
Policy Series 100 – School District 

Anti-Bullying and Anti-Harassment 

Policy 103.1 Anti-Bullying and Anti-Harassment 

The Linn-Mar Community School District is committed to providing all students, employees, 

and volunteers with a safe and civil school environment in which all members of the school 

community are treated with dignity and respect. Bullying and/or harassing behavior can 

seriously disrupt the ability of school employees and volunteers to maintain a safe and civil 

environment, and the ability of students to learn and succeed.   

Bullying and/or harassment of students, employees, and volunteers is against federal, state, 

and local policy and are not tolerated by the school board.  

Accordingly, school employees, volunteers, and students shall not engage in bullying or 

harassing behavior while on school property, while on school-owned or school-operated 

vehicles, while attending or participating in school-sponsored or sanctioned activities, and 

while away from school grounds if the conduct materially interferes with the orderly 

operation of the educational environment or is likely to do so. 

The school board also requires all persons, agencies, vendors, contractors, and other persons 

and organizations doing business with or performing services for the school district to 

subscribe to all applicable federal, state, and local laws, executive orders, rules, and 

regulations pertaining to bullying/harassment, compliance, and equal opportunity.  

To that end, the school board has policies, procedures, and practices in place that are 

designed to reduce and eliminate bullying and harassment, as well as processes and 

procedures to deal with incidents of bullying and harassment. The superintendent [or 

designee] is responsible for implementation of this policy and all accompanying procedures. 

Complaints will be investigated within a reasonable time frame. Within 24 hours of receiving 

a report that a student may have been the victim of conduct that constitutes bullying 

and/or harassment, the district will notify the parent or guardian of the student. [Refer to 

Policy 103.1-R – Administrative Regulations Regarding Anti-Bullying/Anti-Harassment 

Investigation Procedures.]  

If as a result of viewing surveillance system data or based on a report from a school district 

employee, the district determines that a student has suffered bullying and/or harassment by 

another student enrolled in the district; a parent or guardian of the student may enroll the 

student in another attendance center within the district that offers classes at the student’s 

grade level, subject to the requirements and limitations established in Iowa law related to this 

topic. 
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A school employee, volunteer, student, or a student’s parent/guardian who promptly, 

reasonably, and in good faith reports an incident of bullying or harassment, in compliance 

with the procedures in the regulation (Policy 103.1-R), to the appropriate school official 

designated by the district, shall be immune from civil or criminal liability relating to such 

report and to participation in any administrative or judicial proceeding resulting from or 

relating to the report. 

 

Retaliation Prohibited 

Individuals who knowingly file false bullying or harassment complaints and any person who 

gives false statements in an investigation may be subject to discipline by appropriate 

measures. 

 

Any student found to have violated or retaliated in violation of this policy shall be subject to 

measures up to, and including, suspension and expulsion. Any school employee found to 

have violated or retaliated in violation of this policy shall be subject to measures up to, and 

including, termination of employment. Any school volunteer found to have violated or 

retaliated in violation of this policy shall be subject to measures up to, and including, removal 

from service and exclusion from school grounds. 

 

Definitions 

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

 

• “Electronic” means any communication involving the transmission of information by 

wire, radio, optic cable, electromagnetic, or other similar means. “Electronic” includes 

but is not limited to communication via electronic mail, internet-based 

communications, pager services, cell phones, and electronic text messaging or similar 

technologies. 

• “Harassment” and “bullying” mean any repeated or potentially repeated electronic, 

written, verbal, or physical act or other ongoing conduct toward an individual based 

on any trait or characteristic of the individual which creates an objectively hostile 

school environment that meets one or more of the following conditions: 

a. Places the individual in reasonable fear of harm to the individual’s person or 

property; 

b. Has a substantial detrimental effect on the individual’s physical or mental 

health; 

c. Has the effect of substantially interfering with the individual’s academic or 

career performance; or 

d. Has the effect of substantially interfering with the individual’s ability to 

participate in or benefit from the services, activities, or privileges provided by a 

school. 

• “Sexual Harassment” means unwelcome sexual advances; requests for sexual favors; 

or verbal, non-verbal, or physical conduct of a sexual nature may constitute sexual 

harassment where: 

a. Submission to such conduct is made either explicitly or implicitly as a term or 

condition of a person’s employment or educational development; 



b. Submission to or rejection of such conduct by an individual is used as the basis 

for employment or educational decisions affecting such individual; or 

c. Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work or educational performance or creating an intimidating, 

hostile, or offensive working or educational environment. 

• “Trait or characteristic of the individual” includes but is not limited to age, color creed, 

national origin, race, religion, marital status, sex, sexual orientation, gender identity, 

physical attributes, genetic information, physical or mental ability or disability, 

ancestry, political party preference, political belief, military status, socioeconomic 

status, pregnancy, or familial status. 

• Volunteers” means any individuals who have regular, significant contact with students. 

 

Publication of Policy 

The school board will publish this policy on an annual basis. The policy may be publicized by 

the following means: 

o Inclusion in the student handbook 

o Inclusion in the employee handbook 

o Inclusion in the registration materials 

o Inclusion on the school or district website 

o Inclusion on student and employee display boards 

o Inclusion in volunteer registration materials and information 
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Policy Series 100 – School District 

Anti-Bullying and Anti-Harassment 

 

 

Policy 103.1-R Administrative Regulations Regarding Anti-Bullying and  

Anti-Harassment Investigation Procedures  

 

 

Individuals who feel that they have been bullied or harassed should: 

1. If the individual is comfortable doing so, communicate to the bully/harasser that the 

individual expects the behavior to stop. If the individual wants assistance communicating 

with the bully/harasser, the individual should ask a teacher, counselor, or principal for help. 

 

2. If the harassment does not stop or the individual does not feel comfortable confronting 

the bully/harasser, the individual should: 

a. Tell a teacher, counselor, or principal;  

b. Write down exactly what happened, keep a copy, and give another copy to the 

teacher, counselor, or principal including the following information: 

• What, when, and where the incident occurred; 

• Who was involved in the incident;  

• Exactly what was said or what the bully/harasser did; 

• Names of witnesses to the harassment; 

• What the victim said or did either at the time or later; 

• How the victim felt; 

• How the bully/harasser responded; and 

• Any additional information deemed pertinent. 

 

FILING A COMPLAINT 

An individual who believes they have been bullied or harassed may file a complaint with the 

district’s equity coordinators (hereinafter “investigators”) who will investigate the complaint. 

(Refer to Policy 103.1-E1) If the complainant is a school employee, after filing the complaint 

with the investigators, the employee may separately notify the parent or guardian of the 

student alleged to have been harassed or bullied. 

 

Equity Coordinator/Title IX Coordinator/Affirmative Action Coordinator: 

Karla Christian, Chief Officer of Human Resources 

Phone: 319-447-3036 / kchristian@Linnmar.k12.ia.us 

 

Equity Coordinator: 

Nathan Wear, Associate Superintendent 

Phone: 319-447-3028 / Nathan.wear@Linnmar.k12.ia.us 

 

Equity Coordinator: 

Bob Read, Associate Superintendent 

Phone: 319-447-3028 / bread@Linnmar.k12.ia.us 

 

Address: 2999 N 10th Street, Marion, IA 52302 

Fax: 319-377-9252 

https://policy.linnmar.k12.ia.us/policy/1041e-1-anti-bullyingharassment-compliant-form


An alternate investigator will be designated in the event it is claimed that the district’s equity 

coordinator(s) committed the alleged bullying or harassment, or some other conflict of 

interest exists.  

 

Complaints shall be filed within 180 days of the event giving rise to the complaint or from the 

date the complainant could reasonably become aware of such occurrence. The 

complainant will state the nature of the complaint and the remedy requested. The 

complainant shall receive assistance as needed. 

 

INVESTIGATION 

The school district will promptly and reasonably investigate allegations of bullying or 

harassment upon receipt of a written complaint. The equity coordinators (hereinafter 

“investigators”) will be responsible for handling all complaints alleging bullying or harassment 

or appoint a qualified person to undertake the investigation. The investigators, along with the 

building principal, have the authority to initiate an investigation in the absence of a written 

complaint. (Refer to Policy 103.1-E2) 

 

The investigation may include, but is not limited to the following: 

1. Interviews with the complainant and the individual named in the complaint 

(“respondent”); 

2. A request for the complainant to provide a written statement regarding the nature 

of the complaint; 

3. A request for the respondent to provide a written statement; 

4. Interviews with witnesses identified during the course of the investigation; 

5. A request for witnesses identified during the course of the investigation to provide a 

written statement; and 

6. Review and collection of documentation or information deemed relevant to the 

investigation. 

 

The investigator shall consider the totality of circumstances presented in determining 

whether conduct objectively constitutes bullying or harassment as defined in board policy. 

Upon completion of the investigation, the investigator shall issue a report with respect to the 

findings and provide a copy of the report to the appropriate building principal, or to the 

superintendent if the investigation involved the building principal. 

 

Following receipt of the Investigator’s report the building principal may investigate further, if 

deemed necessary, and make a determination of any appropriate additional steps, which 

may include discipline. Prior to the determination of the appropriate remedial action the 

building principal may, at their discretion, interview the complainant and the respondent. At 

the conclusion of the additional investigation, the building principal will file a written report 

closing the case and documenting any disciplinary action taken or any other action taken in 

response to the complaint. The complainant, the respondent, and the investigator shall 

receive notice as to the conclusion of the building principal’s additional investigation. The 

building principal will maintain a log of information necessary to comply with Iowa 

Department of Education reporting procedures. 

 

The complaint and identity of the complainant, the respondent, or witnesses shall only be 

disclosed as reasonably necessary in connection with the investigation or as required by law 

https://policy.linnmar.k12.ia.us/policy/1041e-2-witness-disclosure-form


or policy. Similarly, evidence uncovered in the investigation shall be kept confidential to the 

extent reasonably possible. 

 

DECISION 

The investigators, building principal, or superintendent, depending on the individuals 

involved, shall inform the complainant and the accused about the outcome of the 

investigation. (Refer to Policy 103.1-E3) 

 

If, after an investigation, a student is found to be in violation of policy, the student shall be 

disciplined by appropriate measures, which may include suspension and expulsion. If after 

an investigation a school employee is found to be in violation of policy, the employee shall 

be disciplined by appropriate measures, which may include termination. If after an 

investigation a school volunteer is found to be in violation of this policy, the volunteer shall be 

subject to appropriate measures, which may include removal from service and exclusion 

from school grounds.  

 

Individuals who knowingly file false bullying and/or harassment complaints and any person 

who gives false statements in an investigation may be subject to discipline by appropriate 

measures, as shall any person who is found to have retaliated against another in violation of 

this policy. Any student found to have retaliated in violation of this policy shall be subject to 

measures up to, and including, suspension and expulsion. Any school employee found to 

have retaliated in violation of this policy shall be subject to measures up to, and including, 

termination of employment. Any school volunteer found to have retaliated in violation of this 

policy shall be subject to measures up to, and including, removal of service and exclusion 

from school grounds. 

 

Reports of false complaints, false statements, or retaliation should be submitted to the 

district’s equity coordinators. 

 

It is the responsibility of the superintendent, in conjunction with the equity coordinators and 

building principals, to develop district procedures regarding anti-bullying/harassment. The 

superintendent [or designee] will also be responsible for organizing training programs for 

students, school employees, and volunteers regarding how to recognize bullying and 

harassing behavior and what do to if this behavior is witnessed. 

 

The superintendent [or designee] is responsible for developing a process for evaluating the 

effectiveness of policy in reducing bullying and harassment and will report on the progress of 

reducing bullying and harassment to the school board. 
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Policy Series 200 – Board of Directors 

Meetings of the Board  

 

Policy 204.1 Meetings of the School Board 

 

The regular meeting time and dates will be set by the board at the organizational meeting in 

odd-numbered years or at the annual meeting in even-numbered years. 

Board meetings are normally scheduled for the second and fourth Mondays of the month 

when the school calendar allows. The board will adhere to the established meeting dates 

unless the additional meetings are required or, due to circumstances beyond the board’s 

control, the meetings cannot be held on the regular meeting dates and the meetings will 

then be rescheduled in accordance with law and policy. Public notice of the meetings will 

be given, and board meeting dates and times will be posted on the district website upon 

board approval. 

Meetings of the board are conducted for the purpose of carrying out the business of the 

school district. Only board members have the authority to make and second motions and 

vote on issues before the board. The board may establish rules for its own governance and 

determine the procedures that will be followed during board meetings. Meetings may be 

closed to the public to allow the board to discuss a specific topic as defined by law (Policy 

204.3 – Closed Sessions). 

Public notice will be given for meetings and work sessions held by the board. Public notice 

will indicate the time, place, date, and tentative agenda of board meetings. The public 

notice will be posted on public display on an exterior facing door/window so that the 

community members may see the agenda when the building is physically closed at the 

Learning Resource Center (2999 N 10th St, Marion) at least three days before it is scheduled 

but, at the minimum, 24-hour notice needs to be given. A copy of the public notice, either 

electronic or print, will be provided to those who have filed a request for notice with the 

board secretary. A copy of the public notice will also be accessible electronically. 

In the case of special meetings, public notice will be given in the same manner as for a 

regular meeting unless it is an emergency meeting. In that case, public notice of the 

meeting will be given as soon as practical and possible in light of the situation. The media 

and others who have requested notice will be notified of the emergency meeting 

electronically. Attendance at a special meeting or emergency meeting by the media or 

board members will constitute a waiver of notice. 

It is the responsibility of the board secretary [or designee] to give public notice of board 

meetings and work sessions. The district’s website is used to inform the public of future 

meetings and agendas. 
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Policy Series 200 – Board of Directors 

Meetings of the Board 

 

Policy 204.9 Public Participation in Board Meetings 

 

The board encourages public attendance and participation in its public meetings. The 

board has a significant interest in maintaining the decorum of its meetings and it is expected 

that members of the public and the board will address each other with civility.  

In assuring the public is heard and board meetings are conducted efficiently and in an 

organized manner, the board has established a specific agenda item, Audience 

Communications, for the purpose of providing the public an opportunity to express their 

points of view on items related to school business. Audience communications will be taken 

under consideration and a response, if appropriate, may be issued at another time. Board 

members will not respond to or act on audience communications during the public meeting. 

Audience communications are limited to regular board meetings and will not be routinely 

offered during special meetings. 

Audience Communications 

Audience communications are subject to the following regulations: 

1. Time Limit: Speakers will limit their comments to three minutes unless the time limit is 

waived by the board president, or a majority of the board members present. When 

there are a large number of speakers to be heard, the board may shorten the allotted 

time. 

  

2. Addressing the Board: The speaker will sign in upon arrival including their name, 

relationship to the district (ex: parent, resident, etc.), and topic of communication. The 

board president will then use the sign-in sheet to call each speaker to the podium in 

order of sign in. The speaker is asked to stand at the podium, state their name, and 

identify their relationship to the district. Only individuals recognized by the presiding 

officer will be allowed to speak and any comments by others are deemed out of 

order. All comments should be shared in a respectful manner. The district will not be 

responsible for any defamatory or potentially defamatory statements which may be 

made. Individuals who have a complaint about employees may bring their complaint 

to the board only after they have followed Policy 1003.3 Complaints about School 

Personnel.  

  

3. Receipt of Speaker Comments: Comments will be received by the board and, if 

appropriate or for clarification purposes, the board president or superintendent may 

seek additional information from the speaker. The board, at its discretion, may choose 

to place the speaker’s topic on a future agenda or delegate any action to the 

appropriate administrator. 

  

4. Conduct and Remarks Deemed Out of Order: Undue interruption or other interference 

with the orderly conduct of board business will not be allowed. Defamatory or abusive 

remarks are always deemed out of order. The board president or presiding officer may 

http://policy.linnmar.k12.ia.us/policy/10033-complaints-about-school-personnel
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terminate the speaker’s comments if, after being called to order, they persist with 

improper conduct or remarks. If deemed disruptive, the individual(s) causing the 

disruption will be asked to leave the meeting. 

  

5. Special Procedures: The board reserves the right to establish special procedures to 

deal with extraordinary issues or circumstances. If the decision is made not to include 

audience communications during a particular meeting, it will be noted on the board 

agenda which is posted at least 24 hours before the scheduled board meeting. 

Petitions to Place a Topic on the Agenda 

Per Iowa House File 868, Section 31, 279.8B entitled, Petition-School Board Meeting Agenda: 

“Upon receipt of a petition by eligible electors of a school district equal in number to at least 

10 percent or the persons who voted in the last preceding election of school officials [per 

section 277.1] or 500 eligible electors, whichever is less, the board of directors of the school 

district shall place the proposal specified in the petition on the agenda of the next regular 

meeting of the school board or on the agenda of a special meeting held within 30 days of 

receipt of the valid petition filed in accordance with this subsection.” 

 

Individuals who wish for an item to be placed on the board agenda may submit a valid 

petition to the board. For a petition to be valid, it must be signed by at least 500 eligible 

electors of the district, or 10% of the individuals who voted in the last school election, 

whichever number is lower. 

 

Upon receiving a valid petition to the board to place a proposal on the next board agenda 

for public hearing, the board will place the proposal identified in the petition on the agenda 

of the next regular meeting, or a special meeting held within 30 days of receipt of the 

petition. During the public hearing, The board will provide a sign-up sheet for all individuals 

who wish to speak on the proposal and individuals will be called to speak in order of sign-up. 

The sign-up sheet will require each individual to list their legal name and mailing address. 

Each speaker will be limited to an amount of time established by the board that is 

reasonable and necessary based on the number of speakers who have signed up. The same 

time limit will apply to all speakers on the proposal and each individual will be limited to one 

opportunity to speak. The board maintains absolute discretion on whether or not to discuss or 

act on the public comments made on the proposal. If a petition is related to curriculum, the 

district maintains discretion to determine whether to stop teaching the curriculum until the 

board holds the public hearing to discuss the petition. 

 

For additional information on the development of school board agendas, refer to 

LMCSD Policy 204.7 Board Meeting Agenda. 
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Policy Series 400 – Staff/Personnel 

Licensed Personnel 

Policy 401.5 Licensed Personnel Professional Development 

To advance student achievement, the school board encourages staff learning and professional 

development as part of a professional learning community. Therefore, the school board expects 

licensed personnel to participate in staff development and professional growth activities to maintain, 

develop, and extend their skills. 

Staff development activities include workshops or courses in which the focus of the learning aligns 

with the educational goals of the district’s Strategic Plan, comprehensive school improvement goals, 

building improvement goals, and instructional goals of the district. Staff development activities which 

occur during contract time are not eligible for advancement on the salary schedule. 

Professional growth activities are structured learning workshops or courses that advance the skills, 

knowledge, or practice of the employee in which participation is solely the employee’s choice. 

Professional growth attained through coursework may lead to an advanced degree. Professional 

growth workshops or courses eligible for salary advancement must occur outside the contract day. 

If the employee is compensated by the district for expenses [including tuition or registration] related 

to participation in a staff development or professional growth workshop or course, that workshop or 

course is not eligible for advancement on the salary schedule. 

For all professional development programs the district requires employees to take, the district will 

provide to the employee notice indicating the section of the law or rules adopted by the State Board 

of Education or Board of Educational Examiners that the district determines requires the employee to 

participate in the professional development program. 

Requests for attendance or participation in staff development or professional growth workshops or 

courses during the contract day, other than those programs sponsored by the district, will be made 

to the superintendent [or designee] in writing. Approval by the superintendent [or designee] must be 

obtained prior to attendance in the selected workshop or course. 

The superintendent [or designee] will have the discretion to allow or disallow the licensed personnel 

to attend or participate in the requested event. When making this determination, the superintendent 

[or designee] will consider the value of the program for the licensed employee and the district; the 

effect of the licensed employee's absence on the education program, district operations, and the 

district's budget; as well as other factors deemed relevant in the judgment of the superintendent [or 

designee]. 
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Policy Series 400 – Staff/Personnel 

Licensed Personnel 

Policy 401.15 Child Abuse Reporting by Licensed Personnel 

For compliance with state law and to provide protection to victims of child abuse, the Linn-

Mar Board of Directors believes incidents of alleged child abuse should be reported 

to proper authorities. All licensed school employees, nurses, teachers, coaches, and 

paraeducators, and all school employees 18 years of age or older are mandatory reporters 

as provided by law and are to report alleged incidents of child abuse, they become aware 

of within the scope of their professional duties. 

When a mandatory reporter suspects a student is the victim of child abuse, the mandatory 

reporter will make an oral report of the suspected child abuse to the Iowa Department of 

Human Services within 24 hours of becoming aware of the abusive incident and will make a 

written report to the Iowa Department of Human Services within 48 hours following the oral 

report. If the mandatory reporter believes the child is in immediate danger, the local law 

enforcement agency will also be notified. 

Within six months of their initial employment, mandatory reporters will take a two-hour 

training course involving the identification and reporting of child abuse or submit evidence 

they’ve taken the course within the previous three years. Once the training course has been 

taken, the certificate will remain valid for three years. Employees who have taken the two-

hour training course will take the one-hour follow up training course every three years and 

prior to the expiration of their certificate. 

The superintendent is responsible for drafting administrative regulations to implement this 

policy. 
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Policy Series 400 – Staff/Personnel 

All Employees 

Policy 403.16-R Administrative Regulations Regarding Employee Records 

Content of Employee Personnel Records: 

1. Employee personnel records may contain the following information:

a. Personal information including but not limited to name, address, telephone

number, emergency numbers, birth date, and spouse

b. Individual employment contract

c. Evaluations

d. Application, resume, and references

e. Salary information

f. Copy of the employee’s license or certificate, if needed for the position

g. Educational transcripts

h. Assignment

i. Records of disciplinary matters

2. Employee health and medical records are kept in a file separate from the employee’s

personnel records. Health and medical records may contain, but are not limited to:

a. Medical professional signed physical form

b. Sick or long-term disability leave days

c. Worker’s compensation claims

d. Reasonable accommodation made by the district to accommodate

employee’s disability

e. Employee’s medical history

f. Employee’s emergency contact names and numbers

g. Family and medical leave request forms

3. The following are considered public personnel records available for inspection:

a. The name and compensation of the individual, including any written agreement

establishing compensation or any other terms of employment, except for that

information that is otherwise protected. “Compensation” includes the value of benefits

conferred including, but not limited to, casualty, disability, life or health insurance, other

health or wellness benefits, vacation, holiday and sick leave, severance payments,

retirement benefits and deferred compensation;

b. The dates the individual was employed by the government body;

c. The positions the individual holds or has held with the government body;

d. The educational institutions attended by the individual, including any diplomas and

degrees earned, and the names of the individual’s previous employers, positions

previously held, and dates of previous employment;

e. The fact that the individual resigned in lieu of termination, was discharged, or was

demoted as a result of a disciplinary action, and the documented reasons and

rationale for the resignation in lieu of termination, the discharge, or the demotion.

“Demoted” or “demotion” means a change of an employee from a position in a given

classification to a position in a classification having a lower pay grade; and



f. Personal information in confidential personnel records of government bodies relating to

student employees shall only be released pursuant to the Family Educational Privacy

Rights Act (FERPA).

Content of Applicant File Records: Records on applicants for positions with the district are 

maintained in the Human Resources department. The records will include but not be limited 

to: 

• Application for employment

• Resume

• References

• Evidence of appropriate license or certificate, if necessary, for the position for

which the individual applied

• Affirmative action form, if submitted

Record Access: Only authorized school officials will have access to an employee’s records 

without the written consent of the employee. Authorized school officials may include but not 

be limited to the superintendent, building principal, or board secretary. In the case of a 

medical emergency the school nurse or other first aid or safety personnel may have access 

to the employee’s health or medical file without the consent of the employee. Board 

members will generally only have access to an employee’s personnel file without the 

consent of the employee when necessary for conducting board business. 

Employee Record Retention: All employee records except payroll and salary records are 

maintained for a minimum of one year after termination of employment with the district. 

Applicant records are maintained for a minimum of one year after the position was filled. 

Payroll and salary records are maintained for a minimum of three years after payment. 
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Policy Series 400 – Staff/Personnel 

All Employees 

Policy 403.22 Staff Required Professional Development for Employees 

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 Linn-Mar Board of Directors recognizes that appropriate training and professional 

development of all employees is crucial to the success of all students. The district will provide 

professional development opportunities appropriate to the duties of school employees. 

The board, superintendent, administrators, and managers expect all employees to 

participate in a staff professional 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 professional 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; and

• Evaluation of the results to the Board of Directors.

The board is committed to the development of a comprehensive staff professional 

development program that ultimately improves employee performance and student 

achievement levels.  

For all professional development programs the district requires employees to take, the district 

will provide to the employees notice indicating the section of law, or rules adopted by the 

State Board of Education or Board of Educational Examiners that the district determines 

requires the employee to participate in the professional development program.  
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Student Attendance 

Policy 501.6 Non-Resident Students 

Students who are eligible to attend an Iowa public school but who are not legal residents of 

the district may be admitted into the district at the discretion of the superintendent upon 

application and payment of tuition. The tuition rate is the current per-pupil cost of the school 

district as computed by the board secretary and as authorized by the Iowa Department of 

Education. 

Resident students whose families move from the district after the start of the semester and 

who wish to complete the semester in the their former resident district may will be permitted 

to attend without the payment of tuition at the discretion of the superintendent and 

approval of the board. Students who plan to open enroll to the their former non-resident 

district for the next school year may complete the school year without approval of the 

superintendent or board do so without approval of the board. These students, other than 

students in grades 11 and 12, must have the recommendation of the building principal. 

Students in grades 11 and 12 who are no longer residents of the district but were residents in 

the preceding school year, may continue to attend school until they graduate without the 

payment of tuition. These students may be required to identify an adult who resides in the 

district for the purposes of administration. 

Non-resident students who are eligible to attend an Iowa public school and who have 

evidence they will become legal residents of the district prior to October 1st may be allowed 

to attend without payment of tuition. 
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Policy 504 Student Health Services 

 

 

Health services are an integral part of comprehensive school improvement, assisting all 

students to increase learning, achievement, and performance. Health services coordinate 

and support existing programs to assist each student in achievement of an optimal state of 

physical, mental, and social wellbeing. Student health services ensure continuity and create 

linkages between school, home, and community service providers. The school district’s 

Comprehensive School Improvement Plan, needs and resources determines the linkages. 

Except in emergent care situations or child abuse assessments, the district will not administer 

invasive physical examinations or health screenings of a student that are not required by 

state or federal law without first obtaining the written consent of the student’s parent or 

guardian. 

• Emergent care situation means a sudden or unforeseen occurrence of onset of a 

medical or behavioral condition that could result in serious injury or harm to a student 

or others in the event immediate medical attention is not provided. Emergent care 

situation includes the need to screen a student or others for symptoms or exposures 

during an outbreak or public health event of concern as designated by the Iowa 

Department of Public Health and Human Services. 

• Invasive physical examination means any medical examination that involves the 

exposure of private body parts or any act during such examination that includes 

incision, insertion, or injection into the body, but does not include a hearing, vision, or 

scoliosis screening. 

• Student health screening means an intentionally planned, periodic process to identify 

if students may be at risk for a health concern and to determine if a referral for an in-

depth assessment is needed to consider appropriate health services. Student health 

screening does not include an episodic, individual screening done in accordance with 

professional licensed practice. 

The superintendent [or designee], in conjunction with the school nurses will develop 

administrative regulations implementing this policy. The superintendent [or designee] will 

provide a written report on the role of health services in the education program to the board 

annually. 

Reference Iowa Senate File 2080 for additional information 
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Students Health & Safety 

 

Policy 504-R Administrative Regulations Regarding Student Health Services (New Policy) 

 

Student Health Services 

Each school building may develop a customized student health services program based on its 

unique needs and resources. Scientific advances, laws, and school improvement necessitate 

supports to students with health needs to receive their education program. 

 

Supports to improve student achievement include: 

a. Qualified health personnel;  

b. Superintendent, school nurse, and school health team working collaboratively; 

c. Family and community involvement; and 

d. Optimal student health services program with commitment to its continuing improvement. 

 

Components provided within a coordinated school health program include: 

a. Health services; 

b. Nutrition; 

c. Healthy, safe environment; 

d. Staff wellness; 

e. Health education; 

f. Physical education and activity; 

g. Counseling, psychological, and social services; and 

h. Family and community involvement. 

 

Student health services are provided to identify health needs; facilitate access to health care; 

provide for health needs related to educational achievement; promote health, well-being, and 

safety; and plan and develop the health services program. 

 

Student Health Services Essential Functions 

1. Identify student health needs: 

a. Provide individual initial and annual health assessments; 

b. Provide needed health screenings; 

c. Maintain and update confidential health records; and 

d. Communicate (written, oral, electronic) health needs as consistent with 

confidentiality laws. 

 

2. Facilitate student access to physical and mental health services: 

a. Link students to community resources and monitor follow through; 

b. Promote increased access and referral to primary health care financial resources 

such as Medicaid, HAWK-I, social security, and community health clinics; and 

c. Encourage appropriate use of health care. 

 

3. Provide for student health needs related to educational achievement: 

a. Manage chronic and acute illnesses; 

b. Provide special health procedures and medication including delegation, training, 

and supervision of qualified, designated school personnel; 



c. Develop, implement, evaluate, and revise Individual Health Plans (IHP) for all 

students with special health needs according to mandates in the Individuals with 

Disabilities Education Act (IDEA), Rehabilitation Act (Section 504), and Americans 

with Disabilities Act (ADA); 

d. Provide urgent and emergency care for individual and group illness and injury; 

e. Prevent and control communicable diseases and monitor immunizations; 

f. Promote optimal mental health; 

g. Promote a safe school facility and a safe school environment; and 

h. Participate in and attend team meetings as a team member and health consultant. 

 

4. Promote student health, wellbeing, and safety to foster healthy living: 

a. Provide developmentally appropriate health education and health counseling for 

individuals and groups; 

b. Encourage injury and disease prevention practices; 

c. Promote personal and public health practices; and 

d. Provide health promotion and injury and disease prevention education. 

 

5. Plan and develop the student health services program collaboratively with the 

superintendent, school nurse, and school health team: 

a. Gather and interpret data to evaluate needs and performance; 

b. Establish health advisory council and school health team; 

c. Develop health procedures and guidelines; 

d. Collaborate with staff, families, and community; 

e. Maintain and update confidential student health records; 

f. Coordinate program with all school health components; 

g. Coordinate with school improvement; 

h. Evaluate and revise the health services program to meet changing needs; 

i. Organize scheduling and direct health services staff; 

j. Develop student health services annual status report; 

k. Coordinate information and program delivery within the school and between 

school and major constituents; 

l. Provide health services by qualified health professionals to effectively deliver 

services, including multiple levels of school health expertise such as registered 

nurses, physicians, and advanced registered nurse practitioners; and 

m. Provide for professional development for school health services staff. 

 

Expanded Health Services 

These additional health services address learning barriers and the lack of access to health care. 

Examples include school-based services in the schools, school-linked services connected to the 

schools, primary care, mental health, substance abuse, and dental health. 
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Policy 504.14 Student Disclosure of Identity (NEW POLICY) 

 
 

It is the goal of the district to provide a safe and supportive educational environment in 

which all students may learn. As part of creating that safe educational environment, no 

employee of the district will provide false or misleading information to the parent/guardian 

of a student regarding that student’s gender identity or intention to transition to a gender 

that is different from their birth certificate or certificate issued upon adoption.  

 

If a student makes a request to a licensed employee to accommodate a gender identity, 

name, or pronoun that is different than what was assigned to the student in the student’s 

registration forms or records, the licensed employee is required by Iowa law to report the 

request to an administrator. The school administrator receiving the report is required by Iowa 

law to report the request to the student’s parent/guardian. This requirement also applies to 

all nicknames.  

 

To maintain compliance with Iowa law and also provide efficiency in the reporting 

requirements listed above, the superintendent will provide the opportunity for parents and 

guardians to list in the student’s registration paperwork any and all nicknames used for 

students. 
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Policy 504.14-E1 Report of Student Disclosure of Identity (NEW POLICY) 

 

 

 

Dear ____________________________________________________, 

           (Parent/Guardian) 

 

This letter is to inform you that your student _______________________________________________________ 

                                                                             (Student’s name listed on school registration form) 
 

has made a request of a licensed employee to: (Check all that apply) 

 

 

_____ Make an accommodation that is intended to affirm the student’s gender identity as follows: 

 ________________________________________________________________________________________ 

 ________________________________________________________________________________________ 

 ________________________________________________________________________________________ 

 

_____ Use a name, pronoun, or gender identity that is different from the name, pronoun, and/or 

 gender identity listed on the student’s school registration forms.  

 

 The name, pronoun, or gender identity requested is: ______________________________________ 

 

 

If you would like to amend the student’s registration paperwork to permit the student’s requested 

accommodation and/or include the use of the above-referenced name/pronoun/gender identity, 

please complete the attached form (Refer to Policy 504.14-E2) and return it to the Student Support 

Services office (2999 N 10th Street, Marion, IA 52302). 

 

Sincerely, 

 

 

 

____________________________________________   _________________________________    _______________ 

Administrator’s Signature                                           Building                                                   Date 
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Policy 504.14-E2 Request to Update Student Identity (NEW POLICY) 

 

 

 

 

 

______________________________________________________________________     _________________________ 

(Student’s name on current school registration forms)       (Date) 

 

 

 

Please update my student’s names, pronouns, and/or gender identities on my student’s school 

registration paperwork to include all of the following: 

 

 

Names: __________________________________________________________________________________________ 

Pronouns: ________________________________________________________________________________________ 

Gender Identities: ________________________________________________________________________________ 

 

 

 

 

 

___________________________________________________________________________     ____________________ 

Parent/Guardian Signature        Date 
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Policy 504.31 Administration of Medication to Students 

 

 

The board is committed to the inclusion of all students in the education program and 

recognizes that some students may be required to take medications during the school 

day. need prescription and nonprescription medication to participate in their educational 

program. 

Medication shall be administered when the student’s parent/guardian provides a signed 

and dated written statement requesting medication administration and the medication is in 

the original, labeled container, either as dispensed or in the manufacturer’s container. 

Administration of medication may also occur consistent with board Policy 504.32-Stock 

Prescription Medication Supply. 

Medications will not be administered without signed and dated authorization from the 

parent/legal guardian requesting medication administration. Medication must be contained 

in the original pharmacy or manufacturer bottle. The pharmacy bottle must be labeled with 

the student’s name, name of medication, dosage, time of day, and duration it should be 

given. Manufacturer bottles must include dosage instructions. A record of medication 

administration must be kept for each student receiving medication including the date; 

student’s name; prescriber or person authorizing administration; medication and its dosage; 

name, signature, and title of the person administering the medication; time and method of 

administration; and any unusual circumstances or omissions. Natural remedies and 

supplements not approved by the Federal Drug Administration (FDA), including essential oils 

and CBD, will not be administered at school. Administration of medication records will be 

kept confidential. Protocols for administration of emergency medication will be posted. 

Administration of medication may also occur consistent with Policy 504.32 Stock Prescription 

Medication Supply. 

When administration of medication requires ongoing professional health judgement, an 

Individual Health Plan (IHP) will shall be developed by an authorized practitioner with the 

student and the student’s parent/legal guardian licensed health personnel working under 

the auspice of the school with collaboration from the parent/guardian, individual’s health 

care provider, or education team pursuant to 281.14.2(256). Students who have 

demonstrated competence in administering their own medications may self-administer their 

medication. A written statement by the student’s parent/guardian shall be on file requesting 

co-administration of medication, when competence has been demonstrated. By law, 

students with asthma, airway constricting diseases, respiratory distress or students at risk of 

anaphylaxis who use epinephrine auto-injectors may self-administer their medication upon 

the written approval of the student’s parent/guardian and prescribing licensed health care 

professional regardless of competency. 

A physician’s/dentist’s signature is required for preschool through 4th grade students before 

any non-prescription medication will be given. Students in grades 5-12 with signed and 

dated authorization from the parent/legal guardian will be allowed a limited number of 

https://policy.linnmar.k12.ia.us/policy/50432-stock-epinephrine-auto-injector-supply
https://policy.linnmar.k12.ia.us/policy/50432-stock-epinephrine-auto-injector-supply


standard dose acetaminophen or ibuprofen each school year. The standard dose of these 

two medications will be provided by Linn-Mar Health Services. Acetaminophen and 

ibuprofen will be given per board policy at the nurse’s discretion. Frequent dosing may 

require a physician’s order and the parent/legal guardian to supply the medication. All other 

over-the-counter medications for grades 5-12 must be supplied by a parent/legal guardian. 

The parent/legal guardian must supply any medications in liquid or chewable form or that 

differ from the standard dose the district supplies. 

Persons administering medication will shall include authorized practitioners, such as licensed 

registered nurses and physicians, and persons to whom authorized practitioners have 

delegated the administration of medication, such as the school nurse or in the nurse’s 

absence a person (who has have successfully completed an administration of a medication 

administration course reviewed by State Department of Health conducted by a registered 

nurse or pharmacist that is provided by the Department of Education). The medication 

administration course is completed every five years with an annual procedural skills check 

completed with a registered nurse or pharmacist. A record of course completion will be 

maintained by the school.  

A written medication administration record will be on file including: 

• Date; 

• Student’s name; 

• Prescriber or person authorizing administration; 

• Medication; 

• Medication dosage; 

• Administration time; 

• Administration method; 

• Signature and title of the person administering medication; and 

• Any unusual circumstances, actions, or omissions. 

 

Medication will shall be stored in a secured area unless an alternate provision is 

documented. The development of emergency protocols for medication-related reactions is 

required. Medication information shall be confidential information as provided by law.  

In accordance with the Code of Iowa, a student with asthma, airway-constricting diseases, 

respiratory distress, or students with a risk of anaphylaxis who use epinephrine auto-injectors, 

may possess and self-administer their medication with the signed and dated approval of 

their parent/legal guardian and prescribing, licensed health care professional while at 

school or at school-sponsored activities. If the student abuses the self-administration policy, 

the permission to self-administer may be withdrawn. The school district and its employees 

acting reasonably and in good faith will incur no liability of any injury arising from self-

administration of medication by the student. The student is responsible for maintaining self-

administration records. 

The superintendent [or designee] will be responsible in conjunction with the school nurses to 

develop rules and regulations governing the administration of medications, prescription and 

non-prescription, to students. Each student will be provided with the requirements for 

administration of medication at school. 



Disposal of unused, discontinued/recalled, or expired abandoned medication will shall be in 

compliance with federal and state laws. Prior to disposal school personnel will shall make a 

reasonable attempt to return medication by providing written notification that expired, 

discontinued, or unused medications needs to be picked up. Medications that have expired, 

been discontinued, or remain unused will need to be picked up. If medications are is not 

picked up by the date specified, disposal will shall be in accordance with the disposal 

procedures for the specific category of medication. 
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Policy 504.31-E1 Medication Permission Form Parent/Guardian Authorization and Release 

Form for the Administration of Medication or Special Health Services to Students 

 
To ensure compliance with Linn-Mar policy for administering medication at school, the following procedures 

must be followed: 

• ALL MEDICATIONS MUST BE DELIVERED TO AND FROM SCHOOL BY THE PARENT/LEGAL GUARDIAN IN THE 

ORIGINAL AND PROPERLY LABELED CONTAINER. The container must include the following information: 

student name, medication, dosage, time, route, and physician. Written authorization and instructions 

must be provided by the parent/legal guardian for all medications. The school nurse will have the right 

to contact the prescribing physician to confirm or clarify medication instructions. The time of medication 

administration may need to be altered slightly to fit the student’s schedule. 

• For preschool through 4th grade students, a physician’s/dentist’s signature is required before any non-

prescription, over-the-counter medications will be given. This includes acetaminophen, ibuprofen, 

cough medicines, etc. All medications administered for preschool through 4th grade students must be 

provided by the parent/legal guardian in their original and properly labeled containers. 

• High school and middle school students (Grades 5-12), in accordance with Health Services protocols for 

common complaints of pain or illness, may have limited over-the-counter medications with written or 

PowerSchool eRegistration parental consent.  

• Students in grades 5-12 will be allowed a limited number of standard dose acetaminophen or ibuprofen 

each school year. The standard dose of these two medications will be provided by Linn-Mar Health 

Services. Acetaminophen and ibuprofen will be given per board policy at the nurse’s discretion. 

Frequent dosing may require a physician’s order and the parent/legal guardian to supply the 

medication. All other over-the-counter medications for grades 5-12 must be supplied by the 

parent/legal guardian. The parent/legal guardian must supply any medications in liquid/chewable form 

or that are different than the standard dose the district supplies. 

• If any medications remain after the last day of school, they will be discarded within 24 hours per federal 

and state laws. 

 

Student Name: _____________________________________________ Grade: __________ 

Medication: __________________________ Dosage: ____________ Time: ____________ 

Start Date: ______________ End Date: _______________ For: ___________________________________(Health condition) 

Parent/Guardian Signature: __________________________________________________________ Date: ________________ 

 

 

Physician’s/Dentist’s Signature required for non-prescription medications for students in prechool-4th grades. 

Physician/Dentist Signature: __________________________________________________________ Date: ________________ 

 

Consent for Release of Information: I give permission for the parties named below to exchange written and 

verbal information with personnel at LMCSD regarding the above-named student. If the medication is for 

attention or behavior concerns, LMCSD may send behavior checklists to the physician named below. This 

permission is for once school year. 

 

Specific authorization for release of information protected by state or federal law: 

Parent/guardian signature releases all information related to (Check appropriate items below): 

 



_____ Mental health/psychological  _____ Substance Abuse  _____ Allergies  ______Asthma 

Other (specify): ____________________________________________________________________________________________ 

Physician/Facility: _________________________________________________________ Phone: _________________________ 

Parent/Guardian Signature: _________________________________________________________ Date: _________________ 

 

Student’s Name (Last, first, middle): _______________________________________________________________ 

Birthday: ____________________________ School: _________________________ Date: _____________________ 

 

 

School medications and special health services are administered following these guidelines: 

a. Parent/guardian has provided a signed, dated authorization to administer prescription 

medication and/or provide special health services listed. Electronic signatures meet the 

requirement of written signatures. 

b. The prescribed medication is in the original, labeled container as dispensed. 

c. The prescription medication label contains the student’s name, name of the medication, the 

medication dosage, time(s) to administer, route to administer, and date. 

d. Authorization is renewed annually and as soon as practical when the parent/guardian notifies 

the school that changes are necessary. 

 

 

Prescribed Medication: ______________________________________ Dosage: ___________________________ 

Route: ______________________________________________________ Time at School: _____________________ 

 

Special health services and instructions, if indicated: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

__________________________________________________________________________________________________ 

Discontinue/Re-Evaluate/Follow-Up Date for prescribed medication or special health services listed. 

 

 

Prescriber’s Signature: __________________________________________________ Date: ___________________ 

Prescriber’s Credentials (when indicated for health service delivery): _______________________________ 

 

Parent/Guardian Signature: ___________________________________________ Date: _____________________ 

Parent/Guardian Address: ____________________________________________ Phone: ____________________ 

 

Additional Information: ___________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 
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Policy 504.31-E2 Authorization – Asthma, Airway Constricting, or Respiratory Distress 

Medication Self-Administration Consent Form 

Student Name (Last, First, Middle): ________________________________________________________ 

Grade Birthday: ____________________ School: __________________________ Date: _____________ 

Medication: _______________________________________ Dosage: _____________________________ 

Purpose for Medication (Health Condition): _______________________________________________ 

In accordance with applicable laws, students with asthma, airway constricting diseases, respiratory 

distress, or students at risk of anaphylaxis who use epinephrine auto-injectors may self-administer their 

medication upon the written approval of the student’s parent/guardian and prescribing licensed 

health care professional regardless of competency. The following must occur for a student to self-

administer asthma medication, bronchodilator canisters or spacers, or other airway constricting 

disease medication, or for a student with a risk of anaphylaxis to self-administer an epinephrine auto-

injector: 

a. Parent/guardian provides a signed/dated copy of the authorization consent form for student

medication self-administration;

b. Parent/guardian provides a written statement from the student’s licensed health care provider

professional (A person licensed under Chapter 148 to practice medicine and surgery or

osteopathic medicine and surgery, an advanced registered nurse practitioner licensed under

Chapter 152 or 152E and registered with the Board of Nursing, or a physician’s assistant

licensed to practice under the supervision of a physician as authorized in Chapters 147 and

148C) containing the following:

1. Name and purpose of the medication or epinephrine auto-injector;

2. Prescribed dosage; and

3. Times or special circumstances under which the prescribed medication or epinephrine

auto-injector is to be administered.

c. The medication is in the original, labeled container as dispensed or in the manufacturer’s

labeled container that includes containing the student’s name, name of the medication,

directions for use, and date; and

d. Authorization is shall be renewed annually. In addition, if any changes occur in the

medication, dosage or time of administration, the parent/guardian is to notify school health

personnel officials immediately. The authorization will shall be reviewed as soon as practical.

Provided the above requirements are fulfilled, the school will shall permit the self-administration of the 

prescribed medication by a student with asthma, respiratory distress, or other airway constricting 

diseases or the use of an epinephrine auto-injector by a student with a risk of anaphylaxis while in 

school, at school-sponsored activities, under the supervision of school personnel, and before or after 

normal school activities, such as while attending in before-school or after-school care on school-

operated property. If the student abuses the self-administration policy, the ability to self-administer 

may be withdrawn by the school or discipline may be imposed, after notification is provided to the 

student’s parent/guardian. 

Pursuant to state law, the school district and its employees are to incur no liability, except for gross 

negligence, as a result of injury arising from self-administration of medication or use of an epinephrine 



auto-injector by the student. The parent/guardian of the student will shall sign a statement 

acknowledging that the school district is to incur no liability, except for gross negligence, as a result of 

self-administration of medication or an epinephrine auto-injector by the student as provided by law. 

PRESCRIBER INFORMATION 

Medication: _______________________________________ Dosage: _____________________________ 

Route: _____________________________________________ Time: ________________________________ 

Purpose for Medication & Administration/Instructions (Health Condition): 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Administration Instructions: _______________________________________________________________ 

Special Circumstances: __________________________________________________________________ 

__________________________________________________________________________________________ 

Discontinue/Re-Evaluate/Follow-Up Date: _________________________________________________

Prescriber’s Signature: _____________________________________________ Date: ________________  

Printed Name/Title: _______________________________________________________________________ 

Prescriber’s Address: _____________________________________________________________________ 

Emergency Phone: _______________________________________________________________________ 

PARENT/GUARDIAN AUTHORIZATION 
1. I request the above-named student possess and self-administer asthma medication,

bronchodilator canisters or spacers, or other airway constricting disease medication(s) and/or

an epinephrine auto-injector at school and/or in during school activities according to the

authorization and instructions stated herein;

2. I understand the school district and its employees acting reasonably and in good faith will shall

incur no liability for any improper use of medication or an epinephrine auto-injector or for

supervising, monitoring, or interfering with a student’s self-administration of medication or use

of an epinephrine auto-injector. I acknowledge that the school district will is to incur no liability,

except for gross negligence, as a result of self-administration of medication or use of an

epinephrine auto-injector by the student;

3. I agree to coordinate and work with school personnel and notify them when questions arise or

relevant conditions change;

4. I agree to provide safe delivery of medication and equipment to and from school and to pick

up any remaining medication and equipment;

5. I agree that the information being shared with school personnel is in accordance with the

Family Educational Rights and Privacy Act (FERPA) and any other applicable laws;

6. I agree to provide the school with the back-up medication approved on this form; and

7. I agree that the student will maintain their own self-administration records.



Parent/Guardian Signature: ___________________________________________ Date: _____________ 

Address: _________________________________________________________________________________ 

Home Phone: _____________________ Cell#: ____________________ Work#: ____________________ 

Self-Administration Authorization Additional Information: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

________________________________________________________________________________________ 
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Policy 504.31-E3 Parent/Guardian Authorization and Release Form for Independent Self Carry 

and Administration of Prescribed Medication or Independent Delivery of Health Services by 

the Student (NEW POLICY) 

Student’s Name (Last, First, Middle): _______________________________________________________________ 

Birthday: ________________________ Building: _________________________ Date: ________________________ 

I request the above-named student (Parent/guardian initial below all that apply): 

_____ Carry and complete co-administration of prescribed medication, when competency has been 

demonstrated to licensed health personnel working under the auspices of the school. In accordance 

with applicable laws, students with asthma, airway constricting diseases, respiratory distress, or 

students at risk of anaphylaxis who use epinephrine auto-injectors may self-administer their 

medication upon the written approval of the student’s parent/guardian and prescribing licensed 

health care professional regardless of competency. The information provided by the 

parent/guardian for medication administration is confidential as provided by the Family Education 

Rights and Privacy Act (FERPA) and any other applicable laws. I agree to provide safe delivery of the 

medication to and from school and to pick up remaining medication at the end of the school year 

or when medication is expired. If the student abuses the self-administration policy, the ability to self-

administer may be withdrawn by the school or discipline may be imposed, after notification is 

provided to the student’s parent/guardian. 

Prescribed Medication: ________________________ Dosage: _________ Route: ___________ Time: ________ 

_____ Co-administer, participate in planning, management, and implementation of special health 

services at school and school activities after demonstration of proficiency to licensed health 

personnel working under the auspices of the school. The information provided by the 

parent/guardian for health service delivery is confidential as provided by the Family Education Rights 

and Privacy Act (FERPA) and any other applicable laws. I agree to coordinate and work with school 

personnel and the prescriber (if indicated) when questions arise. I agree to provide safe delivery of 

the student’s equipment necessary for health service delivery to and from school and to pick up 

remaining equipment at the end of the school year. 

Special Health Services Delivery: __________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

Procedures for abandoned medication disposal shall be in accordance with applicable laws. 

Prescriber’s Signature (and credentials when indicated for health service delivery): 

________________________________________________________________________________ Date: ___________ 

Parent/Guardian Signature: _____________________________________________________ Date: ___________ 

Parent/Guardian Phone: _______________________ Address: _________________________________________ 

Adopted:    / Related Policy: 504.31; 504.31-E1-E2  /  IASB Reference: 5070.2-E(3) 



Policy Series 500 - Students 

Students Health & Safety 

 

Policy 504.31-E4 Parent/Guardian Authorization and Release Form for Administration of 

Voluntary School Stock of Over-the-Counter Medication to Students (NEW POLICY) 

 

Student’s Name (Last, First, Middle): _______________________________________________________________  

 

Birthday: ___________________________ Building: ______________________________ Date: ________________ 

 

The district supplies the following nonprescription, over-the-counter medications that are listed below. 

Generic brands may be substituted (Select all that apply): 

 

• Acetaminophen administered per manufacturer label 

• Ibuprofen administered per manufacturer label 

 

Voluntary school stock of nonprescription, over-the-counter medications are administered following 

these guidelines; 

a. Parent/guardian has provided a signed, dated annual authorization to administer of the 

nonprescription, over-the-counter medication(s) listed according to the manufacturer 

instructions. Electronic signature meets the requirement of written signature. 

b. The nonprescription, over-the-counter medication is in the original, labeled container and 

dispensed per the manufacturing label. 

c. All other nonprescription, over-the-counter medication not listed will require a written 

parent/guardian authorization and supply for the over-the-counter medication. 

d. Supplements are not nonprescription, over-the-counter medications approved by the Federal 

Drug Administration (FDA) and are NOT applicable. 

e. Nonprescription, over-the-counter medications approved by the FDA that require emergency 

medical service (EMS) notification after administration are NOT applicable. 

f. Persons administering nonprescription, over-the-counter medication include licensed health 

personnel working under the auspices of the school and individuals, whom licensed health 

personnel have delegated the administration of medication with valid certification who have 

successfully completed a medication administration course approved by the department and 

annual medication administration procedural skills check. 

o Districts stocking the administration of a voluntary stock of nonprescription, over-the 

counter medications, collaborate with licensed health personnel to develop and adopt 

a protocol shared with the parent/guardian to define at a minimum: 

▪ When to contact the parent/guardian when a nonprescription medication, 

over-the-counter medication is administered; 

▪ Documentation of the administration of the nonprescription, over-the-counter 

medication and parent/guardian contact; 

▪ A limit to the administration of a school’s stock nonprescription, over-the-

counter medications that would require a prescriber signature for further 

administration of a school’s nonprescription, over-the-counter medications for 

the remaining school year; and 

▪ The development of an Individual Health Plan (IHP) for ongoing medication 

administration or health service delivery at school. 

 

I request the above-named student receive the voluntary stock nonprescription, over-the-counter 

medications supplied by the school in accordance with the district guidelines and protocol. 

 



 

Parent/Guardian Signature: _____________________________________________________ Date: ___________ 

Parent/Guardian Address: ________________________________________ Phone: ________________________ 
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Policy Series 500 – Students 

Student Health & Safety 

 

Policy 504.32 Stock Prescription Medication Supply 

 

 

The Linn-Mar Community School District seeks to provide a safe environment for students, 

staff, and visitors who are at risk of potentially life-threatening incidents including severe 

allergic reactions, respiratory distress, and opioid overdose. Therefore, it is the policy of the 

district to annually obtain a prescription for epinephrine auto-injectors, bronchodilator 

canisters and spacers, and/or opioid antagonists from a licensed health care professional, in 

the name of the school district, for administration by a school nurse or personnel trained and 

authorized to administer to a student or individual who may be experiencing an 

anaphylactic reaction, respiratory distress, or acute opioid overdose. 

Procurement and Maintenance of Supply: The district shall stock a minimum of the following 

for each attendance center:  

a) Two epinephrine auto-injectors;  

b) Two bronchodilator canisters or and spacers; and 

c) One Two doses of naloxone or other opioid antagonist. 

 

The supply of such medications shall be maintained in a secure, dark, temperature-

controlled location in each school building easily accessible area for an emergency within 

the school building, or in addition to other locations as determined by the district. 

 

The school nurse or trained and authorized personnel shall routinely check stock of 

medication and document in a log monthly:  

1. The expiration date; 

2. Any visualized particles or color change for epinephrine auto-injectors, or 

3. Any color changes Bronchodilator canister damage. 

The school nurse or trained and authorized personnel shall be responsible for ensuring the 

district replaces, as soon as reasonably possible, any logged epinephrine auto-injector, 

bronchodilator canister or spacer, or opioid antagonist that is used empty after use, 

damaged, or close to expiration, discolored, or has particles visible in the liquid. The district 

shall dispose of stock medications and delivery devices in accordance with state laws and 

regulations. 

Training: A school nurse or personnel trained and authorized may provide or administer any 

of the medications listed in this policy from a school supply to a student or individual if the 

authorized personnel or school nurse reasonably and in good faith believes the student or 

individual is having an anaphylactic reaction, respiratory distress, asthma or other airway-

constricting disease, or opioid overdose. Training to obtain a signed certificate to become 

personnel authorized to administer an epinephrine auto-injector, bronchodilator canister or 

spacer, or opioid antagonist shall consist of the requirements of medication administration 

established by law and an annual anaphylaxis, asthma, other airway-constricting disease, 

opioid overdose training program approved by the Department of Education. 



Authorized personnel will be required to retake the medication administration course, 

training program, and provide a procedural skills demonstration to the school nurse 

demonstrating competency in the administration of stock epinephrine auto-injectors, 

bronchodilator canisters or spacers, or opioid antagonist to retain authorization to administer 

these medications if the following occur: 

a. Failure to administer an epinephrine auto-injector, bronchodilator canister or spacer, 

or opioid antagonist to a student or individual by proper route, failure to administer the 

correct dosage, or failure to administer an epinephrine auto-injector, bronchodilator 

canister or spacer, or opioid antagonist according to generally accepted standards of 

practice (“medication error”); or 

b. Accidental injection of an epinephrine auto-injector or opioid antagonist into a digit of 

the authorized personnel injury to school personnel related to improperly administering 

the medication (“medication incident”). 

 

Reporting: Authorized personnel will contact the school nurse or emergency medical services 

(911) immediately after a stock bronchodilator canister is administered to a student or 

individual. The school nurse retains accountability for professional nursing judgment with the 

administration of stock bronchodilator and whether to contact emergency medical services 

in accordance with Iowa law.  

The district will contact emergency medical services (911) immediately after a stock 

epinephrine auto-injector bronchodilator canister or spacer, or stock opioid antagonist is 

administered to a student or individual. The school nurse or authorized personnel will remain 

with the student or individual until emergency medical services arrive. 

Within 48 hours, the district will report to the Iowa Department of Education: 

1. Each medication incident with the administration of stock epinephrine; bronchodilator 

canister or spacer, or opioid antagonist; 

2. Each medication error with the administration of stock epinephrine, bronchodilator 

canister or spacer, or opioid antagonist; and 

3. Administration of a stock epinephrine auto-injector, bronchodilator canister or spacer, 

or opioid antagonist. 

 

As provided by law, the district, board, authorized personnel or school nurse, and the 

prescriber shall not be liable for any injury arising from the provision, administration, failure to 

administer, or assistance in the administration of an epinephrine auto-injector, 

bronchodilator canister or spacer, or opioid antagonist provided they acted reasonably and 

in good faith. 

The superintendent [or designee] may develop an administrative process to implement this 

policy. 
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Policy Series 600 – Education Program 

General Organization 

 

Policy 601.2 School Calendar 

 

The school calendar will accommodate the education program of the school district. The 

school calendar will be is for a minimum of 191 days or 1,215 180 days of 1,080 hours and 

includes but is not be limited to, the days for student instruction, staff development, in-service 

days, and teacher conferences. Each year the minimum school calendar may include up to 

5 days or 30 hours of instruction delivered primarily over the internet.  

The academic school year for students will be for a minimum of 180 days or 1,080 hours in the 

school calendar. The academic school year for students will shall begin no sooner than 

August 23. Employees may be required to report to work at the school district prior to this 

date. 

Special Education students may attend school on a school calendar different from that of 

the regular education program consistent with their Individualized Education Program (IEP). 

The board, following state code in its discretion, may excuse graduating seniors from up to 

five days of instruction or 30 hours of instruction after the school district requirements for 

graduation have been met. The board may also excuse graduating seniors from making up 

days missed due to inclement weather if the student has met the school district’s graduation 

requirements. 

It is the responsibility of the superintendent [or designee] to develop the school calendar for 

recommendation, approval, and adoption by the board annually. 

The board may amend the official school calendar when the board considers the change 

to be in the best interest of the school district’s education program. The board will shall hold 

a public hearing on any proposed school calendar prior to adopting the school calendar. 
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Policy Series 600 – Education Program 

Basic Instructional Program 

 

Policy 602.27 Selection of Instructional Materials 

 

The board recognizes that the selection of instructional materials is a vital component of the 

school district’s curriculum. The board has sole discretion to approve instructional materials 

for the district. The board delegates its authority to determine which instructional materials 

will be utilized and purchased by the district to licensed employees. The licensed employees 

will work closely together to ensure vertical and horizontal articulation of instructional and 

library materials in the education program. 

The superintendent may appoint an ad hoc committee to assist the licensed employees in 

selecting instructional materials. The committee may be composed of any of the following 

groups of stakeholders: school district employees, parents, students, community members, or 

representatives of community groups. 

In reviewing current instructional materials for continued use and in selecting additional 

instructional materials, licensed employees will consider the current and future needs of the 

district as well as the changes and the trends in education and society. It is the responsibility 

of the superintendent [or designee] to report to the school board the action taken by the 

selection committee. 

In making its recommendations to the superintendent, the licensed employees will select 

materials which: 

• Support the educational philosophy, goals, and objectives of the district; 

• Meet high standards of quality in factual content and presentation; 

• Consider the needs, age, and maturity of students; 

• Are within the school district’s budget; 

• Foster respect and appreciation for cultural diversity and difference of opinion; 

• Stimulate growth in factual knowledge and literary appreciation; 

• Encourage students to become decision-makers, to exercise freedom of thought, and 

to make independent judgment through the examination and evaluation of relevant 

information, evidence, and differing viewpoints; 

• Portray the variety of careers, roles, and lifestyles open to all people; and 

• Increase an awareness of the rights, duties, and responsibilities of each member of a 

multicultural society. 

In the case of textbooks, the school board will make the final decision after a 

recommendation from the superintendent [or designee]. The criteria stated above for 

selection of instructional materials will also apply to the selection of textbooks. The 

superintendent may appoint licensed employees to assist in the selections of textbooks. 

Gifts of instructional materials must meet these criteria stated above for the selection of 

instructional materials. The gift must be received in compliance with Policy 802.7 Gifts, 

Grants, and Bequests. 



The superintendent [or designee] will establish additional criteria to guide the selection of 

instructional materials through administrative regulation, ensuring alignment with 

educational goals. 
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Policy Series 600 – Education Program 

Basic Instructional Program 

 

Policy 602.27-R Administrative Regulations Regarding Selection of Instructional Materials 

 

Responsibility for Selection of Instructional Materials 

A. The board is responsible for materials relating to the district’s instructional program. 

B. The responsibility for the selection of instructional materials is delegated to the professionally 

trained and licensed employees of the school system. 

C. While selection of materials may involve many people including administrators, teachers, 

teacher-librarians, students, parents, and community members, the responsibility for 

coordinating the selection of most instructional materials and making the recommendation for 

the purchase rests with licensed employees including teacher-librarian selection of materials 

for school libraries. 

D. Responsibility for coordinating the selection of instructional materials for distribution to classes 

will rest with the licensed employees, administrators, and superintendent. 

E. If the superintendent appoints an ad hoc committee to make recommendations on the 

selection of instructional materials, the ad hoc committee is formed and appointed in 

compliance with Policy 203.8 Ad Hoc Committees. 

1. The superintendent [or designee] will inform the committee of their role and 

responsibilities. 

2. The following, or similar, statement is to be given to the ad hoc committee members: 

 

Bear in mind the principles of the freedom to learn and to read and base your decisions 

on these broad principles rather than on defense of individual materials. Freedom of 

inquiry is vital to education in a democracy. 

Study thoroughly all materials referred to you and read available reviews. The general 

acceptance of the materials should be checked by consulting standard evaluation 

aids and local holdings in other schools.  

Passages or parts should not be pulled out of context. The values and faults should be 

weighed against each other, and the opinions based on the material as a whole.  

In the event material is challenged, your report, presenting both majority and minority 

opinions, will be presented by the principal to the complainant at the conclusion of our 

discussion of the questioned materials. 

Materials Selected for Use in Libraries and Classrooms will Meet these Guidelines: 

A. Religion: Materials will represent any religions in a factual, unbiased manner. The primary 

source material of religions is considered appropriate, but material which advocates rather 

than informs or is designed to sway reader judgment regarding religion will not be included in 

school libraries or classrooms. 

B. Racism: Materials will present a diversity of race, custom, culture, and belief as a positive 

aspect of the nation's and world’s heritage and give candid treatment to unresolved 

intercultural problems including those which involve prejudice, discrimination, and the 

undesirable consequences of withholding rights, freedom, or respect of an individual. 

Required materials will comply with all applicable laws. 

C. Sexism: Materials will reflect sensitivity to the needs, rights, traits, and aspirations of individuals 

without preference or bias. Required materials will comply with all applicable laws. 

https://policy.linnmar.k12.ia.us/policy/2038-ad-hoc-committees


D. Age: Materials will recognize the diverse contributions of various age groups and portray the 

continuing contributions of maturing members of society. 

E. Ideology: Materials will present basic primary and factual information on an ideology or 

philosophy of government which exerts or has exerted a strong force, either favorably or 

unfavorably, over civilization or society, past, or present. The materials will not be selected with 

the intention to sway reader judgment and is related to the maturity level of the intended 

audience. 

F. Profanity and Sex: Material complies with all applicable laws and is subjected to a test of 

literary merit and reality by the teacher-librarians and licensed employees who will take into 

consideration their reading of public and community standards of morality. 

G. Materials regarding controversial issues will be directed toward maintaining a balanced 

collection representing various views. 

The selection decision should be made on the basis of whether the materials present an accurate 

representation of society and culture, whether the circumstances depicted are realistically 

portrayed, or whether the materials have literary or social value when viewed as a whole. 

These guidelines will not be construed in such a manner as to preclude materials which accurately 

represent the customs, morals, manners, culture, or society of a different time or a different place. 

Procedures for Selection 

Materials purchased for libraries and classrooms are recommended for purchase by licensed 

employees in consultation with administrators, teacher-librarians, students, or an ad hoc committee 

as appointed by the superintendent. The materials recommended for purchase are approved by the 

appropriate administrator. 

1. The materials selected will support stated objectives and goals of the district. Specifically, the 

goals are: 

a. To acquire materials and provide service consistent with the demands of the 

curriculum; 

b. To develop student skills and resourcefulness in the use of libraries and learning 

resources; 

c. To effectively guide and counsel students in the selection and use of materials and 

libraries; 

d. To foster wide range of significant interests in students; 

e. To provide opportunities for aesthetic experiences and development of an 

appreciation of the fine arts; 

f. To provide materials to motivate students to examine their own attitudes and behaviors 

and comprehend their own duties and responsibilities as citizens in a pluralistic 

democracy; 

g. To encourage life-long education through the use of the library; and 

h. To work cooperatively and constructively with the instructional staff and administrators 

in the school and district. 

  

2. Materials selected are consistent with stated principles of selection which are: 

a. To select materials within established standards which will meet the goals and 

objectives of the district; 

b. To consider the educational characteristics of the community in the selection of 

materials within a given category; 

c. To present the sexual, racial, religious, and ethnic groups in the community by: 



1. Portraying people, adults and children, whatever their ethnic, religious, or social 

class identity as human and recognizable displaying a familiar range of 

emotions, both negative and positive. 

2. Placing no constraints on individual aspirations and opportunity. 

3. Giving comprehensive, accurate, and balanced representation to minority 

groups and women in art, science, history, literature, and in all other fields of life 

and culture. 

4. Providing abundant recognition of minority groups and women by frequently 

showing them in positions of leadership and authority. 

d. To intelligently, quickly, and effectively anticipate and meet needs through awareness 

of subjects of local, national, and international interest and significance; and 

e. To strive for impartiality in the selection process. 

  

3. Materials selected will meet stated selection criteria which are: 

a. Authority/Author’s Qualifications: Education, experience, and previously published 

works; 

 

b. Reliability: 

1. Accuracy: Meaningful organization and emphasis on content, meets the 

material’s goals and objectives, and presents authoritative and realistic factual 

material. 

2. Current: Presentation of content which is consistent with the finding of recent 

and authoritative research. 

 

c. Treatment of Subject: Shows an objective reflection for the multi-ethnic character and 

cultural diversity of society. 

 

d. Language: 

1. Vocabulary: 

a. Does not indicate bias by the use of words which may result in negative 

value judgments about groups of people without meaning of context; 

and 

b. Does not use “man” or similar limiting word usage in generalizations or 

ambiguities which may cause others to feel excluded or dehumanized. 

2. Compatible to the reading level range of the students for whom it is intended. 

e. Format: 

1. Books: 

a. Adequate and accurate index; 

b. Paper of good quality and color; 

c. Print adequate and well-spaced; 

d. Adequate margins; 

e. Firmly bound; and 

f. Cost. 

2. Non-Books: 

a. Flexibility and adaptability; 

b. Curricular orientation of significant interest to students; 

c. Appropriate for audience; 

d. Accurate, authoritative presentation; 

e. Good production qualities (fidelity and aesthetically adequate); 

f. Durability; and 



g. Cost. 

3. Illustrations of Books and Non-Book Materials: 

a. Depicts instances of fully integrated groupings and settings to indicate 

equal status and non-segregated social relationships (Exception would be 

primary sources used as reference documents); 

b. Makes clearly apparent the identity of minorities; and 

c. Contains pertinent and effective illustrations. 

4. Flexible to enable teachers to use parts at a time and not follow a 

comprehensive instructional program based on a rigid frame of reference, unless 

appropriate to pedagogy. 

 

f. Special Features: 

1. Bibliographies 

2. Glossary 

3. Current charts, maps, etc. 

4. Visual aids 

5. Index 

6. Special activities to stimulate and challenge students 

7. Provides a variety of learning activities, strategies, and skill development that can 

be anchored on standards for learning. 

 

g. Potential Use Considerations 

1. Will it meet the requirements of reference work? 

2. Will it help students with personal problems and adjustments? 

3. Will it serve as a source of information for teachers and librarians? 

4. Does it offer an understanding of cultures other than the student’s own and is it 

free of racial, religious, age, disability, ethnic, gender identity, and sexual 

stereotypes? 

5. Will it expand students’ sphere of understanding and help them to understand 

the ideas and beliefs of others? 

6. Will it help students and teachers keep abreast of and understand current 

events? 

7. Will it foster and develop hobbies and special interests? 

8. Will it help develop aesthetic tastes and appreciation? 

9. Will it serve the needs of students with special needs? 

10. Does it inspire learning? 

11. Is it relevant to the subject? 

12. Will it stimulate a student’s interest? 

4. Gifts of library or instructional materials may be accepted if the gifts meet existing criteria for 

library and instructional materials. The acceptance and placement of such gifts is within the 

discretion of the superintendent [or designee]. 

  

5. In order to provide a current, highly usable collection of materials, teacher-librarians will ensure 

constant and continuing renewal of the collection, not only the addition of up-to-date 

materials but by the judicious elimination of materials which no longer meet district needs or 

are being used. The process of weeding instructional materials will be done according to 

established and accepted standards for determining the relevance and value of materials in 

a given context. 

  

e. Procedure to start basic collection: 

1. With the assistance of a reputable vendor in collaboration with the teacher-

librarian, the collection will begin with the vendor’s selected core collection 



based on curriculum areas submitted by the teacher-librarian. Additional titles 

will be added to the core collection using resources such as the American 

Library Association’s Top 100 List, Children’s Catalog, knowledge of children’s 

authors and illustrators, Caldecott and Newbery Award winning titles, and staff 

recommendations. 

  

f. Procedures to add to the collection: 

1. The teacher-librarian will utilize a variety of selection aids including, Booklist, 

School Library Journal, Horn Book, newspaper reviews, Publisher’s Weekly, Library 

Talk, School Media Journal, Sparks, Bulletin of the Center for Children’s Books, 

Library Media Connections, Kirkus Reviews, publisher recommendations from 

adopted curricular areas (Science, Social Studies, Six Traits of Writing, etc.), and 

student and staff requests. 

2. Consideration of district curriculum needs of the individual school and student. 

3. Consideration of reading interests, abilities, and developmental levels of students 

using the library media center. 

4. Literary quality of the materials. 

5. Attractiveness and durability of the physical book and/or materials. 

6. Assurance of use for the intended use, or appropriate requested use. 
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Policy Series 600 – Education Program 

Basic Instructional Program 

 

Policy 602.28 Instructional and Library Materials Inspection and Display 

 

Parents and other members of the school district community may view the instructional and 

library materials used by the students. All instructional materials including teacher’s manuals, 

media, or other supplementary materials which will be used in connection with any survey, 

analysis, or evaluation as part of any federally funded programs must be available for 

inspection by parents. 

Instructional and library materials may be viewed on district premises. 

 

The district will publish on the district website a comprehensive list of all books available to 

students in libraries operated by the school district. 
 

It is the responsibility of the superintendent [or designee] to develop administrative 

regulations regarding the inspection of instructional materials. 
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Policy Series 600 – Education Program 

Basic Instructional Program 

 

Policy 602.28-E1 Request to Prohibit a Student From Accessing Specific Instructional and 

Library Materials (NEW POLICY) 

 

Request to prohibit a student from checking out certain instructional materials to be 

submitted to the superintendent. Please complete one form per student. 

 

Request Initiated By: 
 

Name: ______________________________________________________ Date: ______________________ 

Address: _________________________________________________________________________________ 

City: _________________________________ State: ________ Zip Code: __________________________ 

Name of Student: ________________________________________________________________________  

School: ______________________________________________ Grade Level: ______________________ 

Requestor’s Relationship to Student: (Must be parent/legal guardian) ___________________________ 

 

Book or Other Printed Material to Prohibit Student from Accessing: 
 

Author: _______________________________________  Hardcover ____ Paperback ____ Other ____ 

Title: _____________________________________________________________________________________ 

Publisher (if known): ______________________________________________________________________ 

Date of Publication: ______________________________________________________________________ 

 

Multimedia Material to Prohibit Student from Accessing: 
 

Title: _____________________________________________________________________________________ 

Producer (if known): _____________________________________________________________________ 

Type of Material (filmstrip, motion picture, etc.): ___________________________________________ 

 

 

Requestor’s Signature: ________________________________________________ Date: _____________ 

 

 

 

 
Adopted:  

Reviewed:  

Revised:  

Related Policy: 602.28 

IASB Reference: 605.03E(5) 



Policy Series 600 – Education Program 

Student Services 

 

Policy 604.6 School Library 

 

The school district will maintain a school library in each student attendance center for use by 

students and employees during the school day. 

 

Materials for the libraries will be acquired according to consistent with all applicable laws 

and Policy 602.27 Selection of Instructional Materials. The district shall provide access to all 

parents and guardians of students enrolled in the district an online catalog of all books 

available to students in the school libraries. This access will be displayed on the district’s 

website.  

 

Any challenges to library materials will be handled following the process for handling 

challenges to instructional and library materials as established in Policy 602.29 Objection to 

Instructional and Library Materials. 

 

It is the responsibility of the building principal in which the school library is located to oversee 

the use of library materials. 

 

It is the responsibility of the superintendent [or designee] to develop procedures for the 

selection and replacement of both library and instructional materials, for the acceptance of 

gifts, and for the weeding of library and instructional materials. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Adopted: 3/99 

Reviewed: 7/11; 9/12; 10/13; 4/18; 6/21 

Revised: 2/15; 3/23 

Related Policy: 602.16; 602.16-R; 602.27; 602.27-R; 602.28; 602.28-E1; 602.29; 602.29-R; 602.29-E1 

Legal Reference (Code of Iowa): §§ 256.7(24); 256.11(9); 279.8, .50; 280.6, .14; 301; 281 IAC 12.3(11), (12) 

IASB Reference: 605.05 

Mandatory Policy 

https://policy.linnmar.k12.ia.us/policy/60227-selection-instructional-materials
https://policy.linnmar.k12.ia.us/policy/60229-objection-instructional-materials
https://policy.linnmar.k12.ia.us/policy/60229-objection-instructional-materials


Policy Series 600 – Education Program 

Pupil Progress 

 

 

Policy 605.2 Testing Program 

 

A comprehensive testing program will be established and maintained to evaluate the 

education program of the school district and to assist in providing guidance or counseling 

services to students and families.  

 

The purpose of assessments is to measure individual student achievement. As students 

progress through the educational program, their progress as learners is to be assessed 

consistently in the classroom with regard to attainment of the essential learnings and 

curriculum standards, including content and process, as outlined in the district’s curriculum 

maps. 

  

Assessments shall include formative assessments designed to monitor learning and adjust 

instruction, to optimize student achievement as appropriate, and summative assessments for 

the purpose of measuring achievement of curriculum standards.  

 

In addition to formative and summative assessments, the district will employ standardized 

norm-referenced testing systems for reporting student progress and comparison of student 

performance, as well as benchmarking with other comparable school districts. 

 

No student shall be is required as part of any applicable program funded by the United 

States Department of Education to submit, without prior written consent from the student’s 

parent, guardian, or legal custodian to surveys, analysis, or evaluation which reveals 

information concerning: the following  

 

a. Political affiliations or beliefs of the student or the student’s parents, or guardians, or 

legal custodians; 

b. Mental and psychological problems of the student or the student’s family  

c. Sexual behaviors and attitudes;  

d. Illegal, anti-social, self-incriminating, and demeaning behaviors;  

e. Critical appraisals of other individuals with whom students have close family 

relationships;  

f. Legally recognized, privileged, and analogous relationships such as those of lawyers, 

physicians, and ministers;  

g. Religious practices, affiliations, or beliefs of the student or student’s family parent or 

guardian; or  

h. Income (other than that required by law to determine eligibility for participation in a 

program or for receiving financial assistance under such program);  

 

without the prior consent of the student (if the student is an adult or emancipated minor) or, 

in the case of an unemancipated minor, without the prior written consent of the parent., 

guardians, or legal custodians. 



Prior to an employee or contractor of the district providing information on a student enrolled 

in the district on any survey related to the social or emotional abilities, competencies, or 

characteristics of the student; the district will provide the parent/guardian of the student 

detailed information related to the survey and obtain written consent of the 

parent/guardian of the student. This includes the person who created the survey, the person 

who sponsors the survey, how the information generated by the survey is used, and how 

information generated by the survey is stored. This requirement will not prohibit a district 

employee from answering questions related to a student enrolled in the district as part of 

developing or implementing an Individualized Education Program (IEP) for the student.  

 

It is the responsibility of the superintendent [or designee] in conjunction with building 

principals to develop administrative regulations regarding this policy.  

 

It is also the responsibility of the superintendent [or designee] to provide the school board 

with annual reports on the testing program. 
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Policy Series 800 – Business Procedures 

Fiscal Management 

 

Policy 801.3 Transfer of Funds 

 

The board may loan monies between funds through an official board resolution. The 

resolution must specify the funds from which and to which the transfer will be made. The 

board will exercise this authority judiciously. 

 

When the necessity for a fund has ceased to exist, or when the board is given authority to 

transfer categorical or other funds and has met the conditions of exercising the authority, the 

balance may be transferred to another fund or account or the expenditures may be 

directed by board resolution, as required. School district monies received for a specific 

purpose or upon vote of the people may only be transferred by board resolution when the 

purpose for which the monies were received has been completed or when authority to 

exercise local discretion to expend funds flexibility has been granted. Voter approval is 

required to transfer monies to the general fund from the capital projects fund and debt 

service fund unless state authority allows such a transfer without a vote. 

 

If all requirements for district use of funds under the Preschool Foundation Aid, Professional 

Development Supplement, Home School Assistance Program, Teacher Leadership 

Supplement, or any discontinued fund have been met and funds remain unexpended and 

unobligated at the end of the fiscal year, the district may transfer all or a portion of 

remaining funds by passage of a board resolution into the district’s flexibility account in 

accordance with law. Before the expenditure of amounts in the flexibility account, the 

district shall publish notice of the time, date, and place of a public hearing on the proposed 

resolution approving said expenditures. The board must find and certify that the statutory 

requirements of each original source of funds have been met before adopting the resolution 

approving the expenditures. The district will present a copy of the signed board resolution to 

the Department of Education. 

 

The district may transfer by board resolution from the general fund to the student activity 

fund an amount needed to purchase or refurbish protective and safety equipment required 

for any extracurricular, interscholastic athletic contest or competition sponsored or 

administered by the Iowa High School Athletic Association (IHSAA) or Iowa Girls High School 

Athletic Union (IGHSAU). 

 

If the before and after school program exceeds the amount necessary to operate the 

program, the excess amount may, following public hearing, be transferred by resolution of 

the school board for deposit into the general fund to be used for district general fund 

purposes. The district will present a copy of the signed board resolution to the Department of 

Education. 

 

The district may choose to request approval from the School Budget Review Committee 

(SBRC) to transfer funds to make a program whole prior to its elimination. 

 



A temporary transfer, a loan from one fund to another, will be at a rate of interest consistent 

with the state rate. The loan will be paid off by October 1st of the following fiscal year to 

which the loan was made.  

 

It is the responsibility of the board secretary [or designee] to make recommendations to the 

superintendent and the board regarding loans and transfers and to provide supporting 

evidence for the transfer. 
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Policy Series 800 – Business Procedures 

Records 

 

Policy 805.2 Care, Maintenance, and Disposal of Records 

 

School district records are housed in the central administration office of the school district. It 

is the responsibility of the superintendent and board secretary [or designees]  to oversee the 

maintenance and accuracy of the records. The following records are kept and preserved 

according to the schedule below: 

 
Record Length of Time 

Secretary’s financial records Permanently 

Treasurer’s financial records Permanently 

Open meeting minutes of the Board of Directors Permanently 

Annual audit reports Permanently 

Annual budgets Permanently 

Permanent records of individual students Permanently 

School election results Permanently 

Real property records (e.g., deeds, abstracts, etc.) Permanently 

Records of payment of judgments against the district 20 years 

Bonds and bond coupons 

11 years, after maturity, cancellation, 

transfer, redemption, and/or 

replacement 

Written contracts 10 11 years 

Cancelled warrants, check stubs, bank statements, 

bills, invoices, and related records 
5 years 

Recordings and minutes of closed meetings 1 year 

Program grants As determined by the grant 

Non-payroll personnel records +10 7 years after leaving the district 

Payroll personnel records 3 years after leaving the district 

Employment applications 2 years 

Payroll records 3 years 

School meal program accounts/records 
3 years after submission of the final claim 

for reimbursement 

 

In the event that any federal or state agency requires a record to be retained for a period of 

time longer than that listed above for audit purposes or otherwise, the record will be retained 

beyond the listed period as long as is required for the resolution of the issue by the federal or 

state agency. 

 

Current employee records are housed in the central administration office of the district. 

Records of employees no longer working for the district can be stored in a secure off-site 

location. Employee records will be maintained by the superintendent [or designee], the 

building administrator, immediate supervisor, human resources director, and the board 

secretary. 

 

The permanent and cumulative records of students currently enrolled in the district are 

housed in the central administration office of the attendance center where the student 

attends. Permanent records will be housed in a fire resistant safe or vault or electronically 



with a secure backup file. The building administrator [or designee] is responsible for keeping 

these records current. Permanent records of students who have graduated or are no longer 

enrolled in the district will be housed in an appropriately safe and secure storage area or 

facility and will be retained permanently. These records will be maintained by the 

superintendent [or designee]. Special education records will be maintained in accordance 

with the law. 

 

The superintendent [or designee] may digitize or otherwise electronically retain district 

records and may destroy paper copies of the records. An electronic record which 

accurately reflects the information set forth in the paper record after it was first generated in 

its final form as an electronic record and which remains accessible for later reference meets 

the same legal requirements for retention as the original paper record.  
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Policy Series 400 – Staff/Personnel 

All Employees 

 

 

Policy 403.7-E1 FMLA Leave Request and Employee Obligation/Requirement Form 
 

 
I,     , request family and medical leave for the following reason(s):   
    (Check all that apply) 

  For the birth of my child. (Employees will be required to use the following leaves if available and 
applicable: personal illness, family illness, personal days, and paid vacation.) 

 

  For the placement of a child for adoption or foster care. (Employees will be required to use the 
following leaves if available and applicable: personal days and paid vacation.) 

 

  To care for my child who has a serious health condition. (Employees will be required to use the 
following leaves if available and applicable: family illness, personal days, and paid vacation.) 

 

  To care for my spouse who has a serious health condition. (Employees will be required to use the 
following leaves if available and applicable: family illness, personal days, and paid vacation.) 

 

  To care for my parent who has a serious health condition. (Employees will be required to use the 
following leaves if available and applicable: family illness, personal days, and paid vacation.) 

 

  Because I am seriously ill and unable to perform the essential functions of my position. 
(Employees will be required to use the following leaves if available and applicable: personal 
illness, personal days, and paid vacation.) 

 

  Because of any qualifying exigency arising out of the fact that my spouse, son, daughter, or 
parent is on active duty (or has been notified of an impending call or order to active duty) in the 
Armed Forces in support of a contingency operation. (Employees will be required to use the 
following leaves if available and applicable: personal days and paid vacation.) 

 

  Because I am the __spouse; ___son or daughter; ___parent; ___next of kin of a covered service 
member with a serious injury or illness. (Employees will be required to use the following leaves if 
available and applicable: family illness, personal days, and paid vacation.) 

 
I understand that when the required paid leave has been used the remainder of the 12 weeks under the 
Family Medical Leave Act shall be unpaid. 
 

I acknowledge receipt of information regarding my obligations under the family and medical leave policy of 
the district.  
 

I request that my family and medical leave begin on      , and I request leave as 
follows: (Check one) 
  Continuous: I anticipate that I will be able to return to work on     _______ 

 

 Intermittent leave for the: 
  Birth of my child or adoption or foster care placement subject to agreement by the district. 
  Serious health condition of myself, child, spouse, or parent when medically necessary. 
 ___ Because of any qualifying exigency arising out of the fact that my spouse, son, daughter, or 
  parent is on active duty (or has been notified of an impending call or order to active duty) in the  
  Armed Forces in support of a contingency operation. (Employees will be required to use the  
  following leaves if available and applicable: personal days and paid vacation). 
  For the care of my __spouse; ___son or daughter; ___parent; ___next of kin of a covered  
  service member with a serious injury or illness. (Employees will be required to use the following  
  leaves if available and applicable: family illness, personal days, and paid vacation). 

 
  Details of the needed intermittent leave: 

                

                



    
  I anticipate returning to work at my regular schedule on       

 

 Reduced work schedule for the: 
  Birth of my child or adoption or foster care placement subject to agreement by the district. 
  Serious health condition of myself, child, spouse, or parent when medically necessary. 
  Because of any qualifying exigency arising out of the fact that my spouse, son, daughter, or  
  parent is on active duty (or has been notified of an impending call or order to active duty) in the  
  Armed Forces in support of a contingency operation (employees will be required to use the  
  following leaves if available and applicable: personal days and paid vacation).  
  For the care of my __spouse; ___son or daughter; ___parent; ___next of kin of a covered  
  service member with a serious injury or illness (employees will be required to use the following  
  leaves if available and applicable: family illness, personal days, and paid vacation). 
   
  Details of needed reduction in work schedule as follows: 

                

                

 
  I anticipate returning to work at my regular schedule on      . 
 
I realize I may be moved to an alternative position during the period of the family and medical 
intermittent or reduced work schedule leave. I also realize that with foreseeable intermittent or reduced 
work schedule leave, subject to the requirements of my health care provider, I may be required to 
schedule the leave to minimize the impact on school operations. 
 

While on family and medical leave I agree to pay my regular contributions to employer-sponsored benefit 
plans. My contributions shall be deducted from monies owed me during the leave period. If no monies are 
owed me, I shall reimburse the school district by personal check (cash) for my contributions. I understand 
that I may be dropped from employer-sponsored benefit plans for failure to pay my contribution. 
 

I agree to reimburse the district for any payment of my contributions with deductions from future monies 
owed to me, or the district may seek reimbursement for payments of my contributions in court. 
 

I acknowledge my obligation to provide medical certification within 15 days of filing this request for my 
serious health condition or that of a family member in order to be eligible for family and medical leave, 
and that I have received the appropriate medical form. 
 

I acknowledge that if this request for leave qualifies as family and medical leave it will be deducted from 
my annual 12-week entitlement. 
 

I acknowledge that the above information is true to the best of my knowledge. 
 
         Return to: 
Employee’s Printed Name      Linn-Mar Community School District 
         Cathy Gauger- Human Resources Office 
         2999 North 10th Street, Marion, IA 52302 
Employee’s Signature  Date   Phone: 319-447- 3053 / Fax: 319-377-9252  
         Email: cgauger@Linnmar.k12.ia.us 
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Policy Series 400 – Staff/Personnel 

All Employees 

 

 

Policy 403.7-E8 Medical Documentation of Absence 

 

It is the practice of the Linn-Mar Community School District to require a fitness-for-duty certificate 
from their physician if an employee has been absent for one calendar week or more due to the 
employee's personal injury or illness, prior to reporting back to work. 

□ Please see the attached job description to determine return to full duties or restrictions as 

necessary. 
 
____________________________may return to full duties without restrictions on _______________. 
             Employee Name                                            Date 

OR 

 
Due to illness/injury on _______________ (Date), this employee is not capable of performing the 
essential functions of their job.   
 
Please indicate any restrictions below and the duration of the restrictions. 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

Comments:_________________________________________________________________________

__________________________________________________________________________________ 

 
Anticipated date employee can return to full, unrestricted duty: ______________________________ 
 
 

Physician’s Printed Name: ___________________________________ Date: ____________________ 

Physician’s Signature: ________________________________________________________________ 

Business Address: ___________________________________________________________________ 

Business Phone: ____________________________________________________________________ 

 

Return form to: 

Linn-Mar Community School District 

Cathy Gauger – Human Resources Office  

2999 N 10th Street, Marion, IA 52302 

Phone: 319-447-3053 / Fax: 319-377-9252 

Email: cgauger@Linnmar.k12.ia.us 

 

Reviewed: 4/23 / Revised: 9/14; 3/17; 4/20; 4/23 

Related Policy: 403.7; 403.7-R1-R2; 403.7-E1-E7, E9 


	103.1 Anti-Bullying-Harassment
	103.1-R Anti-Bullying-Harassment Regulations
	204.1 Meetings of the Board
	204.9 Public Participation
	401.5 Licensed Personnel Professional Development
	401.15 Child Abuse Reporting by Licensed Personnel
	403.16-R Regs for Employee Records
	403.22 Staff Development
	501.6 Non-Resident Students
	504 Student Health Services
	504-R Regs for Student Health Services
	504.14 Student Disclosure of Identity
	504.14-E1 Report of Student Dislosure of Identity
	504.14-E2 Request to Update Student Identity
	504.31 Admin of Medication
	504.31-E1 Medication Permission Form
	504.31-E2 Auth for Self-Admin of Meds
	504.31-E3 Parent Auth Indep Self Cary
	504.31-E4 Parent Auth Vol School Stock
	504.32 Stock Medications
	601.2 School Calendar
	602.27 Selection of Instr Materials
	602.27-R Regs for Selection of Instr Materials
	602.28 Instr & Library Matl Inspection and Display
	602.28-E1 Request to Prohibit Student Access
	604.6 School Library
	605.2 Testing Program
	801.3 Transfer of Funds
	805.2 Care, Maintenance, Disposal of Records
	403.7-E1 FMLA Leave Request
	403.7-E8 Medical Documentation of Absence

