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LINN-MAR

Policy Title: Licensed Employee Continuing Contracts
Code: 401.3

Contracts entered into with licensed employees, other than administrators, will be subject to
the provisions of Iowa Code Chapter 279. Any modification or termination of said contracts will
be in accordance with law.

Licensed employees may be subject to a probationary period as provided by law.

Licensed employees who wish to be released from their employment contracts or who intend to
resign or retire from employment must comply with the appropriate board policy regarding such
areas.

Adopted: 6/70

Reviewed: 1/11; 12/11; 4/13; 9/14; 12/16

Revised: 2/09; 8/17

Related Policy (Code #): 401.8

Legal Reference (Code of Iowa): §§ 20; 27.12; 260; 279.12-.19B, .27; 294.1; 279.15
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LINN-MAR
Policy Title: Employee Conflict of Interest
Code: 403.17

Employees are expected to use good judgment, adhere to high ethical standards, and avoid
situations that create an actual or perceived conflict between their personal interests and those
of the district. Employee’s use of their position with the Linn-Mar Community School District for
financial gain shall be considered a conflict of interest with their position as employees and may
be subject to disciplinary action.

Employees have access to information and a captive audience that could award that employee
personal or financial gain. No employee may solicit other employees or students for personal or
financial gain without the approval of the superintendent. If the approval of the superintendent
is given, the employee must conduct solicitations within the conditions set by the
superintendent. The superintendent may, upon five days notice, require the employee to cease
such solicitations as a condition of continued employment.

Employees shall not act as an agent or dealer for the sale of textbooks or other school supplies.
Employees shall not participate for personal financial remuneration in outside activities wherein
will not engage in outside work or activities where the source of information concerning the
customer, client, or employer originates from information obtained because of the employee’s
position in the school district.

It will also be a conflict of interest for an employee to engage in any outside employment or
activity which is in conflict with the employee’s official duties and responsibilities. In
determining whether outside employment or activity of an employee creates a conflict of
interest, situations in which an unacceptable conflict of interest shall be deemed to exist shall
include but not be limited to any of the following:

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

2. The outside employment or activity involves the receipt of, promise of, or
acceptance of more or other consideration by the employee, or a member of the
employee’s immediate family, from anyone other than the school district for the
performance of any act that the employee would be required or expected to perform
as part of the employee’s regular duties or during the hours which the employee
performs service or work for the school district.

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



If the outside employment or activity is employment or activity in 1 or 2 listed above, the
employee must cease the employment or activity. If the activity or employment falls under 3
listed above, then the employee must:
« Cease the outside employment or activity; or
. Publicly disclose the existence of the conflict and refrain from taking any official action
or performing any official duty that would detrimentally affect or create a benefit for the
outside employment or activity. Official action or official duty includes but is not limited
to participating in any vote, taking affirmative action to influence any vote, or providing
any other official service or thing that is not available generally to members of the public
in order to further the interests of the outside employment or activity.

It shall be the responsibility of each employee to be aware of and take the necessary action to
eliminate a potential conflict of interest should it arise.

Employees are encouraged to seek assistance from their administrator or supervisor with any
ethical concerns, however, the district recognizes this may not always be possible. Therefore,
employees may contact Human Resources or the superintendent to report anything they cannot
discuss with their administrator or supervisor.

Complaint Procedures: Employees or third parties who believe they have knowledge of any
violation of this policy shall immediately file a complaint with their immediate supervisor or the
Chief Officer of Human Resources who will determine if an investigation is warranted. The
investigator may request that the individual complete a signed, written complaint form and
submit other evidence of the unethical act including but not limited to letters, electronic
documents, or pictures. If substantiated, the district will conduct a timely investigation in as
confidential a manner as possible. Interviews, allegations, statements, and identities will be
kept confidential to the extent possible and allowed by law. However, the district will not allow
the goal of confidentiality to be a deterrent to an effective investigation and all employees who
are involved in an investigation are expected to provide honest and complete cooperation.
Appropriate disciplinary action up to and including termination will be taken promptly against
any employee engaging in unethical acts and/or employees who are found to be dishonest or
uncooperative during an investigation. The corrective action issued will be proportional to the
severity of the conduct.

Adopted: 5/97

Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17

Revised: 2/09

Legal Reference (Code of Iowa): §§ 20.7; 68B; 279.8; 301.28 (1995)
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Policy Title: Public Complaints about Employees
Code 403.18

From time to time the public may have complaints regarding the behavior of employees.
The board recognizes that situations may arise in the operation of the school district
which are of concern to parents and other members of the school district community.
While constructive criticism is welcomed, the board desires to support its employees
and their actions to free them from unnecessary, spiteful, or negative criticism and
complaints that do not offer advice for improvement or change.

The board firmly believes concerns should be resolved at the lowest organizational level
by those individuals closest to the concern. Whenever a complaint or concern is brought
to the attention of the board it will be referred to the administration to be resolved.
Prior to board action, however, the following should be completed:

1. Matters concerning an individual student, teacher, or other employee should first
be addressed to the teacher or employee.

2. Unsettled matters from #1 listed above, or problems and questions about
individual attendance centers, should be addressed to the employee’s building
principal or classified director.

3. Unsettled matters regarding licensed employees from #2 listed above, or
problems and questions concerning the school district, should be directed to the
superintendent.

4. If a matter cannot be settled satisfactorily by the superintendent it may then be
brought to the board. To bring a concern regarding an employee the individual
may notify the board president in writing who may bring it to the attention of the
entire board, or the item may be placed on the board agenda of a regularly
scheduled board meeting in accordance with board policy.

It is within the discretion of the board to address complaints from the members of the
school district community and the board will only do so if they are in writing, signed,
and the complainant has complied with this policy.

Adopted 5/97

Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17
Revised: 1/06

Legal Reference (Code of Iowa): § 279.8 (1995)
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Community School District

Policy Title: Drug and Alcohol Testing Program
Code: 403.19

Employees who operate school vehicles classified as commercial motor vehicles by the US
Department of Transportation and are required to possess a commercial driver’s license
(CDL) to operate those vehicles are subject to drug and alcohol testing. A commercial
motor vehicle is a vehicle that transports 16 or more people including the driver or has a
gross vehicle weight rating (GVWR) of 26,001 pounds or more. For purposes of the drug
and alcohol testing program, the term “employees” includes applicants who have been
offered a position to operate a commercial motor vehicle owned by the school district.

Employees, or employee applicants, that will operate a school vehicle as described above
are subject to pre-employment drug testing prior to being allowed to perform a safety-
sensitive function using a school vehicle. In addition, employees will be subject to
random, reasonable suspicion and post-accident drug and alcohol testing. Employees
operating school vehicles will not perform a safety-sensitive function within four hours of
using alcohol. Employees governed by this policy are subject to the drug and alcohol
testing program beginning the first day they operate, or are offered a position to operate,
school vehicles and continue to be subject to the drug and alcohol testing program as
long as they may be required to perform a safety-sensitive function as it is defined in the
administrative regulations.

Employees with questions about the drug and alcohol testing program may contact the
Chief Officer of Human Resources, at3333 2999 N 10t Street, Marion, IA 52302.

Employees who violate the terms of this policy may be subject to discipline up to and
including termination. Employees who violate this policy bear the personal and financial
responsibility, as a condition of continued employment, to successfully participate in a
substance abuse evaluation and a substance abuse treatment program recommended by
a substance abuse professional. Employees who fail to, or refuse to, successfully
participate in a substance abuse evaluation or recommended substance abuse treatment
program will no longer be allowed to operate a commercial motor vehicle owned by the
school district and, in addition, may be subject to discipline up to and including
termination.

It is the responsibility of the superintendent, or designee, to develop administrative
regulations to implement this policy in compliance with the law. The superintendent, or
designee, will inform applicants of the requirement for drug and alcohol testing in notices
or advertisements for employment.

The superintendent, or designee, will also be responsible for publication and
dissemination of this policy and supporting administrative regulations and forms to



employees operating school vehicles. The superintendent, or designee, will also oversee a
substance-free awareness program to educate employees about the dangers of
substance abuse and notify them of available substance abuse treatment resources and
programs.

Adopted: 12/95

Reviewed: 3/11; 12/11; 4/13; 9/14

Revised: 1/07; 8/17

Related Policy (Code #): 403.19-E1; 403.19-E2

Legal Reference (Code of Iowa): American Trucking Assoc vs. Federal Hwy Admin, 51 Fed 3 405 (4™ Cir 1995);

49 USC 8§ 5331 et seq (1994); 42 USC §§ 12101 et seq (1994); 41 USC §§ 701-707 (1996); 49 CFR Pt 40; 382;
391.81-123 (2002); 34 CFR Pt 85 (2002); Local Int'l Assoc of Fire Fighters, AFL-CIO, and City of Burlington, PERB No
3876 (3-26-91); §§ 124; 279.8; 321.375(2); 730.5 (2005)



@ Drug and Alcohol Testing Program Notice to Employees
LINN-MAR

Community School District

Code: 403.19-E1

Employees governed by the Drug and Alcohol Testing Program policy are hereby
notified they are subject to the school district’s drug and alcohol testing program for
pre-employment drug testing and in addition are subject to random, reasonable
suspicion and post-accident drug and alcohol testing as outlined in the Drug and Alcohol
Testing Program policy, the supporting documents, and the law.

Employees who operate school vehicles classified as commercial motor vehicles by the
US Department of Transportation are subject to drug and alcohol testing. A commercial
motor vehicle is a vehicle that transports 16 or more persons, including the driver, or
has a gross vehicle weight rating (GVWR) of 26,001 pounds or more. For purposes of
the Drug and Alcohol Testing Program, employees also includes applicants who have
been offered a position to operate a commercial motor vehicle owned by the school.
Employees that will operate a school-owned commercial motor vehicle are subject to
the Drug and Alcohol Testing Program regulations beginning the first day they are
offered a position to operate a school vehicle, and continue to be subject to the Drug
and Alcohol Testing Program until such time employment is terminated or the employee
will no longer operate, at any time, a commercial motor vehicle for the district.

It is the responsibility of the superintendent, or designee, to inform employees of the
Drug and Alcohol Testing Program requirements. Employees with questions regarding
the Drug and Alcohol Testing Program requirements will contact the district’'s contact
person (Chief Officer of Human Resources).

Employees governed by the Drug and Alcohol Testing Program policy are further
notified that employees violating this policy, the supporting documents, regulations, or
the law will be subject to discipline up to and including termination.

Employees governed by the Drug and Alcohol Testing Program policy are further
notified it is a condition of their continued employment to comply with the Drug and
Alcohol Testing Program policy, the supporting documents, regulations, and the law. It
is a condition of continued employment for employees operating a school vehicle to
notify their supervisor of any prescription medication they are using. Drug and alcohol
testing records about a driver are confidential and are released in accordance with this
policy, the supporting documents, regulations, or the law.

Employees governed by the Drug and Alcohol Testing Program policy are hereby
notified they are subject to the school district’s Drug and Alcohol Testing Program for
pre-employment drug testing and, in addition, are subject to random, reasonable
suspicion, post-accident, return-to-duty, and follow-up drug and alcohol testing as
outlined in the Drug and Alcohol Testing Program policy, the supporting documents,
regulations, and the law.



Employees are required to participate in, and who fail to or refuse to successfully
participate in, a substance abuse evaluation or recommended substance abuse
treatment program will be subject to discipline up to and including termination.

Employees governed by the Drug and Alcohol Testing Program policy are further
notified that employees violating this policy, the supporting documents, regulations, or
the law will be subject to discipline up to and including termination. As a condition of
continued employment, employees violating this policy, the supporting documents,
regulations, or the law bear the personal and financial responsibility, as a condition of
continued employment, to successfully participate in a substance abuse evaluation and
a substance abuse treatment program recommended by the substance abuse
professional. Employees are required to participate in, and who fail to or refuse to
successfully participate in, a substance abuse evaluation or recommended substance
abuse treatment program will be subject to discipline up to and including termination.

Adopted: 2/07
Reviewed: 3/11; 12/11; 4/13; 9/14; 8/17



Drug and Alcohol Testing Program Acknowledgement Form
LINN-MAR

-
Community School District

Code 403.19-E2

I, , have received a copy, read, and understand the
(Name of employee)
Drug and Alcohol Testing Program policy and its supporting administrative regulations. I

consent to submit to the drug and alcohol testing as required by the Drug and Alcohol

Testing Program policy, the supporting documents, regulations, and the law.

I understand if I violate the Drug and Alcohol Testing Program policy, the supporting
documents, regulations, or the law that I may be subject to discipline up to and
including termination, or I may be required to successfully participate in a substance
abuse evaluation and, if recommended, a substance abuse treatment program. If I am
required to, and fail to or refuse to, successfully participate in a substance abuse
evaluation or recommended substance abuse treatment program I understand I may be

subject to discipline up to and including termination.

I also understand that I must inform my supervisor of any prescription medication I use.
I further understand that drug and alcohol testing records are confidential and may be
released in accordance with this policy, the supporting documents, regulations, or the

law.

Signature of Employee Date

Reviewed 9/14
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LINN-MAR

Community School District

Policy Title: All Personnel Jury Duty/Witness Service
Code 403.20

All employees called to serve on a jury or to testify as a voluntary witness at the
request of the district (by subpoena or otherwise) will be paid for the days or hours
which the court requires attendance. If employees are subpoenaed to appear in court
as witnesses but not at the request of the district they will be excused from work in
order to comply with the subpoena, but will not be paid for time off unless the
employee requests to use their available, paid personal or vacation leave.

Employees must present any summons to their supervisor on the first working day after
receiving the notice. If an employee is not required to serve on a day they are normally
scheduled to work or if the employee is excused before serving three hours of jury
duty, they are expected to report to work.

differereebetween-thetnRormat-sataryond-the-compensationtoriury—duby. Employees
will receive their regular salary as compensation for jury duty. Any payment for jury
duty from the court will be paid to the district. Compensation for witness service will be
paid only if the employee is summoned for witness service by the district.

Copies of vouchers received from the court showing compensation (excluding mileage)
and dates served should be submitted to the Business Office (2999 N 10t St, Marion, IA
52302).

Adopted: 6/70

Reviewed: 3/11; 12/11; 4/13; 9/14
Revised: 11/16; 8/17

Legal Reference (Code of Iowa): 607.2-3
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Policy Title: Employee Relations, Appearance, and Conduct
Code: 403.21

Rules and standards are necessary to protect the health and safety of students, staff,
and the community. Through rules, standards, and expectations the district provides
students, staff, and the community an awareness of the dignity and worth of the
individual, civic responsibility and respect for authority, as well as a safe and secure
environment for optimal working and learning.

Employees are role models for the students who come in contact with them before,
during, and after school hours. If an employee’s conduct could reasonably be expected
to have an adverse effect on the employee’s continuing ability to perform any of their
professional functions in an effective manner, discipline up to and including termination
may be exercised even if the conduct occurred outside school hours.

Employee Relations

It is the district’s expectation that employees maintain a professional working
environment that encourages mutual respect and promotes civil and congenial
professional relationships among staff, students, and the public.

The district prohibits employees from intentionally harming or threatening to harm other
employees, students, the public, or property belonging to any of these parties. This
prohibition includes but is not limited to intentional acts such as verbally abusing others;
using intimidation tactics and making threats; sabotaging another’s work; making
malicious, false, and harmful statements about others; publicly disclosing another’s
private information; or using electronic devices for harassment, bullying, or any other
behavior that is discourteous, disrespectful or demeaning.

District employees are expected to exercise good judgment and discretion when using
social networking and blogging venues such as MySpace, Facebook, Twitter, etc.
Content that is published on such blogs is public (for students, parents, community, and
administration to view) and the employee is ultimately responsible for their posts.

Appearance

The board expects employees to conduct themselves in a professional manner
appropriate to the educational environment and, as such, employees will be well
groomed and dress in attire appropriate for their position. Clothing should be neat,
clean, and free from inappropriate graphics. Discretion and common sense call for an
avoidance of extremes which would interfere with or have a detrimental effect on the
educational process. In addition, employees are expected to follow appropriate
cleanliness practices as needed for the specific job assignment.



Employee Expectations/Conduct

It shall be the general procedure of the Linn-Mar Community School District to
administer progressive discipline to employees who violate Federal or State laws and/or
regulations, board policy, administrative regulations and/or rules, or exhibit
unsatisfactory behavior or misconduct.

Employees should refer to specific job descriptions for a full list of required standards,
knowledge, skills, abilities, and expectations.

Discipline Process

Violations of this policy are subject to progressive disciplinary action up to and including
termination. The following list includes but is not limited to the items which are deemed
as infractions which, given sufficient reason and evidence, may result in discipline
ranging from minor to major actions.

e Endangerment of children, staff, or community members

e Consistent poor judgment

e Harassment or bullying of students, employees, or community members

e Treating co-workers, supervisors, students, public, or volunteers in a
discourteous, inattentive, or unprofessional manner

e Creating conflict with students, staff, or community members

e Engaging in any unethical or lascivious conduct

e Being dishonest including but not limited to deception, fraud, lying, cheating, or
theft

¢ Spreading malicious rumors

e Demonstrating insubordination

« Engaging in vulgar, offensive, or abusive language or conduct toward others

e Fighting

e Smoking or using nicotine or tobacco products on district property or at district
events

e Demonstrating gross misconduct or other serious violations of district
polices/procedures

¢ Refusing to work with, communicate, or speak to students or staff

e Failing to report injuries, damage to, or an accident involving district equipment

e Working under the influence of a controlled substance; including possession of or
use of imitation or counterfeit controlled substances or improper use of legally
prescribed medications

¢ Possessing, being under the influence of, or drinking intoxicants on the job

e Possessing and/or carrying a weapon on district property, including the parking
lot

o Willful and/or consistent violation of safety rules/regulations

¢ Contributing to unsanitary or unsafe conditions

¢ Horseplay which shows disregard for safety, comfort, or work performance of co-
workers, district, students, and community members

e Disclosing confidential records/information (district, personnel, or student
information)



¢ Using the district/facility computer systems, including accessing confidential
computer files and data, without authorization

e Sabotaging, damaging, abusing, or destruction of district-owned and/or district or
co-worker owned equipment or property and/or unauthorized use of such
equipment

o Willful violation of Federal or State laws/regulations, board policy, administrative
regulations and/or rules

e Failing to comply with licensure and certification requirements

e Falsifying district records such as employment applications and time cards in any
way

e Using district computers, telephones, or equipment for unauthorized purposes
(district issued technology is subject to inspection at any time)

e Initiating, developing, and/or maintaining inappropriate relationships with either
adults or students

e Removing, posting, or altering required notices on any bulletin board on district
property without permission of an immediate supervisor or the Human
Resources department

e Copying district documents, software, etc., for personal use without authorization

e Using district communication systems inappropriately

e Presenting false claims for benefits

e Timecard violations (including falsification and/or clocking in while not working)

+ Working unauthorized time, abusing or violation of working hours, break periods,
or lunch periods

e Leaving the workplace during the scheduled workday without notification and
permission

e Leaving the assigned work area or facility without notification and permission

e Loitering, excessive non-work related visiting, or deliberate inattention to duties
during work hours including but not limited to utilizing social media, Pinterest,
etc.

e Failure to perform required/assigned work duties and/or incompetence

e Working on personal jobs during the scheduled work day

¢ Being absent for three or more days without notification or permission (also
referred to as voluntary quitting or job abandonment)

¢ Being absent for less than three days without notification or permission

e Sleeping while on duty

¢ Negligence

« Not following district attendance procedures

e Violation of other rules or policies not specifically listed

While the following progressive discipline process is used as a general guideline when
administering discipline for minor infractions, the seriousness of each individual
infraction will determine which level of discipline is administered up to and including
termination. The district reserves the right to skip any level as deemed appropriate.

e First Offense: Verbal counseling; documented
e Second Offence: Written warning



e Third Offense: Final written warning; may be accompanied by unpaid suspension
up to five days and/or termination

e Fourth Offense: Termination

e Performance Improvement Plan (Optional)

Whenever an employee has been involved in a disciplinary situation that has not been
readily resolved, or when the employee has demonstrated an inability to perform
assigned work responsibilities efficiently, the direct supervisor in consultation with the
Human Resources department may place the employee on a performance improvement
plan. This status will last for a pre-determined amount of time not to exceed 90
calendar days. Within this time period the employee must demonstrate a willingness
and ability to meet and maintain the conduct and/or work requirements as specified by
the supervisor and the district. At the end of the performance improvement period the
employee will either be returned to regular employee status or, if established goals are
not met, termination may occur.

Because of FLSA requirements, exempt employees will not be suspended without pay
for less than a week.

Absenteeism and Tardiness

Unscheduled, unexcused absences due to injury or iliness, even when following
appropriate guidelines, may still be deemed excessive. Discipline for otherwise
unexcused tardiness and absenteeism is generally applied per district procedures.

Certified Staff

Licensed employees of the school district, including administrators, will follow the code
of ethics for their profession as established by the Iowa Board of Educational
Examiners.

Adopted: 6/70

Reviewed: 12/11; 9/14; 8/17

Revised: 3/11; 4/13

Legal Reference (Code of Iowa): §§ 279.8 (2005); 282 IAC 13
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LINN-MAR

Policy Title: Staff Development
Code: 403.22

The Linn-Mar Board of Directors recognizes that well-trained personnel are essential to
effective performance, use of knowledge, and a productive learning environment. To
meet the ever-changing student needs, staff development is viewed as necessary,
systemic, and continuous to improving district programs and employee performance.

The board, superintendent, and all administrators and managers expect all employees
to participate in a staff development program that is aligned with the district’s strategic
plan and improvement plan that is designed to develop and enhance staff performance.

Critical to this process is participant collaboration in the program. Therefore, the

following elements will be part of the collaborative process for staff development:

. Assessment of the learning needs of employees

. Prioritization of these needs so that individual and organizational needs are met
simultaneously

« Allocation of budget funds based upon these priorities

. Provision of an appropriate variety of training opportunities

. Assess the effectiveness of each development program

. Evaluation of the results to the Board of Directors

The board is committed to the development of a comprehensive staff development
program that ultimately improves employee performance and student achievement
levels.

Adopted: 7/99

Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17
Revised: 3/06

Related Policy (Code #): 401.7; 401.14; 403.8
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Policy Title: Extended Leave for Employees Who have
Serious Health Conditions Due to Iliness or Injury

Code: 403.23

I. Extended Leave for Employees Who Have Exhausted FMLA Leave

If an employee who is eligible for leave under the Family and Medical Leave Act (FMLA)
has an illness or injury, including Workers’ Compensation illness or injuries, requiring a
leave of absence for more than the time the employee has available through FMLA, the
district will, with satisfactory written medical evidence, grant extended leave for up to
an additional 13 weeks beyond the leave available under FMLA for a total of 12 weeks
of FMLA leave plus 13 additional weeks in a 12 month rolling period. The employee’s
job will not be held open during an extended leave. At the end of the extended leave
the district will grant the employee reinstatement to an available open position for
which the employee is qualified, if the employee is able to perform the essential
functions of the available open position with or without reasonable accommodation.

The employee will be responsible for paying the total cost of the health insurance
premiums on any health insurance coverage, including supplemental life and dental
insurance, the employee or the employee’s family is receiving through the district
during the extended leave period. The district will not provide insurance opt-out
contributions while an employee is on extended leave. Employees must use any paid
time off (or unpaid personal time off provided specifically by their negotiated
agreement) during the extended leave and will not accrue additional leave time during
the 13 weeks of the extended leave.

II. Extended Leave for Employees Who are Not Eligible for FMLA Leave

If an employee who is not eligible for leave under FMLA has an illness or injury,
including Worker’s Compensation illness or injuries, requiring a leave of absence the
district will, with satisfactory written medical evidence, provide an extended leave for a
total of 8 weeks in a 12 month rolling period. The employee’s job will not be held open
during an extended leave. At the end of the eight week period, the district will grant the
employee reinstatement to an available open position for which the employee is
qualified, if the employee is able to perform the essential functions of the available
open position with or without reasonable accommodation. The employee will be
responsible for their share of the total cost of the health insurance premiums on any
health insurance coverage the employee or the employee’s family is receiving through
the district during the extended leave. Employees must use any paid time off (or unpaid
personal time off provided specifically by their negotiated agreement) during the
extended leave and will not accrue additional leave time during the eight weeks of
extended leave.



II1. General Provisions

While on any leave, employees are required to report periodically to their supervisor
and/or Human Resources in writing at least every 30 days regarding the status of their
medical condition and their intent to return to work. Employees may be required to
provide medical evidence substantiating their need for continued leave.

If at the end of the extended leave (under either Section I or II above) there are no
available open positions which the employee is qualified to perform or if because of
illness or injury an employee is still not able to return to employment because they are
unable to perform the essential functions of any available open positions, either with or
without reasonable accommodation, the employee shall be separated from employment
unless the employee still has paid time off available (or unpaid personal time off
provided specifically by their negotiated agreement). Once any remaining paid time off
(or unpaid personal time off provided specifically by their negotiated agreement) is
exhausted, if there are no available open positions which the employee is qualified to
perform or if because of illness or injury an employee is still not able to return to
employment because they are unable to perform the essential functions of any available
open positions, either with or without reasonable accommodation, the employee shall
be separated from employment.

If there is any law or provision that requires the district to grant leave beyond that
provided in this policy based on the facts in a particular case the district will follow the
requirements of that law.

Adopted: 1/07
Reviewed: 3/11; 9/14; 8/17
Revised: 12/11; 1/12; 4/13
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LINN-MAR

Community School District

Policy Title: Americans with Disabilities Act
Code: 403.24

The Americans with Disabilities Act (ADA) requires employers to reasonably
accommodate qualified individuals with disabilities. It is the policy of the Linn-Mar
Community School District to comply with all Federal and State laws concerning the
employment of persons with disabilities.

It is the Linn-Mar Community School District’s policy not to discriminate against qualified
individuals with disabilities in regard to application procedures, hiring, advancement,
discharge, compensation, and training or other terms, conditions, and privileges of
employment.

The Linn-Mar Community School District will reasonably accommodate qualified
individuals with a temporary or long-term disability so that they can perform the
essential functions of a job.

An individual who can be reasonably accommodated for a job, without undue hardship,
will be given the same consideration for the position as any other applicant.

All employees are required to comply with safety standards. Applicants who pose a
direct threat to the health or safety of other individuals in the workplace, which threat
cannot be eliminated by reasonable accommodation, will not be hired. Current
employees who pose a direct threat to the health or safety of the other individuals in
the workplace will be placed on appropriate leave until an organizational decision has
been made by the superintendent, or designee, in regard to the employee’s immediate
employment situation.

Definitions
As used in this policy, the following terms have the indicated meaning and will be
adhered to in relation to the ADA policy.

o Disability refers to a physical or mental impairment that substantially limits one
or more of the major life activities of an individual. An individual who has such an
impairment, has a record of such an impairment, or is regarded as having such
an impairment is a disabled individual.

o Direct threat to safety means a significant risk to the health or safety of others
that cannot be eliminated by reasonable accommodation.

e Qualified individual with a disability means an individual with a disability who,
with or without reasonable accommodation, can perform the essential functions
of the employment position that the individual holds or has applied for.




e Reasonable accommodation means making existing facilities readily accessible to
and usable by individuals with disabilities, job restructuring, part-time or modified
work schedules, reassignment to a vacant position, acquisition or modification of
equipment or devices, adjustment or modification of examinations, adjustment or
modification of training materials, and similar activities.

e Undue hardship means an action requiring significant difficulty or expense by the
employer. The factors to be considered in determining an undue hardship
include: 1) the nature and cost of the accommodation; 2) the overall financial
resources of the district; 3) the number of persons employed; 4) the effect on
expenses and resources or other impact on the district; 5) the overall number of
employees; and 6) the operations of the entire district. These are not all of the
factors but merely examples.

e Essential job functions refers to those activities of a job that are the core to
performing said job for which the job exists that cannot be modified.

Adopted: 3/06

Reviewed: 3/11; 12/11; 4/13; 9/14; 8/17

Legal Reference (Code of Iowa): § 281-95.3 (256); 29 CFR Part 1630; 161-8.26 (216);
ADA Amendments Act of 2008



@ Code 403.24-E
LINN-MAR COMMUNITY SCHOOL DISTRICT

LINN-MAR EMPLOYEE REQUEST FOR ACCOMMODATION

Employee Name:

Current Position:

Supervisor Name:

Employee: Upon completion please submit this document to your direct supervisor or
the Human Resources department.

Identify your condition(s) and indicate how you believe each condition affects your
ability to perform the essential functions of your job:

State the accommodations you are requesting and any alternate suggestions:

Employee Signature Date

Human Resources Date Received

Reviewed 9/14; 8/17



@ Staff Personnel
LINN-MAR

‘Community School District

Policy Title: Employee Outside Employment
Code: 403.25

The board believes the primary responsibility of employees is to the duties of their
position within the school district as outlined in their job description. The board
considers an employee’s duties as part of a regular full-time position as full-time
employment. The board expects such employees to give the responsibilities of their
positions in the school district precedence over any other employment.

It is the responsibility of the superintendent, or designee, to counsel employees
(whether full-time or part-time) if in the judgment of the superintendent, or designee,
and the employee’s immediate supervisor the employee’s outside employment
interferes with the performance of their duties required in their position within the
school district.

The board may request the employee to cease the outside employment as a condition
of continued employment with the school district.

Adopted: 3/06
Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17
Legal Reference (Code of Iowa): §§ 20.7, 279.8 (2005)



E Staff Personnel

LINN-MAR

Community School Distrct

Policy Title: Employee Political Activity
Code: 403.26

Employees will not engage in political activity upon property under the jurisdiction of
the Linn-Mar Community School District Board of Education. Activities included, but not
limited to, are the posting of political circulars or petitions, the distribution of political
circulars or petitions, the collection of or solicitation for campaign funds, solicitation for
campaign workers, the use of students for writing or addressing political materials or
the distribution of such materials to or by students are specifically prohibited.

Violation of this policy may be grounds for disciplinary action.

Adopted: 3/06
Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17
Legal Reference (Code of Iowa): §§ 55; 279.8 (2005)



@ Staff Personnel

LINN-MAR

Comemunity School District

Policy Title: Pay Deductions
Code: 403.27

Exempt Employees

The district provides unpaid leaves of absences to allow employees to be absent from
work. As public employers, school districts are expected to record and monitor the work
that employees perform and to conform to principles of public accountability in their
compensation practices.

Consistent with principles of public accountability, it is the policy of the district that full
day deductions from pay are permissible in the following situations:

e When an exempt employee is absent from work for one or more full days, if the
deduction is made in accordance with a bona fide plan, policy, or practice of
providing compensation for salary lost due to sickness or disability.

e When an exempt employee is absent from work for one or more full days for
personal reasons other than sickness or disability.

e To offset compensation received when missing work for jury duty, attendance as
a witness, or temporary military leave.

e For disciplinary suspensions of one or more full days imposed in good faith for
infractions of safety rules of major significance.

e For disciplinary suspensions of one or more full days imposed in good faith for
workplace conduct rule infractions.

The district is not required to pay the full salary in the initial or terminal weeks of
employment for penalties imposed in good faith for infractions of safety rules of major
significance or for weeks in which an exempt employee takes unpaid leave under the
Family and Medical Leave Act. In these circumstances either partial-day or full-day
deductions may be made.

In addition, the district provides a variety of leaves of absence to allow employees to be
absent from work. As a public employer the district is expected to record and monitor
the work that employees perform and to conform to principles of public accountability in
its compensation practices. Therefore, it is the policy of the district that when an
employee is absent from work for less than one work day the employee’s pay will be
reduced or the employee will be placed on leave without pay in the following
circumstances:

e The employee has not sought permission to use paid leave for the partial-day
absence.

e The employee has sought permission to use paid leave for the partial-day
absence and permission has been denied.



e The employee’s accrued paid leave has been exhausted.
e The employee chooses to use leave without pay.

In each case in which an employee is absent from work for part of a work day, a
deduction from compensation will be made or the employee will be placed on leave
without pay for a period of time which is equal to the employee’s absence from their
regularly scheduled hours of work on that day.

All Employees

As a public entity all overpayments of wages and under deducted benefits must be
collected from an employee. Payroll deductions for employees are allowable when the
district has determined:

e Regular wages (including overtime) have been overpaid
e Supplemental wages have been overpaid
e Benefit deductions have not occurred or need to be corrected

If a payroll deduction is deemed necessary a district representative will contact the
affected employee to discuss repayment options.

Adopted: 4/06
Reviewed: 3/11; 12/11; 9/14; 8/17
Revised: 4/13



@ Administrative Regulations Regarding Pay Deduction
LINN-MAR

Code: 403.27-R

The district complies with all applicable laws with respect to payment of wages and
benefits to employees including laws such as the Federal Fair Labor Standards Act and
the Iowa Wage Payment Collection Act. The district will not make pay deductions that
violate either Federal or State laws.

Any employee who believes that the district has made an inappropriate deduction or
has failed to make proper payment regarding wages or benefits is encouraged to
immediately consult with their appropriate supervisor. Alternatively, any employee may
file a formal written complaint explaining the nature of the improper deduction and the
payroll date(s) in question with the Chief Officer of Human Resources.

Within 15 business days of receiving the complaint, the Chief Officer of Human
Resources will make a determination as to whether the pay deductions were
appropriate and provide the employee with a written response that may include
reimbursement for any pay deductions that were not made appropriately. In the event
of an error, adjustments shall be made in compensation the following pay period.

This complaint procedure is available in addition to any other complaint process that
also may be available to employees.

Adopted: 4/06
Reviewed: 3/11; 12/11; 4/13; 9/14; 8/17



Code 403.27-E

LINN-MAR
e S D LINN-MAR COMMUNITY SCHOOLS
PAY DEDUCTION COMPLAINT FORM

This form is to be used for all pay deduction complaints. Any employee who believes the district
has made an inappropriate deduction is encouraged to immediately consult with their direct
supervisor. The employee may also file this complaint form with the Chief Officer of Human
Resources explaining the nature of the improper deduction.

Name of employee:

Department/Building:

Payroll date(s):

Amount of improper pay deduction:

Explanation of improper pay deduction:

Supervisor Signature: Date:

Employee Signature: Date:

Reviewed 9/14



Staff Personnel
LINN-MAR

Community School District

Policy Title: Use of Computers and Internet
Code 403.28

All employees are responsible for maintaining systems security. Employees with access
to a computer are responsible for safeguarding their passwords to ensure that no
transaction takes place under that password for which they are not responsible. Under
no circumstances should employees reveal their password to another individual.
Passwords and encryption keys must be made available to the district’s IT department
upon request. If a district need should arise in which it is necessary to obtain access to
a specific computer in the absence of the assigned user, appropriate management
authorization must be obtained. Passwords should be changed and reset when the
employee returns to work.

Although employees may have their own passwords for accessing email the Internet
and computers issued to them, district computers, and the information that is received
or transmitted through them is the property of the Linn-Mar Community School District.
In the case of a paid coach or paid activity sponsor who is not a regular employee who
has the need to communicate with students as a representative of the district, they
should use a district email account created by the Linn-Mar Technology Services staff.
The individual utilizing a Linn-Mar email address for the purpose of support activities
must be approved by the superintendent, or designee, and will be subject to policies
403.28 and 603.12-R1 regarding the conduct and expectations for employees.

The district reserves the right to monitor the use of district equipment by employees
and others and as the Linn-Mar Community School District is a public employer,
employees should have no expectation of privacy with regard to any information
contained on computers to which they have access.

Employees with access to a computer will not:

e Download software without approval from Technology Services. Software that is
approved for downloading must be registered to the Linn-Mar Community School
District.

e Copy software unless authorized by Technology Services.

e Knowingly introduce a computer virus, worm, Trojan horse, or any other
contaminating or destructive features into the district's computers.

e Transmit copyrighted materials without permission.

e Download files from the Internet except for an express business purpose.

e Transmit, forward, or download material that is offensive, abusive, pornographic,
obscene, profane, discriminatory, harassing, insulting, derogatory, inflammatory,
fraudulent, or otherwise unlawful.

e Transmit/use email or the Internet for any purpose that is illegal, against district
policy, or contrary to the Linn-Mar Community School District’s best interest.



Disseminate the district’s confidential information (such as student information,
etc.) to any outside source without an express business purpose or authorization.
Gamble and/or participate in fantasy sport leagues.

Participate in instant messaging that is not related to the employee’s work.
Solicit non-district business or use district email or Internet for personal gain
including outside employment, self-employment, and family-owned businesses.
Write or participate in blogs that injure, disparage, and/or defame the district, its
students, staff, community, and/or its employees’ reputations by name of
implication.

Receive or forward unsolicited emails that violate district policy.

Attempt to defeat any security mechanisms to gain unauthorized access to
computer files or other information on the Linn-Mar Community School District’s
telephone systems, electronic communication systems, or information systems.
Attempt to read, intercept, copy or delete emails between other users.

Post or transmit any message anonymously, under a false name, or permit any
other individual to do so.

Impersonate another person.

Collect information about others without their consent.

Establish or foster relationships that are inappropriate.

Employees may encounter information on the Internet that relates to the Linn-Mar
Community School District or its services. Should such information be encountered
employees should not respond but instead should bring the information to the attention
of their immediate supervisor. The district will determine if a response is appropriate to
the information.

Brief and occasional personal use of the Internet is acceptable as long as it is hot
excessive or inappropriate, does not occur during work time, does not violate any of the
prohibitions listed above, and does not result in expenses to the Linn-Mar Community
School District. The superintendent, and/or designee, reserves the exclusive right to
determine whether any use is inappropriate, excessive and/or violates this policy.

Adopted: 2/09

Reviewed: 12/11; 4/13; 8/17

Revised: 1/11; 3/13; 9/14

Legal Reference (Code of Iowa): 279.8; 282 IAC 25-26



Staff Personnel
LINN-MAR

Community School District

Policy Title: Use of Personal Electronic Devices,
District Telephones, and District Cell Phones

Code 403.29

District Cell Phones/Telephones

District telephones are a vital part of our day-to-day operations. Because of the large
volume of business transacted by telephone, personal use of the telephone should be
limited and personal calls should be brief.

District cell phones are furnished to certain employees in connection with their duties.
Employees who are issued cell phones by the Linn-Mar Community School District
should limit personal use of cell phones in the same way they need to limit personal use
of their office telephone. Employees that have excessive cell phone usage as
determined by administration for personal calls will be subject to corrective action up to
and including termination.

The Linn-Mar Community School District requires the safe use of its cell phones by
employees while conducting business. Employees should not use cell phones while
driving because of safety concerns, but should instead pull to the side of the road to
make or receive telephone calls and/or read/send text messages. If unable to pull over
or stop prior to receiving a cell phone call, employees should utilize a hands-free device
for increased safety, keep the business conversation brief, and immediately locate a
safe area to park. The Linn-Mar Community School District does not permit employees
to drive while using a hand-held cell phone.

Personal Cell Phones and Electronic Devices

During work time employees should limit the use of their personal cell phones or
electronic devices including but not limited to social media, Pinterest, etc. Employees
should set personal cell phones on the silent ring mode during work hours to avoid
disturbing those working around them.

Photographic Use of Cell Phones or Electronic Devices

Regardless of whether a cell phone is district-issued or personal in nature, employees
should never use any type of photographic feature on their cell phones to take pictures
on school premises, while conducting school business, or at school sponsored functions
without receiving written permission from administration; unless the photographs are to
be used to document: conduct that is in violation of board policy, damage to district
property, an accident on district property or involving district vehicles, for the use of
identifying equipment for work documentation or repair information, or to document
public activities or events honoring employees, students, or the district.

Adopted: 2/09
Reviewed: 1/11; 12/11; 9/14
Revised: 2/10; 4/13; 11/16; 8/17



@ Staff Personnel

LINN-MAR

Community School District

Policy Title: Arrest and Criminal Charge Notification
Code 403.30

Employees of the district must notify the Human Resources office of any arrests, filing
of any criminal charges, and the disposition of any criminal charges pending against
them. Notification to the Human Resources office should occur within three business
days of notification to the employee except for employees whose duties require
possession of a commercial driver’s license. Simple misdemeanors do not need to be
reported by employees.

Employees must notify the Human Resources office of any child abuse complaints filed
against them. Employees must also notify Human Resources regarding the findings in
any complaint against them alleging child abuse. Notification of Human Resources of
any complaints and findings should occur within three business days of notification to
the employee. Current employees shall report any felony convictions or founded
complaints of child abuse that occurred within five years of the date this policy was
adopted.

Information relating to arrests, criminal charges, and child abuse complaints shall be
treated and maintained as part of the employee’s confidential file.

The Chief Officer of Human Resources shall report all notifications to the superintendent
who shall review the relationship of the criminal charge, child abuse complaint, or
felony conviction to the performance requirements of the employee’s job.

Employees who do not notify the district as required under this policy may be subject to
disciplinary action up to and including termination.

Adopted: 2/2/09
Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17
Legal Reference (Code of Iowa): §§ 232.68-69; 235A; 279.8; 280.17 (1999); 441 IAC § 152, 155, 175



Staff Personnel
LINN-MAR
Policy Title: Workers’ Compensation Injury/Iliness on the Job
Code: 403.31

Any employee reporting a work-related injury or illness will receive immediate and
appropriate medical treatment. All applicable Federal, State, and local laws or
regulations pertaining to occupational injuries or illnesses will be followed and complied
with at all times.

Reporting

It is the responsibility of all employees to immediately report in writing to their
supervisor all work-related injuries or illnesses regardless of how insignificant or minor
the injury or illness may appear at the time. Employee work injury report forms are
provided for this purpose and may be obtained from building supervisors or the Human
Resources office. The supervisor will then complete a supervisor’s investigation report
within 48 hours of the injury. Failure to report an injury or iliness as required by state
law and district policy could result in loss or delay of compensation benefits and
possibly lead to corrective action up to and including termination.

An approved physician from a designated treatment center must treat the injured
employee. Specialists will be assigned by the district in certain cases. Any treatment
other than that approved by the district may not be compensable.

Injuries occurring in the course of employment are paid for by Workers’ compensation
insurance. Workers’ compensation insurance pays all medical costs without a deductible
provision and is paid for exclusively by the district. There are well-defined provisions
that must be met to ensure that employees qualify for workers’ compensation benefits.

Work-related injuries or illnesses must be immediately reported in writing to the
employee’s supervisor. The workers’ compensation insurer will investigate all late
reported claims. Where facts cannot be verified, the claim will be denied. Any claim for
an injury or illness caused by an employee’s willful misconduct, alcohol or drug usage,
or that occurs during the employee’s voluntary participation in any off-duty recreational,
social, or athletic activity sponsored by the district will not be compensable. Workers’
compensation fraud is a felony punishable by fines and/or jail time. The district will
prosecute any individual found to be claiming a work-related illness or injury
fraudulently.

Benefits
There are two types of workers’ compensation benefits paid to an employee with a
work-related injury or iliness. These are medical and wage replacement benefits.



Medical benefits include the following:

e Physician’s fees or health care provider fees: the approved physician or health
care provider who provides treatment is paid through the workers’ compensation
insurer.

e Hospital fees: paid in full.

e Pharmacy costs: paid in full if prescribed by an approved physician.

e Special costs: any other medical costs including but not limited to braces,
crutches, physical therapy, and rehabilitation therapy if deemed necessary by an
approved physician or health care provider will be paid in full according to state
law.

In the event the injury is of the nature that requires outside medical treatment,
employees will use personal illness leave for the first three days following the injury.
The insurance company will not pay for the first three days of absence until after the
employee’s absence exceeds 14 days.

Workers’ compensation laws provide for a waiting period of three days before injured
employees become eligible for wage replacement benefits. Employees will be covered
for the period of disability to the limit allowed under the state workers’ compensation
law.

Wage replacement benefits are paid by the workers’ compensation carrier during the
time employees are temporarily disabled because of a work-related injury or iliness.
Employees receive a percentage of their salary as set by state law.

A public employer shall not supplement an employee’s workers’ compensation benefits
by reducing the employee’s sick leave, vacation leave, or earned compensatory time
entitlements unless the employer first notifies the employee of the employee’s options
to supplement and the employee elects to so supplement. A signed document indicating
the employee’s option is required by the district (Refer to policy 403.31-E).

Employees who decline temporary, modified duty in order to return to work from a
leave of absence due to a workers’ compensation injury will be considered to have
resigned and will be terminated. Any employee refusing temporary, modified duty for
which they are qualified will not be eligible for benefits under workers’ compensation
regardless of their family and medical, or district extended leave status.

An employee who fails to return to work after being released by an approved physician
will be considered to have resigned and will be terminated.

Adopted: 2/09

Reviewed: 12/11; 4/13

Revised: 3/11; 9/14; 8/17

Related Policy (Code #): 403.31-E

Legal Reference (Code of Iowa): 876; 85; 279.4; 613.17



Code 403.31-E

LINNMAR Workers’ Compensation Form

Community School District

During the 1984 General Assembly the Legislature enacted Senate File 2295, which
amended Section 85.38 of the Iowa Code to add the following:

Prohibition of Supplementation of Workers’ Compensation Benefits:

A public employer shall not supplement an employee’s workers’ compensation benefits
by reducing the employee’s sick leave, vacation leave, or earned compensatory time
entitlements unless the employer first notifies the employee of the employee’s options
to supplement and the employee elects to so supplement.

The insurance company will not pay for the first 3 days of absence until after the
employee’s absence exceeds 14 days.

Based on the above information, please choose one of the following:

No, I do not want my workers’ compensation benefits supplemented.

Yes, I do want my workers’ compensation benefits supplemented with sick
leave pay.

Employee’s Printed Name

Employee’s Signature Date

Adopted: 2/09
Reviewed: 3/11; 12/11; 4/13; 9/14
Related Policy (Code #): 403.31



Staff Personnel
LINN-MAR

Community School District

Policy Title: Employee Assistance Program
Code 403.32

The board established the Employee Assistance Program (EAP) to provide professional,
confidential assistance for any type of personal problem. The program is designed to
encourage early intervention and awareness of such problems and to offer help at the
earliest opportunity.

Employees are responsible for their performance and for taking constructive action to
resolve any personal problems that affect or threaten to affect their on-the-job
behavior. Supervisors are responsible for remaining alert to all instances of substandard
work performance and bringing these instances to the attention of the employee, along
with an offer of assistance, at the earliest indication of a recurrent problem.

Utilization of the EAP is on a voluntary basis, unless an employee is given a mandatory
referral by a member of management as a condition of continued employment. It is
important to note, that if an employee is given a mandatory referral the only
information the district receives is that the employee is in the program, is cooperating,
and keeping their appointments.

The decision to seek or accept assistance through the EAP will not adversely affect an
employee’s job security or advancement opportunities. However, participation in the
EAP in no way relieves the employee of the responsibility to meet acceptable work
performance and attendance standards.

All full-time and part-time employees, members of an employee’s household, and
benefit-eligible dependents are eligible to receive assistance through the EAP. The EAP
will not reveal any information that the individual discloses to the EAP except in the
following circumstances:

e The employee consents in writing
e The law requires disclosure
e It is believed that life or safety is threatened by non-disclosure

Adopted: 2/09
Reviewed: 1/11; 12/11; 4/13; 9/14; 8/17



@ Staff Personnel

LINN-MAR

Community School District

Policy Title: Affirmative Action
Code 403.33

The Linn-Mar Community School District is committed to identifying and eliminating
past and present effects of discrimination in employment, including policies and
practices that pose barriers to equal employment opportunity.

To achieve equal opportunity, the district recognizes the need to take affirmative action
to identify classifications with under-representation of minorities, members of diverse
racial/ethnic groups, females, and persons with disabilities; to set goals and timetables
for increasing the employment of under-represented groups; and to develop an
affirmative action plan for implementing those reasonable goals through outreach,
recruitment, training, and other special activities and commitments.

The Affirmative Action Plan helps enable the district to:

Employ the most qualified person for the position

Fully utilize the available talent pool

Be fair and just

Provide diverse role models for students and better prepare students for living
and working in diverse communities and for success in a global economy

e Reduce stereotypes

e Increase credibility with all stakeholders

e Encourage and support economic development and entice investment in Iowa

The Linn-Mar Community School District Affirmative Action Plan will be distributed
annually to each covered location. Staff will be provided periodic, professional
development regarding their responsibilities for implementation of the Affirmative Action
Plan. A report shall be given to the Board of Directors annually.

Inquiries regarding compliance with equal educational or employment opportunities
and/or affirmative action shall be directed to the Linn-Mar Equity Coordinators, Chief
Officer of Human Resources and Associate Superintendent, at 2999 N 10t Street,
Marion, IA 52302 or 319-447-3036 / 319-447-3028, who have been designated by the
school district to coordinate the district’s efforts to comply with the regulations
implementing Title VI, Title VII, Title IX, the ADA, § 504, and Iowa Code § 280.3
(2007).

Inquiries may also be directed in writing to the Iowa Civil Rights, 400 E 14t Street, Des
Moines, IA 50319 or (800) 457-4416, the Director of the Region VII Office of the United
States Equal Employment Opportunity Commission, 601 East 12t Street, Room 353,
Kansas City, MO 64106 or (800) 368-1019, or the US. Department of Education, Office
for Civil Rights, Lyndon Baines Johnson Department of Education Bldg, 400 Maryland
Avenue SW, Washington, DC 20202-1100 or (800) 421-3481.

Adopted: 2/09
Reviewed: 1/11; 12/11; 4/13; 2/14; 9/14; 8/17



Staff Personnel
LINN-MAR

Community School District

Policy Title: Employee Termination Voluntary/Involuntary
Code 403.34

The Linn-Mar Community School District will ensure that employee terminations are
handled in a professional manner with minimal disruption to ongoing work function.
There are three types of terminations: voluntary, involuntary, and death.

Voluntary Termination

Voluntary termination of employment occurs when an employee informs their
supervisor of their resignation or termination is deemed to have occurred when an
employee is absent from work for three two consecutive workdays and fails to contact
their immediate supervisor (job abandonment).

Employees are expected to provide a minimum of two weeks’ notice of their intention to
separate from the district in order to allow a reasonable amount of time to transfer on-
going workloads. It is expected that written notification will be provided to the
employee’s immediate supervisor.

Human Resources, in conjunction with the immediate supervisor, will coordinate the
employee’s out-processing. This process includes:
e Returning all company property (keys, ID cards, parking passes, district
equipment, etc.)
e Review of benefits status
e Completion of an exit interview questionnaire

Licensed employees are required to follow Board Policy 401.7 Licensed Personnel
Resignation.

Involuntary Termination
An involuntary termination of employment, to include reductions in force, is a district-
initiated dismissal.

Discharge may be for any reason (misconduct, tardiness, absenteeism, unsatisfactory
performance, etc.). In some cases progressive discipline may be used prior to
termination to correct a performance problem. However, certain types of employee
misconduct are so severe that one incident of misconduct will result in immediate
dismissal without prior use of progressive discipline.

Involuntary termination of a licensed employee will follow the process stipulated in the
master agreement, if applicable.



Death
A termination due to the death of an employee will be made effective as of the date of
death.

Final Pay

An employee who resigns or is discharged will be paid through the last day of work plus
any unused/accrued vacation leave, if applicable, and applicable unused paid personal
days, minus advances or other agreements the employee may have with the district.
Final pay due upon the death of an employee will be paid to the deceased employee’s
estate.

Employees are not paid for unused sick leave days upon termination of employment.

Adopted: 2/09
Reviewed: 1/11; 12/11; 4/13
Revised: 9/14; 11/16; 8/17



Staff Personnel
LINN-MAR
Policy Title: Social Networking
Code 403.35

Electronic social networking sites shall be used in accordance with board policies on
bullying, harassment, work requirements, and conduct for the purpose of promoting
learning and associated communication. Use of social media that violates those policies,
is disrespectful, demeaning, or used for purposes other than learning and associated
communication will be subject to the prescribed behavioral disciplinary process for
adults and students.

Employees shall not post confidential or proprietary information including photographic
images about the district, its employees, students, agents, or others on any external
website without consent of the superintendent or designee. Employees shall not use
district logos, images, iconography, etc., on external websites.

Electronic social networking includes but is not limited to: YouTube, Twitter, Myspace,
Facebook, LinkedIn, blogs, and websites.

The superintendent is responsible for administrative regulations on the use of social
networking media.

Cross Reference:

e 104 Anti-Bullying/Harassment Policy

e 104-R Administrative Regulations Regarding Anti-Bullying/Harassment

e 403.13 Harassment

e 403.14 Sexual Harassment

e 403.21 Employee Relations, Conduct and Appearance

e 502.1 Student Conduct

e 502.1-R1 Administrative Regulations Regarding Student Conduct Procedures

e 502.14 Student-to-Student Harassment

e 502.14-R Administrative Regulations Regarding Student-to-Student Harassment
e 603.12 Technology and Instructional Materials

e 603.12-R1 Administrative Regulations Regarding the Internet

e 603.12-R2 Administrative Regulations Regarding the Internet Appropriate Use

e 603.12-E1 Internet Access Permission Letter to Parents/Guardians/Legal Custodians
o 603.12-E2 Internet Use Agreement Staff

Adopted: 3/11

Reviewed: 12/11; 4/13

Revised: 9/14; 11/16; 8/17

Related Policy (Code #): 104; 104-R; 403.13-14; 403.21; 502.1; 502.1-R1; 502.14; 502.14-R;
603.12; 603.12-R1-R2; 603.12-E1-E2

Legal Reference (Code of Iowa): 20 USC §§ 1221-1234i (1994)



Staff Personnel

LINN-MAR
Policy Title: Safety Accountabilities and Responsibilities
Code 403.36

Purpose

To meet the district’s fundamental mission of educating children who live within the corporate
boundaries of Linn-Mar Community School District, it is critical that the district promote and
provide for the safety and health of all employees. To that purpose, the following defines the
safety and health responsibilities for all levels of employees within the district and provides a
framework for measuring the risk management performance of all individuals within the district.

Responsibilities

Administration: District administration is responsible for providing a safe and healthful
workplace for employees. Administrators, managers, and supervisors will be responsible
for administering the Safety Management Program policies and procedures that include
the safety and claims management processes to control and minimize costs.
Administration, managers, and supervisors will also provide performance evaluation
guidelines and establish training materials, as needed, and will monitor to ensure that
the guidelines are met.

Employees: Responsibilities include but are not limited to adherence to district safety
rules, safe work procedures, bringing unsafe acts and conditions to the attention of
administration, and to cooperate with the claims management process.

Superintendent

Responsibilities:
o Provide leadership and visible support for the Safety Management Program
throughout the district.
o Commit the necessary resources to maintain and improve the Safety
Management Program.
o Establish controls and accountability systems necessary to assure effective
administration of the Safety Management Program.
Duties:
o Review annual safety and claims cost performance.
o Evaluate the effectiveness of the Safety Management Program.
o Maintain effective and prompt safety and claims management communication
through line organization to administration.
o Assure safety and claims management performance is discussed at regularly
scheduled meetings.
Accountabilities:
o Annual claims cost meet district goals.
o Ensure communication of safety topics at professional development and/or staff
meetings.




Executive-Director-of- Suppert-Services Chief Operating Officer
e Responsibilities:
o Provide leadership and visible support for the Safety Management Program.
o Resource for district in implementing and managing the Safety Management
Program.
o Resource for regulatory issues that may affect the district’s operation and Safety
Management Program.
o Demonstrate leadership and communication responsibility for all Federal, State,
and district policies and regulations on safety procedures and practices.
o Monitor compliance of Federal, State, and board policies and regulations and
administer appropriate notice and discipline.
e Duties:
o Collaborate with Human Resources to develop annual safety and claims
management objectives.
o Ensure established safety rules and regulations are followed.
o Enforce alternative safety and claims management procedures or actions to meet
risk management goals.
o Establish acceptable housekeeping standards, defining areas of responsibility for
maintenance and inspection.
o Keep the superintendent informed on regulatory agency regulations (new or
revised) that may affect the district’s operation.
o Resource for the organization during regulatory agency visits and/or
corresponding with the agency.
o Member of the district Safety Committee.
¢ Accountabilities:
o Provides timely advice and/or resources and reports to the superintendent to
meet the safety management goals.

Human Resources
e Responsibilities:
o Implement the district Safety Improvement Plan to develop a strong safety
attitude and clear understanding of duties and responsibilities for each employee.
o Maintain adequate controls to assure that the Safety Improvement Plan
requirements are met.
o Support the claims management procedures to meet district goals.
e Duties:
o Set annual safety improvement goals in collaboration with the ExeeutiveDirecter
of-Suppert-Serviees chief operating officer.
o Review safety claims management performance for the district and communicate
the results to the superintendent.
Investigate (or assists in the investigation of) all accidents within the district.
Participate in regularly scheduled safety meetings.
Communicate safety and health issues to all principals/employees.
Analyze problem areas and take corrective actions as needed.
Make periodic observation of principals’ safety activities and report to
superintendent.
Provide alternative duty jobs for persons injured on the job.
o Direct insurance carrier/consultants loss control and claims services to meet the
district’s’ risk management goals.
e Accountabilities:
o Complete necessary safety and health projects.
o Safety inspection recommendation compliance.

O O O O O

o




O O O O O

O

OSHA recordable injury and illness rates compare to district goals.

Safety contacts with employees to monitor the effectiveness of the program.
Ensure safety inspections are completed monthly.

Accident investigations are performed completely and in a timely manner.
Assist in training employees on safe work procedures and proper protective
equipment usage.

Cooperate with the claims management process.

Principals/Assistant Principals/School Administrative-Managers Facilitators
e Responsibilities:

O

O

e Duties:
O

O

Train assigned employees on safe work procedures and proper protective
equipment usage.

Ensure that safe work procedures are followed and proper protective equipment
is being used.

Ensure that the safe condition of the work environment, including good
housekeeping, is maintained.

Maintain equipment in safe working order and notify appropriate personnel if and
when repairs are necessary.

Make daily inspections of facility work area and take immediate steps to correct
unsafe conditions and work practices.

Ensure that employees follow safe job procedures.

Report on safety activities (including deficiencies) to the next level of
administration.

Require each employee to maintain good housekeeping.

Require employees to use proper lifting techniques and material handling
procedures.

Take necessary action to ensure monthly safety inspections are completed by
appropriate staff.

Ensure that proper personal protective equipment is worn and maintained.
Collaborate with Human Resources to conduct safety meetings with employees
on a regular basis.

Conduct accident investigations, determine corrective action, and follow up to
see that those selected are implemented effectively.

e Accountabilities:

O
O
O

O

Employees

Safety meetings are conducted at times determined by the district.
Safety inspections are completed at times determined by the district.
Investigate all accidents within the department and submit a report in
accordance with district procedures.

Follow and enforce safety rules and regulations.

e Responsibilities:

O

Follow safe work procedures and take an active part in protecting themselves,
their fellow employees, and students.

Understand the hazards and safety precautions to reduce or eliminate those
hazards before undertaking any assignment.

Report all unsafe conditions, practices, and behaviors to their administrator and
make suggestions for their correction.

Report all injuries to their immediate supervisor and obtain first aid or medical
help in accordance with district procedures.



e Duties:

O O O O

o O

Adopted: 9/12
Reviewed: 4/13

Participate in the continuous improvement of the district’s safety management
guidelines.
Fully cooperate with the claims management process.

Comply with written safety and health rules.

Follow approved methods of performing their jobs.

Wear and maintain proper personal protective equipment as required.

Come to work each day mentally and physically capable to safely perform duties.
Report safety hazards, unsafe behaviors by others, and any other safety related
questions or concerns to immediate supervisor.

Assist in problem solving and safety management guidelines improvement.
Maintain good housekeeping throughout their area of influence.

Cooperate with the claims management process.

Revised: 9/14; 11/16; 8/17



@ Staff Personnel

LINN-MAR

‘Community School District

Policy Title: Safe Workplace Regulations/Procedures
Code 403.37

The basic objective of the safety program is to prevent accidents and injuries and to
reduce operating costs by following safe practices. The use of safe practices protects
employees; prevents lost time, equipment, and property damage; and reduces
expenditures of funds for medical care, compensation, and liability. To accomplish these
tasks a sound safety program focusing on accident prevention must be integrated into
the day-to-day activities of each employee. All employees must think, talk, and work
safely.

Safety-related rules and policies are necessary for the well-being of all employees.
Safety rules, policies, and procedures are established by the district to govern conduct
while at work and to promote a safe work environment for all employees.

Any employee who commits an act which violates accepted safety rules, policies, or
procedures will be disciplined up to and including termination of employment. The
nature of the discipline will depend upon the nature of the violation and the
surrounding circumstances.

Violations that May Result in Disciplinary Action Being Issued

The following list of reasons for safety-related discipline is not intended to be all
inclusive, the mere fact that a possible violation is not listed does not mean that it
would not result in disciplinary action.

e Horseplay such a running, shoving, pushing, throwing objects, and/or any type
of horseplay which could jeopardize your safety or the safety of others.

e Failure to report injuries as instructed in district work injury reporting procedures
or refusing to give information to any member of management.

e Failure to report observed, unsafe behavior or conditions.

e Violation of any district-accepted safety procedure, policy, program, or rule.

e Causing unsafe conditions or carelessness in regard to the safety of self or others
or the failure to properly use safety devices (including required, personal
protective equipment or tampering with safety equipment).

e Intentional misuse of or damage to equipment, vehicles, or property of others.

e Using poor judgment that results in an injury or accident.

The aforementioned list constitutes some but not necessarily all of the kinds of conduct
that will result in disciplinary action up to and including termination of employment.



Disciplinary Action

While the progressive discipline process is used as a general guideline when
administering discipline for minor infractions, the seriousness of each individual
infraction will determine which level of discipline is administered up to and including
termination. The district reserves the right to skip any level as deemed appropriate.

First Offense: Verbal counseling; documented

Second Offense: Written warning

Third Offense: Final written warning; may be accompanied by unpaid suspension
up to five days and/or termination

Fourth Offense: Termination

Adopted: 9/12
Reviewed: 4/13; 9/14; 8/17



@ Staff Personnel

LINN-MAR
Policy Title: Modified Duty Return to Work Program
Code 403.38

In order to maintain a safe work experience for an employee returning from an injury,
the district has adopted a return-to-work policy for any employees that have
experienced work-related injuries. This program is designed to keep employees involved
in their work environment and to assist them in continuing to be a productive member
of the workforce by returning to full earning capacity as soon as possible. This program
also reduces the district’s long-term insurance costs and avoids future premium
increases.

Every effort will be made to meet the medical restrictions that injured employees may
face. If an employee is assigned a light duty job, it is considered to be a temporary
assignment. As such, light duty jobs are reserved for those employees with temporary
disabilities. The school district will work with the medical community and insurance
company to provide work that meets the medical restrictions of the employee when
possible. These job duties may be associated with tasks within the structure of the
school district or tasks in the community.

Employee Responsibilities
The employee must:

e Be aware of all medical restrictions at all times.

e Not attempt tasks that exceed medical restrictions. If the employee has a
question about the tasks at hand and restrictions, the employee should talk to
their physician and, if necessary, get new restrictions in writing that allow for the
performance of these tasks.

e Understand that the medical restrictions are in effect 24 hours per day.

e Be careful during non-work hours to ensure the restrictions are maintained. For
hobbies or outside interests, talk to the treating physician about possible
conflicts. Follow the physician’s instructions.

e Report for work to all light duty jobs on time and ready to work. Failing to report
to or being late for light duty jobs has the same consequences as if absent or
late for regular duty jobs.

e Engage in activities that are consistent with medical restrictions and/or treatment
patterns whether on or off the job. If not, the employee is subject to possible
disciplinary action up to and including termination of employment.

Administrative Responsibilities

The administrator, manager, or supervisor shall:
e Take time to handle injuries properly.
e Authorize medical attention immediately, if needed.
e Provide necessary authorization forms.



e Investigate the circumstances of the reported injury and record all pertinent
data.

e Determine preventative measures or actions and make corrections immediately.

e Explain all modified jobs in detail to the employee and point out any safety
precautions that may exist.

e Know the employee and their medical restrictions. Ensure you and the employee
do not exceed the restrictions unintentionally.

e Add validity to the practice by keeping informed about the employee’s recovery,
current treatment, and how the employee perceives the quality of medical
treatment. The quality of treatment is directly related to how fast the employee
recovers and avoids re-injury in the future.

Adopted: 9/12
Reviewed: 4/13; 9/14; 8/17
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@_ Modified Duty Program Form
LINN-MAR

Community School District

TO:

RE: Modified Duty Program

Returning injured employees to work through a Modified Duty Program is vital to an
employee’s earning power and critical to controlling our Workers’ Compensation costs. The
Linn-Mar Community School District is exploring every opportunity to ensure that our
employees are returned quickly and smoothly to full earning capacity after a severe or
serious work injury. We are also actively pursuing every option available to conserve our
financial and human resources.

For these reasons, we are committed to the viability of our Modified Duty Program. We have
a number of modified or lighter duty jobs that would be suitable for injured employees and
which can accommodate a variety of medical restrictions. Furthermore, we will abide in good
faith to any medical restrictions you or other medical providers may establish. We consider
our Modified Duty Program to be a practical and responsible practice and one which the
medical community can support as beneficial to employees.

You are presently treating an employee of the Linn-Mar Community School District and if
they could perform any restricted/limited duty activities until full recovery is achieved, I
would appreciate your direction.

Thank you for your consideration of this matter.

Respectfully,

Karla Christian, PHR
Chief Officer of Human Resources

Telephone: 319-447-3036
Fax: 319-377-9252
Email: kchristian@linnmar.k12.ia.us

Adopted: 9/12
Reviewed: 4/13; 9/14; 8/17
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@ Staff Personnel

LINN-MAR

Community School District

Policy Title: Employee Background Checks
Code 403.39

The district believes in hiring and using quality employees and supports appropriate
background checks for all employees to promote staff and student safety. Therefore,
the board authorizes the superintendent, or designee, to access and review specific
information for each applicant for employment and every current employee pursuant to
this policy.

Applicants for Employment
For every applicant for employment with the district the superintendent, or designee,
shall access and review certain background information for the applicant prior to their
hiring. The superintendent, or designee, shall access and review background
information regarding the applicant from the following sources:

1. The Iowa Court information system available to the general public

2. The Sex Offender Registry system available to the general public

3. The Central Registry for Child Abuse information

4. The Central Registry for Dependent Adult Abuse information

5. The National Criminal History database

Continuing Compliance

As required by law, current employees of the district will be subject to background
rechecks every five years based on their initial date of hire. Positions exempt from the
district recheck include teachers, administrators, school business officials, school
facilitators, paraprofessionals, and non-teaching coaches provided that these positions
are subject to Board of Educational Examiners authorization for either initial licensure or
renewal.

The superintendent, or designee, may utilize a background check service that meets the
legal requirements to access this information.

The district shall not charge an employee for the cost of the registry checks required.
The district will maintain documentation demonstrating compliance with the required
background check procedures.

Adopted: 9/14
Reviewed: 8/17
Legal Reference (Code of Iowa): SF 452; 279.69; 272.2 (17); 279.13 (1.b); 279.13; 321.375 (2)



@ Staff Personnel

LINN-MAR

™~
Commumity School District

Policy Title: Pregnancy Discrimination
Code 403.40

The Linn-Mar Community School District will comply with all Federal and State laws
concerning the employment of persons who are affected by a current pregnancy, past
pregnancy, potential pregnancy, or other medical condition that is related to pregnancy
or childbirth.

The Linn-Mar Community School District will not discriminate against women affected
by pregnancy, childbirth, or related medical conditions in regard to application
procedures; hiring; advancement; discharge; compensation; training; or other terms,
conditions, and privileges of employment including medical benefits and leave. The
Linn-Mar Community School District prohibits the harassment of a women because of
pregnancy, childbirth, or related medical conditions.

The Linn-Mar Community School District will reasonably accommodate individuals
whose pregnancy-related impairment is considered a disability under the Americans
with Disabilities Act (ADA) so that they can perform the essential functions of a job.

An individual who can be reasonably accommodated for a job without undue hardship
will be given the same consideration for that position as any other applicant.

The Linn-Mar Community School District will also accommodate nursing mothers for up
to one year after the birth of their child by providing a reasonable break time and a
private location, other than a bathroom, to express milk.

Definitions

As used in this policy, the following terms referenced from the Americans with
Disabilities Act have the indicated meaning and will be adhered to in relation to the
Pregnancy Discrimination policy.

e Disability refers to a physical or mental impairment that substantially limits one
or more of the major life activities of an individual. An individual who has such an
impairment, has a record of such an impairment, or is regarded as having such
an impairment is a disabled individual.

e Qualified individual with a disability means an individual with a disability who,
with or without reasonable accommodation, can perform the essential functions
of the employment position that the individual holds or has applied for.

e Reasonable accommodation means making existing facilities readily accessible to
and usable by individuals with disabilities, job restructuring, part-time or
modified work schedules, reassignment to a vacant position, acquisition or




modification of equipment or devices, adjustment or modification of
examinations, adjustment or modification of training materials, and similar
activities.

e Undue hardship means an action requiring significant difficulty or expense by the
employer. The factors to be considered in determining an undue hardship
include: 1) the nature and cost of the accommodation; 2) the overall financial
resources of the district; 3) the number of persons employed; 4) the effect on
expenses and resources or other impact upon the district; 5) the overall number
of employees; and 6) the operations of the entire district. These are not all of
the factors but merely examples.

e Essential job functions refers to those activities of a job that are the core to
performing said job for which the job exists that cannot be modified.

Adopted: 3/06

Reviewed: 3/11; 12/11; 4/13; 9/14; 8/17

Legal Reference (Code of Iowa): § 281-95.3 (256); 29 CFR Part 1630; 161-8.26 (216); ADA Amendments; EEOC
Notice 915.003 7/14/14; FLSA Section 4207



@ Staff Personnel

LINN-MAR
Policy Title: Personnel Military Service
Code 403.41

The board will abide by all the provisions of the Uniformed Services Employment and
Re-Employment Right Act (USERRA) and the Iowa Military Code and will grant military
leave to all eligible full-time and part-time employees.

Military leave may be granted to full-time and part-time employees. A leave of absence
will be granted to non-temporary employees who are members of the uniformed
services when ordered by proper authority to serve in the uniformed services. Following
such leave, employees have the right to be reinstated to their same or comparable
position under the following conditions:

1. Employee ensures the district’s Human Resources office receives advance,
written or verbal notice of service unless giving such notice is impossible,
unreasonable, or precluded by military necessity.

2. Employee has five years or less of cumulative service in the uniformed services
while with the district.

3. Employee returns to work or applies for re-employment in a timely manner after
conclusion of service.

4. Employee has not been separated from service with a disqualifying discharge or
under other than honorable conditions.

The first 30 calendar days of military leave will be without loss of status or efficiency
rating and without loss of pay. Where the military leave is for a period of less than 30
days, a paid leave of absence will be granted only for those days the employee would
normally perform services for the district. An employee’s salary will not continue beyond
the 30th calendar day during military leave unless required by law. However, employees
may request to use any vacation or personal leave time accrued during military leave.

Health insurance benefit coverage will continue for 31 days as long as employees pay
their normal portion of the cost of benefits. For leave lasting longer than 31 days,
employees will be eligible to continue health benefits under COBRA and will be required
to pay 102% of the total cost of their health benefits if they wish to continue benefits
for up to 24 months while in the military. If employees do not elect to continue
coverage during their military service they have the right to be reinstated in the
district’s health plan when they are re-employed, generally without any waiting periods
or exclusions except for service-connected illnesses or injuries.

Group term life/AD&D insurance provided by the district (if applicable) and group long-
term disability insurance provided by the district (if applicable) will terminate the day
the employee becomes active-military. Voluntary supplemental life insurance will



terminate the day the employee becomes active-military. Converting to an individual
policy may continue voluntary dependent life insurance coverage up to two months. To
exercise this conversion option dependents must submit a written application and the
first premium payment within 31 days immediately following the termination of
coverage.

If an employee was a participant in a 403(b) plan at the time they left for military duty
the employee will be permitted to make additional contributions to the plan. Employees
may initiate these additional payments as of their re-employment date and continue
them for the period of time permitted by law.

Employees do not accrue vacation, personal leave, or sick leave while on military leave
of absence status.

Upon return from military leave, employees will be reinstated to the same or
comparable job with the same seniority, pay, status, and benefit rights that they would
have had if they had worked continuously. Employees must apply for re-employment
within 90 days of discharge from the military. Employees who fail to report for work
within the prescribed time after completion of military service will be considered to have
voluntarily terminated their employment.

In addition to the employee's failure to apply for re-employment in a timely manner, an
employee is not entitled to reinstatement as described above if any of the following
conditions exist:

1. The employee's employment prior to the military service was merely for a brief,
temporary, or non-recurrent period and there was no reasonable expectation
that the employment would have continued indefinitely or for a significant
period.

2. The employee did not receive an honorable discharge from military service.

Adopted: 6/70

Reviewed: 3/11; 12/11; 4/13; 9/14; 12/16; 8/17
Revised: 1/13; 9/16

Legal Reference (Code of Iowa): Ch 29A.28; 29A.43



Student Attendance
LINN-MAR

Community School District

Policy Title: Resident Students
Code 501.5

Children who are residents of the school district community will attend the school
district without paying tuition.

The residence of a student means the place, abode, or dwelling of the student.
Generally, the legal dwelling of minors is the same as their parents. However, a student
may establish a dwelling with someone other than their parents and attend public
school in the school district without paying tuition if the primary purpose for residing in
the school district is not for the purpose of obtaining a free public education. Further,
students who have reached the age of majority and who are still eligible to attend an
Iowa secondary school may declare their residence independent of the residence of the
parents.

Each case involving the bona fide residence of a student will be decided upon its
individual merits by the superintendent.

Prior to knowingly enrolling an individual who is required to register as a sex offender
under Iowa Code Chapter 692A, but who is otherwise eligible to enroll in the district,
the Board will determine the educational placement of the individual. Upon receipt of
notice that a student who is enrolled in the district is required to register as a sex
offender under Chapter 692A, the Board will determine the educational placement of
the student.

The tentative agenda for the meeting of the Board of Directors at which the Board will
consider such enrollment or educational placement shall specifically state that the Board
is considering the enroliment or educational placement of an individual who is required
to register as a sex offender under Chapter 692A. If the individual is denied enroliment
in the district under this section, the school district of residence shall provide the
individual with educational services in an alternative setting.

Adopted: 6/70

Reviewed: 5/11; 3/12; 7/13; 10/14; 1/15

Revised: 9/98; 8/17
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Students
LINN-MAR
Policy Title: Student Education Records Access
Code: 505.6

The board recognizes the importance of maintaining education student records and

preserving their confidentiality, as provided by law. Student+ecords—containing
personally-identifiable-inrformation Education records are kept confidential at collection,

storage, disclosure, and destruction stages. The board secretary is the custodian of
education records. Student Education records may be maintained by in the building
principal-and-housed-in-the-building-ofattendance administrative offices of the student

attendance centers.

Definitions: For the purposes of this policy, the defined words have the following
meanings:

e Education records: means those records that contain information directly related
to a student and which are maintained by an education agency or institution or
by a party acting for the agency or institution.

e Eligible student: means a student who has reached 18 years or attends a
postsecondary |nst|tut|on An—ehg+b+e—studeﬁt—|s—a—student—wl=|e—has—reaehed—}8

jor- The
parents of an ellglble student are prowded access to the student education
records only with the written permission of the eligible student unless the eligible
student is defined as a dependent by the Internal Revenue Code. In that case,
the parents may be provided access W|thout the written perm|55|on of the
student. 4

An student education record may contain information on more than one student.
Parents will have the right to access the information relating to their student or to be
informed of the information. Eligible students shall also have the right to access
information relating to themselves or be informed of the information.

Parents, anrd eligible students, and other individuals authorized in accordance with law
will have access to the student’s education records during regular business hours of the
school district. Parents and eligible students will have the right to access the student’s



education records upon request without unnecessary delay and in no instance more
than 45 calendar days after the request is made.

Parents, other than parents of an eligible student, may be denied access to a student’s
education records if the school district has a court order stating such or when the
district has been advised under the appropriate laws that the parents my not access the
student’s education records. Parents, eligible students, or authorized representatives of
the parents will have the right to access the student’s education records prior to an
Individualized Education Program (IEP) meeting or hearing.

Copies of student education records will ealy be provided if failure to do so would
effectively prevent the parents or student from exercising the right to access the
student education records. Fees for copies of the records are waived if it would prevent
the parents or eligible student from accessing the records. A fee may not be charged to
search or retrieve information from student education records.

Upon the request of parents or eligible student, the school district shall provide an
explanation and interpretation of the student education records and a list of the types
and locations of student education records collected, maintained, or used by the school
district.

If the parents or eligible student believes the information in the student education
record is inaccurate, misleading, or violates the privacy er-ether+ights of the student,
the parents or eligible student may request that the school district amend the student
educatlon records ?he—d%et—sha#deerdewheﬂ%e&te—ameﬁd—the—mfefmaﬂeﬁ—m

Student Education records may be disclosed in limited circumstances without written
permission of the parent or eligible student. This disclosure is made on the condition
that the student education record will not be disclosed to a third party without the

written permission of the parent or eligible student. This disclosure may be: made-to

the followina individual ror the-following-ci |



. To school officials within the school district and AEA personnel whom the
superintendent has determined to have a legitimate educational interest,
including but not limited to, board members, employees, school attorney, auditor,
health professionals, and individuals serving on official school committees.

. To officials of another school district in which the student wishes to enroll,
provided the other school district notifies the parent the student education
records are being sent and the parent has an opportunity to receive a copy of the
records and challenge the contents of the records unless the annual notification
includes a provision that records will automatically be transferred to new school
districts.

. To the US Comptroller General, the US Secretary of Education, or state and local
educational authorities.

. In connectlon with a students appllcatlon for or receipt of, ﬁnanC|aI aid; ﬁnaneraJr

. To organizations conducting studies for, or on behalf of, educational agencies or
institutions for the purpose of developing, validating, or administering predictive
tests, administering student aid programs, and improving instruction, if such
studies are conducted in such a manner as will not permit the personal
identification of students and their parents by persons other than representatives
of such organizations and such information will be destroyed when no longer

needed for the purpose for WhICh it was conducted ZFe—efganlzaﬂens—eenduetmg

e on.
. To accrediting organizations.

. To the parent of a dependent student as defined in the Internal Revenue Code;
. To comply with a court order or judicially issued subpoena;

. In connection with a health or safety emergency; er

. As directory information; or

. In additional instances as provided by law.

The prineipat The attendance center administrative office will keep a list of the
individuals and their positions who are authorized to view a special education student’s
education records without the permission of the parent or eligible student. Fhislist-rmust
be-available-for-public-inspection-and-updated-annually- Individuals not listed are not
allowed access without parental or an eligible student’s written permission. This list
must be current and available for public inspection and updated as changes occur.

Fhebuilding-prineipal The attendance center administrative office will also keep a list of
individuals, agencies, and organizations which have requested or obtained access to a
student’s education records, the date access was given, and their legitimate educational
interest or purpose for which they were authorized to view the records. The attendance
center administrative office, however, does not need to keep a list of the parents,
authorized education employees, officers, and agencies of the school district who have
accessed the student’s education records. This list for an student education record may
be accessed by the parents, the eligible student, and the custodian of the student
education records.



Permanent student education records; including a student’s name, address, phone
number, grades, attendance record, classes attended, grade level completed, and year
completed will be maintained without time limitation. Permanent student education
records will be kept in a fire-safe vault or they may be maintained electronically with a
secure backup file.

When personally identifiable information, other than permanent student education
records, is no longer reeds needed te—be—nframtamed—by—the—seheel—drs’eﬁet to provide
educational services to a special education student, the parent or eligible student shall
be notified. This notice is normally given after a student graduates or otherwise leaves
the district. If the parent or eligible student requests that the personally identifiable
information reeerds be destroyed, the school district will destroy the records, except for
permanent records. Prior to the destruction of the records, the school district must
inform the parent or eligible student efthereasensforwhich-they-may-wantthe
Feeerds—mamtarned the records may be needed for soual securlty benefits or other
purposes.
Feeerds—the—seheekdlstﬁet—mawﬂamtaﬂﬁhe—reeerds—mdeﬁm%el% For purposes of pollcy,

“no longer needed to provide educational services” means that a record is no longer
relevant to the provision of instruction, support, or related services and it is no longer
needed for accountability and audit purposes. At a minimum, a record needed for
accountability and audit purposes must be retained for five years after the activity for
which funds were used.

be—u#ermed—abeut—the—preeed&res—ﬁe%eaﬂ%ﬁg—eut—this—pdley— The school dlstrlct WI||

provide training or instruction to employees about parents’ and eligible students’ rights
under this policy. Employees will also be informed about the procedures for carrying out
this policy. It is the responsibility of the superintendent to notify parents and eligible
students, annually, eftheirrightstoview-the-student'srecords that they have the right
to:

e Inspect and review the student’s education records;

e Seek amendment of the student’s education records that the parent or eligible
student believes to be inaccurate, misleading, or otherwise in violation of the
student’s privacy rights;

e Consent to disclosure of personally identifiable information contained in the
student’s education records, except to the extent the law authorizes disclosure
without consent; and

e File a complaint with the US Department of Education concerning alleged failures
by the district to comply with the law.

The notice will be given in the native language of the parent or eligible student. Should
the school district collect personal information from students for the purposes of
marketing or selling that information, the school district will annually notify parents of
such activity.



The notice will include a statement that the parents have the right to file a complaint
alleging the school district failed to comply with this policy. Complaints are forwarded
to: Family Policy Compliance Office, US Department of Education, 400 Maryland
Avenue, Washington, DC. 20202-8520.

Adopted: 6/70

Reviewed: 4/11; 4/12; 7/13; 10/14
Revised: 8/07; 8/17

Related Policy (Code #): 505.9

Legal Reference (Code of Towa): 20 USC § 1232g; 1415. 34 CFR §§ 99; 300.610 et seq; §§ 22; 279.9B; 280.24-25;
622.10; 281 IAC 12.3(4); 41. 1980 Op Atty Gen 720; 825.
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Administrative Regulations Regarding
LINN-MAR Use of Student Education Records

Code: 505.6-R

Parents and eligible students will have the right to access a student’s education records upon
request without unnecessary delay and in no instance more than 45 calendar days after the
request is made. The intent of this regulation is to establish procedures for granting requests
from eligible students and parents to access a student’s education records.

Student Education records means those records that contain information directly related to a
student and which are maintained by an education agency or by a party acting for the agency
or institution. These may include, but are not necessarily limited to: dates of attendance;
academic work completed; level of achievement (grades, standardized test scores); attendance
data; scores on standardized intelligence, aptitude, and psychological tests; interest inventory
results; health data; family background information; teacher or counselor ratings and
observatlons and verlfled reports of serious or recurrent behaV|or patterns are—a+|—e#reia#

Fequest—te—the—beafd—seeretary— Parents ellglble students and other |nd|V|duaIs

authorized in accordance with law will have access to the student’s education records
during the regular business hours of the school district. Parents and eligible students will
have the right to access the student’s education records upon request without
unnecessary delay and in no instance more than 45 calendar days after the request is
made. An eligible student or parent, upon written request to the board secretary, shall
have—theeppertumty—te receive an explanatlon and |nterpretat|on of the educatlon
records Ray

estabhshed—by—seheel—pehey—wrﬂ—be—feﬂewed— A student 18 years or older has the right

to determine who, outside the school system, has access to the records. Parents of
students who are 18 years or older, but are still dependents for income tax purposes,
may access the student’s education records without prior permission of the student.

2. School officials having access to student education records are defined as having a

legitimate educational interest. and-include; but-are-nretlimited-to,employees,beard



members,and-the-sehoolatterney- A school official is a person employed by the district

as an administrator, supervisor, instructor, or support staff member (including health or
medical staff and law enforcement unit personnel); a person serving on the school
board; a person or company with whom the district has contracted to perform a special
task (such as an attorney, auditor, AEA employee, medical consultant, or therapist); or a
parent or student serving on an official committee, such as a disciplinary or grievance
committee or student assistance team, or assisting another school official in performing

their tasks. Legitimate-educational-interestineludes, - butisnetlimited-te:

Release of Information outside the School: Information from education records may be
disclosed to outside parties as outlined in board policy and otherwise provided by law.




HearingProcedures Procedures for requesting an Education Record Amendment:

1. If the eligible student, parent, or legal guardian believe the information in the student’s
education records is inaccurate, misleading, or violates the privacy of the student, the
parents/legal guardians or eligible student may request the school district amend the
education records.

2. The school district will decide whether to amend the student’s education record within a
reasonable time after receipt of the request.

3. If the school district determines an amendment is made to the student’s education
record, the school district will make the amendment and inform the parents/legal
guardians or eligible student of the decision in writing.

4. If the school district determines the amendment of the student’s education record is not
appropriate, the district will inform the parents/legal guardian or eligible student of their
right to a hearing before a hearing officer provided by the district. The hearing officer
may be an employee of the district, so long as the employee does not have a direct
interest in the outcome of the hearing.

5. Upon parental request, the school district will hold a hearing regarding the content of a
student’s education records which the parent believes to be inaccurate, misleading, or in
violation of the privacy rights of students.

6. The hearing will be held within a reasonable time after receipt of the parent or eligible
student’s request. The parent or eligible student will receive reasonable advance notice
of date, time, and place of the hearing.

7. The parent or eligible student will be given a full and fair opportunity to present
evidence relevant to the issues. The parent or eligible student may be represented by an
individual of their choice and at their own expense.

8. The hearing officer will render a written decision within a reasonable period after the
hearing. The decision will be based upon evidence presented at the hearing and must
include a summary of the evidence and the reasons for the decision.

9. The parents may appeal the hearing officer’s decision to the superintendent within 10
days if the superintendent does not have a direct interest in the outcome of the hearing.

10. The parent may appeal the superintendent’s decision, or the hearing officer’s decision if
the superintendent was unable to hear the appeal, to the board within 15 days. It is
within the discretion of the board to hear the appeal.

11. If the parents’ and the eligible student’s request to amend the education record is
further denied following the hearing, the parents or eligible student are informed that
they have the right to place an explanatory letter in the student’s education record
commenting on the school district’s decision or setting forth the reasoning for
disagreeing with the school district. Additions to the student’s education records will
become a part of the education records and be maintained like other education records.
If the school district discloses the student’s education records, the explanation by the
parents or eligible student will also be disclosed.



Adopted: 6/90
Reviewed: 4/11; 4/12; 7/13
Revised: 10/14; 8/17



Community School District

STUDENT RECORDS CHECKLIST

Copy to Parent Upon

Request

Parent Signature

Required**

User Must Submit
Written Request*

No Parent Signature

Required

Parent Notify in

Advance

Parent Notify of

Release

Request Made Part of
Student Record

Schedule Hearing

Followed by Written
Decision to Parent

DELETED 8/17
Code 505.6-E1

Subpoena or Judicial Order Lawfully Issued
Student Financial Aid Written Request
School or Staff in Same No Written Request
School System Necessary
Other School System Where
Student Plans to Enroll 505.6-E2
U. S. Comptroller General 505.6-E2
Iowa Dept. of Education

505.6-E2
National Institute of
Education 505.6-E2
Iowa Dept. of Education
Official 505.6-E2
Parent Inspection of Student
Educational Records 505.6-E5
Parent Request for Hearing to
Challenge Record 505.6-E4
Parent Authorization for
School to Release
Information 505.6-E3
Notification of Transfer of
Student Records 505.6-E6

*Such written request shall be available for inspection by the parent/legal guardian or student
and the school official responsible for record maintenance.

**When a student has attained the age of 18 years or is attending an institution of post-secondary
education, the permission or consent required of the rights accorded to the parent of the student

shall thereafter be required of and accorded only to the student.

Adopted

9/21/98 Reviewed

9/09; 4/11; 4/12; 7/13; 10/20/14

Revised 8/6/07




Request of Non-parent for
LINNMAR Examination or Copies of Student Education Records

Community School District

Code: 505.6-E2

The undersigned hereby requests permission to examine the Linn-Mar Community School
District’s official student education records of:

Legal Name of Student Date of Birth

The undersigned requests copies of the following official studenrt education records of the above
student:

The undersigned certifies that they are: (check one)
|:| An official of another school system in which the student intends to enroll.
|:| An authorized representative of the Comptroller General of the United States.

An authorized representative of the Secretary of the US Department of Education or US
Attorney General.

|:| A state or IocaI off|C|aI to Whom such is speC|f|caIIy aIIowed to be reported or disclosed.

A person connected with the student’s application for, or receipt of, financial aid.
(Specify Details )

|:| Otherwise authorized by law. (Specify Details )

The undersigned agrees that ne-etherpersen-will-have-aceessto-any-reeerds-or the information
obtained will only be re-disclosed consistent with state or federal law threugh-thisregquest

without the written permission of the parents of the student or the student if the student is of
majority age.

Signature Date

Title Agency
Address Phone Number
Approved:

Signature Title Date

Adopted: 9/98
Reviewed: 7/13; 10/14
Revised: 8/97; 8/17



@ Parental Authorization for Release of Student Education Records

LINN-MAR
e Code: 505.6-E3

The undersigned hereby authorizes the Linn-Mar Community School District to release
copies of the following official student education records:

concerning
Full Legal Name of Student Date of Birth
from to
Name of Last School Attended Years of Attendance

The reason for this request is:

My relationship to the child is:

Copies of the records to be released are to be furnished to:

( ) the undersigned
( ) the student
( ) other (please specify)

Signature Date

Address

City State Zip

Phone Number

Adopted: 9/98
Reviewed: 7/13; 10/14
Revised: 8/17



Request for Hearing on Correction of Student Education Records

LINN-MAR
e Code 505.6-E4
To: Address: 2999 N 10% St, Marion, IA 52302

Board Secretary (Custodian)

I believe certain official student education records of,

Full Legal Name of Student
, are inaccurate, misleading, or in violation of privacy or other

Name of School Building
rights of this student. My relationship to this student is:

The official education records which I believe are inaccurate, misleading, or in violation of the
privacy or other rights of this student are:

The reason I believe such records are inaccurate, misleading, or in violation of the privacy or
other rights of this student is:

I understand that I will be notified in writing of the time and place of the hearing; that I will be
notified in writing of the decision; and that I have the right to appeal the decision by so
notifying the hearing officer in writing within 10 days after my receipt of the decision or a right
to place a statement in my student’s education record stating I disagree with the decision and
why.

(Signature)

Date:
Address:
City:
State: Zip:
Phone Number:

Adopted: 9/98

Reviewed: 7/13; 10/14

Revised: 8/07; 8/17

Related Policy (Code #): 602.27-29-E



Parental Request for Examination of Student Education Records

LINN-MAR
Commety Sl D Code 505.6-E5
To: Address: 2999 N 10% St, Marion, IA 52302

Board Secretary (Custodian)

The undersigned desires to examine the following official education records:

Of

Full Legal Name of Student Date of Birth Grade

My relationship to the student is:

Name of School Building

Please check one of the following:

Ido
I do not

Desire a copy of such records. I understand that a reasonable charge will be made for copies.

Signature
Approved: Date:

Address:
Signature: City:
Title: State: Zip:
Date: Phone Number:

Adopted: 9/98
Reviewed: 7/13; 10/14
Revised: 8/07; 8/17



Notification of Transfer of Student Education Records

LINN-MAR
Commty St D Code 505.6-E6

To: Date:
Parent or Legal Guardian

Street Address:

City/State: Zip:

Please be notified that copies of the Linn-Mar Community School District’s official student

education records concerning have been
transferred to: Full Legal Name of Student

School District Name:

Address:

upon the written statement that the student intends to enroll in said school system.

If you desire a copy of such records furnished, please check here and return this form to
the undersigned. A reasonable charge will be made for the copies.

If you believe such records transferred are inaccurate, misleading, or otherwise in violation of
the privacy or other rights of the student, you have the right to a hearing to challenge the
contents of such records.

Name of School District Official

Title

Adopted: 9/98
Reviewed: 7/13; 10/14
Revised: 8/17



NEW
Letter to Parent Regarding Receipt of Subpoena or Court Order

LINN-MAR
e Code 505.6-E7

Date:

Dear ,
Parent Name

This letter is to notify you that the Linn-Mar Community School District has received a

requesting copies of your student’s education records.

Subpoena or Court Order

The specific records requested are:

The school district has until to deliver the documents to
Date on Subpoena or Court Order

. If you have questions, please do not

Requesting Party on Subpoena or Court Order

hesitate to contact me at
Email Phone Number

Sincerely,

Name of School District Official

Title

Adopted: 8/17



Students

=
IE
HE

Policy Title: Student Directory Information
Code: 505.62

a‘fkended—by—the—stbmeﬁt—aﬁd—etheﬁamﬂaﬁmfeﬁmaﬂen— D|rectory |nformat|on is |nformat|on

contained in the education records of a student that would not generally be considered harmful
or an invasion of privacy if disclosed. The district may disclose "directory information" to third
parties without consent if it has given public notice of the types of information which it has
designated as "directory information”, the parents’ or eligible student's right to restrict the
disclosure of such information, and the period of time within which a parent or eligible student
has to notify the school in writing that they do not want any or all of those types of information
designated as "directory information."

The district has designated the following as directory information:
e Student’s name

Address

Telephone listing

Date and place of birth

Major field of study

Dates of attendance

Participation in officially recognized activities and sports

Weight and height of members of athletic teams

Degrees and awards received

The most recent educational agency or institution attended

And other similar information

Student is defined as an enrolled individual, PK-12, including students in school district
sponsored childcare programs.

Prior to developing a student directory or to giving general information to the public, parents
(including parents of students open enrolled out of the district and parents of students home
schooled in the district) will be given notice annually of the intent to develop a directory or to
give out general information and have the opportunity to deny the inclusion of their student's
information in the directory or in the general information distributed about the students.

It shall be the responsibility of the superintendent to provide notice and to determine the
method of notice that will inform parents.

Adopted: 8/89

Reviewed: 4/11; 4/12; 7/13; 10/14

Revised: 8/07; 8/17

Legal Reference (Code of Iowa): 20 USC §§ 1232g; 34 CFR § 99; § 22; 622.10; 281 IAC 12.3(4); 41; 1980 Op Atty Gen 720



Administrative Regulations Regarding
uNNmMaR  Use of Directory Information
e Code: 505.62-R

The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that the Linn-
Mar Community School District, with certain exceptions, obtain written consent prior to the
disclosure of personally identifiable information from student’s education records. However, the
school district may disclose appropriately designated “directory information” without written
consent, unless parents have advised the district to contrary according to board policy. The
primary purpose of directory information is to allow the Linn-Mar Community School District to
include this type of information from student education records in certain school publications.
Examples include:

A playbill showing a student’s role in a drama production;
Annual yearbooks;

Honor roll or other recognition lists;

Graduation programs; and

Sports activity sheets/programs

Directory information, which is information that is generally not considered harmful or an
invasion of privacy if released, can also be disclosed to outside organizations without a parent’s
prior written consent. Outside organizations include, but are not limited to, companies that
manufacture class rings or publish yearbooks.

In addition, two Federal laws require local educational agencies (LEASs) receiving assistance
under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military
recruiters, upon request, with the following information: names, addresses, and telephone
listings; unless parents have advised the LEA that they do not want their student’s information
disclosed without their prior written consent.

If parents do not want the school district to disclose directory information from their student’s
education records without prior written consent, they must notify the district in writing,
annually.

The student handbook or similar publication given to each student which contains general
information about the school will contain the following statement which will be published at
least annually in a prominent place or in a newspaper of general circulation in the school
district:

The following information may be released to the public in regard to any individual
student of the school district as needed. Any eligible student over the age of 18 or
parent/legal guardian not wanting this information released to the public must make
objection in writing to the principal.

Student’s name
Address

Telephone listing

Date and place of birth
Major field of study
Dates of attendance



Participation in officially recognized activities and sports
Weight and height of members of athletic teams
Degrees and awards received

The most recent educational agency or institution attended
Other similar information

Adopted: 9/98

Reviewed: 4/11; 4/12; 7/13; 10/14

Revised: 8/07; 6/17

Legal Reference (Code of Iowa): Section 9528 of ESEA of 1965; 20 USC § 7908; 10 USC § 503(c)



Parental Authorization for Withholding
. Student Directory Information
% Code: 505.62-E

The Linn-Mar Community School District has adopted a policy designed to assure parents and
students the full implementation, protection, and enjoyment of their rights under the Family
Educational Rights and Privacy Act of 1974 (FERPA). A copy of the school district’s policy is
available for review in the administrative offices of all of our schools.

This law requires the school district to designate as “directory information” any personally
identifiable information taken from a student’s educational records prior to making such
information available to the public.

The school district has designated the following information as directory information: student’s
name, address and telephone number; date and place of birth; major field of study; dates of
attendance; participation in officially recognized activities and sports; weight and height of
members of athletic teams; degrees and awards received; the most recent educational agency
or institution attended; and other similar information.

You have the right to refuse the designation of any or all of the categories of personally
identifiable information as directory information with respect to your student provided that you
notify the school district in writing on an annual basis. If you desire to make such a refusal,
please complete and return the slip at the bottom of this notice.

If you have no objection to the use of student information, you do not need to take any action.

Adopted: 9/98
Reviewed: 7/13; 10/14
Revised: 8/07; 8/17

RETURN THE FORM BELOW

Linn-Mar Community School District

Gremry Sl Parental Directions to Withhold
Student Directory Information for Education Purposes

for the school year

Student’s Name: Date of Birth:

School: Grade:

Signature of Parent/Legal Guardian of Student Date

Please return this form to your student’s school




Students

S Policy Title: Annual Notice of Student Education Records
Family Educational Rights and Privacy Act (FERPA)

Code: 505.63

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18
years of age (eligible students) certain rights with respect to the student’s education records.
They are:

1. The right to inspect and review the student’s education records within 45 days of the
day the district receives a request for access.

Parents or eligible students should submit to the school principal (or appropriate school
official) a written request that identifies the records they wish to inspect. The principal
(or appropriate school official) will make arrangements for access and notify the parent
or eligible student of the time and place where the records may be inspected.

2. The right to request the amendment of the student’s education records that the parent
or eligible student believes are inaccurate, misleading, or in violation of the student’s
privacy rights under FERPA.

Parents or eligible students may who wish to ask the school district to amend a record

that-they-believe-isinaceurate-or-misteading—Fhey should write the school principal, (or

appropriate school official), clearly identifying the part of the education record they want

changed and specifying why it is-Hnaceurate-ermisteading should be changed.

If the district decides not to amend the education record as requested by the parent or
eligible student the district will notify the parent or eligible student of the decision and
advise them of their right to a hearing regarding the request for amendment. Additional
information regarding the hearing procedures will be provided to the parent or eligible
student when notified of the right to a hearing.

3. The right to consent to disclosures of personally identifiable information contained in the
student’s education records, except to the extent that FERPA authorizes disclosure
without consent.

One exception which permits disclosure without consent is disclosure to school officials
with legitimate educational interests. A school official is a person employed by the
district as an administrator, supervisor, instructor, or support staff member (including
health or medical staff and law enforcement unit personnel) or a person serving on the
school board:. A school official may also include a volunteer or contractor outside of the
school who performs an institutional service or function for which the school would
otherwise use its own employees and who is under the direct control of the school with
respect to the use and maintenance of personally identifiable information from education
records such as an attorney, audltor medical consultant or theraplst a-Persen-of




student serving on an official committee, such as a disciplinary or grievance committee
or student assistance team, or assisting another school official in performing their tasks.

A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill their professional responsibility.

Upon request, the district may disclose education records without consent to officials of
another school district in which a student seeks or intends to enroll is already enrolled if
the disclosure is for purposes of the student’s enrollment or transfer. The school district

will make a reasonable attempt to notify the parent or eligible student of the records
request.

5: 4. The right to file a complaint with the US Department of Education concerning alleged
failures by the district to comply with the requirements of FERPA. The name and address
of the office that administers FERPA is: Family Policy Compliance Office, US Department
of Education, 400 Maryland Avenue SW, Washington DC 20202-4605.

Adopted: 8/07
Reviewed: 4/11; 4/12; 7/13; 10/14
Revised: 8/17



m ADMINISTRATIVE REGULATIONS REGARDING

LINN-MAR

INTERNET ACCEPTABLE USE

Responsibility for Internet Acceptable Use:

1.

The authority for appropriate use of electronic Internet resources is delegated
to the licensed employees. For the purpose of this policy, Internet is defined as:
A collection of thousands of interconnected computer networks involving
miflions of computers and users around the world. It is a collaboration of
private, public, educational, governmental, and industrial sponsored networks
whose operators cooperate to maintain the network infrastructure.

Instruction in the proper use of the Internet will be available to employees who
will then provide similar instruction to their students.

3. Employees are expected to practice appropriate use of the Internet and

violations may result in discipline up to and including discharge.

Internet Access:

1.

Access to the Internet is available to teachers and students as a source of
information and a vehicle of communication.

Students will be able to access the Internet with the permission of their
teachers.

a. Making Internet access available to students carries with it the potential
that some students might encounter information that may not be
appropriate for students. On a global network it is impossible to control
all materials because information on the Internet appears, disappears,
and changes so it is not possible to predict or control what students may
locate.

b. Itis a goal to allow teachers and students access to the rich
opportunities on the Internet while we protect the rights of students and
parents/legal guardians who choose not to risk exposure to questionable
materials.

c. The smooth operation of the network relies on the proper conduct of the
end users who must adhere to strict guidelines which require efficient,
ethical, and legal utilization of network resources.

d. To reduce unnecessary system traffic, users may use real-time
conference features such as video/chat/Internet relay chat only as
approved by the supervising teacher.



e. Transmission of material, information, or software in violation of any
board policy or regulation is prohibited.

f. The district makes no guarantees as to the accuracy of information
received on the Internet.

Permission to Use Internet: Parents/guardians will grant annual permission for
their students to use the Internet using the prescribed form.

Student/Staff Use of the Internet:
1. Equal opportunity: The Internet is available to all students/staff within the
district. The amount of time available for each student may be limited by the
number of available terminals and the demands for each terminal.

2. Online etiquette:

a. The use of the network is a privilege and may be taken away for
violation of board policy or regulations. As a user of the Internet,
students/staff may be allowed access to other networks. Each network
may have its own set of policies and procedures. It is the user’s
responsibility to abide by the policies and procedures of these other
networks.

b. Student access for electronic mail will be through their student account
supervised by their teacher. Students should adhere to the following
guidelines:

e Respect all copyright and license agreements

o Cite all quotes, references, and sources

e Remain on the system long enough to get needed information

e Apply the same privacy, ethical, and educational considerations
utilized in other forms of communication

c. Students/staff should adhere to the following guidelines:
e Others may be able to read or access emails so private messages
should not be sent
¢ Delete unwanted messages immediately
¢ Use of objectionable language is prohibited
¢ Always sign messages
¢ Always acknowledge receipt of a document or file

3. Restricted materials: Students/staff will not intentionally access or download
any text file or picture or engage in any conference that includes material which
is obscene, libelous, indecent, vulgar, profane or lewd; advertises any product
or service not permitted to minors by law; constitutes insulting or fighting
words, the very expression of which injures or harasses others; or presents a
clear and present likelihood that, either because of its content or the manner of
distribution, it will cause a material and substantial disruption of the proper and



orderly operation and discipline of the school or school activities, will cause the
commission of unlawful acts, or the violation of lawful school regulations.

4. Unauthorized costs/damages: If a student/staff gains access to any service via
the Internet which has a cost involved, or if a student/staff incurs any other
types of costs due to physical damage, the student/staff aceessing incurring
such a service/repair will be responsible for the costs.

5. Students/staff should never download or install any unauthorized software.

Adopted: 7/03
Reviewed: 7/11
Revised: 9/12; 10/13; 2/15; 8/17



NEW

ummar Educational Services

‘Cosmnity Sehoo| District

Policy Title: Guidelines for Use of Professional Therapy Dogs
Code 604.2

Role and Purpose of Certified Assistance Dog Teams

Professional therapy dogs certified with their owners/handlers as Certified Assistance Dog
Teams provide emotional and physical support in educational settings. These highly trained
dogs model good behavior, tolerance, and acceptance. All Certified Assistance Dog Teams in
the Linn-Mar Community School District work to support and positively influence student
achievement.

Definition, Certification, and Approval for Use of Therapy Dogs

Professional therapy dogs are trained and tested to provide specific physical or therapeutic
functions under the direction and control of a qualified handler who works with the dog as a
team, and as part of the handler’s occupation or profession. A professional therapy dog has
been temperament tested by a trainer affiliated with an organization recognized as qualified to
perform temperament testing. Therapy dogs, along with their handlers, perform services in
institutional settings, community-based group settings, or with individuals who have disabilities.
Therapy dogs are not family pets that have been certified as pet therapy animals.

Refer to page 3. Pet Visitation Dogs.

Professional therapy dogs have passed a public access test administered by a trainer/evaluator
recognized by the Linn-Mar Community School District. Handlers and their dogs are
administered the public access test for re-evaluation during their first year of service. The public
access test may be administered by a trainer/evaluator recognized by the district. A-certificate

Professional therapy dogs are owned by a professional educator in the district who wishes to
use a therapy dog to augment their educational program. Professional therapy dogs may be
used in school settings on a regular basis once the following documentation is in place:

< Administrative Approval: Refer to Policy 604.2-E1
o Use of a therapy dog must be approved by the building administrator in which
the handler works. A letter stating administrator approval should be kept on file
in the building in which the handler works and a copy sent to the Executive
Director of Student Services.

% Vaccination, Health, and Grooming Requirements: Refer to Policy 604.2-E2
o The owner/handler must provide a record of annual vaccinations received by the
therapy dog and signed by a licensed veterinarian. These health records should


http://www.linnmar.k12.ia.us/

be kept on file in the building in which the handler works and a copy sent to the
Executive Director of Student Services.

The therapy dog should receive an annual Bordetella vaccination. Rabies and 5-
way Parvo/Distemper (DHPP) shall be administered every three years. Note:
therapy dogs less than one year of age, or receiving their rabies and parvo
vaccinations for the first time, shall receive a follow-up vaccine in one year with
administration every three years thereafter.

The therapy dog should receive an annual comprehensive wormer or fecal check.
The therapy dog should be checked for external parasite control.
Owners/handlers will administer preventative parasite (flea and tick) control and
heartworm medication year-round. Annual tests for heartworms is
recommended. Note: Frontline Plus is recommended due to its non-toxic nature
which is important in a school environment.

The therapy dog should be groomed and bathed regularly. For dogs in a working
environment, monthly to bi-monthly baths are recommended as is daily
brushing. Good judgment should be used based on the dog’s hair, skin, and
dander concerns. The owner/handler must also ensure proper health care
through regular brushing of the dog'’s teeth (several times weekly), nail trims as
needed, and weekly ear cleaning/checks.

«» Public Access Test Documentation:

O

A copy of the public access test certificate of completion should be kept on file in
the building in which the handler works and a copy sent to the Executive Director
of Student Services.

Certification verifying that both the handler and therapy dog passed the public
access test must be sent by the certifying institution directly to the Executive
Director of Student Services.

Records of advanced obedience, agility, or other trainings should be kept on file
in the building in which the handler works and a copy sent to the Executive
Director of Student Services.

« Review of Guidelines and Procedures:

O

Guidelines and procedures for the use of professional therapy dogs will be
reviewed annually with staff and students at the beginning of the academic year.
Guidelines and procedures for the use of professional therapy dogs will be
reviewed as needed throughout the year as determined by the building
administrator, handler, and Executive Director of Student Services.

% The privilege to bring the therapy dog into the school setting may be terminated should
the owner/handler or the dog behave in a way deemed unprofessional or unsafe.

% When a professional educator in the district uses a professional therapy dog according
to the above guidelines, the building in which the handler works and the professional
educator will be covered by the district’s general liability coverage.



Pet Visitation Dogs

A pet visitation dog is owned by a volunteer or student who /s not employed by the Linn-Mar
Community School District, but who has received registration and/or recognition for volunteer
pet visitation. 7hese dogs are not considered to be professional therapy dogs.

For a dog to be used on a volunteer basis these guidelines must be followed:
1. If the handler of the dog is an employee of the district, the handler and dog MUST BE
certified under the Professional Therapy Dog guidelines listed above.
2. The dog may be used no more than one visitation per week for a two-hour interval.
Should the dog be used more often, or for longer periods, the dog must pass all
requirements for Professional Therapy Dog status before it may be used in the schools.

The following documentation must be kept on file in the office of the Executive Director of
Student Services and in the building in which the pet visitation dog is used:

a. Current certification/registration from the therapy dog organization administering the
evaluation and testing.

b. Current veterinary records of worming schedules and annual vaccinations for five-way
Parvo/Distemper (DHPP) and Bordetella, as well as rabies vaccinations every three
years.

¢. Proof of insurance.

d. Letter of approval from the building administrator.

If you have questions about the therapy dog program please contact:

Executive Director of Student Services
2999 N 10t St, Marion IA 52302
319-447-3003

Adopted: 8/17
Reviewed:
Revised:



NEW

ummar Educational Services Code 604.2-E1

‘Cosmnity Sehoo| District

Checklist of Documentation Required For Use of Professional Therapy Dogs
Please Print

Name of Professional Dog Owner:

Name of Professional Dog Handler:

Name of Professional Therapy Dog:

Building in which therapy dog will work:

Administrative Approval:
A signed statement reflecting administrator approval for use of a professional therapy dog.

Health Records:
A copy of annual vaccinations and exams signed by a licensed veterinarian including a
photocopy of the rabies certificate. It is expected that all owners/handlers will use year-round
preventative medication for heartwormy/external parasites.
e Rabies, five-way Parvo/Distemper, and Bordetella vaccinations
e Comprehensive wormer or fecal check
e External parasite control (Frontline Plus is recommended)

Note: for dogs less than one year of age, or receiving their first Parvo/Distemper and rabies vaccination, follow-up
vaccines will take place in one year. For all other dogs, these vaccinations will take place every three years.

Public Access Test: Certificate verifying the owner/handler and dog have passed.

Current Certification Date:

Signature of Professional Dog Owner/Handler Date Signed
Signature of Building Administrator Date Signed
Signature of Executive Director of Student Services Date Signed

Adopted: 8/17
Reviewed:
Revised:


http://www.linnmar.k12.ia.us/

NEW
ummar EDUCATIONAL SERVICES Code 604.2-E2

‘Cosmnity Sehoo| District

Vital Information for Use of Professional Therapy Dogs

Please Print

Name of Professional Dog Owner:

Name of Professional Dog Handler:

Name of Professional Therapy Dog:

Building in which therapy dog will work:

Therapy Dog and Handler’s Certification Date:

Name of Certifying Organization:

Date for Re-certification:

Emergency Contact Names and Phone Numbers in Case of Issue with Therapy Dog:

Veterinarian Contact Information:

Name: Phone#:

Dates Regarding Therapy Dog’s Care:

Date of Birth: Age: Last Health Check

Annual Worm Check: Parvo/Distemper: Rabies:

Note: Five-way Parvo/Distemper (DHPP) and rabies vaccinations shall be updated every three years. Dogs less than
one year of age or receiving vaccinations for the first time shall receive a follow-up in one year with vaccinations
every three years thereafter. Verification that preventative parasite control (fleas and ticks) as well as heartworm
medication is given year-round.

Owner’s Signature Date Signed

Adopted: 8/17
Reviewed:
Revised:
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Auxiliary Services
LINN-MAR
Comty Bt Policy Title: Nutrition Services Program
Code: 702.1

The district will operate a school lunch and breakfast program in each attendance
center under the guidelines of the USDA. The Nutrition Services Program will include
breakfast and lunch through participation in the National School Lunch Program and the
School Breakfast Program. Students may bring their lunches from home and purchase
milk or juice and other incidental items.

Nutrition Services facilities are provided to serve students and all school personnel when
school is in session and during school-related activities. These facilities may also be
used by other groups deemed appropriate and acceptable by the superintendent, or
designee, and under the supervision of the Nutrition Services manager. If other groups
use school facilities and require the use of kitchen equipment, a Nutrition Services
employee must be present. The cost of providing the Nutrition Services employee shall
be reimbursed by the group. In addition, a maintenance rental fee may be required as
determined by Policy 1004.1 — Community Use of School Buildings, and the related
administrative regulations.

The Nutrition Services Program is operated on a nonprofit basis. The revenues of the
Nutrition Services Program will be used only for paying the regular operating costs of
the Nutrition Services Program. Supplies of the Nutrition Services Program shall only be
used for the Nutrition Services Program. The Board will set, and periodically review, the
prices for school lunches and breakfast. It shall be the responsibility of the
superintendent, or designee, to make a recommendation regarding the prices of school
lunch, breakfast, and milk. Prices will be determined per USDA regulations in
accordance with federal and state laws.

District tax funds may be used to provide necessary physical plant facilities, purchase
the equipment necessary for the establishment of Nutrition Services in new or existing
buildings, replace major items of equipment, and payment for labor over and above
revenue from sale of meals to students and adults.

The Nutrition Services Program shall be under the direction of a Nutrition Services
manager who will establish and maintain a central record system; prepare menus;
develop standards; initiate purchasing; recommend personnel for employment,
promotion, or dismissal; and conduct in-service training programs.

It shall be the responsibility of the Nutrition Services manager to administer the
program and to provide the superintendent and the Board of Education an annual
report on the functioning of the Nutrition Services Program.

Adopted: 6/70

Reviewed: 10/12; 11/13

Revised: 10/10; 9/11; 4/15; 4/16; 8/17

Related Policy (Code #): 1004.1; 710; 905

Legal Reference (Code of Iowa): 42 USC §§ 1751 et seq (2012); 7 CFR Pt 210 et seq (2012); 283A; 281 IAC 58



Auxiliary Services

Policy Title: Meal Charges
Code: 702.1-R

In order to maintain financial stability and equality of all lunch-paying students
amidst a fast growing school district, policies regarding lunch accounts have been
adopted. The State of Iowa Bureau of Nutrition and Health Services recommends
that negative balances should not be acceptable.

Elementary Students:

Elementary students will be provided a meal;

Balance reminders will be provided to students when their account is less than
$7.50;

Hand stamps will be used at the elementary level to remind parents/guardians
when the meal account balance is low; parents/guardians may request no
hand stamp;

Families will receive email communications when the account balance is low.

Middle School Students:

Students may charge any combination of meals up to a value of $15.00;

No snacks or a la carte items may be charged; with the exception of milk;
When the charge limit is reached, a substitute sandwich; such as peanut
butter or cheese, will be served until charges are paid in full;

Allergies will be taken into consideration;

Students will be notified of their balance verbally at the cash register when
the balance falls below $7.00;

Families will receive email communications when the account balance is low.

High School Students:

No charges are allowed;

Students must present their ID card to the cashier in order to make a
purchase;

Students will be notified of their balance verbally at the cash register when
the balance falls below $7.00;

Families will receive email communications when the account balance is low.

Adults:

No charges are allowed;

Adults will be notified of their balance verbally at the cash register when the
balance falls below $9.00;

Adults will receive email communications when the account balance is low.

Adopted: 4/18/16
Related Policy (Code #): 702.1
Reviewed: 8/17



Auxiliary Services
LINN-MAR

Policy Title: Eligibility for Free or Reduced Cost Meals
Code: 702.4

Students enrolled and attending school in the district who are unable to afford the cost,
or a portion of the cost, of the school breakfast or lunch will be provided the Nutrition
Services Program at no cost, or at a reduced cost, according to the guidelines
established by the USDA.

It shall be the responsibility of the Nutrition Services manager to determine if a student
qualifies for free or reduced cost Nutrition Services. Students whom the principal
believes are improperly nourished will not be denied Nutrition Services simply because
the paperwork has not been completed.

Employees, students, and others will be required to deposit funds into a meal account
to cover meals consumed.

It shall be the responsibility of the superintendent, or designee, to develop
administrative regulations for implementing this policy.

Adopted: 6/70

Reviewed: 9/11; 10/12; 11/13; 4/15

Revised: 10/10; 8/17

Related Policy (Code #): 701; 702.1

Legal Reference (Code of Iowa): 42 USC §§ 1751 et seq (2012); 7 CFR PT 210 et seq (2012); 283A; 281 IAC 58



E Administrative Regulations Regarding
LINNMAR  Free and Reduced Price Meals

Community School District

Code: 702.4-R

The Linn-Mar Community School District agrees to participate in the National School
Breakfast/Lunch Program, to receive commodities donated by the USDA, and accepts
responsibility for providing either free or reduced price meals to eligible children in the schools
under its jurisdiction.

The School Food Authority assures the Child Nutrition Programs Division that the school system
will uniformly implement the following policy to determine the children’s eligibility for free and
reduced price meals in all National School Breakfast/Lunch Program schools under its
jurisdiction. In fulfilling its responsibilities, the School Nutrition Authority:

A.

Agrees to serve meals free to children from families whose income is at or below that
qualifying them for free meals.

Agrees to serve meals at a maximum reduced price at or below the maximum amount
allowed by regulations to children from families whose income is at or below that
qualifying them for reduced price meals.

Agrees to provide these benefits to foster children and to children from families who are
experiencing strikes, layoffs, and unemployment which cause the family’s income to fall
within qualifying limits.

Agrees that there will be no physical segregation of, nor any other discrimination
against, any child because of inability to pay the full price of meals. The names of the
children eligible to receive either free or reduced price meals will not be published,
posted, or announced in any manner and there will not be overt identification of any
such children by use of special tokens, tickets, or any other means. Further assurance is
given that children eligible for either free or reduced price meals shall not be required
to:

Work for meals

Use a separate lunchroom

Go through a separate serving line

Enter the lunchroom through a separate entrance

Eat meals at a different time

Eat meals different from those sold to children paying full price

O O O O O O

Agrees that in the operation of child nutrition programs no child will be discriminated
against because of age, race, creed, gender, national origin, religion, sexual orientation,
disability, ethnicity, gender identity, or physical appearance.

Agrees to establish and use a fair hearing procedure for parental appeals of the school’s
decisions on applications and for school officials’ challenges to the correctness of
information contained in an application or to the continued eligibility of any child for
either free or reduced price meals. During the appeal and hearing process, the child will
continue to receive free or reduced price meals. A record of all appeals and challenges
and their dispositions will be retained for three years.



Prior to initiating the hearing procedure, the parent or school official may request a
conference to provide an opportunity to discuss the situation, present information, and
obtain an explanation of data submitted in the application and decisions rendered. Such
a conference will not in any way prejudice or diminish the right to a fair hearing. The
hearing procedure will provide the following:

o A publicly announced, simple method for making an oral or written request for a
hearing.

o An opportunity to be assisted or represented by an attorney or other person.

o An opportunity to examine, prior to and during the hearing, the documents and
records presented to support the decision under appeal.

o Reasonable promptness and convenience in scheduling a hearing and adequate
notice as to the time and place of the hearing.

o An opportunity to present oral or documentary evidence and arguments
supporting its position without undue influence.

o An opportunity to question or refute any testimony, or other evidence, and to
confront and cross examine any adverse witnesses.

o The hearing be conducted and the decision made by a hearing official who did
not participate in the decision under appeal or in any previous conference.

o The parties concerned, and any designated representative thereof, be notified in
writing of the decision of the hearing official.

o For each hearing a written record be prepared; including the decision under
appeal, any documentary evidence and summary of any oral testimony
presented at the hearing, the decision of the hearing official and reasons
therefore, and a copy of the notification to the parties concerned of the hearing
official’s decision.

o Such written record be preserved for a period of three years and be available for
examination by the parties concerned, or their representatives, at any reasonable
time and place during such period.

G. Agrees to designate the Manager of Nutrition Services* for the Linn-Mar Community
School District (2999 N 10% St, Marion, IA 52302) as the determining official who will
review applications and make determinations of eligibility. The official will use the
criteria outlined in this policy to determine which individual children are eligible for either
free or reduced price meals.

H. Agrees to develop and send to each child’s parent/guardian a letter as outlined herein,
including an application for either free or reduced price meals, at the beginning of each
school year and whenever there is a change in eligibility criteria.

On an annual basis, parents will need to complete the application and return it to the
determining official (Nutrition Services Manager) for review. Such applications and
documentation of action taken will be maintained for three years after the end of the
fiscal year to which they pertain.

Applications may be filed at any time during the year. Any parent enrolling a child in a
school for the first time at any time during the year will be supplied with such
documents. If a child transfers from one school to another under the jurisdiction of the
same School Food Authority, eligibility for either free or reduced price meals will be
transferred to, and honored by, the receiving school. All children from a family will
receive the same benefits. Within 10 working days of receipt of applications,
parents/guardians will be notified individually, in writing, of the acceptance or denial of

2



their applications. Children will be served meals immediately upon the establishment of
their eligibility.

When an application is rejected, parents/guardians will be informed of the reason for
denial and of the hearing procedure. The designated hearing official is the
Superintendent of Schools* (2999 N 10 St, Marion, IA 52302).

Agrees to submit to the news media, local employment offices, and major employers
contemplating or experiencing large layoffs the public release, which is attached.

Agrees to collect racial and ethnic data on all applicants for free and reduced price
benefits and keep this information on file for the processed applications.

*Must be different people

The following attachments are adopted with and considered part of the preceding policies.
Should the School Food Authority wish to develop its own format for any of these attachments,
it must be certain that all essential elements are retained and all meanings remain obvious and
correctly presented in any such modifications.

O O O O O O

Attachment A: Income guidelines for free and reduced price meals
Attachment B: Sample letter to parents/guardians

Attachment C: Application form

Attachment D: Sample notification form

Attachment E: Public release

Attachment F: Collection procedures

Attachments A through F are reviewed annually by the Chief Financial Officer of the Linn-Mar
Community School District (2999 N 10t St, Marion, IA 52302).

Attachments A, B, and C are published annually in the district’s back to school booklet.

Adopted: 6/70
Reviewed: 9/11; 10/12; 4/15; 8/17
Revised: 10/10; 11/13; 4/16



LINN-MAR

Community School District

Administrative Regulations Regarding
District Credit Card Use
Code: 803.3-R

The Linn-Mar Community School District feels that credit cards can help aid our
administration take care of school business in an efficient manner. With that in mind,
the credit card purchase will only be allowed for certain purchases. These purchases
include the following:

1.

Hotel/Motel Expenses: Employees are expected to use the most cost
effective lodging option when traveling. Additional costs incurred above the
cost of the room, not related to business, are the responsibility of the
employee.

Travel:

a. Employees are expected to use the most cost effective airfare when
traveling to a destination with a distance exceeding 350 miles. Only
coach-class tickets are allowed.

b. Vehicle parking charges.

Meals:
a. Are allowed in an amount not to exceed $40.00 per person, per day.
b. Gratuities are allowed up to 15 20%; those above 15 20% will require
reimbursement from the employee to the district.
c. Reimbursement for alcoholic beverages is not permitted.

Registrations: Conference registrations are allowed to be charged to the
district credit card as long as the conference has been approved.

Internet Purchases: Credit card purchase of materials on the Internet are
allowed with prior approval of the district or site administrator.

Other Purchases: Other purchases will be allowed with prior approval of the
site administrator for purchase up to $1,000. Purchases in excess of $1,000
will need approval of the chief financial officer or business manager and
superintendent.

All employees who use the district credit card will turn in itemized receipts. Any charges
made without verifiable receipts will require the employee to reimburse the district for
the charges.

It is also a requirement of the employee to present a copy of the district’s tax exempt
certificate with all purchases to ensure that sales tax is not charged. Failure to do so
could require the employee to reimburse the district the sale tax charge.

Adopted: 3/05
Reviewed: 7/10; 5/15
Revised: 10/12; 12/13; 8/17
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