determination of salary shall be considered by this Board to constitute grounds for dismissal.
 
The temporary employment of professional staff members prior to approval by the Board is authorized when their employment is
required to maintain continuity in the educational program. Employment shall be recommended to the Board at the next regular
meeting.
 
No candidate for employment to the professional staff as a nonadministrator shall receive recommendation for such employment
without having proffered visual evidence of proper certification or that application for such certification is in process, except as
otherwise permitted by law. under the following circumstances: 
 

A. The Superintendent may employ noncertificated, nonendorsed teachers to teach, in grades 9-12, a course in computer
science, foreign language, mathematics, biology, chemistry, engineering, physics, robotics, or any other course approved by
the State Board, providing they meet all of the conditions established by law and by the Superintendent.

B. The Superintendent may also employ a teacher without a valid teaching certificate as a substitute teacher, on a day-to-day
basis, if the person has at least sixty (60) semester hours of college credit or an associate degree from a
college, or university or community college , or for a full school year if the person has at least a bachelor's or higher degree
from a college or university, and has met all other conditions established by law and by the Superintendent.

C. The Superintendent may hire an individual who does not hold a valid teaching certificate to serve in a counseling, social
worker or speech pathologist role provided s/he meets all the requirements established by law. Policy 3120 and Policy 3121
shall apply with respect to that individual in the same manner required for employing a person with a teaching certificate. 
 

D. The Superintendent may employ noncertificated, teachers to teach in an industrial technology education program or career
and technical education program providing they meet all of the conditions established by law and by the Superintendent. 
 

E. The Superintendent may employ noncertificated, substitutes to teach in an industrial technology education program or career
and technical education program providing they meet all of the conditions established by law and by the Superintendent 
 

Prior to hiring an applicant, the Superintendent shall obtain from the applicant a signed Consent to Obtain Records (Form 3120 F2)
and shall obtain from the applicant's current or immediately-previous employer any records, including the applicant's personnel file
relating to unprofessional conduct in which the applicant engaged. Any such records are to be reviewed prior to a recommendation
for employment and may be disclosed to those individuals directly involved in evaluating the applicant's qualifications.
 
The Superintendent shall prepare administrative guidelines for the recruitment and selection of all professional staff.
REQUIREMENTS FOR HIGHLY QUALIFIED STATUS
Pursuant to State law, "Highly Qualified" means: 
 

A. full State certification as a teacher or passed State teacher licensing exam and holds current license to teach; certification or
license requirements may not be waived on emergency, temporary, or provisional basis;

B. for elementary teachers new to the profession, this also requires:

1. at least a bachelor’s degree;
2. passing a rigorous State test on subject knowledge and teaching skills in reading, writing, math, and other areas of

elementary curriculum (State certification test may suffice);
C. for secondary or middle school teachers new to the profession this also requires:

1. at least a bachelor’s degree, and
2. passing a rigorous State test in each of the subject areas s/he will teach (State certification test may suffice), or
3. for each academic subject taught, having an academic major, course work equivalent to an undergraduate major, a

graduate degree, or advanced certification or credentialing; 
 

D. for elementary, middle, or secondary school teachers with prior experience, this also requires:

1. at least a bachelor’s degree, and
2. meets standards for new teachers (above), or
3. demonstrates competence in all academic subjects s/he teaches based on a uniform State standard of evaluation

(standard for academic subject matter and teaching skills set by the State).

REQUIREMENTS FOR TEACHERS IN DISTRICT RECEIVING TITLE I FUNDING
All teachers hired for a Title I supported program or a core subject area must be "highly qualified."
As a condition of employment, all newly-hired teachers in a Title I supported program or in core subject areas shall be required to
submit documentation that they are "highly qualified" as described above.
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As designated by Federal law, core subject areas shall include the following: English, reading or language arts, science (which
includes physics, chemistry, biology, earth science, and physical science), mathematics, arts (which includes instrumental music,
vocal music, visual arts, dance, and drama/theater), foreign languages, government and civics, history, economics and geography.
The Superintendent shall prepare a plan that will result in all teachers who are employed in professional staff positions with
instructional responsibilities in Title I supported programs and/or core subject areas to be highly qualified by a date specific, and the
Superintendent shall show annual progress towards meeting these teacher qualification requirements.
 
Revised 6/24/15
Revised 12/10/18 
© Neola 2021 2019

Legal M.C.L. 380.1229 – 1231, 380.1233, 380.1237, 380.1531d, 380.623

20 U.S.C. 6319 & 7801

R 390.1105
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6114 - COST PRINCIPLES - SPENDING FEDERAL FUNDS
 
The Superintendent is responsible for the efficient and effective administration of grant funds through the application of sound
management practices. Such funds shall be administered in a manner consistent with all applicable Federal, State and local laws, the
associated agreements/assurances, program objectives and the specific terms and conditions of the grant award.
 
Cost Principles
 
Except where otherwise authorized by statute, costs shall meet the following general criteria in order to be allowable under Federal
awards:
 

A. Be necessary and reasonable for proper and efficient performance and administration of the Federal award and be allocable
thereto under these principles.
 
To determine whether a cost is reasonable, consideration shall be given to:
 

1. whether a cost is a type generally recognized as ordinary and necessary for the operation of the District or the proper
and efficient performance of the Federal award;
 

2. the restraints or requirements imposed by such factors as sound business practices, arm’s length bargaining, Federal,
State, local, tribal and other laws and regulations;
 

3. market prices for comparable goods or services for the geographic area;
 

4. whether the individuals concerned acted with prudence in the circumstances considering their responsibilities; and
 

5. whether the cost represents any significant deviation from the established practices or Board of Education policy which
may unjustifiably increase the expense.

 While Federal regulations do not provide specific descriptions of what satisfies the "necessary" element beyond its inclusion in
the reasonableness analysis above, whether a cost is necessary is determined based on the needs of the program.
Specifically, the expenditure must be necessary to achieve an important program objective. A key aspect in determining
whether a cost is necessary is whether the District can demonstrate that the cost addresses an existing need, and can prove
it.
 
When determining whether a cost is necessary, consideration may be given to whether:

1. the cost is needed for the proper and efficient performance of the grant program;
 

2. the cost is identified in the approved budget or application;
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3. there is an educational benefit associated with the cost;

 
4. the cost aligns with identified needs based on results and findings from a needs assessment;

 
5. the cost addresses program goals and objectives and is based on program data.

 A cost is allocable to the Federal award if the goods or services involved are chargeable or assignable to the Federal award in
accordance with the relative benefit received. This standard is met if the cost: is incurred specifically for the Federal award;
benefits both the Federal award and other work of the District and can be distributed in proportions that may be
approximated using reasonable methods; and is necessary to the overall operation of the District and is assignable to the
Federal award in accordance with cost principles mentioned here.

B. Conform to any limitations or exclusions set forth in the cost principles in Part 200 or in the terms and conditions of the
Federal award.
 

C. Be consistent with policies and procedures that apply uniformly to both Federally-financed and other activities of the District.
 

D. Be accorded consistent treatment. A cost cannot be assigned to a Federal award as a direct cost if any other cost incurred for
the same purpose in like circumstances has been allocated to a Federal award as an indirect cost under another award.
 

E. Be determined in accordance with generally accepted accounting principles.
 

F. Be representative of actual cost, net of all applicable credits or offsets.
 
The term "applicable credits" refers to those receipts or reductions of expenditures that operate to offset or reduce expense
items allocable to the Federal award. Typical examples of such transactions are: purchase discounts; rebates or allowances;
recoveries or indemnities on losses; and adjustments of overpayments or erroneous charges. To the extent that such credits
accruing to or received by the State relate to the Federal award, they shall be credited to the Federal award, either as a cost
reduction or a cash refund, as appropriate.
 

G. Be not included as a match or cost-share, unless the specific Federal program authorizes Federal costs to be treated as such. 
 

H. Be adequately documented:
 

1. in the case of personal services, the Superintendent shall implement a system for District personnel to account for
time and efforts expended on grant funded programs to assure that only permissible personnel expenses are
allocated;
 

2. in the case of other costs, all receipts and other invoice materials shall be retained, along with any documentation
identifying the need and purpose for such expenditure if not otherwise clear. 
 

I. Be incurred during the approved budget period. 

The budget period means the time interval from the start date of a funded portion of an award to the end date of that funded
portion during which recipients are authorized to carry out authorized work and expend the funds awarded, including any
funds carried forward or other revisions pursuant to the law. Prior written approval from the Federal awarding agency or State
pass through entity may be required to carry forward unobligated balances to subsequent budget periods, unless waived.

 
Selected Items of Cost
 
The District shall follow the rules for selected items of cost at 2 C.F.R. Part 200, Subpart E when charging these specific expenditures
to a Federal grant. When applicable, District staff shall check costs against the selected items of cost requirements to ensure the cost
is allowable. In addition, State, District and program-specific rules, including the terms and conditions of the award, may deem a
cost as unallowable and District personnel shall follow those rules as well.
 
 
The following rules of allowability must apply to equipment and other capital expenditures:
 

1. Capital expenditures for general purpose equipment, buildings, and land are unallowable as direct charges, except with the
prior written approval of the Federal awarding agency or pass-through entity.  
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2. Capital expenditures for special purpose equipment are allowable as direct costs, provided that items with a unit cost of
$5,000 or more have the prior written approval of the Federal awarding agency or pass-through entity. 
 

3. Capital expenditures for improvements to land, buildings, or equipment that materially increase their value or useful life are
unallowable as a direct cost except with the prior written approval of the Federal awarding agency, or pass-through entity. 
 

4. Allowability of depreciation on buildings, capital improvements, and equipment shall be in accordance with 2 CFR 200.436 and
2 CFR 200.465. 
 

5. When approved as a direct cost by the Federal awarding agency or pass-through entity under Sections A-C, capital
expenditures will be charged in the period in which the expenditure is incurred, or as otherwise determined appropriate and
negotiated with the Federal awarding agency.
 

6. If the District is instructed by the Federal awarding agency to otherwise dispose of or transfer the equipment, the costs of
such disposal or transfer are allowable.

 
 
Cost Compliance
 
The Superintendent shall require that grant program funds are expended and are accounted for consistent with the requirements of
the specific program and as identified in the grant application. Compliance monitoring includes accounting for direct or indirect costs
and reporting them as permitted or required by each grant. Costs incurred for the same purpose in like circumstances shall be
treated consistently as either direct or indirect costs, but may not be double charged or inconsistently charged as both.
 
Determining Whether a Cost is Direct or Indirect:
 

A. Direct costs are those costs that can be identified specifically with a particular final cost objective, such as a Federal award, or
other internally or externally funded activity, or that can be directly assigned to such activities relatively easily with a high
degree of accuracy.
 
These costs may include: salaries and fringe benefits of employees working directly on a grant-funded project; purchased
services contracted for performance under the grant; travel of employees working directly on a grant-funded project;
materials, supplies, and equipment purchased for use on a specific grant; program evaluation costs or other institutional
service operations; and infrastructure costs directly attributable to the program (such as long distance telephone calls specific
to the program, etc.).  Direct costs may also include capital expenditures if approved by the Federal awarding agency or pass-
through entity, as well as capital expenditures for special purpose equipment with a unit cost of less than $5,000.
 

B. Indirect costs are those that have been incurred for a common or joint purpose benefitting more than one cost objective, and
not readily assignable to the cost objectives specifically benefitted, without effort disproportionate to the results achieved.
Costs incurred for the same purpose in like circumstances shall be treated consistently as either direct or indirect costs.
 
These costs may include: general data processing, human resources, utility costs, maintenance, accounting, etc.
 
Federal education programs with supplement not supplant provisions must use a restricted indirect cost rate. In a restricted
rate, indirect costs are limited to general management costs. General management costs do not include divisional
administration that is limited to one component of the District, the governing body of the District, compensation of the
Superintendent, compensation of the chief executive officer of any component of the District, and operation of the immediate
offices of these officers.
 
The salaries of administrative and clerical staff should normally be treated as indirect costs. Direct charging of these costs
may be appropriate only if all of the following conditions are met:
 

1. Administrative or clerical services are integral to a project or activity.
 

2. Individuals involved can be specifically identified with the project or activity.
 

3. Such costs are explicitly included in the budget or have the prior written approval of the Federal awarding agency.
 

4. The costs are not also recovered as indirect costs.

 
Where a Federal program has a specific cap on the percentage of administrative costs that may be charged to a grant, that cap shall
include all direct administrative charges as well as any recovered indirect charges.
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Effort should be given to identify costs as direct costs whenever practical, but allocation of indirect costs may be used where not
prohibited and where indirect cost allocation is approved ahead of time by the Michigan Department of Education (MDE) or the pass-
through entity (Federal funds subject to 2 C.F.R. Part 200 pertaining to determining indirect cost allocation).
 
 
 
Equipment and other capital expenditures are unallowable as indirect costs.
 
 
Timely Obligation of Funds
 
Financial obligations are orders placed for property and services, contracts and subawards made, and similar transactions that
require payment. This term is used when referencing a recipient's or subrecipient's use of funds under a Federal award.
 
The following list illustrates when funds are determined to be obligated under the U.S. Department of Education ("USDOE")
regulations:
 
If the obligation is for:
 

A. Acquisition of property - on the date which the District makes a binding written commitment to acquire the property.
 

B. Personal services by an employee of the District - when the services are performed.
 

C. Personal services by a contractor who is not an employee of the District - on the date which the District makes a binding
written commitment to obtain the services.
 

D. Performance of work other than personal services - on the date when the District makes a binding written commitment to
obtain the work. 
 

E. Public utility services - when the District receives the services.
 

F. Travel - when the travel is taken.
 

G. Rental of property - when the District uses the property. 
 

H. A pre-agreement cost that was properly approved by the Secretary (USDOE) under the cost principles in 2 C.F.R. Part 200,
Subpart E - Cost Principles - on the first day of the project period.

 
Period of Performance
 
All financial obligations must occur during the period of performance. Period of performance means the total estimated time interval
between the start of an initial Federal award when the District is permitted to carry out the work authorized by the grant and the
planned end date. The period of performance may include one or more funded portions or budget periods. The period of performance
is dictated by statute and will be indicated in the grant award notification ("GAN"). As a general rule, State-administered Federal
funds are available for obligation within the year that Congress appropriates the funds for. However, given the unique nature of
educational institutions, for many Federal education grants, the period of performance is twenty-seven (27) months. This maximum
period includes a fifteen (15) month period of initial availability, plus a twelve (12) month period for carryover. For direct grants, the
period of performance is generally identified in the GAN.
 
In the case of a State-administered grant, financial obligations under a grant may not be made until the application is approved or is
in substantially approvable form, whichever is later. In the case of a direct grant, a grantee may use grant funds only for obligations
it makes during the grant period, unless an agreement exists with the awarding agency or the pass-through entity (e.g., MDE) to
reimburse for pre-approval expenses.
 
If a Federal awarding agency or pass-through entity approves an extension, or if the District extends under C.F.R. 200.308(e)(2), the
Period of Performance will be amended to end at the completion of the extension. If a termination occurs, the Period of Performance
will be amended to end upon the effective date of termination. If a renewal is issued, a distinct Period of Performance will begin.
 
For both State-administered and direct grants, regardless of the period of availability, the District shall liquidate all financial
obligations incurred under the award not later than ninety (90) days after the end of the funding period unless an extension is
authorized. Any funds not obligated within the period of performance or liquidated within the appropriate timeframe are said to lapse



12/14/21, 8:20 AM BoardDocs® PL

https://go.boarddocs.com/mi/kalk/Board.nsf/Private?open&login# 5/5

and shall be returned to the awarding agency. Consequently, the District shall closely monitor grant spending throughout the grant
cycle.
 
 
 
2 C.F.R. 200.344(b), 200.403-.407, 200.413(a)-(c), 200.430(a), 200.431(a), 200.439(b)(2), 200.458 
2 C.F.R. 200.474(b) 
34 C.F.R. 76.707-.708(a), 75.703
 
 
© Neola 2021

Legal 2 C.F.R. 200.344(b), 200.403-.407, 200.413(a)-(c), 200.430(a), 200.431(a),200.458

2 C.F.R. 200.474(b)

34 C.F.R. 76.707-.708(a), 75.703
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6152 - STUDENT FEES, FINES, AND SUPPLIES
 
Fees
 
The Board of Education may assess certain charges to students to cover the costs for extra-curricular and noncredit activities. Such
charges might be made for expendable items such as magazines, workbook materials, paperback selections, and laboratory supplies
and materials for clubs, independent study or special projects, and as well transportation costs and admission/participation fees for
District-sponsored trips and activities.
 
No student, however, shall be deprived of participation in any mandatory school activity or required curriculum activity due to a lack
of financial ability to pay and fees will not be charged for such activities. Extra-curricular activities for which fees will be charged may
not be used in determining credit or grades in any course.
 
A fee shall not exceed the combined cost of the service(s) provided and/or materials used. An accurate accounting of all fees
collected and all fees expended shall be provided to the Superintendent or his/her designee for each fee based activity at the
conclusion of the activity, along with remission of any fees not expended.
 
Fines
 
When school property, equipment, or supplies are damaged, lost, or taken by a student, whether in a regular course or extra-
curricular offering, a fine will be assessed. The fine will be reasonable, seeking only to compensate the school for the expense or loss
incurred.
 
The late return of borrowed books or materials from the school libraries will be subject to appropriate fines. Failure to pay the fines
may result in loss of privileges.
 
Any fees or fines collected by members of the staff are to be turned in to the Building Office or Business Office within twenty-four
(24) hours after collection.
 
In the event the above course of action does not result in the fee being collected, the Board authorizes the Business Manager to take
the student and/or his/her parents to Small Claims Court for collection.
 
Supplies
 
The District will provide all basic supplies needed by the student to complete the required course curriculum. The student and/or
his/her family may choose to purchase their own supplies if they desire to have a greater quantity or quality of supplies, or desire to
help conserve the limited resources for use by others. The teacher or appropriate administrator may recommend useful supplies for
these purposes.
 
 
[ x] Payment
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For convenience to families, the Board may enter into an agreement with one or more credit card/online payment processing vendors
to facilitate online payment of fees, fines, and charges. Parents/guardians or students may elect but are not required to make
payments online. Vendors will comply with all Board policies and procedures related to confidentiality and security of information
transmitted electronically. Payees will be notified of any processing or other nominal fees that may be charged for use of an online
payment system before the transaction is completed.

[END OF OPTION]
 
Students Experiencing Homelessness - McKinney-Vento Act
 
No fine or fee shall be charged to a student identified as a student experiencing homelessness unless it is determined that the
student has the ability to pay the fee or fine and that its imposition does not create a barrier to the student's ability to enroll, or
attend school, achieve academic success, or cause the student to be identified as experiencing homelessness. Any dispute regarding
a fine or a fee that is imposed shall not delay the student's enrollment or serve as a barrier to enrollment by delaying the transfer of
student records to another school or school district if applicable.
 
Immediate enrollment notwithstanding fines or fees shall be extended to extra-curricular and co-curricular activities as well as to
academic programming.
 
 
 
© Neola 2021
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7450 - PROPERTY INVENTORY
 
As steward of this District's property, the Board of Education recognizes that efficient management and full replacement upon loss
requires accurate inventory and properly maintained property records.
 
The Board shall maintain a continuous inventory of all District-owned equipment at such intervals as will coincide with property
insurance renewal and Generally Accepted Accounting Principles ("G.A.A.P.") reporting requirements.  Federal regulations require
at least once every two (2) year
 
For purposes of this policy, "equipment" shall mean a unit of furniture or furnishings, an instrument, a machine, an apparatus, or a
set of articles which retains its shape and appearance with use, is nonexpendable, costs at least $5,000 to replace and does not lose
its identity when incorporated into a more complex unit. When defining supplies for inventory purposes, no items will be counted
whose total value is less than $5,000. Capital expenditures with a unit cost of $5,000 or more require prior written
approval of the Federal awarding agency or pass-through entity.
 
It shall be the duty of the Superintendent to ensure that inventories are recorded systematically and accurately and property records
of equipment are updated and adjusted annually by reference to purchase orders and withdrawal reports.
 
Major items of equipment shall be subject to annual spot check inventory to determine loss, mislocation, or depreciation; any major
loss shall be reported to the Board.
 
The Superintendent shall maintain a system of property records which shall show, as appropriate to the item recorded, the
description and identification, manufacturer, year of purchase, initial cost, location, condition and depreciation, and/or evaluation in
conformity with insurance requirements.
 
Equipment acquired under a Federal award will vest upon acquisition to the District, subject to the following conditions:
 

A. The equipment shall be used for the authorized purposes of the award project during the period of performance or until the
equipment is no longer needed for the purposes of the project.
 

B. The equipment shall not be encumbered without the approval of the Federal awarding agency or the pass-through entity.
 

C. The equipment may only be used and disposed of in accordance with the provisions of the Federal awarding agency or the
pass-through entity and Policy 7300 and Policy 7310, and AG 7310.
 

D. Property records shall be maintained that include a description of the equipment, a serial number or other identification
number, the source of funding for the equipment (including the Federal Award Identification Number (FAIN), title entity,
acquisition date, cost of the equipment, percentage of Federal participation in the project costs for the award under which the
equipment was acquired, the location, use, and condition of the equipment, and ultimate disposition data, including date of
disposal and sale price of the equipment.
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E. A physical inventory of the property must be taken and results reconciled with property records at least once every two (2)

years.
 

F. A control system shall be developed to provide adequate safeguards to prevent loss, damage, or theft of the property. Any
such loss, damage, or theft shall be investigated.
 

G. Adequate maintenance procedures shall be implemented to keep the property in good condition. 
 

H. Proper sales procedures shall be established to ensure the highest possible return, in the event the District is authorized or
required to sell the equipment/property. 
 

I. When original or replacement equipment acquired under a Federal award is no longer needed for the original project/program
or for activities currently or previously supported by a Federal awarding agency, and except as otherwise provided by Federal
statutes, regulations, or Federal awarding agency disposition instructions, the District shall request disposition instructions
from the Federal awarding agency if required by the terms and conditions of the Federal award. Disposition of the equipment
shall be made in accordance with the provisions of C.F.R. 200.313.

 
Revised 8/8/16
 
© Neola 2021

Legal 2 C.F.R. 200.313
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8310 - PUBLIC RECORDS
 
The Board of Education recognizes its responsibility to maintain the public records of this District and to make such records available
to residents of Michigan for inspection and reproduction.
 
The public records of this District include any writing or other means of recording or retaining meaningful content prepared, owned,
used, in the possession of, or retained by the District, its Board, officers, or employees, subject to certain exemptions according to
the Michigan Freedom of Information Act (FOIA). The District shall not disclose the confidential address of a student or of an
employee who has provided proper notice of a participation card issued by the department of the attorney general under the address
confidentiality program act.
 
Any person may make a written request for any public records of the District. The person may inspect, copy, or receive copies of the
public record requested. The District shall respond to such requests within five (5) working days after receipt unless otherwise
agreed to in accordance with the Freedom of Information Act.
 
An individual may purchase copies of the District's public records upon payment of a fee. No original public record may be removed
from the office in which it is maintained except by a Board officer or employee in the course of the performance of his/her duties.
 
Neither the Board nor its employees shall permit the release of the social security number of an employee, student, or other
individual except as authorized by law (see Policy 8350 and AG 8350).
The Board authorizes the Superintendent to provide, upon written request, enhanced i.e. immediate access to any public record
which the District has stored in an electronic database and is not confidential or exempt from disclosure by State or Federal statute.
Such a record may be provided by means of a computer disk provided by the requestor, electronic mail, or a modem providing the
requestor has paid the fee established for such transmission.
 
The Board has determined that personal and confidential information provided to and retained by the District on parents, students,
staff and others will be considered exempt from disclosure pursuant to a Freedom of Information Act request, unless advised
specifically by the District's legal counsel that the particular information must be released. Such personal and confidential information
shall include home addresses, telephone numbers, e-mail addresses or website pages (e.g. My Space, Facebook), except as they are
specifically related to the operation of the schools, or specifically authorized for release by the individual, or the parent/guardian if
the individual is a minor.
 
Nothing in this policy shall be construed as preventing a Board member from inspecting in the performance of his/her official duties
any record of this District, except student records and certain portions of personnel records.
 
The Superintendent is authorized to dispose of correspondence on a daily basis including those transmitted by means of voice mail or
E-mail, providing the message does not alter existing District records.
 
The Superintendent is responsible for transmission of data contained in the single record student data base established by the
Michigan Department of Education. Such transmission shall be in accordance with procedures established by the Traverse Bay Area
Intermediate School District and the Center for Educational Performance and Information (CEPI).
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The Superintendent shall establish administrative guidelines to ensure proper compliance with the intent of this policy and the
Freedom of Information Act.
 
Neola 2021
 

Legal M.C.L.A. 15.231 et seq.

M.C.L.A. 445.81 et seq.

Michigan Federation of Teachers v. University of Michigan, 481 Mich. 657 (2008)
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8320 - PERSONNEL FILES
 
It is necessary for the orderly operation of the School District to prepare a personal information system for the retention of
appropriate files bearing upon an employee's duties and responsibilities to the District and the District's responsibilities to the
employee.
 
The Board of Education requires that sufficient records exist to ensure an employee's qualifications for the job held; compliance with
Federal, State, and local benefit programs; conformance with District rules; and evidence of completed evaluations. Such records will
be kept in compliance with the laws of the State of Michigan.
 
The District shall not disclose an employee's home address or contact information to a third party without the employee's written
authorization.
 
The Board delegates the maintenance of an employee personal information system to the
 

(x ) Superintendent.
 
( ) Business Manager.
 
( ) Assistant Superintendent for Personnel.
 
( ) __________________________________.

 
A single central file shall be maintained, and subsidiary records shall be maintained for ease in data gathering only.
 

( x) and shall be destroyed annually.
 
[ ] Only that information which pertains to the professional role of the employee and submitted by duly authorized school
administrative personnel and the Board may be entered in the official record file. Employees shall provide necessary information for
their personnel files. If providing the requested information is optional, employees shall be informed of their right to decline to supply
the information.
 
Employee medical records, including, but not limited to, insurance forms, medical certifications by a physician, and requests for leave
or accommodation, shall not be maintained in the employee's personnel file and shall instead be maintained in a confidential medical
file.
 
[ ] A copy of each such entry shall be given to the employee upon request.
 

(x ) except for matters pertaining to pending litigation.
 
[ x] A copying cost will be charged for each copy given to the employee at his/her request at the rate determined by the _Business
Manager_________________.
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An employee may review their personnel record upon written request.
 
[ ] ( x)The employee may periodically review theirhis/her file at reasonable intervals, generally not more than two (2) times in a
calendar year or as otherwise provided by law or by a collective bargaining agreement.
 
Personnel wishing to review their own records shall:
 

A. request access in writing; 
 

B. ( x) review the record in the presence of the administrator designated to maintain said records or designee; 
 

C. (x ) make no alterations or additions to the record nor remove any material therefrom; 
 

D. ( x) sign a log attached to the file indicating date and person reviewing.

 
Personnel records
 

( ) shall be available to Board members and school administrators as may be required in the performance of their jobs.
 
( x) shall not be available to Board members and school administrators except as may be required in the performance of their
jobs.

 
[ x] The personnel files shall be reviewed annually and material no longer required shall be destroyed.
 

(x ) and no record shall be maintained of said destruction.
 
[ ] Any employee who inappropriately releases information, or uses confidential information for personal reasons, will be disciplined
in accordance with established policies and procedures. If an employee is approached to provide information inappropriately, the
employee must refuse to release the requested information in accordance with applicable procedures or refer the requestor to the
employee's immediate supervisor.
 
Personnel wishing to review their own records shall:

A. ( ) request access in writing; 
 

B. ( ) review the record in the presence of the administrator designated to maintain said records or designee; 
 

C. ( ) make no alterations or additions to the record nor remove any material therefrom; 
 

D. ( ) sign a log attached to the file indicating date and person reviewing.

 
Personnel wishing to appeal material in their record as to its accuracy, completeness, relevance, or timeliness shall make a request in
writing to the administrator delegated to maintain the records and specify therein:
 

A. (x ) name and date; 
 

B. (x ) material to be appealed; 
 

C. ( x) reason for appeal. 
 

D. ( ) ______________________.

 
[ x] The responsible administrator shall hear the appeal and make a determination within ninety (90) days of the appeal in
accordance with law. 
 
If the appeal does not resolve the disagreement, the employee may submit a written statement, not exceeding five (5) sheets of 8
1/2 inch by 11 inch paper, explaining the employee’s position. This written statement shall be kept in the employee’s file.
 
Records Retention
 
Generally, personnel files shall be maintained for the duration of the individual's employment with the District, plus six (6) years.
Files maintained on employees who were cited for unprofessional conduct shall be maintained for the duration of employment plus



12/14/21, 8:22 AM BoardDocs® PL

https://go.boarddocs.com/mi/kalk/Board.nsf/Private?open&login# 3/3

fifty (50) years.
 
Medical files shall be maintained for the period during which the individual is employed by the District or receiving benefits,
whichever is longer, plus seven (7) years.
 
Per the State of Michigan Records Retention and Disposal Schedule for Public Schools, 404A.
 
State of Michigan Records Retention and Disposal Schedule for Public Schools at 400A and 400B.
 
The Superintendent shall prepare administrative guidelines defining which personnel records are to be maintained and the
procedures for their maintenance and review.
 
© Neola 20012021

Legal M.C.L. 423.501 et seq
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Title Copy of STUDENT RECORDS

Code po8330

Status

Adopted December 14, 2009

Last Revised August 14, 2017

8330 - STUDENT RECORDS
 
In order to provide appropriate educational services and programming, the Board of Education must collect, retain, and use
information about individual students. Simultaneously, the Board recognizes the need to safeguard student's privacy and restrict
access to student’s personally identifiable information.
 
If the parent or legal guardian of a student provides the District with notice that s/he/they have received a participation card issued
by the attorney general under the address confidentiality program act, the District shall not disclose the confidential address of the
student, regardless of any other provision of this policy.  The Superintendent shall develop a process to ensure that a student's
participation in the address confidentiality program act is appropriately noted to avoid disclosure of this information to any person or
entity.
 
Student "personally identifiable information" ("PII") includes, but is not limited to: the student's name; the name of the student's
parent or other family members; the address of the student or student's family; a personal identifier, such as the student's social
security number, student number, or biometric record; other indirect identifiers, such as the student's date of birth, place of birth,
and mother's maiden name; other information that, alone or in combination, is linked or linkable to a specific student that would
allow a reasonable person in the school community, who does not have personal knowledge of the relevant circumstances, to identify
the student with reasonable certainty; or information requested by a person who the District reasonably believes knows the identity
of the student to whom the education record relates.
 
The Board of Education is responsible for maintaining records of all students attending schools in this District. Only records mandated
by the State or Federal government and/or necessary and relevant to the function of the School District or specifically permitted by
this Board will be compiled by Board employees. The Board hereby authorizes collection of the following student records, in addition
to the membership record required by law:

A. observations and ratings of individual students by professional staff members acting within their sphere of competency
 

B. samples of student work
 

C. information obtained from professionally acceptable standard instruments of measurement such as:
 

1. interest inventories and aptitude tests,
 

2. vocational preference inventories,
 

3. achievement tests,
 

4. standardized intelligence tests,
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D. authenticated information provided by a parent or eligible student concerning achievements and other school activities which
the parent or student wants to make a part of the record
 

E. verified reports of serious or recurrent behavior patterns
 

F. rank in class and academic honors earned 
 

G. psychological tests
 

H. attendance records
 

I. health records
 

J. custodial arrangements

In all cases, permitted, narrative information in student records shall be objectively-based on the personal observation or knowledge
of the originator.
 
Student records shall be available only to students and their parents, eligible students, and designated school officials who have a
legitimate educational interest in the information, or to other individuals or organizations as permitted by law. The term "parents"
includes legal guardians or other persons standing in loco parentis (such as a grandparent or stepparent with whom the child lives,
or a person who is legally responsible for the welfare of the child). The term "eligible student" refers to a student who is eighteen
(18) years of age or older or a student of any age who is enrolled in a postsecondary institution.
 
In situations in which a student has both a custodial and a noncustodial parent, both shall have access to the student's educational
records unless stipulated otherwise by court order. In the case of eligible students, parents will be allowed access to the records
without the student's consent, provided the student is considered a dependent under section 152 of the Internal Revenue Code.
 
A school official is a person employed by the Board as an administrator, supervisor, teacher/instructor (including substitutes), or
support staff member (including health or medical staff and law enforcement unit personnel); and a person serving on the Board.
The Board further designates the following individuals and entities as "school officials" for the purpose of FERPA:

A. persons or companies with whom the Board has contracted to perform a specific task (such as an attorney, auditor, insurance
representative, or medical consultant);
 

B. contractors, consultants, volunteers or other parties to whom the Board has outsourced a service or function otherwise
performed by the Board employees (e.g. a therapist, authorized information technology (IT) staff, and approved online
educational service providers).

The above-identified outside parties must (a) perform institutional services or functions for which the Board would otherwise use its
employees, (b) be under the direct control of the Board with respect to the use and maintenance of education records, and (c) be
subject to the requirements of 34 C.F.R. 99.33(a) governing the use and re-disclosure of PII from education records.
 
Finally, a parent or student serving on an official committee, such as a disciplinary or grievance committee, or assisting another
school official in performing his/her tasks (including volunteers) is also considered a "school official" for purposes of FERPA provided
s/he meets the above-referenced criteria applicable to other outside parties.
 
"Legitimate educational interest" shall be defined as a "direct or delegated responsibility for helping the student achieve one (1) or
more of the educational goals of the District" or if the record is necessary in order for the school official to perform an administrative,
supervisory or instructional task or to perform a service or benefit for the student or the student’s family. The Board directs that
reasonable and appropriate methods (including but not limited to physical and/or technological access controls) are utilized to control
access to student records and to make certain that school officials obtain access to only those education records in which they have
legitimate educational interest.
 
The Board authorizes the administration to:

A. forward student records, including any suspension and expulsion action against the student, on request to a school or school
district in which a student of this District seeks or intends to enroll upon condition that the student’s parents be notified of the
transfer, receive a copy of the record if desired, and have an opportunity for a hearing to challenge the content of the record; 
 

B. forward student records, including disciplinary records with respect to suspensions and expulsions, upon request to a public
school or school district in which a student in foster care is enrolled. Such records shall be transferred within one (1) school
day of the enrolling school’s request;
 

C. provide "personally-identifiable" information to appropriate parties, including parents of an eligible student, whose knowledge
of the information is necessary to protect the health or safety of the student or other individuals, if there is an articulable and
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significant threat to the health or safety of a student or other individuals, considering the totality of the circumstances;
 

D. report a crime committed by a child with or without a disability to appropriate authorities and, with respect to reporting a
crime committed by a student with a disability, to transmit copies of the student’s special education records and disciplinary
records including any suspension and expulsion action against the student to the authorities and school officials for their
consideration;
 

E. release de-identified records and information in accordance with Federal regulations;
 

F. disclose personally identifiable information from education records, without consent, to organizations conducting studies "for,
or on behalf of" the District for purposes of developing, validating or administering predictive tests, administering student aid
programs, or improving instruction;
 
Information disclosed under this exception must be protected so that students and parents cannot be personally identified by
anyone other than representative of the organization conducting the study, and must be destroyed when no longer needed for
the study. In order to release information under this provision, the District will enter into a written agreement with the
recipient organization that specifies the purpose of the study. (See Form 8330 F14.) Further, the following personally
identifiable information will not be disclosed to any entity: a student or his/her family member’s social security number(s);
religion; political party affiliation; voting history; or biometric information.
 
While the disclosure of personally identifiable information (other than social security numbers, religion, political party
affiliation, voting record, or biometric information) is allowed under this exception, it is recommended that de-identified
information be used whenever possible. This reduces the risk of unauthorized disclosure.
 

G. disclose personally identifiable information from education records without consent, to authorized representatives of the
Comptroller General, the Attorney General, and the Secretary of Education, as well as State and local educational authorities;
 
The disclosed records must be used to audit or evaluate a Federal or State supported education program, or to enforce or
comply with Federal requirements related to those education programs. A written agreement 
 
between the parties is required under this exception. (See Form 8330 F16)
 
The District will verify that the authorized representative complies with FERPA regulations.
 

H. request each person or party requesting access to a student's record to abide by the Federal regulations concerning the
disclosure of information.

The Board will comply with a legitimate request for access to a student's records within a reasonable period of time but not more
than forty-five (45) days after receiving the request or within such shorter period as may be applicable to students with disabilities.
Upon the request of the viewer, a record shall be reproduced, unless said record is copyrighted, and the viewer may be charged a fee
equivalent to the cost of handling and reproduction. Based upon reasonable requests, viewers of education records will receive
explanation and interpretation of the records.
 
The Board shall maintain a record of those persons to whom information about a student has been disclosed. Such disclosure records
will indicate the student, person viewing the record, information disclosed, date of disclosure, and date parental/eligible student
consent was obtained (if required).
 
Upon written request by a student’s parent or legal guardian, the District shall disclose to the parent or legal guardian any personally
identifiable information concerning the student that is collected or created by the District as part of the student’s education records.
 
If the District provides any personally identifiable information concerning the student that is collected or created by the District as
part of the student’s education records to any person, agency, or organization, then the District shall disclose to the student’s parent
or legal guardian upon his or her written request:

A. the specific information that was disclosed;
 

B. the name and contact information of each person, agency, or organization to which the information has been disclosed;
 

C. the legitimate reason that the person, agency, or organization had in obtaining the information.

This information shall be provided without charge within thirty (30) days after the District receives the written request and without
charge to the parent or legal guardian.
 
The District is not required to disclose to the parent or legal guardian, even upon written request, any personally identifiable
information concerning the student that is collected or created by the District as part of the student’s education records and is
provided to any person, agency, or organization in any of the following situations:
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A. provision of such information to the Michigan Department of Education or CEPI
 

B. provision of such information to the student’s parent or legal guardian
 

C. provision of such information to its authorizing body or to an educational management organization with which it has a
management agreement
 

D. provision of such information to or from its intermediate school district or to another intermediate school district providing
services to the District or its students pursuant to a written agreement 
 

E. provision of such information to a person, agency, or organization with written consent from the student’s parent or legal
guardian or, if the student is at least age eighteen (18), the student
 

F. provision of such information to a person, agency, or organization seeking or receiving records in accordance with an order,
subpoena, or ex parte order issued by a court of competent jurisdiction
 

G. provision of such information as necessary for standardized testing that measures the student’s academic progress and
achievement
 

H. provision of such information that is covered by the opt-out form described above, unless the student’s parent or legal
guardian or, if the student is at least age eighteen (18) or is an emancipated minor, the student has signed and submitted the
opt-out form referenced below

Only "directory information" regarding a student shall be released to any person or party, other than the student or his/her parent,
without the written consent of the parent; or, if the student is an eligible student, the written consent of the student, except those
persons or parties stipulated by the Board policy and administrative guidelines and/or those specified in the law.
 
The Board shall exempt from disclosure directory information, as requested for the purpose of surveys, marketing, or solicitation,
unless the Board determines that the use is consistent with the educational mission of the Board and beneficial to the affected
students. The Board may take steps to ensure that directory information disclosed shall not be used, rented, or sold for the purpose
of surveys, marketing, or solicitations. Before disclosing the directory information, the Board may require the requester to execute
an affidavit stating that directory information provided shall not be used, rented, or sold for the purpose of surveys, marketing, or
solicitation.
 
DIRECTORY INFORMATION
 
Each year the Superintendent shall provide public notice to students and their parents of the District's intent to make available, upon
request, certain information known as "directory information." The Board designates as student "directory information":

A. a student's name;
 

B. address;
 

C. telephone number;
 

D. date and place of birth;
 

E. major field of study;
 

F. participation in officially recognized activities and sports;
 

G. height and weight, if member of an athletic team;
 

H. dates of attendance;
 

I. date of graduation; 
 

J. awards received;
 

K. honor rolls;
 

L. scholarships;
 

M. telephone numbers for inclusion in school or PTO directories;
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N. school photographs or videos of students participating in school activities, events or programs. Such materials may be
released to the media or place on the district website, at the District’s discretion;
 

O. video or other graphic information;
 

P. information generally found in yearbooks.

The Board designates school-assigned e-mail accounts as "directory information" for the limited purpose of facilitating students’
registration for access to various online educational services, including mobile applications/apps that will be utilized by the student
for educational purposes and for inclusion in internal e-mail address books. School-assigned e-mail accounts shall not be released as
directory information beyond this/these limited purpose(s) and to any person or entity but the specific online educational service
provider and internal users of the District's Education Technology.
 
Each student’s parent or legal guardian will be provided with the opt-out information within the first thirty (30) days of the school
year. The information shall also be provided to a parent or legal guardian at other times upon request.
 
If an opt-out request is signed and submitted to the District by a student’s parent or legal guardian, the District shall not include the
student’s directory information in any of the uses that have been opted out of in the opt-out form. A student who is at least age
eighteen (18) or is an emancipated minor may act on his or her own behalf with respect to the opt-out form.
 
Parents and eligible students may also refuse to allow the District to disclose any or all of such "directory information" upon written
notification to the District within fifteen (15) days after receipt of the District's public notice.
 
Armed Forces Recruiting
 
The Board shall provide United States Armed Forces recruiters with at least the same access to the high school campus and to
student directory information (names, addresses, , District-assigned email addresses (if available) and telephone listings of
secondary students) as is provided to other entities offering educational or employment opportunities to those students. "Armed
forces of the United States" means the armed forces of the United States and their reserve components and the United States Coast
Guard.
 
If a student or the parent or legal guardian of a student submits a signed, written request to the Board that indicates that the
student or the parent or legal guardian does not want the student’s directory information to be accessible to official recruiting
representatives, then the officials of the school shall not allow that access to the student’s directory information. The Board shall
ensure that students and parents and guardians are notified of the provisions of the opportunity to deny release of directory
information.
 
Public notice shall be given regarding the right to refuse disclosure of any or all "directory information" including to the armed forces
of the United States and the service academies of the armed forces of the United States.
 
A fee, not to exceed the actual costs incurred by the high school, for copying and mailing student directory information under this
section, may be charged an official recruiting representative.
 
Directory information received under armed services authorization request shall be used only to provide information to students
concerning educational and career opportunities available in the armed forces of the United States or the service academies of the
armed forces of the United States. An official recruiting representative who receives student directory information under this section
shall not release that information to a person who is not involved in recruiting students for the armed forces of the United States or
the service academies of the armed forces of the United States.
 
Annually the Board will notify male students age eighteen (18) or older that they are required to register for the selective service.
 
Requests to the District records officer shall be presented on a standardized form developed by the armed forces of the United States
requesting access to a high school campus and a time for the access. Requests should bear the signature of the ranking recruiting
officer of the armed service making the request.
 
Whenever consent of the parent(s)/eligible student is required for the inspection and/or release of a student's education records or
for the release of "directory information", either parent may provide such consent unless stipulated otherwise by court order. If the
student is under the guardianship of an institution, the Superintendent shall appoint a person who has no conflicting interest to
provide such written consent.
 
The Board may disclose "directory information" on former students without student or parental consent, unless the parent or eligible
student previously submitted a request that such information not be disclosed without their prior written consent.
 
The Board shall not sell or otherwise provide to a for-profit business entity any personally identifiable information that is part of a
student’s education records. This does not apply to any of the following situations:
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A. providing the information as necessary for standardized testing that measures the student’s academic progress and
achievement
 

B. providing the information as necessary to a person that is providing educational or educational support services to the
student under a contract with the District

The parent of a student or an eligible student has the right to inspect upon request any instrument used in the collection of personal
information before the instrument is administered or distributed to a student. Personal information for this section is defined as
individually identifiable information including a student or parent’s first and last name, a home or other physical address (including
street name and the name of the city or town), a telephone number, or a Social Security identification number. In order to review the
instrument, the parent or eligible students, must submit a written request to the building principal at least fifteen (15) work days
before the scheduled date of the activity. The instrument will be provided to the parent within ten (10) business days of the principal
receiving the request.
 
The Superintendent shall directly notify the parent(s) of a student and eligible students, at least annually at the beginning of the
school year, of the specific or approximate dates during the school year when such activities are scheduled or expected to be
scheduled.
 
This section does not apply to the collection, disclosure or use of personal information collected from students from the exclusive
purpose of developing, evaluating, or providing educational products or service for, or to, students or educational institutions, such
as the following:

A. college or other postsecondary education recruitment, or military recruitment;
 

B. book clubs, magazines, and programs providing access to low-cost literary products;
 

C. curriculum and instructional materials used by elementary and secondary schools;
 

D. tests and assessments used by elementary and secondary schools to provide cognitive, evaluative, diagnostic, clinical,
aptitude, or achievement information about students (or to generate other statistically useful data for the purpose of securing
such tests and assessments) and the subsequent analysis and public release of the aggregate data from such tests and
assessments; 
 

E. the sale by students of products or services to raise funds for school- related or education-related activities; and
 

F. student recognition programs.

The Board may establish online access for the parents or the eligible student to the student’s confidential academic and attendance
record. To authorize such access, the parents or the eligible student must sign a release (see Form 8330 F10). This release shall
remind the parents or eligible student that the account and confidential information about the student is only as secure as they keep
their account information. Neither the District nor its employees will be held responsible for any breach of this policy by the
parent/eligible student or any unauthorized party.
 
The Superintendent shall prepare administrative guidelines to ensure that students and parents are adequately informed each year
regarding their rights to:

A. inspect and review the student's education records;
 

B. request amendments if the record is inaccurate, misleading, or otherwise in violation of the student's rights;
 

C. consent to disclosures of personally-identifiable information contained in the student's education records, except to
unauthorized disclosures allowed by the law;
 

D. challenge the Board’s noncompliance with a parent’s request to amend the records through a hearing;
 

E. file a complaint with the United States Department of Education;
 

F. obtain a copy of the Board’s policy and administrative guidelines on student records.

The Superintendent shall also develop procedural guidelines for:

A. the proper storage and retention of records including a list of the type and location of records;
 

B. informing Board employees of the Federal and State laws concerning student records.

The Board authorizes the use of the microfilm process or electromagnetic processes of reproduction for the recording, filing,
maintaining, and preserving of records.



12/14/21, 8:23 AM BoardDocs® PL

https://go.boarddocs.com/mi/kalk/Board.nsf/Private?open&login# 7/7

 
No liability shall attach to any member, officer, or employee of this District specifically as a consequence of permitting access or
furnishing student records in accordance with this policy and regulations.
 
Any entity receiving personally identifiable information pursuant to a study, audit, evaluation or enforcement/compliance activity
must comply with all FERPA regulations. Further, such an entity must enter into a written contract with the Board of Education
delineating its responsibilities in safeguarding the disclosed information. Specifically, the entity must demonstrate the existence of a
sound data security plan or data stewardship program, and must also provide assurances that the personally identifiable information
will not be redisclosed without prior authorization from the Board. Further, the entity conducting the study, audit, evaluation or
enforcement/compliance activity is required to destroy the disclosed information once it is no longer needed or when the timeframe
for the activity has ended, as specified in its written agreement with the Board of Education. See Form 8330 F14 and Form 8330 F16
for additional contract requirements.
 
Revised 3/14/11 
Revised 8/13/12 
Revised 3/9/15 
Revised 8/8/16
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Legal M.C.L. 380.1135, 380.1136

Letter, April 6, 2004 Jeremy Hughes, Deputy Supt. Department of Education

34 C.F.R. Part 99, 2002

Section 444 of subpart of part C of the General Education Provisions Act

Title IV of Public Law 90-247

20 U.S.C., Section 1232f through 1232i (FERPA)

20 U.S.C. 1400 et seq., Individuals with Disabilities Education Improvement Act

20 U.S.C. 7165(b)

26 U.S.C. 152

20 U.S.C. 7908
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