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SCHOOL CALENDAR
The Board of Education recognizes that the preparation of a calendar for the instructional program of the schools is necessary for orderly educational planning and for the efficient operation of the District.

The Board shall determine annually the total number of days when the schools will be in session for instructional purposes.  For purposes of receiving State school aid,  the minimum number of hours of student instruction shall comply with the number of hours stipulated by statute.  (Currently 1080.)
The Superintendent is authorized to work with the Intermediate School District on the development of a common calendar for all of the districts in the ISD.

Days lost due to strikes by District staff or to teacher conferences shall not be counted as days of instruction per state law.
The Superintendent shall certify to the Department of Education by no later than August 1st of each year, the number of days and hours of student instruction during the previous school year.

M.C.L.A. 380.1284, 380.1175

A.C. Rule R340.10 et. seq.

Revised 8/94

Rev 6/06

GUIDELINES – 8210
PREPARING SCHOOL CALENDAR

The Education Association and Superintendent shall be responsible for preparing the District’s school calendar.  The Superintendent will recommend to the School Board the agreed upon calendar:

Holidays:

All District schools and offices shall be closed on the following holidays:

Labor Day

Thanksgiving Day

Day after Thanksgiving

Christmas Eve

Christmas Day

New Year’s Eve

New Year’s Day

Good Friday – (half day)

Memorial Day

Independence Day
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SCHOOL DAY
The Board of Education authorizes the school day to be arranged and scheduled by the administration.  It is to offer the maximum education for the time spent within the limitations of school facilities and the laws and regulations of the State.

The Superintendent may close the schools, delay the opening of school, or dismiss school early when such alteration in the regular session is required for the protection of the health and safety of students and staff members.  S/He shall prepare guidelines for the proper and timely notification of concerned persons in the event of any emergency closing of the schools.

The Superintendent shall have the authority to determine which school‑related activities may be conducted if the school is closed for a period of time.  S/He shall prepare appropriate guidelines for communication to students, parents, and others regarding the scheduling and conduct of such activities.

6/06
GUIDELINES – 8220

SCHOOL DAY

A. Opening Exercises

1. Each school day and special programs shall  begin  with the Pledge of Allegiance to the Flag .

2. Only those students who have conscientious scruples against such a pledge or salute, or are children of accredited representatives of foreign governments to whom the United States extends diplomatic immunity will be excused from repeating the Pledge of Allegiance.  Such students shall be required to show respect during the salute by standing and remaining silent.

3. Religious reading or exercises shall not be a part of opening, closing, or any other exercise for any school day.

B. Announcements

Principals may allow notices of general interest to be broadcast over the school loudspeaker at designated times* in accordance with the following rules:

1. No announcement shall be read which has not been approved and initialed by the principal.

2. Notices concerning outside religious activities shall not be approved.

3. Notices which constitute advertising are not allowed.

4. No announcements, other than emergencies, are to be made during any class period.

C. Flag Display

1. The American Flag and the Michigan State Flag are to be flown at all schools on days when schools are in session.

2. In addition to being displayed on days when schools are in session, the American Flag is to be flown at all schools on the following holidays:


President’s Day


Martin Luther King Day


Memorial Day


Flag Day


Independence Day


Labor Day


Election Day


Veteran’s Day

3. The Buildings and Grounds’ Supervisor is responsible for raising and lowering the flag and for maintaining them in proper condition.

4. The flags are flown at half-mast on order of the President, the Governor, or a local official.  It may not be flown at half-mast as a form of political or other dissent.

D. School Assemblies

The principal is responsible for the scheduling and operation of all assemblies in his/her building.  Each assembly should be directly related to accomplishing one or more of the District’s goals for students and should interfere as little as possible with the academic program.

E. School Closings

Whenever a school is closed due to a calamity such as hazardous weather, utility failure, and the like, all school-sponsored activities .
At the K-12 level, if conditions improve later in the day, the Superintendent will be responsible for determining which, if any, school-sponsored activities may take place.  The determination is to be made using the following criteria:

1. Staff, students, and/or parents can be notified effectively and without unbudgeted costs about the necessary details related to attendance requirements, location, schedule, and conduct of the activity.

2. The staff needed to conduct the activity properly is available and there are no unscheduled or unapproved costs to the District.

3. Students have been informed that their participation is not required and they will not be penalized for nonparticipation.

4. Any necessary transportation is readily available and the road conditions have been deemed to be safe by the local police, sheriff’s department, or the state police.

If the activity has been scheduled to take place at a nondistrict location, particularly at another school district, the administrator should determine whether or not the activity is still scheduled and the weather and other conditions between the District and the location and at the location.

If the activity is to take place within the District, it can be scheduled providing the above criteria have been met.  However, regardless of the location of the activity, the administrator should have determined how many of the District’s students who would normally participate will not be participating and who will be the effect of their absence.

Revised 10/93
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PUBLIC RECORDS
The Board of Education recognizes its responsibility to maintain the public records of this District and to make such records available to residents of Michigan for inspection and reproduction.

The term “education records” is defined as those records that are “directly related” to a student and maintained by an educational agency or institution or by a party acting for the agency or  institution.  See 34 CFR section 99.3 ”Education Records.”  In the case of a video or other picture image of one or more students and where there are students in the background (walking down the hall, sitting on the bus, eating lunch, etc.), we believe that the video is “directly related” to, and thus the “education record” of the student or students who are the focus or subject of the video and not the students merely in the background.  By “focus,” we mean a student or students are involved in an altercation or some other disturbance that causes them to be the focal point of the video.

With regard to parents of those students that are the focal point being permitted to view the video, a school would not need to obtain the consent of the parents of the students who are the focus of the video and may show those parents the video, because this would typically be the education record of  students, especially in situations involving altercation.  In this case, however, where there is more than one student that is the focus of the video, while the school may provide parents with access to the video without the prior consent of the other parent(s), the school may not give a copy of the video to any of the parents without the consent of the other students’ parents.
The public records of this District include any record that has been required by law to be made, maintained, or kept on file by this Board or its officials, but does not include the following:

A.
  personnel records of an individual, except the individual's name, title of position, salary, length of service, attendance record, and data other than detailed medical or psychological information, which shows conformity with qualifications for employment and pensions

B.
  material containing privileged or confidential information about individuals to the extent permitted by law

C.  
reports of investigations in progress

D.
  records regarding matters the disclosure of which would impair a right to receive Federal funds

E.
  records regarding pending negotiations toward a collective bargaining agreement

F.
  records regarding the contemplated purchase, sale, lease, or acquisition of real property

G.  
records regarding tactics and techniques utilized in protecting the safety and property of the public where such disclosure would impair such protection

6/06

BOARD OF EDUCATION

                                            OPERATIONS

NEW BUFFALO AREA PUBLIC SCHOOLS

                             8310/page 2 of 2

H. .
records regarding pending or anticipated litigation, contract negotiations (other than in the collective bargaining process), and other issues that may fall within the privileged relationship between the Board and its attorney

I.  .
notations and tape recordings made and temporarily retained by an individual solely as an administrative convenience in the performance of assigned duties

Any resident of the State may inspect and copy by hand the public records of this District during the regular business hours of the office in which such records are maintained, provided that advance notice of such intended inspection has been given the custodian of the records not less than one (1) working day before the inspection.  The Superintendent is authorized to grant or refuse access to the records of this District in accordance with the intent of this policy.

A resident may purchase copies of the District's public records upon payment of a fee.  No public record may be removed from the office in which it is maintained except by a Board officer or employee in the course of the performance of his/her duties.

Nothing in this policy shall be construed as preventing a Board member from inspecting in the performance of his/her official duties any record of this District, except student records.

Directory information can be given to any person or organization for non-profit making purposes when requested, unless the parents of the student restrict the information, in writing to the principal.  Directory information includes:


A student’s name; address, telephone number; date and place of birth; photograph; major field of study; participation in officially recognized activities and sports; height and weight, if a member of an athletic team; dates of attendance; date of graduation; awards received; or any other information which would not generally be considered harmful or an invasion of privacy, if disclosed.

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

6/06

GUIDELINES – 8310A -   PUBLIC RECORDS

The public records of this Office of the Superintendent as defined under the Freedom of Information Law are available for public inspection and/or copying in accordance with the following administrative guidelines.  Exemptions are specified in R.C. 149.43 (A) (1).
Designation of Officers:

The Superintendent shall be the Records Control Officer – RCO.

Procedures:

The following procedures shall be followed in connection with requests to inspect and secure copies of School District records:

A. Requests to inspect or secure copies of records shall be submitted to the RCO on a form prescribed by the Board, copies of which are available in the Office of the RCO.

B. The RCO will determine and advise the requester, within five days
Location and Time:

Records shall be made available at the Superintendent’s Office, during the hours of 9:00 a.m. to 2:30 p.m., Monday through Friday, with the exception of the holidays or other days when District Schools are closed.

Fees:

Upon written request, copies of said records shall be provided for a fee which will be no more than the actual cost for the duplication plus any applicable clerical costs which will be charged at an hourly rate equal to the lowest hourly rate paid to a member of the District’s clerical staff.  The fee is established annually at the reorganization meeting in July.
GUIDELINES – 8310B

RECEIPT OF LEGAL DOCUMENTS

All legal documents, such as Notices of Claim, Information Subpoenas, Wage Attachments, or other documents served against the District, should be received and processed with extreme care and immediate attention.  The manner in which legal  documents are to be handled and processed is described below:

A. Legal documents shall be delivered to the Superintendent and   filed accordingly.
B. District personnel receiving legal documents should note, in writing, the following information regarding delivery of the documents:

1. manner of delivery – in person, by certified mail, other

2. time and date of delivery

3. name of receiving party

4. other pertinent information regarding the delivery, such as condition.

C. The principal shall transmit all legal documents to the Superintendent.

D. The Superintendent shall forward copies of legal documents to the appropriate insurance or legal advisor.

E. Duplicates shall be filed in the principal’s office.

FORM – 8310 F1

PUBLIC RECORDS REQUEST

Name:









Address:









Telephone:

Business Telephone:





I wish a copy of the following record(s):  Specify: 








I wish to review the following record(s):  Specify:









I understand I will be contacted within 
days, excluding weekends and holidays, as to when I may view these records.  I also understand if I request a copy made of these records, the copies will be provided to me at cost.  I further understand I am not allowed to remove any record(s) from the office where they are maintained.
Signature





Date

· * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  

The records you wish to review and/or copy will be available on 


 at the administration office.

Records Office





Date

RECEIPT/ACKNOWLEDGEMENT FORM

I hereby acknowledge that I have been given copies of an/or have been permitted to review the public records requested above.

Signature





Date
FORM – 8310 F2

PUBLIC RECORDS INSPECTION/COPYING RECORD

Requester:









Date of Review/Copying:









Request Form Submitted, Approved, and Signed:
















Date

Viewing Monitored By:










    Name

Time Spent:



Date:





Records Refiled by:




Time Spent:



Requested Copies Made By:



Time Spent:



Date:
No. of Pages:
Total Fee: 

Payment Received:


Requester has signed that request has been fulfilled.

Attach to 8310 F1 and file.

FORM – 8310 F3

RESPONSE TO PUBLIC RECORDS REQUEST

TO:










You requested records from


School District.

 
Because of unusual circumstances, the District requires an additional 




    
business days to respond to your request.

This is a certification that the following records do not exist under the name given by the 

requester or by another name known to the District, or are not retained by the District in 

the performance of an official function:  






  


The following records you requested are exempt because:






Your request is granted for all other records you requested.

               
 Copies of those records are attached.

               
 You may obtain copies of those records by first paying a fee of $

for  the cost of processing your request.

              
We will copy these records after you have paid a deposit of $

which is one-half of the copying charge of $

which you must pay in full upon receipt of the records.

             
You may inspect the records at this office on 


at 
o’clock.  You may copy or order copies of those records after inspection upon payment of the fee for processing requested copies.


Records Officer






Date
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PERSONNEL FILES
It is necessary for the orderly operation of the School District to prepare a personal information system for the retention of appropriate papers bearing upon an employee's duties and responsibilities to the District and the District's responsibilities to the employee.

The Board of Education requires that sufficient records exist to ensure an employee's qualifications for the job held, compliance with Federal, State, and local benefit programs, conformance with District guidelines, and evidence of completed evaluations.  Such records will be kept in compliance with the laws of the State of Michigan.

The Board delegates the maintenance of an employee personnel information system to the Superintendent.

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

The employee shall have access to his/her file upon request.

Personnel records shall not be available to individual Board members but shall be made available if the Board is reviewing tenure, continued employment, and/or disciplinary action.
Personnel wishing to review their own records shall:

A. 
request access in writing;

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

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

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

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

The responsible administrator shall hear the appeal and make a determination within ninety (90) days of the appeal in accordance with law.

The Superintendent shall prepare administrative guidelines defining which personnel records are to be maintained.

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

Act 397 of Public Acts of 1978

6/06 

GUIDELINES – 8320

PERSONNEL RECORDS

Certain information concerning District employees is confidential, to be reviewed on a need-to-know basis and only under conditions which guarantee protection of both management’s right to access information and the employee’s right to unnecessary invasion of privacy.  Most information in the personnel files, however, is not confidential and is available for inspection in accordance with state law.

Initial Employment:  Upon employment, each employee is to submit for the :

Personnel File:

· A completed employment application form if applicable (teacher do not fill one out)

· A copy of certification, if applicable

· Transcripts, if applicable

· Completed “right to know” forms
· Record of misconduct form

Payroll File:

· W-4 forms

· Copies of social security card/driver’s license identification

· Retirement registration 

· Completed forms for life and disability insurance without the medical examination portion

· Payroll deduction authorization

· Forms I-9

Confidential File:

· Applications for health insurance

· Record of a recent physical examination

· History of any medical treatment

· Annuity forms

Professional staff members shall also be responsible upon employment, for providing a complete transcript of their education and records of all prior teaching experience.

Contents:

During the period of employment, the following data shall be maintained in personnel files and/or computer databases:

· Current correct name, address, and telephone number

· Current data on education completed, including transcripts of all academic work

· An accurate record of work experience

· Proof of fulfillment of requirements for change in salary classification

· Current data pertaining to certificates required by the state

· Record of assignments

· Evaluation of performance

· Proof of discharge from military service

· Rate of compensation

· Completed evaluations

· Disciplinary incidents

· Special awards or distinctions, if provided by employee

All information concerning employees’ health status, including mental or physical examinations and treatments are to be kept in a confidential file.  Access is limited to the employee, the employee’s supervisor, the superintendent, and other central office administrators who have a supervisory relationship to the employee, and others authorized by law.

Employees who wish to review their own personnel file shall:

· Request access in writing

· Review the record in the presence of the administrator designated to maintain said records or designee

· Make no alterations or additions to the record nor remove any material therefrom

· Sign and date a log attached to the file.

Employees wishing to appeal material in their record shall make a request in writing, using Form 8320 F3.

The superintendent shall hear the appeal and make a determination.

Rev 1/28/94

FORM 8320 – F1
RECORD OF ACCESS TO PERSONAL FILE

(Copy to be placed in Employee’s File.)
Employee:









Name of Requesting Party
                                 Reason for Request

           Date Access Given

FORM - 8320 F2

REQUEST TO INSPECT AND REVIEW PERSONAL FILE

Name:









I am requesting access to review and inspect my personal file.  The specific records I wish to review are:

Signature






Date
FORM – 8320 F3

REQUEST FOR AMENDMENT TO PERSONAL RECORD

Employee:







After reviewing the record, I believe some of the information is:

_____ misleading

_____ inaccurate

_____ incomplete

_____ other

Please explain:  








I would like the following information added: 







I would like the following information removed:







Signature




Date

FORM – 8320 F4
NOTICE OF ACTION REGARDING REQUESTED AMENDMENT TO PERSONAL RECORDS 


Dear 


We have investigated your complaint that certain data in your files is misleading, inaccurate, or incomplete and your request to amend this data. 

It is our decision that your complaint is (un)justified and we will (not) make the requested amendment(s). 

(IF DATA IS TO BE CHANGED) 

We will make the following modifications as we agreed upon: 

(IF DATA IS NOT TO BE CHANGED) 

We will not make any changes since we believe that the data as presently recorded is correct/appropriate/complete for the following reason(s). 

However, you have the right to request a records hearing during which the merits of your position and that of the District will be examined. If this action does not resolve the disagreement, you have the right to place in the records a statement commenting on the information or setting forth any reasons for disagreeing with the decision of the District. This statement shall be maintained by the District as part of your file as long as the contested portion of the record is maintained. 


If you elect to request the hearing, please return the attached request within 
days. If you 

have any questions about any aspects of this matter please call me at ___________ for further information or clarification. 

Sincerely , 

( Superintendent) 
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STUDENT RECORDS
The educational interests of the student require the collection, retention, and use of information about individual students and groups of students.  At the same time, the student's right of privacy mandates careful custodianship and limitations on access to student records.

The Board of Education is responsible for maintaining records of all students attending schools in this District.  Only records mandated by the State or Federal government or specifically permitted by this Board may be compiled by District employees.  The Board hereby authorizes collection of the following student records, in addition to the membership record required by law:

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

B.
  samples of student work

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

1.  
interest inventories

2.
  vocational preference inventories

3.
  achievement tests

4.
  standardized intelligence tests

D.
  authenticated information provided by a parent or adult student concerning achievements and other school activities which the student wants to make a part of the record

E.
  verified reports of serious or recurrent behavior patterns

F.
  rank in class and academic honors earned

G.
  psychological tests

H.
  attendance records

I.   health records
J.
  family backgrounds and arrangements

PRIVATE 
BOARD OF EDUCATIONtc  \l 1 "BOARD OF EDUCATION"

                                            OPERATIONS
NEW BUFFALO AREA PUBLIC SCHOOLS

                             8330/page 2 of 5
In all cases, permitted, narrative information in student records shall be objectively-based on the personal observation or knowledge of the originator.

Student records shall be available only to students and their parents, adult students, and designated school officials and personnel, not including Board members, who have a legitimate educational interest in the information.  In situations in which a student has both a custodial, and a non‑custodial parent, both shall have access to the student's educational records unless stipulated otherwise by court order

For the purposes of this rule, whenever a student has attained 18 years of age or is attending an institution of post-secondary education, the consent required of and the rights accorded to the parent(s) or guardian(s) of the student shall only be required of and accorded to the student.

"Legitimate educational interest" shall be defined as "a direct or delegated responsibility for helping the student achieve one or more of the educational goals of the District" including but not limited to those officials with legitimate educational interests as defined in District administrative guidelines.

The Board authorizes the administration to:

A.
forward education records on request to a school in which a student of this District seeks or intends to enroll;

B.
provide "personally‑identifiable" information to appropriate parties in connection with an emergency if such knowledge is necessary to protect the health and safety of the student or other individuals;

C.
request each person or party requesting access to a student's record to abide by the Federal regulations concerning the disclosure of information to a third (3rd) party.

The District will comply with a legitimate request for access to a student's records within a reasonable period of time but not more than forty‑five (45) days after receiving the request.  Upon the request of the viewer, a record shall be reproduced, unless said record is copyrighted, and the viewer may be charged a fee equivalent to the cost of handling and reproduction.

The District shall maintain a record of those persons to whom information about a student has been disclosed.  Such disclosure  records will indicate the student, person viewing the record, information disclosed, and the date of disclosure.

Only "directory information" regarding a student shall be released to any person or party, other than the student or his/her parent, without the written consent of the parent; or, if the student is eighteen (18) years of age or older, the written consent of the student, except those persons or parties stipulated by the District's policy and administrative guidelines and/or those in the law.

BOARD OF  EDUCATION
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MISSING STUDENTtc  \l 1 "MISSING STUDENT"
When law enforcement officials have notified the District that a student has been reported missing, the building principal shall tag this in an obvious way on that student’s records.  The tag shall remain until notified by law enforcement that the tag should be canceled or until the student’s eighteenth birthday.  If a request had been received for a tagged student’s records, the custodian shall not comply with the request but shall immediately notify the law enforcement agency.

STUDENT AND FAMILY RIGHTS CONCERNING SCHOOL RECORDS

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

1.
The right to inspect and copy the student’s education records within 45 school days of the day the District receives a request for access.  Parents/guardians or students should submit to the school custodian of student records a written request that identifies the record(s) they wish to inspect.  The custodian will arrange for access and notify the parent(s)/guardian(s) or eligible student of the time and place where the records may be inspected.

2.
The right to request the amendment of the student’s education records that the parent(s)/guardian(s) or eligible student believes are inaccurate, misleading or an invasion of privacy.  They should write the school principal or records custodian, clearly identify the part of the record they want changed and specify the reason.  The right to challenge school student records does not apply to:  (1) academic grades of their child and (2) references to expulsions or out-of-school suspensions if the challenge is made at the time the student’s school  records are forwarded to another school to which the student is transferring.  If the District decides not to amend the record as requested by the parent(s)/guardian(s) or eligible student, the District will notify the parent(s)/guardian(s) or eligible student of the decision and advise him/her of their right to a hearing regarding the request for amendment.  Additional information regarding the hearing procedures will be provided to the parent(s)/guardian(s) or eligible student when notified of the right to a hearing.

3.
The right to permit disclosure of personally identifiable information contained in the student’s education records, except to the extent that the FERPA or Michigan law authorizes disclosure without consent.  Disclosure is permitted without consent to school officials with legitimate educational or administrative interests.  A school official is a person employed by the District as an administrator, supervisor, instructor or support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the Board; pending a Board action, a person or company with whom the District has contracted to perform a special task (such as an attorney, auditor, medical consultant, or therapist), or a parent(s)/guardian(s) or student serving on an official committee, such as disciplinary or grievance committee, or assisting another school official in performing his/her tasks.  A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.  Upon request, the District discloses education records without consent to officials of another school District in which a student has enrolled or intends to enroll as well as to person(s) specifically required or allowed by State or federal law.  Disclosure is also permitted without consent to:  any person for research, statistical reporting or planning, if no student or parent(s)/guardian(s) can be identified; any person named in a court order; and appropriate persons if the knowledge of such information is necessary to protect the health or safety of the student or other persons.

4.
The right to prohibit the release of directory information concerning the parent/guardian’s child.  Throughout the school year, the District may release directory information regarding students,  limited to:  name, picture, grade level, academic awards, degrees and honors, information in relation to school sponsored activities, 
BOARD OF EDUCATION
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      organizations and athletics and major field of study.  (Any   parent(s)/guardian(s) or eligible student may prohibit the release of  any or all of the above  information by delivering a written objection to the building principal within 30 days of the date of this  notice.  No directory information will be released within this time period unless the parent(s)/guardian(s) or eligible student   are specifically informed otherwise.

5.
The right to file a complaint with the U.S. Department of Education concerning alleged failures by the District to comply with the requirements of FERPA.  The name and address of the office that administers FERPA is:  Family Policy Compliance Office, U.S. Department of Education, Washington, DC  20202-4605

PRIVATE 
Requesting Amendmentstc  \l 2 "Requesting Amendments"
Parents/guardians may ask the District to amend a record that they believe is inaccurate, misleading or in violation of a student’s right to privacy by writing the school principal or records custodian, identifying the part of the record they want changed, and specifying the reason(s) for the request.  The  appropriate school or District administrator shall make a determination on the request in a timely fashion and shall reply in writing to the parents/guardians detailing the actions taken.  If the decision is to deny the request, the parents/guardians shall be provided with the information and procedures to request a hearing regarding their request for amendment.  

When a hearing has been requested by parents/guardians for challenging the content of the student’s education record, the procedure to be followed in the hearing shall include the following:
(
The hearing shall be conducted and the decision rendered by a person who does not have a direct interest in the hearing outcome;
(
The parent/guardian of the student shall be given notice of the date, place and time of the hearing within a reasonable time in advance of the hearing;
(
The parent/guardian may be assisted or represented by individuals of his/her choice at his/her own expense, including an attorney;
(
The parent/guardian shall be afforded a full and fair opportunity to present relevant evidence;
(
The decision shall be rendered in writing within a reasonable time after the hearing concludes; and 
(
The decision of the school shall be based solely upon the evidence presented at the hearing and include a summary of the evidence and the reasons for the decision.

If the decision of the school following the hearing is to deny the request, the parent/guardian shall be afforded an opportunity to place a statement in the record commenting on the contested information or disagreement with the school.  This statement shall be attached to the record in question and copies or disclosed along with the record for as long as the record is maintained.

Each year the District will provide public notice to students and their parents of its intent to make available, upon request, certain information known as "directory information": a student's name; address; telephone number; date and place of birth;  photograph; major field of study; participation in officially recognized activities and sports; height and weight, if a member of an athletic team; dates of attendance, date of graduation; awards received; honor rolls; and scholarships.

Parents and adult students may refuse to allow the District to disclose any or all of such "directory information" upon written notification to the District within thirty (30) days after receipt of the District's public notice.

Whenever parental consent is required for the inspection and/or release of a student's educational records or for the release of directory information, either parent may provide such consent unless stipulated otherwise by court order.  If the student is under the guardianship of an institution, the Superintendent shall appoint a person who has no conflicting interest to provide such written consent.
BOARD OF EDUCATION

                                            OPERATIONS
NEW BUFFALO AREA PUBLIC SCHOOLS

                             8330/page 5 of 5
Armed forces recruiting representatives and service academy recruiters are entitled to receive directory information that will include:  the student’s name, address and telephone number (if listed).

The District may disclose "directory information" on former students without student or parental consent.

The Superintendent shall prepare administrative guidelines to ensure that students and parents are adequately informed each year regarding their parents to:

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

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

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

D.
  file a complaint of District non‑compliance with the Department of Education;

E.
  obtain a copy of the District's policy and administrative guidelines on student records.

The Superintendent shall also develop procedural guidelines for:

A.
  the proper storage and retention of records;

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

No liability shall attach to any member, officer, or employee of this District specifically as a consequence of permitting access or furnishing student records in accordance with this policy and guidelines.

34 C.F.R. Part 99

20 U.S.C. Section 1232g

20 U.S.C. Section 1232g(b)(I)(H)

20 U.S.C.  1400 et seq.

26 USC 152

The Family Educational Rights and Privacy Act of 1974 (FERPA)

Individuals with Disabilities Education Act

Revised 9/17/90

Revised 8/92

Revised 2/20/95

Revised 2/03/03

GUIDELINES – 8330
STUDENT RECORDS

Student records shall be maintained in accordance with Board policy 8330 and State/Federal laws and regulations.

The student record is the legal record for each student who is or has attended schools within the District.  All information contained in the student record must be factual, verifiable, and of a constructive nature.  The District shall collect, maintain, and use only information necessary for legally mandated District functions.

Educational Records, as defined in Section 99.3 of the Family Educational Rights and Privacy Act, means those records which:  (1) are directly related to a student, and (2) are maintained by an educational agency or institution or by a party acting for the agency or institution.  “Record” means any information or data recorded in any medium, including but not limited to:  handwriting, print, tapes, films, microfilm, microfiche, and computer files and databases.

The term, Educational Records, does not include::

A. records of instructional, supervisory, and administrative personnel and educational personnel ancillary thereto which:

· are in the sole possession of the maker thereof;

· are not accessible or revealed to any other individual except substitute.  For the purpose of this definition, a “substitute” means an individual who performs on a temporary basis the duties of the individual who made the record, and does not refer to an individual who permanently succeeds the maker of the record in his/her position.

B. records of an educational agency or institution which contain only information relating to a person after that person was no longer a student at the educational agency or institution.  An example would be information collected by an educational agency or institution pertaining to the accomplishments of its alumni.

The student’s school record shall contain the following information that shall be retained permanently or for one hundred years:

A. name and address of parent (see 8330 F1)

B. enrollment data to include validated birth record, proof of residency, immunization records, and social security number or computer number

C. attendance records

D. grades and/or transcripts

E. standardized and/or mandated achievement test data, including proficiency test records which include the date each student meets the proficiency level for the test administered.

F. Date of graduation and/or transfer or withdrawal.

The student’s school record shall contain, if applicable to the individual, the following information, to be retained for a period not less than two years beyond the date of high school graduation:

A. health and medical information; emergency medical authorization forms may be destroyed upon the annual receipt of the forms as required by law

B. court order on parental rights and responsibilities and/or custodial or guardianship arrangements, including any court orders regulating access of a parent to school records

C. awards and recognitions

D. information and/or data relevant to the identification, evaluation and/or placement of students in accordance with the Individuals with Disabilities Education Act, Section 504 of the 1973 Rehabilitation Act or other applicable State laws and regulations

E. reports and such other confidential information generated by professionals or agencies outside the District relevant to the student’s educational program

F. such other verifiable, factual and relevant information to be used in making decisions regarding the student’s educational program.

Records of disciplinary interventions, excluding records pertaining to expulsion or permanent exclusion, shall be destroyed at the close of each school year, unless the school conduct code imposes progressive discipline requirements for specific violations of the student code of conduct.

RESPONSIBILITY:

The Custodian of Records -(COR) shall be the principal who may delegate certain responsibilities to the school secretary. The COR shall assure the confidentiality of directory information. if the parents have so requested. and other information in the educational record. The COR shall be responsible for the implementation of this District's policies and procedures regarding confidentiality. including informing all personnel in this District who collect. maintain. use. or otherwise have access to student records of this District's policies and procedures on confidentiality. 

The District's Records Officer (DRO) shall prepare an annual notice to parents/adult students which shall inform them of their rights to (see 8330 FI0): 

A. inspect and review the student’s educational records;

B. request and amendment to the records if the parent or adult student believe the information to be inaccurate or misleading;
C. limit the disclosure of personally-identifiable information defined as directory information within policy 8330 or to such other disclosures not required by law;
D. request a hearing if the District refuses to amend records believed by the parent to be misleading or inaccurate and to file a complaint with the Department of Education if the parent is dissatisfied with the results of the hearing;
E. obtain a copy of the District’s policy on student records. 

The notice may be in the form of a section of the local newspaper. District's newsletter. and/or the student handbooks (see 8330 FI0). 
Ongoing Maintenance of Records 


A 
Public Listing of Authorized Employees 
1. Each COR shall maintain a current listing of those employees and other persons. approved by the DRO. authorized to access personally-identifiable data housed at the location specified. 

2. Each COR shall post and maintain the listing for public inspection at his/her respective location. 

      B.      Types and Location of Records
1. The DRO shall prepare a listing of the types and locations of records collected, maintained, or used by the District, and the name of the COR at each location.

The list shall be provided to parents/adult students at their request.

2. The student record shall be stored in secured facilities or equipment.  The records shall be available only to those specified in policy or these guidelines.

C. Consent to Disclose Information (see 8330 F4 and F8)

1. Whenever there is a request for a copy of information from a student’s record, the COR shall obtain written and dated consent, prior to disclosure of records, from parents/adult students which includes:

a. the records that may be disclosed;

b. the purpose for which the disclosure may be made;

c.    the party or class of parties to whom the disclosure may be made;

d. whether or not the parents/adult students wish to have a copy of the records disclosed and/or, if the student is not an adult student, whether the District should provide that student with a copy of the disclosed record.

Signed permission should be obtained from adult students prior to  allowing their parents access to the records.

2. Prior consent will not be needed if:

a. the disclosure is to other District personnel who have a legitimate educational interest (as defined by Board policy) in the information;

b. the disclosure is to another school, school district, or postsecondary institution, as so stated in Board policy;

c.    the disclosure is for an emergency; (see guidelines on page 8)

d. The disclosure is authorized by other sections of the Family Education Rights and Privacy Act (FERPA).

3. No person shall release to a parent of a student who is not the custodial parent or any other person any information about the school to which the student has transferred or that would enable the parent who is not the custodial parent to locate the student if the school to which the student has transferred informs this District that the student is under the care of a shelter for victims of domestic violence.

Parents:  Disclosure, Inspection, Review of Records:

The COR shall permit parents/adult students, upon request, to retrieve information from and to inspect and review, records relating to the student’s education and maintained by the District.  The following conditions shall apply:

A. At times, agencies or individuals outside the District provide the District with information necessary and relevant to the student’s education.  Psychological or medical information should be provided to a parent in the presence of an appropriately licensed professional who can properly explain the information.  Such information may be provided to the District only with the written consent of the parent.  Upon parental request, the District will notify the parent with the date and source of any record generated outside the District so that parents may access these records through the originator.

B. If any education record includes information on more than one student, the parents/adult students shall have the right to review and inspect only the records relating to the student, or to be informed of that specific information.

C. The request for a review must be honored without unnecessary delay and before any meeting regarding an individualized educational program or hearing relating to the identification, evaluation, or placement of the student and in no case later than 45 days from receipt of request.

D. The parents/adult students have a right to have their representative inspect and review the records upon submission of a signed and dated written consent which:

1. specifies the records which may be disclosed;

2. states the purpose of disclosure;

3. identifies the party or class of parties to whom the disclosure may be made.

E. The District shall presume that either parent has the authority to disclose, inspect, and review the student’s records unless a court order indicates otherwise or unless otherwise prohibited by law.

If the parents/adult students request an opportunity to inspect and review records, a written request is necessary.

F. The parents/adult students are to complete the District’s Request for Information  Form 8330 F5 prior to receiving copies of any record.
The COR shall arrange a mutually agreeable schedule with the parents/adult students.

G. Subject to the limitations within the law, policy, and/or guidelines, the COR shall provide parents/adult students with copies of any information in the student’s educational records and shall respond to reasonable  requests for explanation and interpretation of the records.  Copies of the records shall be provided for the current cost of duplication unless that fee effectively prevents the parents/adult students from exercising the right to inspect and review the records.
H. If the parents/adult students request disclosure of specific information by telephone, the COR shall not disclose requested information.

Third Party:  Disclosure, Inspection/Review, and/or Copies of Records:

The COR shall permit inspection and review of a student’s educational records, disclose specified information, or provide copies of educational records only after the requesting party has agreed not to share the information with a third party unless the parents/adult students have so consented or the particular circumstances meet the requirements of the Family Education Rights and Privacy Act (FERPA) on third party disclosure.

Amendments of Records (see 8330 F6 a.., b., c.)

The COR shall provide parents/adult students with the opportunity to amend records when they believe that any of the information regarding their child is inaccurate, misleading, or violates the privacy or other rights of the student.

A. Upon receipt of a written request to amend records, the COR shall ascertain the specific information that is requested to be amended and the reason for the change.

The COR shall decide whether or not to amend the record.

B. If the COR decides not to amend, the parents/adult students shall be so informed of the decision as well as of their rights to a hearing.  The parents/adult students also have the right to place a statement in the records commenting on the contested information in the records and/or stating s/he disagrees with the decision of the District.  Such a statement shall be maintained with the contested part of the records as long as the records exist and shall be disclosed as part of any record disclosure.

C. Unless specified otherwise in law, third parties seeking to access confidential information in a student’s record that has been generated by a professional or agency outside the District may access these records only through the originator and in compliance with the laws governing disclosure.
D. If the District and parents/adult students agree to the requested amendments, the COR shall make necessary changes in the student record and send the parents/adult students written confirmation that the changes have been made.

E. If the parents/adult students request a Records Hearing, the Superintendent shall:

1. select the Records Hearing Officer (RHO) (may be an official of the District who does not have a direct interest in the outcome of the hearing);

2. direct the person selected as Records Hearing Officer to arrange a hearing with the parents/adult students within 10 business days from the date of the hearing request or at a mutually agreed time.

The RHO shall inform the parents/adult students that they shall be afforded a full and fair opportunity to present evidence relevant to the issues and may be assisted or represented by individuals of their choice, including an attorney, at their own expense.

The RHO shall also ensure that no information in the student’s record is lost or destroyed during the appeal process.

F. The Records Hearing Officer shall conduct the hearing by:

1. introducing the participants;

2. reviewing the agenda for the hearing;

3. identifying the records in question;

4. reviewing the items for which amendment is being requested;

5. allowing the parents/adult students and/or their representative to present evidence related to the issues;

6. allowing the District to present evidence related to the issues;

7. recording the evidence presented by both parties;

8. allowing each party a reasonable period of time to question the evidence of the other party;

9. adjourning the hearing.

G. No later than 10 business days from the conclusion of the records hearing, the Records Hearing Officer shall summarize and send a copy of the findings to the Superintendent (see 8330 F7).

H. The Superintendent, within 10 business days after receiving the findings of the Records Hearing Officer, shall make a decision, based solely upon the evidence presented at the hearing, and send to the parents/adult students:

1. a letter stating the decision and the justification for the decision;

2. a copy of the Records Hearing Officer’s Report;

3. copies of the amended records, if any;

4. a notification of the right to place a statement in the record commenting on the contested information or stating why s/he disagrees with the decision.

Emergency Release:

The COR may release any personally-identifiable information (without parent’s adult student’s consent) to appropriate parties in connection with a health/safety emergency if knowledge of the information is necessary to protect the health or safety of the student or other individuals.

Upon receipt of request for emergency information, the COR, shall ascertain whether the request constitutes a health/safety emergency and, if so, provide the requested information immediately.

Transfer of Records to Other Districts:

Transfer of student records must be within 20 days of request and shall not be withheld from the school for a student’s failure to pay any fees, fines, or charges imposed by this District.
The COR shall transfer a student’s records to another school:

A. upon receiving information that the student seeks or intends to enroll in that school and with notice to the last known address of the parents;

B. when requested by the parents;

C. when requested by the district in which the student intends to enroll and with written authorization from the parent/adult student.

A copy of the cover letter sent to the school district shall be retained in the student’s file.

If parents/adult students request a copy of the records being transferred, they shall be provided:

A.  at the District’s standard fee.

If a student is under the care of a shelter for victims of domestic  violence, release of information  is limited by law.

Disclosure for Student Financial Aid:

The COR may release, without parents’ consent, student information regarding financial aid for which a student has applied or which a student has received , provided that personally identifiable information from the education records of the student may be used only:

A. to determine the eligibility of the student for financial aid;

B. to determine the amount of financial aid;

C. to determine the conditions which will be imposed regarding the financial aid;

D. to enforce the terms or conditions of the financial aid.

Destruction and Review of Records:

Unless specified otherwise in these guidelines, student records shall be considered to be no longer needed by this District for educational purposes when:

A. the student graduates or receives a certificate of completion;

B. the student has reached his/her 22nd birthday OR other special circumstances exist as determined by the COR/DRO.

If a student is identified as a student with a disability in Special Education or Section 504, the COR shall ensure:

A. records are maintained for 5 years after termination of special education  programs, services, and/or graduation;

B. parents/adult students are notified when information is no longer needed to provide educational services and will be destroyed.

The personally-identifiable information on a disabled student shall be retained permanently unless the parents/adult students request that it be destroyed as specified in these guidelines.  The COR should remind them that the records may be needed by the student or the parents for Social Security benefits or other purposes (see 8830 F9).

FORM 8330 F1

STUDENT INFORMATION 

To be completed by parent/guardian. 


Student's Name, 
_ 

(Last) 



( First) 



(Initial) 


Home Phone 
_ 


Home Phone 
_ 


Address 


_ 


City 

Zip 
_ 


Home Telephone 

Social Security Number 
_ 


School 


_ 


Birth Date 
_ 

PARENT/GUARDIAN INFORMATION 

To be completed by parent/guardian. 


Father's Name. 


_ 


Address. 


_ 


City 

Zip 
_ 


Father Works At 


_ 


Work Phone 
_ 


Mother's Name 


_ 


Address, 


_ 


City 

Zip. 
_ 


Mother Works At. 


_ 


Work Phone 
_ 

FORM - 8330 F2
PERSONNEL GRANTED ACCESS TO

CONFIDENTIAL EDUCATION RECORDS

THIS ACCESS LIST MUST BE POSTED IN PLAIN VIEW WHEREVER

CONFIDENTIAL RECORDS ARE MAINTAINED

CENTRAL OFFICE (Name and Position)

Name

Position



Superintendent

INDIVIDUAL BUILDING PERSONNEL*

Name

Position

*Certified personnel directly involved in providing or planning for an appropriate education for the child

Records Officer

Date

FORM 8330 – F3

(Copy to be placed in Student’s File.)

RECORD OF PERSONS OBTAINING ACCESS TO

CONFIDENTIAL EDUCATION RECORDS

Student


Birthdate



District


Building




Custodian of Records







Name of Requesting Party

Reason for Request and Date Access Given

FORM 8330 – F4
Copies:  

Records Officer

Custodian of Records

Parent

CONSENT FOR STUDENT RECORD RELEASE
Student 







Address







Age
Birthdate

Date




You are authorized to release the records listed below for the above named student to: (if self, give own name and address)

Name

Address

City

State



Zip

Specific Data to be released:  (Please check.)

___  All personally identifiable data on file

___  The following records only:  (specify)

___   


___  


Reason for request:  (Please check.)

___  To aid in present and future educational decisions.

___  Other:  (specify)

Date

Signature of parent/guardian/student*



*Student must be 18 years old or older



Address:






FOR OFFICE USE ONLY:    
Date Data Released

by (Name/Position)
FORM - 8330 F5
REQUEST TO INSPECT AND REVIEW STUDENT RECORD
Name









Parent or Guardian

Address








Name









Student

Grade


Age

School








(  )
As the parent of the above named child, I am requesting access to review and inspect my child’s school record.  My child is under 18 years of age and presently enrolled in the above named school.

( )
As a student of majority age, I am requesting access to review and inspect my school record.

The specific records I wish to review are 








Signature




Date
FORM - 8330 F6A

REQUEST FOR AMENDMENT TO CONFIDENTIAL EDUCATION RECORDS

Student








Address








Birthdate

Phone






School

District






After reviewing the data collected, maintained, and used for educational decisions, I feel that the information is:

____  misleading
____ inaccurate
____ incomplete

____ other

Please explain:









I would like the following information added:








I would like the following information removed:








Signature (Parent/Adult Student)



Date
FORM – 8330 F6B
NOTICE OF ACTION REGARDING REQUESTED AMENDMENT

TO CONFIDENTIAL EDUCATION RECORDS

Date:


Dear

:
We have investigated your complaint that certain data in our files regarding (Student’s Name)


,

is misleading, inaccurate, or incomplete and your request to amend this data.

It is our decision that your complaint is (un)justified and we will   (not)  make the requested amendment(s).

(IF DATA IS TO BE CHANGED)

We will make the following modifications as we agreed upon:

(IF DATA IS NOT TO BE CHANGED)

We will not make any changes since we believe that the data, as presently recorded,  is correct/appropriate/complete for the following reason(s).

However, you have the right to request a records’ hearing during which the merits of your position and that of the school’s will be examined.  If this action does not resolve the disagreement, you have the right to place in the records
a statement commenting on the information or setting forth any reasons for disagreeing with the decision of the

District or other educational agency.  This statement shall be maintained by the District or other educational agency

as part of the child’s record as long as the contested portion of the record is maintained.  If the child’s records or

the contested portion are disclosed to any party, the explanation shall also be disclosed.

If you elect to request the hearing, please return the attached request within 
days.  If you have any questions

About any aspects of this matter, please call me at 


for further information or clarification.

Sincerely,

Superintendent

C:  Records Officer

     Parent
FORM – 8330 F6C
REQUEST FOR A HEARING FOR CORRECTION OF STUDENT RECORD
Name










Parent or Guardian

Address









Student’s Name




Grade

Age


School


Parent’s Phone





As a parent of the above named child, I am of the opinion the records are in error and should be corrected. 

Having discussed a request for correction with the principal and having been denied a correction, I am requesting a hearing to discuss my concerns regarding possible clarification or correction of the records.  

I understand that this signed form serves as a written request for such action.

Parent’s Signature






Date
FORM  - 8330 F7

RECORD HEARING SUMMARY REPORTS
              ACTION


       DATE
Initial request for records amendment




School District’s written reply




Parent or other party’s request for records hearing




Parent and/or other party notification of date, time,

   and place of record hearing




FINDINGS CONCERNING CORRECTION

OF STUDENT RECORD

Name










Parent or Guardian

Address









Student’s Name



Grade


Age


School


Custodian of Records




A conference was held on 

for the purpose of considering




request to review and discuss possible errors and corrections relating to the above named student’s records.

Persons present at conference:

Summary of evidence presented by initiating party:

Summary of additional relevant information:

Summary of school district decision based solely upon the evidence presented in this hearing:

Records Hearing Office





Date

Attachments:
Request for Records Amendments


Notice of School District’s Action
FORM – 8330 F8
RECORD OF INSPECTION
OF STUDENT RECORDS

STUDENT



SCHOOL





Record Examined By:

Title or Position

Date or Period of Exam

Purpose

Items Examined

FORM – 8330 F9
PRIOR NOTICE OF INTENT TO DESTROY DATE

USED FOR SPECIAL EDUCATION PROGRAMS AND SERVICES
Date


To





From




, Records Officer

Student’s Name




Birthdate



This is to notify you that data which has been used for the purpose of making educational decisions regarding the above named student is no longer needed by this District.

If you request, we will continue to maintain this information in the event it is needed for Social Security benefits or other purposes.

If you request the information to be destroyed, we will keep a permanent record of the following:  student’s name, address, phone number, grades, attendance record, classes attended, grade level, and year completed.

Please complete and return the bottom portion if you are requesting that we retain these records.

If you have any questions, please contact my office at 

















.

Student’s Name



Date





Parent’s Name









I am requesting that all data no longer needed by the District for the purpose of making educational decisions for 



(Student’s Name) retained.  I understand the information contained in the records may be needed in the future for Social Security benefits or other purposes.

Parent’s Signature




Date




FORM – 8330 F10
SAMPLE NOTIFICATION TO PARENTS
In compliance with Federal regulations, the 



(School District) has established the following guidelines concerning student records:

A.  (Mr.) (Mrs.) (Ms.) (Miss) 

is the Records Control Officer for the District and is responsible for the processing and maintenance of all student records.  (His) (Her) office is located at 






or she can be reached by calling


.
B.  Each student’s records will be kept in a confidential file located at the student’s school office.  The information in a student’s record file will be available for review only by the parents or legal guardian of a student, adult student (18 years of age or older), and those designated by Federal law or District regulations.

C.  A parent, guardian, or adult student has the right to request a change or addition to a student’s records and to either obtain a hearing with District officials or file a complaint with the U.S. Office of Education if not satisfied with the accuracy of the records or with the District’s compliance with the Federal Education Rights and Privacy Act.
D.  The District has established the following information about each student as “directory information” and will make it available upon a legitimate request unless a parent, guardian, or adult student notifies the Records Control Officer in writing within 
days from the date of this notification that s/he will not permit distribution of any or all of such information:

                name, address, telephone number, date and place of birth, photograph, major field of study, 

                participation in officially recognized activities and sports, height/weight, if a member of an 

                athletic team, dates of attendance, date of graduation, awards received, and any other information

                the District considers would not be harmful or an invasion of privacy, if disclosed.
E.  A copy of the policy and the accompanying guidelines are available at the Board office.  There will also be a person available to answer any questions concerning the policy or guidelines.
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CONFIDENTIALITY
It is the policy of the Board of Education that when the District receives in trust from a public agency confidential information identified to be confidential (whether such information is confidential by Michigan Compiled Laws Annotated, Common Law, Privilege, Case Law or Federal Law), the District will maintain the confidentiality of said information to prohibit its unauthorized disclosure.

Freedom of Information Act 1976, paragraph 15.243 et.seq.

This policy applies only to identified confidential information received from a public agency.

Although the policy is based upon equal dignity and held "in trust" legal theories, the District may be required to obtain court protection by:

A.
denying requests for release of such information absent subpoena or court order;

B.
pursuing motions to quash or protective orders to prohibit unauthorized disclosure.
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DRILLS
The Board of Education recognizes that its responsibility for the safety of students extends to possible natural and man‑made disasters and that such emergencies are best met by preparedness and planning.

The Board authorizes a system of emergency preparedness which shall ensure that:

A.
the health and safety of students and staff are safeguarded;

B.
minimum disruption to the educational program occurs;

C.
students are helped to learn self‑reliance and trained to respond sensibly to emergency situations.

Each building housing students will comply fully with all laws regarding required fire drills, tornado drills, and lockdown drills.  The Superintendent shall report to the Board concerning the nature of legally required “lockdown” drills.  There shall be coordination with local emergency management, fire, and/or policy officials in the conduct of “lockdown” drills. 
All threats to the safety of District facilities shall be identified by appropriate personnel and responded to promptly in accordance with the plan for emergency preparedness.

The Superintendent shall develop procedures for the handling of emergencies which include:

A.
a plan for the prompt and safe evacuation of the schools which shall be practiced monthly in fire drills conducted in accordance with law;

B.
the conduct of bus evacuation drills in accordance with provisions of the rules of the State Board of Education;

C.
the designation of appropriate locations to shelter students in case of tornado;

D.
procedures for the safe dispersal of students from school property and, if necessary, a plan to sequester students in a safe place other than the school;

E.
instructions in safety precautions to be taken in case of tornado alert or warning;

F.
the immediate notification of appropriate  administrative personnel whenever any employee becomes aware of an emergency or impending emergency;

G.  the housing of individuals during an emergency in conjunction with county safety personnel   
H.. 
cooperation with such local officials and agencies as:

1.  
the fire marshal;

2.
  law enforcement;

3.
  civil defense;

4.
  other educational institutions;

I.  the continual evaluation of the effectiveness of emergency planning in preparing the schools to cope with disaster.

M.C.L.A. 380.1300, 29.19

Revised 12/4/06

GUIDELINES – 8420
EMERGENCY PROCEDURES

The primary consideration in any emergency situation must be the safety of the students and staff.  At certain times, therefore, it may be necessary to ask the staff to perform “beyond the call of duty” in order to provide for the welfare of our students.  In the event of an actual emergency situation, all school personnel, instructional and noninstructional, will be required to remain in the building  until they are dismissed by the principal.
A. When an emergency occurs, the principal shall consult with the Superintendent whether or not to evacuate the school.  An announcement will then be made to inform staff and students of the emergency procedures that will be followed.

B. If a decision is made to send students home or to a preselected site, attempts will be made to notify parents by telephone and/or by radio or TV and the public address system or direct contact will be used to inform all teachers and students.
The professional and support staff members will supervise the orderly evacuation of the building.
1.  If time permits, all students will go to their lockers, unlock them, take a coat if applicable, and return to class leaving lockers open.

2.  The  Director of Operations will assign and instruct the members of his/her staff to positions that allow “free-flow” of traffic on and off school property.

3.  Administrators, guidance counselors, and staff without assigned students will report to the high school principal for assignment.

4.  Teachers should take class rolls, including addresses and telephone numbers of students, as well as emergency information.

5.  Teachers will remain (or return) to their regular classrooms and remain with their students.

6.  Clerical personnel will remain at their regular stations except in cases of reassignment by their immediate supervisor.

7. Cafeteria personnel will remain in their areas until notified to the contrary by the main office.

C. In case of bomb threat, the police department, high school and  middle school principals, and custodial/maintenance staff will search the building.
FIRE/TORNADO DRILLS

In accordance with State law, fire drills are to be conducted periodically, not less than ten per year.  Each principal shall prepare and distribute fire drill procedures whereby:

A. all personnel leave the building during a drill;

B. the plan of evacuation provides at least one alternative route in case exits or stairways are blocked;

C. a list is compiled of all disabled students in the building who will require assistance in exiting the building together with the assignment of a staff member or nonstudent volunteer in the student’s classroom who will be responsible for providing necessary assistance in an appropriate manner.  A person should also be designated to assist a disabled student when the evacuation signal is given and s/he is in another area of the building such as the gym, all-purpose room, or lunchroom.

D. Teachers, when the fire alarm sounds, caution students to walk silently and briskly from the building to a specified location, close all windows and doors of room and turn out lights, if possible, before leaving, check to make sure any disabled students requiring assistance are being assisted properly, and conduct roll call as soon as students are at the designated location to make sure that each student is accounted for.

Report to the Superintendent that the drill has been conducted.

Tornado drills shall be conducted on a regular basis during the tornado season in accordance with AG 8420 A – Severe Weather and Tornados.

UNUSUAL SITATIONS

The following situations are quite unlikely to occur, but in such an event, use the following  procedural guidelines:
A. Student or staff member held hostage:

1. Isolate the area.  DO NOT make a PA announcement or sound the fire alarm.  The nearest administrator will direct teachers and monitors on duty to notify teachers in nearby classes to take their students to a previously determined area.

2. Notify the police immediately, giving as much information as possible (e.g. number of terrorists, number of hostages, types of demands being made).  Police will be in charge once they arrive.

3. Notify the Superintendent

4. Develop a list of casualties, if any.

B. Intruders in building or on school property:

1. Ask them to leave.

2. If they do not leave, remind them of trespassing law.

3. Notify administrator in charge and the District office.

4. Avoid any physical conflict or loud verbal altercations.

The principal or any staff member who is involved may notify police if intruders do not leave and/or call for the assistance of other members of the staff.

C. Demonstrators or pickets around building before school opens:

1. Follow procedures for intruders.

2. Attempt to enter building peaceably.

3. Notify District office.

4. Hold students on the school buses if demonstrators seem to pose a threat.

D. Demonstrators or pickets around building at dismissal:

1. Follow procedures for intruders.

2. Notify administrator in charge.

3. If demonstrators seem to pose a threat, hold students in class until further notice.

4. Notify law enforcement officers.

E. Student Demonstrators:

1. Identify the leader or leaders of the group.

2. Notify the group that the administration will confer with the leader(s) but not until all other students return to class.

3. Meet with leaders if students disperse and return to class.

4. If students refuse to disperse, remind them of truancy regulations and the consequences of school disruption.

5. With other staff, try to identify as many participants as possible and notify parents of participants asking them to come to school.

6. Attempt to take pictures and/or video recording of participants.

7. Attempt to keep nonparticipating students away from the demonstration area.

8. Follow through on disciplinary action on students refusing to cooperate.

F. Buses not operating – students in school:

1. Keep all students in class.

2. Summon all unassigned professional staff members for instruction.

3. Dismiss students with their own cars (or bicycles) but follow Board policy regarding student passengers.

4. Dismiss students within walking distance after the cars have left.

5. Keep remaining students in school until parents are notified of the problem and transportation for their child arrives.
6. Alert cafeteria staff if it appears that large numbers of students will have to remain at school for an extended period of time.

G. Major disruptions at an assembly:

1. Bring house lights to full on.

2. If those causing the disruption are too numerous to be handled by professional staff members on duty, dismiss the assembly and instruct all present to report to next period class.

3. If few in number, remove them from the assembly and take appropriate disciplinary action.

4. If those causing the disruption are outsiders, follow procedure for intruders.

Revised 1/28/94

GUIDELINES – 8420A
SEVERE WEATHER AND TORNADOES
Every spring the District faces the possibility of severe weather and tornadoes.  Each school is to monitor a weather-alert radio for severe weather conditions and each principal or supervisor is responsible for setting up procedures for notifying their staff and students about severe conditions and maintaining proper safety.

Tornado Watch:  A tornado watch is a forecast of the possibility of one or more tornadoes in a large area.  When a tornado watch is in effect, the District will continue normal activities but move recess and physical education activities indoors.  Each building and department shall designate someone to be responsible for continuously monitoring the watch while students are in the building or on the premises.  School will not be dismissed early and dismissal time will be at the regular time even if the watch is still in effect.

Tornado Warning:      A tornado warning signals that a tornado has been sighted and may be approaching.  Staff shall  proceed with all students to the predesignated tornado shelter areas and remain there with the students until further notice.  Disabled students who need assistance are to be assisted by the person designated to assist them for building evacuations.  No student shall be allowed out of his/her designated area unless his/her parent comes to the school and requests that the student be released.  A student is to be released only to his/her parents.

Procedures:

A. A tornado warning signal is sounded and an announcement is made on the public address system.

B. All groups outside the building are to return to the school and go to their designated shelter area.

C. Proceed to predetermined shelter areas:

1. Students shall be two deep facing interior walls.

2. Students shall crouch on their elbows and knees and face the interior walls with their hands over their necks.

3. Students shall remain quiet to wait for instructions.

4. Staff members shall remain alert for students who evidence signs of stress or panic, and when necessary, move such students to an area where they will not influence other students and remain with them until the all-clear signal is given.

5. The principal shall give the all-clear signal and provide further directions.

D. Areas to be avoided:
1. Spaces that are opposite doorways or openings into rooms that have windows in the exterior walls, particularly facing south and west.

2. Interior locations that contain glass, such as doors, windows, display cases, and the like.

3. Areas where doors swing.  When the storm hits, the doors are likely to swing violently.

4. Corridor intersections (stay at least ten feet away).

Approved 1/28/94

GUIDELINES – 8420B

TORNADO WARNING SYSTEM PROCEDURE
The civil defense radio monitors shall be housed at the Superintendent’s Office.  The central office personnel will monitor the civil defense radio.

A. Watch:  A tornado or severe thunderstorm watch is issued whenever conditions exist for severe weather to develop.

B. Warning:  A tornado or severe thunderstorm warning is issued by the local weather service office whenever a tornado or severe thunderstorm has actually been sighted or strongly indicated by radar.

Directions to appropriate shelter areas shall be posted in meeting halls and throughout office areas as determined by the Superintendent.

Procedure:

A. In case of a tornado WATCH, the Superintendent’s Office shall notify the principals and Director of Operations who shall act as lookout.  At At this time, the principal/designee shall make the following announcement over the public address system:  Your attention , please.  A tornado WATCH has been received.  A lookout has been posted.  If a tornado spotting is made, an announcement will be made with instructions to move to designated areas and take cover.  Please review the tornado procedure sign in your area to ensure that you know the proper procedure and your designated shelter area.

B. In the vent of a WARNING or if a rain or thunderstorm develops locally during a WATCH alert, the principal/designee shall go to the designated lookout station and act as lookout.  People holding meetings shall advise their group of the proper procedure to be followed.

C. In the case of a tornado WARNING over the civil defense monitor radio, the following people shall be notified:

1. Principals

2. Supervisors

3. St. Mary’s School   469-1515

D. SIGHTING:  In the event of a sighting by the lookout, s/he will notify the principal by walkie-talkie or cell phone and also call the transportation office.  The principal will make an announcement to move to a designated area and take cover.

E. ALL CLEAR:  Shall first be given by way of the public address system followed by two  15 second soundings of the siren.

FORM -  8420 F1
REPORT OF FIRE DRILLS
School






Principal





Reporting Period





Date of Report




Fire drills were conducted at the school as described below:

# Drill

Date/Time

# Occupants

Conditions

Other

FORM -  8420 F2

REPORT OF LOCKDOWN DRILLS
School






Principal





Reporting Period





Date of Report




Fire drills were conducted at the school as described below:

# Drill

Date/Time

# Occupants

Conditions

Other
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BOMB THREAT
While the likelihood of a bomb actually being placed in a school is very remote, the Board of Education believes the following steps should be taken to ensure the safety of students and staff:

A.
  Police will be contacted and requested to investigate.  Police may enlist the assistance of outside help.

B.  
The Superintendent's Office and the Building and Grounds Supervisor will be contacted.

C.
  Students and staff will be evacuated from the building only upon the decision of the principal determining a credible threat. 
Administrators, building engineers, and maintenance personnel will assist and cooperate with police authorities.

The Superintendent will attempt to contact the Board President.

Police and school authorities will make every effort to determine who made the bomb threat call.  If an individual is apprehended, s/he will be prosecuted to the fullest extent permitted by law.  If a student is involved, the Student Code of Conduct may be enforced to its fullest and the matter referred to the appropriate court.
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PREPAREDNESS FOR TOXIC HAZARD AND ASBESTOS HAZARD
The Board of Education is concerned for the safety of the students and staff members and will attempt to comply with all Federal and State statutes and regulations to protect them from hazards that may result from industrial accidents beyond the control of school officials or from the presence of asbestos materials used in previous construction.

TOXIC HAZARDS
These hazards exist in chemicals, pesticides, and other substances used in the school setting such as in laboratories, science classrooms, kitchens, and in the cleaning of rooms and equipment.

The Board has appointed the Superintendent to serve as Toxic Hazard Preparedness (THP) Officer.  The THP Officer,  in cooperation with the Director of Operations, will:
A.
  identify potential sources of toxic hazard in cooperation with material suppliers who shall supply the THP Officer with material safety data sheets (MSDS's);

B.
  ensure that all incoming materials, including portable containers, are properly labeled with the identity of the chemical, the hazard warning, and the name and address of the manufacturer or responsible party;

C.
  maintain a current file of MSDS for every hazardous material present on District property;

D.
  design and implement a written communication program which:


1.
  lists hazardous materials present on District property;


2.
  details the methods used to inform staff and students of the hazards;


3.
  describes the methods used to inform contractors and their employees of any    hazardous  

                               substances to which they may be exposed and of any corrective measures to be employed;

E.
  conduct a training program for District employees to include such topics as detection of hazards, explanation of the health hazards to which they could be exposed in their work environment, and the District's plan for communication, labeling, etc;

F.
  ensure that any staff member who applies pesticides on District property meets the requirements established by the State and provide notification each year, prior to any application, to all parents and staff members 1.) that a pesticide is to be applied, 2.) the type of pesticide and its potential side effects, 3.) the location of the application, and 4.) the date of the application.

In fulfilling these responsibilities, the THP Officer may enlist the aid of county and municipal authorities and, if possible, the owners or operators of identified potential sources of toxic hazard.

BOARD OF EDUCATION
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ASBESTOS
In its efforts to comply with Asbestos Hazard Emergency Response Act (AHERA), Michigan Occupational Safety and Health Act (MIOSHA), and the Asbestos Abatement Contractors Licensing Act, the Board recognizes its responsibility to:

A.  
inspect all District buildings for the existence of asbestos or asbestos‑containing materials;

B.
  take appropriate actions, in accordance with State law and EPA regulations, based on the inspections.

C.
  establish a program for dealing with friable asbestos, if found;

D.
  maintain a program of periodic surveillance and inspection of facilities or equipment containing asbestos;

E.
  comply with EPA regulations governing the  transportation and disposal of asbestos and asbestos‑containing materials.

The Superintendent shall appoint a person to develop and implement the District's Asbestos‑Management Program which will ensure proper compliance with Federal and State laws and the appropriate instruction of staff and students.

The Superintendent shall also ensure that, when conducting asbestos abatement projects, each contractor employed by the District is licensed pursuant to the Asbestos Abatement Contractors Licensing Act.

Nothing in this policy should be construed in any way as an assumption of liability by the Board for any death, injury, or illness that is the consequence of an accident or equipment failure or negligent or deliberate act beyond the control of the Board or its officers and employees.

The District may provide, however, legal representation and indemnification against civil liability with regard to claims or actions resulting from or arising out of negligence or alleged negligence of those persons responsible for inspecting, monitoring, removing, treating asbestos or material containing asbestos, or supervising these activities, provided the employee was performing the duties while in the scope of his/her authority.  The District reserves the right to deny representation and indemnification in those circumstances wherein the employee's actions demonstrate gross negligence or willful and wanton misconduct.

M.C.L.A. 380.1 to 380.1852, 380.623b, 380.1256

29 C.F.R. 1910.1200

15 U.S.C. 2601

20 U.S.C. 4022

20 U.S.C. 4014

20 U.S.C. 4011

20 U.S.C. 4011 et seq.

Asbestos Hazard Emergency Response Act of 1986 (AHERA)

Asbestos School Hazard Abatement Act of 1984

Asbestos School Hazard Abatement Reauthorization Act of 1990

Revised 9/17/90

Revised 8/94

FORM – 8431 F1                     

MATERIAL SAFETY DATA SHEET

This form may be used to comply with OSHA's Hazard Communication Standard, 29 CFR 1910.1200. To be valid. all information required by 1910.1200(g) of the Standard must appear on this form. Consult the Standard for specific requirements. Note: Blank spaces are not permitted. If any item is not applicable, or no information is available, the space must be marked to indicate that. 

- -- - - -- -- -- - -- -- -- -- --1-- -- -- -- -- -- - -- ---- -- -- -- - -- -- -- -- - - -- - -- -- -- -- -- -- 

IDENTITY (as Used on Label) 

----------------------------------------------------- 

----------------------------------------------------- 

Section I 

----------------------------------------------------- 

----------------------------------------------------- 


Manufacturer's Name 
I Emergency Telephone Number 


••• - •••••• - -- ---- ••• -- ---- ••••••••••• - ••••••.••••• 
•• __ •• <6_ ••••• 
•••••• 
••••• _ ••• 
••• _ •••••••• 

Address (Number, Street, City, State, & Zip) I Telephone Number for Information 


............... -- -- 
-- ................•. -- 
- ......•.............. -- -- -- 
-- -- 
-- 
-- 
-- -- 
. 

Date Prepared 


............... - 
-- 
-- 
-- -- 
-- -- 
. 

Signature of Preparer (opt.) 

----------------------------------------------------- 

----------------------------------------------------- 

Section II. - Hazardous Ingredients/Identity Info

	------------------------~---------~----------~------- 

	Hazardous Components: 
	
	
	
	

	(Specific Chemical Identity 
	
	
	Other Limits 
	

	or Common Name(s) 
	OSHA PEL 
	ACGIN TL V 
	Recommended 
	% (Opt.) 


----------------------------------------------------- 

----------------------------------------------------- 

Section III. - Physical/Chemical Characteristics 

----------------------------------------------------- 

----------------------------------------------------- 

----------------------------------------------------- 

----------------------------------------------------- 

Section IV •• Fire and explosion Hazard Data 

	-----------------------------------~=========-======= 

	Flash Point (Method Used) 
	Flammable Limits 
	LEL 
	UEL 

	Extinguishing Media 
	
	
	

	Special Fire Fighting Procedures 
	
	
	

	Unusual Fire and Explosion Hazards 
	
	
	


FORM – 8431 F2
CHECKLIST OF REQUIRED INFORMATION

MATERIAL SAFETY DATA SHEETS (M.S.D.S.)
The Hazard Communication Standard requires that 13 items of information must be included in Material Safety Data Sheets provided to purchasers.  There is no specified order for these items.  They may be found anywhere on the MSDS.  If the preparer of the MSDS has found no relevant information for any given item, s/he must mark the MSDS to indicate that no applicable information was found.  This checklist will help you in determining the completeness of a Materials Safety Data Sheet.  It does not assess the accuracy of the information provided.

Check:

1. ___  The identity used on the (container) label*

2. ___  Chemical and common names – may be the same as the label identity*

3. ___  The physical and chemical characteristics of the substance (e.g., flash point, odor, U.E.L.)

4. ___  Physical hazards (e.g., combustible, water – reactive)

5. ___  Health hazards (e.g., toxic, carcinogenic, corrosive) also include signs and symptoms of exposure and the medical conditions aggravated by exposure

6. ___  Primary route(s) of entry (e.g., inhalation)

7. ___  Air exposure limits (P.E.L. or T.L.V.)

8. ___  Carcinogenicity

9. ___  Precautions for safe handling and use (e.g., hygienic practices, cleaning up spills)

10. ___  Control measures (e.g., engineering controls, personal protective equipment)

11. ___  Emergency and first-aid procedures

12. ___  Date of preparation of MSDS

13. ___  Name/address/phone number of MSDS preparer or distributor

*The identity used on the label may be the same as a chemical or common name.

Chemical


  Checked By





Date on MSDS



FORM – 8431 F3

MATERIAL SAFETY DATA SHEET REQUEST FORM
TO:  Chemical Manufacturer, Importer, or Distributor

As you are aware, OSHA requires employers to provide training to their employees concerning the hazards of chemicals or other hazardous materials.

To properly train our employees, we need a Material Safety Data Sheet (MSDS) for the following product(s):

Your prompt attention is necessary to maintain a proper level of safety for our employees.  Please send the MSDS for






 no later than



to:
Name


 Title






Address



 City





State



 Zip





FORM – 8431 F4
ACKNOWLEDGMENT OF INFORMATION CONCERNING TOXIC HAZARDS
This is to confirm that the School District has provided me with sufficient information concerning any toxic materials I may encounter on District property while performing my duties.  I believe I have been adequately informed about what these materials are, how they are identified, and the possible effects they may have on my health.

Signature




Date
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REPORTING ACCIDENTS
The Board of Education directs that all reasonable efforts be made to ensure a safe learning and working environment for the students and employees of this District.  To that end and to the end that legitimate employee claims for worker's compensation be expedited, the Board requires that accidents be reported and evaluated.  Any accident that results in an injury, however slight, to a student, an employee of the Board, or a visitor to the schools must be reported promptly and in writing to the Superintendent's office.  Injured persons shall be referred immediately for such medical attention as may be appropriate, however, the district will not assume payment unless legally required to do so.
The injured employee or visitor or the staff member responsible for an injured student shall promptly complete a form, available in the office of the building principal, or supervisor, that includes the date, time, and place of the incident; the names of persons involved; the nature of the injury to the extent that it is known; and a description of all relevant circumstances.

Any employee of the Board who suffers a job‑related injury must report the injury and its circumstances to the building principal or job supervisor, as appropriate, as soon as possible following the occurrence of the injury.  The failure of an employee to comply with this mandate may result in disciplinary action.  Supervisors will not send an employee to the school appointed physician without receiving authorization from the Superintendent or his designee, unless time is of the essence in treatment or evaluation of the injury.
The Superintendent shall designate a medical provider for injuries to staff members.

GUIDELINES – 8442
ON THE JOB INJURY
Any employee incurring an injury while engaged in his/her performance of District duties shall report the details of the accident to his/her supervisor who, in turn, shall abide by the following procedures:
A. The injured employee shall report  to the Superintendent’s Office and complete the “Authority for Treatment” form before reporting to an approved physician.  The only exception will be if the injury is of such a nature that it requires immediate emergency attention.  In that case, treatment should be undertaken and a report of the accident made to the Superintendent’s Office at the earliest opportunity.

B. The employee shall  cooperate by filling out additional forms provided by the school’s workers’ compensation carrier as necessary.

C. Dental injuries require an estimate and approval prior to correction.

D. Except  in emergencies, staff members are requested to use only hospitals and physicians approved by the Superintendent’s Office and insurance carrier in the treatment of work related injuries.  Each school and department shall maintain a list of those hospitals and physicians approved for treatment of school employees.
E. All necessary medical referrals shall be made only by physicians approved by the Superintendent’s Office or insurance carrier.  The Superintendent’s Office must be notified of any referral.  Upon completion of medical care by a specialist, the employee must first report back to the referring physician for release prior to returning to work.
F. All physical examinations are to be given by an approved physician.

G. Principals/Supervisors shall promptly provide a Supervisor’s Report of Accident when an employee’s injury is work related.
8442 – F1
AUTHORITY FOR TREATMENT
To: 





Date:



From: 




(Employer/Division)

Please render necessary treatment to








Who alleges an industrial injury on








Nature of injury









Description of accident









Date of Birth


Social Security Number




Address




Phone




Authorized Signature



Title

DETACH HERE – DOCTOR TO COMPLETE AND RETURN THIS PORTION WITH THE  EMPLOYEE
DATE


EMPLOYEE





EMPLOYER









MEDICAL DIAGNOSIS









TOTAL DISABILITY

Yes or No   ESTIMATED LENGTH



CAN EMPLOYEE RETURN TO WORK WITH RESTRICTIONS?


 Yes or No

RESTRICTIONS (BE SPECIFIC)








IS CONDITION WORK RELATED?  

 Yes or No    EXPLAIN




NEXT APPOINTMENT









Physician information (printed, please):  Name 








Address:



 Phone:





Physician’s Signature:









8442 – F2
                 EMPLOYEE’S REPORT OF INJURY
Name


 Claim #







Address










Occupation

  Date of Birth


  Soc Sec #



Sex
  Married or Single
  Employer







Employer’s Address










Dept

 # of days per week

 Normal days off 




Length of employment

 Wages


 # hours worked/day



COMPLETE THE FOLLOWING IF YOU HAVE DEPENDENT CHILDREN UNDER 21 YEARS OF AGE LIVING WITH YOU:
Name

Age

Name any dependent children not at least 50% supported by you:







Date of injury

  Time


 Date injury reported



Accident reported to










Who witnessed accident











Name and address










Describe fully how injury happened










What part(s) of your body were injured









Did you stop work as a result of your accident
 Yes or No    When






Was your pay continued during any part of your disability?  If so, for what period?






Last day for which you were paid
 If not working, when do you expect to return?



If you did return, what was the date?


From whom did you receive first medical treatment?



  Date of treatment



Are you still under medical treatment?
  How often do you receive treatment?




Name of doctor treating you 

 Address







Phone No.




Signature



  Date





Claim #








8442 – F3
SUPERVISOR’S REPORT OF ACCIDENT

Company

 Address








Division

 Location







Employee’s Name



 Age

 Sex
 SS # 



Address




 Occupation




Date of Accident

  Time of Accident

  Regular work?



Describe injury










Fatality?
  How did accident happen?









Employment Date

  How long on this job? 






Machine or equipment involved?









Unsafe acts performed?










Unsafe conditions present?










What should be done to prevent repetition?









Has it been done?
  If not, give reason










Name of Physician









 
Address










Name of Hospital









 
Address










Supervisor’s Signature






  Date



Reviewed by






  Date



BOARD OF EDUCATION

                                            OPERATIONS
NEW BUFFALO AREA PUBLIC SCHOOLS

                             8450 Page 1 of 1

CONTROL OF CASUAL‑CONTACT COMMUNICABLE DISEASES
The Board of Education recognizes that control of the spread of communicable disease through casual contact is essential to the well‑being of the school community and to the efficient District operation.

For purposes of this policy, "casual‑contact communicable disease" shall include:

A.  
diphtheria;

B.
  scarlet fever and other strep infections;

C.
  whooping cough;

D.
  mumps;

E.
  measles;

F.
 rubella;

G.
  others designated by the Michigan Department of Public Health.

In order to protect the health and safety of the students, District personnel, and the community at large, the Board shall follow all State statutes and Health Department regulations which pertain to immunization and other means for controlling communicable disease spread through normal interaction in the school setting.

On the recommendation of the Superintendent, the teacher may remove from the classroom and the building administrator may exclude from the building or isolate in the school any student who appears to be ill or has been exposed to a communicable disease, except that the teacher or principal may act independently if the Superintendent is not present in the building when the decision needs to be made.

The Superintendent shall develop procedures for the control of communicable disease which shall include:

A.
instruction of teaching staff members in the detection of these common diseases and measures for their prevention and control;

B.
removal from District property to the care of a responsible adult of students identified and excluded in accordance with this policy;

C.
preparation of standards for the readmission of students who have recovered from casual‑contact communicable diseases;

D.
filing of reports as required by statute and the State Department of Health.

M.C.L.A. 380.1169

GUIDELINES – 8450

TREATMENT OF HEAD LICE


A. 
Treatment of the Child 

1. Remove all your child's clothing and place him/her in a bath or shower stall and the clothing in a plastic bag. 

2. Apply head louse treatment according to your physician's instructions or label instructions provided by the drug manufacturer. There are medicated liquids (pediculicides) available for head lice -- RID, Kwell, etc" Kwell is available by prescription only; RID and others may be purchased without prescription from the drug store. There is no published evidence to indicate that one product is superior to the others. 


3. 
Have your child put on clean clothing after  treatment. 

4. Repeat treatment in seven (7) - ten (10) days. (While the pediculicides mentioned above rapidly kill crawling lice, they may not kill all the nits. Therefore, the treatment should be repeated in seven (7) - ten (10) days to kill newly hatched lice. The seven (7) - ten (10) day interval corresponds to the incubation period of a louse's egg.) 

5. All family members and close friends of your child should be examined. 

Family members who have evidence of infestation (crawling forms or nits) should be treated. Siblings or a parent who shares a bed with a known infested child should be treated, whether or not there is evidence of infestation at the time of the examination. 


*B. 
Decontamination of Personal Articles and Environment 

Since heat is lethal to lice and their eggs, many personal articles can be disinfested by machine washing in .!:lQ1 water and/or drying using the hot cycle of the dryer. Eggs are killed in five (5) minutes at 51.50C (12SOF), and crawling forms succumb to slightly lower temperatures. Home hot water heaters keep water at about 600C when the heat selector is set on medium or high. However, some water heaters are not able to sustain the 600C water temperature when several loads of laundry are processed one after the other or when other demands for hot water (bathing) are made simultaneously. To maintain the water at 600C or higher, allow time between loads of laundry or baths for the water heater to regain its maximum water temperature. If total reliance is placed in the clothes dryer for disinfestation, dry articles for at least twenty (20) minutes at the high (BUT) setting. Some non​washable articles may be disinfested in the dryer provided that the heat will not harm them. 
1. Machine wash all washable clothing and bed linens that have been in contact with your child within the previous three (3) days. 

2. Personal articles of clothing or bedding that cannot be washed or dried may be dry cleaned or simply left in a plastic bag and sealed for a period of ten (10) days.

3. Combs, brushes, and similar items can be disinfested by soaking them in one of the pediculicide liquids for one hour or by soaking them in a pan of water heated on the stove to about 150°F for five – ten minutes (caution:  heat may damage some combs and brushes).
4. To break the infestation-reinfestation cycle, spray Li-Ban (a lice control spray) on inanimate objects that cannot be either laundered or dry-cleaned.

C. Notification of Other Parents

Parents of your child’s closest friend(s) should be notified that their child may also be infested since the 

children play together.  This is particularly important if the children have slept together or participated in activities involving frequent body contact such as wrestling, ballet classes, football, etc.

D. Returning to School

Your child may return to school the morning after s/he has been treated with a head louse shampoo and is nit free.

*Use of trade names is for identification only and does not constitute endorsement.

8450 F1
NOTIFICATION OF HEAD LICE 

Dear Parent: 

Your child has been sent home today because s/he was found to have head lice. This is an easily-treated condition that is generally not associated with any serious complications but is highly 
contagious. 
' 

Head lice are usually transmitted through: 

A. close personal contact with another person who is infested with the lice or through the use of shared combs, brushes, and other grooming aids, or 

B. sharing caps, hats, or coats or co-mingling of such items at homes of friends, at school or church, or at other places. 

Many parents have the impression that a person becomes infested with head lice because s/he is unclean. This is NOT TRUE. Frequent bathing neither prevents head lice nor eliminates the infestation. 

Head lice are elongated insects about (--) long and are greyish-white in color. They do not have wings nor can they jump. They do move very quickly which can make it difficult to find in a child's hair. Because they can be so hard to see, the diagnosis of head lice is often made by examining the scalp for NITS. A nit is the louse egg. It is tear-shaped, about (I) in size, and varies in color from white to yellowish-brown. Head lice attach each nit to a hair shaft in a water-proof. cement-like substance. This means they cannot be washed or brushed out of the hair or scalp like dandruff and other such particles that sometimes look like nits to the naked eye. Clusters of nits may be found in any section of the hair so a careful examination should be made of the entire scalp. 

We have enclosed a form which describes the necessary treatment as well as a treatment verification form which must be completed and signed before your child may return to school. If you have any questions, please call the school office as soon as possible. You may wish to consult with your physician or the local health department concerning the treatment. 

Thank you for your attention to this matter. 

Sincerely • 

Principal or School Nurse 

8451 F2 

PEDICULOSIS (Head Lice) TREATMENT FORM FIRST TREATMENT 


DATE: 
_ 

TO: 

Name of School 


This is to notify you that 
{child) had shampoo treatment with 

______________ .{Name of Medicated Shampoo) on _________ {Date) and I have begun to remove nits and to do the necessary treatment of the home environment. I understand the medicated shampoo treatment must be repeated in seven (7) days and that all nits must be removed by the time the second treatment is completed. 

Signature of Parent 


...................... - 
- 
- .........••••••• - •.... 

PEDICULOSIS (Head Lice) TREATMENT FORM SECOND TREATMENT 


DATE: 
_ 

TO: 

Name of School 


This is to notify you that 
{child) has been given the second 


shampoo with 
(Name of Medicated Shampoo) on 

__________ .{Date) and all nits have been removed. I have completed the necessary treatment of the home environment. 

Signature of Parent 
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CONTROL OF NON CASUAL‑CONTACT COMMUNICABLE DISEASES
The Board of Education seeks to provide a safe educational environment for both students and staff.  It is the Board's intent to ensure that any student or member of the staff who contracts a communicable disease that is not communicated through casual contact will have his/her status in the District examined by an appropriate panel of resource people and that the rights of both the affected individual and those of other staff members and students will be acknowledged and respected.

For purposes of this policy, "non casual‑contact communicable disease" shall include:

A.
AIDS ‑ Acquired Immune Deficiency Syndrome;

B.
ARC ‑ AIDS Related Complex;

C.
persons infected with HTLV‑III/LAV (Human T‑Cell Lymphotropic Virus/Lymphadenopathy Associated Virus);

D.
Hepatitis B.

E.
other like diseases that may be specified by the Health Department as potentially serious health problems for those who come in contact with the disease and/or the disease carrier.

In its effort to assist in the prevention and spread of communicable diseases of any kind, the Board has established policies on Immunization, Hygienic Management, and Control of Casual‑Contact Communicable Diseases.  The purpose of this policy is to protect the health and safety of the students, District personnel, and the community at large, on the spread of the above-mentioned diseases.

The District will allow students and staff members to attend in school unless there is definitive evidence to warrant exclusion.  When the Superintendent has been informed by an official of the local or State Health Department (learns) that a student or District employee may be infected with a non casual‑contact communicable disease, as defined above, the Superintendent shall immediately obtain written consent from the employee or student's parents to disclose confidential information to the Communicable Disease Review Panel (CDRP) and to communicate such information as may be necessary to appropriate members of the District staff.  If the employee or parents refuse to consent to the disclosure, the Superintendent shall direct the local department of health to make a "need to know" determination that disclosure is necessary to the CDRP.  The Superintendent is hereby designated as the authorized individual to receive information from the County Department of Health or State Department of Health pertaining to a student or employee who has a non casual‑contact communicable disease.

The CDRP shall consist of:

A   .
two (2) health professionals knowledgeable in the disease, one of whom is the health officer or representative from the County Health Department;

B.
two (2) members of the District staff;

C   .
the infected person (or parent, if under the age of eighteen (18) and his/her representative.

The Superintendent shall also consult with either the infected person's physician or the Berrien County Health Department to determine if the initial evidence warrants exclusion.
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If the evidence is not sufficient to justify exclusion, the person shall remain in his/her current school environment unless there exists exposure to casual‑contact communicable diseases that pose a threat to the person's health or safety.

If the evidence indicates the person should be excluded from the school environment, the person shall be temporarily excluded following due‑process procedures.

Decision‑making Process
The panel will review the current evidence, take additional testimony, and prepare a recommendation to the Superintendent in accordance with the following procedure:

A.
  The Panel Chairperson shall be appointed by the Superintendent who then shall be responsible for ensuring that one or more opinions of the Panel are submitted to the Superintendent in accord with the procedures outlined below and for ensuring that due- process procedures are followed in dealing with the affected person.

B.
  The Superintendent may participate in the review process while the panel is obtaining such information as the:

1.
  circumstances in which the disease is communicable

2  .
likelihood of infections or illnesses attendant to the disease that could be spread to other students/staff members through casual contact

3.
  age, behavior, and neurologic development (if a child)

4.
  circumstances in which the disease is communicable to others

5.
  nature of the interaction with others in the school environment and health/safety implications of that interaction

6.  
psychological aspects to the infected person and others in the environment if the person remains in the current setting

7  .
potential risk of casual‑contact communicable diseases occurring while the infected person is in attendance

8.
  likelihood of a request from the affected individual to be excused from attendance at school or at the job

9.
  methods for protecting the privacy of the student or staff member including maintaining confidentiality both of  records and the person's condition

10  .
recommendations as to whether the student or staff member should continue in the school setting, or if not attending, under what circumstances s/he may return

11  .
recommendations as to whether a restrictive environment or alternative assignment or delivery of program should be considered

12.recommendations as to when the panel should review the case again
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C.  
The Panel shall provide the Superintendent with a Proposal for  Decision within  five (5) business days after the Panel convenes.  The Proposal will be based on the information gathered during the review process including any recommendations it receives regarding:

1.  
continued attendance in the school setting

2  .
criteria for readmittance

3.  
if a student, alternative delivery of an educational program

The Proposal shall also include any dissenting opinions.  If the recommendation is for exclusion, the Proposal shall also include the conditions under which such an action will be reconsidered.

A copy of the Proposal shall be given to the affected staff member or student and/or the parent.

D.
  Within five (5) business days after receiving the Proposal, the Superintendent shall either accept, modify, or reject the recommended course of action.  If s/he rejects it, the Superintendent shall prepare a written statement setting forth the basis for his/her rejection.

Both the CDRP members and the affected person or parent shall receive a copy of the Superintendent's decision.

Appeal Process
Appeal of the Proposal for Decision

A.
   If the affected person or parent considers the Proposal for Decision to be unjust, or inaccurate, s/he may request a rehearing within  five (5) business days of the date of the Proposal.

      The Chairperson shall consider the request only if:


1.
there is new evidence that could influence the decision;


2.
there is substantial error of fact.

B.
   The Chairperson shall, within  five (5) business days of receipt of the request, either grant or deny the request.  If the request is denied, the Proposal for Decision shall be sent to the Superintendent immediately.  If the request is granted, the same CDRP shall reconvene within five (5) business days.

C.
   Within  five (5) business days after the rehearing, the Chairperson shall submit the original or revised Proposal for Decision to the Superintendent with a copy to the affected person or parent.

Appeal of the Superintendent's Decision
A.     
If the affected person or parent does not agree with the Superintendent's decision, s/he or a representative may request reconsideration within five (5) business days of the date of the Superintendent's decision.  The request shall be in writing and must be based on the belief that the decision contains substantial error of fact or is contrary to the weight of evidence contained in the Proposal for Decision.
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B.
    Within  five (5) business days, the Superintendent shall deny the reconsideration or may grant an oral hearing to the affected person, parent, or representative.

C   If the Superintendent reconsiders the decision, s/he shall render his/her final decision within  five (5) business days.  The affected person, parent, or representative has the right to make a written appeal of the decision to the President of the Board within five (5) business days after the Superintendent has made the decision.

D.
  The Board shall hear the appeal within  five (5) business days, together with the Proposal for Decision and the Superintendent's decision.  It shall render its decision in writing within two (2) business days and send copies to the Superintendent, Berrien County Health Department, and the affected person or parent and the CDRP.

E.
  If the Proposal for Decision or the Superintendent's decision is contrary to the majority opinion of the CDRP, a  majority of the Panel has the right to appeal either the Proposal or the decision using the above‑described appeal process.

The District will provide an alternative education program for any student excluded from the school setting as a consequence of the Superintendent's decision.  Such a program shall be in accordance with this Board's and the Berrien County Intermediate School District's policy and procedures on Home-Bound Instruction.

When the Superintendent learns that a disabled student may be infected with a non casual‑contact communicable disease, the IEPC will serve as the Communicable Disease Review Panel (CDRP) and will be convened  within forty-eight (48) hours.  The IEPC‑CDRP will be expanded to include the physician treating the child, a Berrien  County health official, and a child advocate approved by the affected person or parent.

The IEPC‑CDRP will carry out its review in accordance with this policy and Federal/State regulations concerning disabled students.

The rights of any affected student, as well as those of any affected staff member, shall be protected in accordance with Federal and State laws on privacy, confidentiality, and due- process.  In addition, the exclusion of any staff member from the District by the Superintendent's decision will be done in accord with relevant sections of a current collective bargaining agreement covering the employee.  Further, it is the Board's policy that all students and staff members should maintain normal contact with an affected student or staff member whose continued presence in the school setting has been determined by this process.

The Board directs the Superintendent to develop an educational program that will ensure proper instruction of:  students in grades K to twelve (12), professional staff, and support staff on the principal means by which non casual‑contact communicable diseases are transmitted, as well as how they are not transmitted, and the more effective methods for restricting and/or preventing these diseases.

Michigan Public Health Code (Act 368 of 1978 as amended)

Family Education Rights and Privacy Act (FERPA)

M.C.L.A. 37.1101 et seq., 380.1169, 380.1701 et seq.

A.C. Rule 340.1721 et seq.

P.L. 94‑142, P.A. 451

Rev 6/06

GUIDELINES – 8453
ROUTINE PROCEDURES FOR SANITATION

 AND HYGIENE WHEN HANDLING BODY FLUIDS
Purpose:

To ensure that body fluids involving blood, vomitus, urine, feces, semen, saliva, and nasal discharges are handled properly.
Those Affected:

All school staff should be alerted to dangers of infections from body fluids.  EMT’s, custodians, and teachers should be particularly alert to the proper techniques in handling and disposal of materials.

Equipment Needed:

Soap

Disposal Bags

Water

Dust Pans

Disposable Gloves

Buckets

Disinfectants – should be one of the following classes:

A. phenolic germicidal detergent in a one percent aqueous solution (e.g. Lysol*)

B. sodium hypochlorite solution (household bleach), 1 part bleach to 10 parts water (e.g. 1 ½ cups bleach to one gallon of water.  Needs to be prepared each time used.
C. Quaternary ammonium germicidal detergent in 2% aqueous solution (e.g., Tri-quat*, Mytar*, or Sage*)
D. Iodophor germicidal detergent with 500 ppm available iodine (e.g., Wescodyne*)
E. Sanitary absorbing agent (Chlora Sorb*, X-O Oder Away*)
Procedures:

A. General

1. Wear disposable gloves before making contact with body fluids during care, treatment, and all cleaning procedures.

2. Dispose of gloves after each use.

3. Wash hands after handling fluids and contaminated articles, whether or not gloves are worn.

4. Discard disposal items including tampons, used bandages, and dressings in plastic-lined trash container with lid.  Close bags and dispose of daily.

5. Do not reuse plastic bags.

6. Use disposable items to handle body fluids whenever possible.

7. Use paper towels to pick up and dispose of any solid waste materials such as vomitus or feces.

B. Handwashing

1. Use soap and warm running water.  Soap suspends easily removable soil and micro-organisms allowing them to be washed off.

2. Rub hands together for approximately 10 seconds to work up a lather.
3. Scrub between fingers, knuckles, backs of hands, and nails.

4. Rinse hands under warm running water.  Running water is necessary to carry away debris and dirt.

5. Use paper towels to thoroughly dry hands.

6. Dispose of paper towels.

C. For Washable Surfaces

1. For tables, desks, etc. :  (Use Lysol*, or household bleach solution of one part bleach to ten parts water, mixed fresh) .  Rinse with water if so directed on disinfectant, allow to air dry, when bleach solution is used, handle carefully.  Gloves should be worn since the solution is irritating to skin.  Avoid applying on metal since it will corrode most metals.

2. For floors:  One of the most readily available and effective disinfectants is the bleach solution (1 ½ cups bleach to one gallon water).  Use the two bucket system – one bucket to wash the soiled surface and one bucket to rinse as follows:   In bucket #1, dip, wring, mop up vomitus, blood.  Dip, wring, and mop once more.  Dip, wring out mop in bucket #1.  Put mop into bucket #2 (rinse bucket) that has clean disinfectant (such as Lysol*, bleach solution). Mop or rinse area.  Return mop to bucket #1 to wring out.  This keeps the rinse bucket clean for second spill in the area.  After all spills are cleaned up, soak mop in disinfectant after use.  Disposable cleaning equipment and water should be placed in a toilet or plastic bag as appropriate.  Rinse non-disposable cleaning equipment (dustpans, buckets) in disinfectant.  Dispose disinfectant solution down a drain pipe.  Remove gloves, if worn, and discard in appropriate receptacle.  Wash hands as described above under Handwashing.
3. For Non-Washable Surfaces (rugs, upholstery):  Apply sanitary absorbing agent, let dry, vacuum.  If necessary, use broom and dustpan to remove solid materials.  Apply rug or upholstery shampoo as directed.  Re-vacuum according to directions on shampoo.  If using a water extraction cleaner, follow the directions on the label.  Clean dustpan and broom, if used.  Rinse in disinfectant solution.  Air dry.  Wash hands as described above under Handwashing.

4. For Soiled Washable Materials (clothing, towels, etc.) rinse item under running water using gloved hands if appropriate.  Place item in plastic bag and seal until item is washed.  Plastic bags containing soiled, washable material must be clearly identified if outside laundry service is used.  Wash hands as described above under Handwashing.  Wipe sink with paper towels, dispose of towels.  Wash soiled items separately, washing and drying as usual.  If material is bleachable, add ½ cup bleach to the wash cycle.  Otherwise, add ½ cup non-chlorine bleach (Clorox II*, Borateem*) to the wash cycle.  Dispose of plastic bag.  Wash hands as described above under Handwashing after handling soiled items.
TRANSMISSION CONCERNS IN THE SCHOOL SETTING

BODY FLUIDS SOURCE OF INFECTIOUS AGENTS
BODY FLUID SOURCE:

Blood:  (cuts/abrasions, nosebleeds, menses, contaminated needle


***Feces: (incontinence)

***Urine:  (incontinence)

***Respiratory Secretions Mononucleosis virus oral inoculation form:  (saliva, nasal discharge)
***Vomitus

Semen

**ORGANISM OF CONCERN:

Hepatitis B virus

AIDS virus

Cytomegalovirus

Salmonella bacteria oral inoculation from Shigella bacteria, Rotavirus, 

         Hepatitis A virus

Cytomegalovirus

Common cold virus

Influenza virus

Gastrointestinal viruses, e.g. Norwalk agent Rotavirus

Hepatitis B

Gonorrhea

TRANSMISSION CONCERN:

Bloodstream inoculation through cuts and abrasions on hands

Direct bloodstream inoculation
Contaminated hands

Bloodstream, oral and mucus membrane

Inoculation from hands

Contaminated hands

Sexual contact

· Brand names are used as examples and are not endorsement of products.

· **This is not an all inclusive list of organisms of concern for transmission in the school setting.

· ***Possible transmission of AIDS is currently thought to be of little concern from these sources.
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CONTROL OF BLOOD‑BORNE PATHOGENS
The Board of Education seeks to protect those staff members who may be exposed to blood pathogens and other potentially infectious materials in their performance of assigned duties.

The Superintendent shall implement administrative guidelines which will:

A.
identify those categories of employees whose duties create a reasonable anticipation of exposure to blood and other infectious materials;

B.
provide for inoculation of the Hepatitis B vaccine at no cost to the staff member and in accordance with Federally‑mandated scheduling;

C.
ensure proper training in the universal precautions against exposure and/or contamination including the provision of appropriate protective supplies and equipment;

D.
establish appropriate procedures for the reporting, evaluation, and follow‑up to any and all incidents of exposure;

E.
provide for record‑keeping of all of the above which complies with both Federal and State laws;

F.
develop an exposure control plan.

20 CFR 1910.1030

Adopted 11/16/92

8453.01 – F1

WAIVER OF VACCINATION FOR HEPATITIS B
I understand that due to my occupational exposure to blood or other potentially infectious materials, I may be at risk of acquiring hepatitis B virus (HBV) infection.  I have been given the opportunity to be vaccinated with hepatitis B vaccine, at no charge to myself.  However, I decline hepatitis B vaccination at this time.  I understand that by declining this vaccine, I continue to be at risk of acquiring hepatitis B, a serious disease.  If in the future I continue to have occupational exposure to blood or other potentially infectious materials and I want to be vaccinated with hepatitis B vaccine, I can receive the vaccination series at no charge to me.

Signature of Employee




Date

Signature of Witness




Date
Form 8453.01 – F2
TRAINING RECORD

Date




Time




Location




Instructor






Instructor Qualifications:

This is to confirm that at the date, time, and location indicated above, I was adequately informed about each of the following matters pertaining to blood-borne pathogens and other potentially-infectious materials:
The OSHA regulations, a copy of which was provided

Epidemiology and symptoms of blood-borne diseases

Modes of transmission of blood-borne pathogens

The District’s exposure control plan, a copy of which I have been provided

The types of situations in which I could be exposed through performance of assigned duties

The procedures and equipment that are to be used to reduce or eliminate the risk of exposure

The safety, administration, and benefits of the Hepatitis B vaccine. Procedures to be followed by me and by the District should I be exposed to a blood-borne pathogen or other potentially-infectious material. The post-exposure procedures for evaluation and follow up.The instructor provided me the opportunity to ask questions and I received adequate answers to my questions.

Signature of Staff Member








8453.01 F3

EXPOSURE REPORT

This report is to be filled out by the staff member who has been exposed to blood or other potentially infectious materials.
Staff Member’s Name 







Name of Involved Person :  (May not be student)






Grade:



School







Address:











Home Telephone:






Parent/Guardian:










Describe what happened:

Date/Time:




  Place:





Witnesses (if any):










Nature of the exposure:









Signature





Date





8453.01 F4 

VACCINATION REQUEST 

I wish to be innoculated with the Hepatitis B vaccine as provided for by the School District. I have been adequately informed about the availability, need for, and nature of the Hepatitis B vaccination as well as of the consequences of not being immunized. 

Signature of Staff Member 






Date


8453.01 F5 
Dear Parent:

We recently  have been notified by the Federal government that the District is subject to ~ regulations from the Occupational Safety and Health Administration (OSHA) to restrict the spread of hepatitis B virus (HBV) and human immune deficiency virus (HIV) in the workplace. These regulations are designed to protect employees of the District who are, or could be, exposed to blood or other contaminated bodily fluids while performing their  job duties. 

Because of the very serious consequences of contracting HBV or HIV, the District is committed to taking the necessary precautions to protect both students and staff from its spread in the school environment. 

Part of the Federally-mandated procedures include a requirement that the District request the person who was bleeding to consent to be tested for HBV and HIV. This information would then be provided both to the exposed employee and the treating physician to determine proper medical treatment. 

The law does not require parents or guardians to grant permission for the examination of their child's blood, but it does require the District to request that consent. Although we expect that incidents of exposure will be few, we wanted to notify parents of these requirements ahead of time. That way, if the situation does develop you will understand the reason for our request and will have had an opportunity to consider it in advance. These are serious diseases, and we sincerely hope that through proper precautions and cooperation we can prevent them from spreading. 


If you have any questions or concerns, please contact 
_ 


at 
(telephone number). 

8453.01 F6 

REQUEST TO PARENT FOR BLOOD TEST 

Dear Parent: 


On 
(day), 
(date). your child experienced bleeding to 

the extent that staff members were exposed to the blood. 

Part of the Federally-mandated procedures includes a requirement that the District request parents consent to having their child's blood tested for HIV and HBV when the child has bled at school to the extent that staff members or students have been exposed to the blood. This information would then be provided both to the exposed employee and the treating physician to determine proper medical treatment. 

The law does not require parents or guardians to grant permission for the examination of their child's blood, but it does require the District to request that consent. Please indicate your decision below and return this form to the school office for our records. 

Thank you for your cooperation in this matter. 


[ ] 
I will have my child's blood tested for HBV and HIV and have the results communicated to the 

school district. 


[ ] 
I do not wish to comply with your request. 

(Signature of Parent or GuanIan) 

(Date) 
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CHILD ABUSE AND NEGLECT
The Board of Education is concerned with the physical and mental well‑being of the students of this District and will cooperate in the identification and reporting of cases of child abuse or neglect in accordance with law.

Each professional staff member employed by this District who has reasonable cause to suspect child abuse or neglect shall be responsible for reporting immediately to the building principal every case, whether ascertained or suspected, of abuse or neglect resulting in physical or mental injury to a student by other than accidental means.

The professional staff member or appropriate administrator shall immediately call the local office of the Department of Social Services and shall secure prompt medical attention to any such injuries reported.

S/He shall also notify the appropriate administrator according to the District's Reporting Procedure for Student Abuse or Neglect.

Any support staff member who has reasonable cause to suspect child abuse or neglect shall immediately report any such case to the building administrator  of his/her supervisor who shall, in turn, immediately notify the Department of Social Services.

The identity of the reporting person shall be confidential, subject only to disclosure by consent or court order.  A reporting staff member shall not be dismissed or otherwise penalized for making a report of child abuse or neglect.

Information concerning alleged child abuse is confidential.  Any unauthorized disclosure by an official or employee of the District is a violation of the law and subjects the disseminator to civil liability for resulting damages.

Building administrators should be mindful of the possibility of physical or mental abuse being inflicted on a student by a staff member.  Any such instances, whether real or alleged, should be dealt with in accordance with the administrative guidelines established by the Superintendent.

 M.C.L.A. 722.621 et. seq.

Revised 8/94

    GUIDELINES – 8462

CHILD ABUSE OR NEGLECT 



In compliance with Board policy and State statute, professional staff members are required to report to the proper legal authorities any sign of child abuse or neglect. The child may suffer from physical abuse and neglect, sexual abuse, and/or emotional maltreatment. Basically, physical abuse is the nonaccidental, physical injury of a child: physical neglect is the failure to provide proper parental care, support medical attention, and education for a child: sexual abuse is any indecent sexual activity in the family: and emotional maltreatment is failure to provide warmth, attention, supervision, and/ or norrnal living experiences for a child. 

In this respect, the following are considered signs of such abuse or neglect and should be both reported and referred to the principal and/ or counselor immediately: 


A 
malnutrition and/ or basic deprivation 


B. 
significant history (siblings abused) 

C. direct parental threats or admission of abuse or neglect (to eighteen (18) years) 


D. 
symptoms of venereal disease 


E. 
dental injuries or eye injuries 


F. 
head injuries 

G. repeated burns or poisoning 

H. scars and bruises in unusual locations (neck. back, buttock. under arms, behind knees, tops and bottoms of feet) 


I. 
injuries reflecting direct blows or use of  instruments 

A child who is being abused may also: 


A 
be hyperactive: 


B. 
act fearful of adults: 


C. 
cling to adults: 


D. 
be anxious, tense, and nervous. 
Procedure for Reporting:

All suspected cases are to be reported even if documentation is not available.  The law provides protection for the reporting staff member.  Professional staff members may report directly to  Family Independence Agency (FIA) or have an administrator do so in his/her presence.  Classified staff members are to report to the principal.

A. Immediately make an oral report to the principal.


The oral report shall include:

1. the name, address, and telephone number of all of the following:

the reporter

the alleged child victim

the caretaker or guardian, if different from caretaker, of the alleged child victim

2. the approximate age and what is known of the child’s behavior and level of functioning:

3. when and where the alleged abuse or neglect occurred, the type, extent, and duration of the alleged abuse or neglect, and the child’s current condition;

4. when, where, and how the child is at risk of abuse or neglect;

5. the circumstances surrounding the alleged abuse or neglect or any other information which might be helpful to establish the cause of abuse or neglect;

6. what is known about the behavior and functioning of the caretaker of the alleged child victim;

7. whether or not anything has been done to reduce the risk to the child;

8. what actions have been taken, such as photographs, medical attention, or notification of law enforcement officials or other persons;

9. the identity and current whereabouts of the alleged perpetrator, the relationship of the alleged perpetrator to the alleged child victim, and the access s/he may have to the child;

10. any knowledge of other children living in the home, and if so, their names, approximate ages, and relationship to the alleged child victim;

11. any knowledge if other children in the home are currently or have been alleged victims of child abuse or neglect, and if so, their names and approximate ages, and the identity of the alleged perpetrator;

12. the identity and location of anyone else with knowledge  of the current allegation of abuse or neglect.

B. Notify the student’s principal that a report has been made.  The principal shall ensure that the suspected case has been properly reported; and, if not, s/he shall ensure that an appropriate oral report is made immediately.
C. Since it is the responsibility of the social worker and/or law enforcement agency to investigate possible abuse and/or neglect, school personnel should not pressure the child to divulge information regarding any injury or other circumstances surrounding the abuse and/or neglect.  The school need not prove that abuse and/or neglect exists before reporting.  They need only suspect that abuse and/or neglect has or is currently occurring.
D. The oral report shall be followed, not more than five (5) days later, by a written report from the staff member.  The report is to include all information given at the time of the oral report and any other information that is available from the school that may be helpful in the investigation of the report.

E. The principal shall ensure that the receiving agency, in accordance with law, submits a written response verifying receipt of the report.

Investigation of Child Abuse or Neglect:

A. Investigators who seek to interview a student who is a suspected victim of abuse or neglect must make the request to the principal who shall determine from the investigator whether or not it is appropriate to notify the student’s parents.  If it is appropriate, the principal should notify the parents of the time and place of the impending interview.

If the interviewer directs that parents are not to be notified, the principal shall record this direction and request the interviewer to sign a written statement that s/he has directed the principal to permit the interview without prior notification of the parents.  If the interviewer refuses to sign the statement, the principal shall prepare another written statement that the District has been directed by interviewer to make the named student available for interview or interrogation without notice to the parents and request the interviewer to sign this statement.  If the interviewer refuses, the principal shall record the time, date, interviewer’s name/title/badge number and that the interviewer has refused to sign the statement.  The principal shall sign this record and maintain it in the school files.
Although the principal is not responsible for advising a student of his/her rights, s/he should ensure the procedure is done properly.  If s/he does not believe the student can make a knowledgeable waiver of rights, the principal should so inform the interviewer and record the procedural steps taken by the interviewer to advise the student about his/her rights.

B. The principal will maintain contact with the interviewer during the investigation  period and after investigation of the suspected cases, the principal shall request a written report.

C. Upon completion of the investigation and/or receipt of the report, the principal will discuss the status of the case with the superintendent and determine if additional action is required.

1. If suspected abuse/neglect is not confirmed, the building copy of the report will be destroyed.  (If a report involves a special education student, it will be retained for three (3) years, or until the student reaches eighteen (18) years of age, unless otherwise directed by the IEP Team.

2. If evidence of abuse/neglect is confirmed by the child protective services, the administrative copy of the report will be retained in the student’s personal cumulative file.

3. In the event a child who has been confirmed by the Department of Social Services as having been abused or neglected, transfers to another school district within three (3) years of the confirmed abuse or neglect, or if the case has not been closed, the principal shall inform the receiving school district, in writing, of the status of the case.

Suspected Abuse/Neglect by Parents:

Parents who are abusing their child may:

A. be reluctant to give information;

B. describe a story that does not fit the injury;

C. have an inappropriate reaction to severity of injury;

D. express unreasonable expectations for child’s performance;

E. claim conditions that do not exist, e.g. “S/He bruises easily.” or “S/He moves constantly.”  (Child sits quietly.)

F. indicate family problems such as marital discord, crowding, financial stress, psychological disorders, retardation, alcohol or drug addiction, etc.

When it is necessary to deal with parents who are suspected of child abuse, the staff member should try to be sympathetic and communicate a readiness to help.  Parents are often beset by serious personal problems and possibly were themselves abused or neglected as children.

Suspected Abuse by Staff Members:

If a staff member is suspected of abuse, his/her supervisor should be notified immediately and the matter kept in strict confidence by the reporting person.  The supervisor shall follow the District’s due process procedures for dealing with an employee’s real or alleged violation of any law or District policy.  This procedure does not negate the requirement for the reporting person to report the suspected abuse to the proper agency.
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Report of Actual or Suspected Child Abuse or Neglect

Michigan Department of Social Services

Date


List of Child(ren) Suspected of being Abused or Neglected:

Name

Birthdate
Race

Sex

Father’s Name

 Mother’s Name






Child(ren)’s Address









City

 County


 Phone




Name of Alleged Perpetrator of Abuse or Neglect








Relationship to Child(ren)









Person(s) the Child(ren) Living with when Abuse/Neglect Occurred






Address Where Abuse/Neglect Occurred








Describe Injury or Conditions and Reason for Suspicion of Abuse or Neglect






Source of Referral









Referring Person’s Name









Name of Referring Organization (school, hospital, etc.)








Address










City



 State

 Phone



2nd page:
To Be Completed by Medical Personnel when Physical Examination Has Been Done

Summary Report and Conclusions of Physical Examination








Laboratory Report









X-Ray









Other (Specify)









History of Physical Signs of Previous Abuse/Neglect









Prior Hospitalization or Medical Examination for this Child  (dates/places)






Physician’s Signature




 Date




Hospital (if applicable)
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FOOD SERVICES
The Board shall provide cafeteria facilities in all school facilities where space and facilities permit, and will provide food service for the purchase and consumption of lunch for all students.

The Board shall also provide a breakfast program in accordance with procedures established by the Department of Education.

Lunches sold by the school may be purchased by students and staff members and community residents in accordance with procedures established by the Superintendent.

The operation and supervision of the food services program shall be the responsibility of the Superintendent.  The cafeterias shall be operated on a self-supporting basis with revenue from students, staff, Federal reimbursement, and surplus food.  The Board shall assist the program by furnishing available space, initial major equipment, and utensils.  Maintenance and replacement of equipment is the responsibility of the program.

A periodic review of the food service accounts shall be made by the Superintendent.  Any surplus funds from the National School Lunch Program that exceed recommended levels, shall be used to reduce the cost of the service to students or to purchase cafeteria equipment.  Surplus funds from a‑la‑carte foods may accrue to the food service program.

The Superintendent shall prepare guidelines for the conduct of the school lunch program that shall include provisions for:

A.  
the maintenance of sanitary, neat premises free from fire and health hazards;

B.  
the preparation and consumption of food;

C  .
the purchase of foods and supplies in accordance with law;

D  .
the accounting and deposition of food service funds;

E.  
the safekeeping and storage of food and food equipment.

No foods or beverages, other than those associated with the District's food‑service program, are to be sold during food‑service hours.  The District shall serve only nutritious food as determined by the Food Service Department and shall not purchase with food service funds and shall not serve, in any food service area during meal‑serving hours, carbonated beverages, water ices, chewing gum, hard candy (including breath mints and cough drops), jellies and gums, marshmallow candies, fondant (creamy sugar candy), licorice, spun candy and candy‑coated popcorn.  Foods and beverages unassociated with the food‑service program may be vended in accordance with Board policy 8540.

M.C.L.A. 380.1272, 1272a, 1272d et. seq.

7 CFR 210, 215, 220, 240

Revised 8/94

GUIDELINES – 8500
FOOD AND BEVERAGE SALES
Any student organization or District-support organization  that seeks to raise funds by means of food or beverage sales must comply with the following guidelines in order to obtain approval for such sales on District premises:

A. No sales may take place during the hours that the District is providing food service to students without a one (1) week advance notice.

B. Items sold through vending machines must comply with the conditions stated in Board Policy 8540 – Vending Machines, and the vending machines will not be operated during lunch and breakfast hours.

C. A plan must be submitted which describes:

1. the items to be vended;

2. the time, date, and location at which the items will be sold;

3. the provisions for proper preparation of the food and/or beverage items;

4. the provisions for the proper sanitation during and after the vending of the items and for the proper clean-up of the area(s), when applicable;

5. how the funds will be sale-guarded during and after the vending of the items;

6. the extent to which students are to be involved in the vending of the items and how much of their school and/or study time will be used for the planning and conduct of the activity.

D. The plan is to be submitted to the principal at least ten (10) days prior to the fundraising activity.

The sponsor of the activity must agree that the activity will be in compliance with all District policies and administrative guidelines related to food service and fundraising.

Approved 10/93
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PRIVATE 
FOOD ALLERGIEStc  \l 1 "FOOD ALLERGIES"
Dealing with Food Allergic Students:
The New Buffalo Area Schools take food allergies seriously.  We understand that food allergies can be life threatening.  Recognizing that the risk of accidental exposure to foods can be reduced in the school setting, we are committed to working with students, parents, and physicians to minimize risks and provide a safe educational environment for food-allergic students.

Accordingly, the Superintendent shall direct the person in charge of food service programs to act affirmatively and work closely with parents to assure that the dietary needs of food-allergic students are taken into consideration in menu planning for the District’s food service programs.

Administrative Regulations:
1.
NOTIFY PARENT’S OF THEIR RESPONSIBILITY TO:



Notify the school of their child’s allergies.


Provide written medical documentation, instructions, and medication as directed by a physician.  Include a photo of the child on written form.


Work with the school team to develop a plan to accommodate the child’s needs to include time in the classroom and cafeteria, as well as an emergency action plan.


Replace medications after use or upon expiration.


Educate the child in the self-management of their food allergy including:

         
Safe and unsafe foods

         
Strategies for avoidance of exposure to unsafe foods

        
 Symptoms of allergic reactions

        
 How and when to tell an adult they may be having  an allergy-related problem

        
 How to read food labels (if age appropriate)

         
They are to be very cautious when sharing food from others.



 Review policies after a reaction has occurred.

2.
ASSURE THAT THE DISTRICT HAS TAKEN ALL NECESSARY STEPS TO:


Review the health records submitted by parents and physicians.


Not exclude students from school activities solely based on child’s food allergy.


Identify a core team of, but not limited to, school EMT, teacher, principal, cafeteria manager, and counselor to work with parents to establish prevention policies.  All policy decisions about food allergy management should be made with core team participation.

       See to it that everyone who interacts with the student on a regular basis understands food allergies, can recognize common symptoms, knows what to do in an emergency, and works with other District personnel to work toward eliminating the use of food allergens in the allergic student’s classroom as educational tools, arts and crafts projects, or incentives.

       Cooperate with the school nurse* to be sure medications are appropriately stored, see that an emergency kit is available, that contains a physician’s standing order and epinephrine, and that medications are kept easily accessible to designated staff. (*If available.)

              Designate school personnel who can administer medications.
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       Always be prepared to handle a reaction and ensure that there is a staff member available who            can administer  medications during the school day regardless of time or location.





               Review policies after a reaction has occurred.
               Work with the administrator in charge of transportation to see that school bus driver training               includes  symptoms awareness and what to do if a reaction occurs.

             Recommend that buses have communication devices in case of an emergency.

             Enforce no eating on school buses.

             Discuss field trips with family to decide how to handle them.

             Follow state/district guidelines regarding sharing medical information about the student.

3.  SHALL INFORM PARENTS AND DISTRICT STAFF THAT:

       To get more detailed suggestions for implementing these objectives and creating a specific plan for each 
       individual student in order to address his or her particular needs, they should refer to The Food  
       Allergy & Anaphylaxis Network’s (FAAN) School Food Allergy Program.

       The School Food Allergy Program has been endorsed and/or supported by the Anaphylaxis Committee         of the American Academy of Allergy Asthma and Immunology, the National Association of School               Nurses, and the Executive Committee of the Section on Allergy and Immunology of the American                 Academy of Pediatrics.

       Inform parents and staff that FAAN can be reached at:  800/929-4040.

LEGAL REF:  The Food Allergy & Anaphylaxis Network’s (FAAN) School Food Allergy Program

Revised 12/17/01
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FREE AND REDUCED‑PRICE MEALS
The Board of Education recognizes the importance of good nutrition to each student's educational performance.

The Board shall provide needy children with breakfast and lunch at a reduced rate or no charge to the student.

Children, eligible for free or reduced‑price meals, shall be determined by the criteria established by the Child Nutrition Program.  These criteria are issued annually by the Federal government through the State Department of Education.

The Board designates the Food Service Supervisor to determine in accordance with Board standards, the eligibility of students for free and reduced‑price meals.

The schools shall annually notify all families of the availability, eligibility requirements, and application procedure for free and reduced-price meals by distributing an application to the family of each student enrolled in the school.

M.C.L.A. 380.1272 et. seq.

42 U.S.C. 1751 et seq.

42 U.S.C. 1771 et seq.

Revised 8/94
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VENDING MACHINES
The Board of Education recognizes that vending machines can produce revenues which are useful to augment programs and services to students and staff.  It will, therefore, authorize their use in District facilities providing that the following conditions are satisfied.

A.
The installation, servicing, stocking, and maintenance of each machine is contracted for with a reputable supplier of vending machines and their products.

B.
The revenues are managed by bonded school personnel in accordance with relevant Board policies and administrative guidelines.

C.
No products are vended which would conflict with or contradict information or procedures contained in the District's educational programs on health and nutrition.

The Superintendent shall develop and implement administrative guidelines which will ensure these conditions are adhered to on a continuing basis and that the proper procedures are established regarding location, operation, and maintenance of the equipment as well as for the dispensing of products.

Adopted 5/21/90

Rev 6/06
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TRANSPORTATION
It is the policy of the Board of Education to provide transportation for those students whose distance from their school makes this service necessary within the limitations established by State law and the regulations of the State Superintendent of Instruction.  Such laws and rules shall govern any question not covered by this policy.

School buses shall be purchased, housed, and maintained by the District for the transportation of resident students between their home areas and the schools of the District to which they are assigned.

Resident children living beyond the following walking limits shall be entitled to bus transportation:

Exceptions to the foregoing limits may be made in the case of a temporarily or permanently disabled child who has been so certified by a physician, in the case of adverse safety conditions, and with the approval of the Superintendent for those students riding between the bus compound, and/or the middle/high school,  New Buffalo Elementary.

Transportation of eligible vocational or special education children between their home areas and schools outside the District shall be arranged through the use of District‑owned vehicles, through cooperation with other Districts, through commercial carriers, and/or by other means in the most efficient and economical manner.

The Board authorizes the Superintendent at his/her discretion to install and operate video cameras on District buses to enhance student safety and well‑being.  S/He shall establish appropriate administrative guidelines for the proper use of the cameras.

Bus routes shall be established so that an authorized bus stop is available within reasonable walking distance of the home of every resident student entitled to transportation services subject to state and federal guidelines.
The Superintendent shall be responsible for developing and implementing appropriate guidelines for this policy.

M.C.L.A. 380.141, 142, 331, 246

M.C.L.A. 380.1321, 1322, 1323, 1324, 1756

Public Acts 187, 188, 189

A.C. Rule 340.281, 282

Revised 11/20/89

Revised 10/6/93

Revised 6/06

GUIDELINES  - 8600

TRANSPORTATION
The following guidelines are established to implement Board policy on transportation.

A. Administrative Responsibilities:  

     The Transportation Director is responsible for the planning, operating, and      maintenance of all District vehicles.  Included within this scope of          

     responsibility are:

1. establishment of bus routes,

2. management of dispatching operations,

3. supervising and analyzing vehicle maintenance programs,

4. preparing and submitting all state/federal reports,

5. bus driver personnel selection, supervision, and training,
6. transportation budgets,

7. development of specifications for bids on contracted services,

8. verification of qualifications of bus drivers.

Quality transportation services require cooperation and effective communication between the Director and the Building Administrator who shall be responsible for:

1. supervision at bus loading and unloading zones,

2. communication to parents and students concerning student behavior, safety, schedules, and the like,

3. adjudication of all behavior problems,

4. enforcement of traffic regulations on the school site,

5. communication about overcrowding and unsafe conditions or practices to the Superintendent.

B. Bus Conduct:

1. Parents are to be informed that school bus transportation is a privilege and not a right and that the bus driver is the sole authority on the bus while students are being transported.

2. Parents are also to be informed that they are responsible for:  the safety of their child while going to or from the bus stop and while waiting for the school bus, their child being at the bus stop at least five minutes prior to scheduled pick up time, and damage by their child to school buses, personal property, or public property.

3. Students are expected to conduct themselves in a proper manner at bus stops.  The District will not enter into disputes involving parents and/or students concerning matters that take place prior to the student boarding the school bus , or after the student has disembarked from the bus on his/her way home.
4. Students will ride only assigned school buses and will board and depart from the bus at assigned bus stops.  Students will not be permitted to ride unassigned buses for any reason other than an emergency, except as approved by the principal.

5. A change in a student’s regular assigned bus stop may be granted for a special need, if a note from a parent is submitted to the building principal stating the reason for the request and the duration of the change and the principal approves.

6. A permanent transfer to another route or bus stop for morning pick up and/or afternoon drop off will only be made upon the approval of the Transportation Director.

7. Students shall cross all streets at least ten feet in front of the school bus and after the driver has signaled the student that it is all right to do so.

8. For the safe operation of the school bus, noise on buses shall be kept at a minimum with students speaking in reasonable conversation voices.  Students must be quiet at railroad crossings and other danger zones as designated by the bus driver.  Students are not allowed to play their own radios or tape recorders.

9. The following cargo is forbidden to be transported on a school bus:  pets, alcoholic beverages, drugs, ammunition, explosives, firearms, knives, or any other dangerous materials or objects.  If there  is a question on the transportation of a particular item, the Transportation Director should be consulted.
C. Student Surveillance:

In accord with Board policy, the Transportation Director may install the appropriate equipment for videotaping the interior of the buses while transporting students.  S/He should follow the District’s purchasing practices (AG 6320) in obtaining such equipment and abide by the following guidelines for the use of such equipment:

1. Arrange for the installation of a box in a location on each bus that will allow for the camera to record all students.

2. Develop a plan whereby the camera(s) is installed in the box on a rotating basis and so students are not aware of the installation.

3. Record the date, time, and bus number of each video tape and maintain the tapes in a secure location for a period not to exceed the school year.

4. Establish a procedure whereby no one observes a tape without the prior authorization of the appropriate principal who shall ensure that any observation is done only by those who are authorized to view student records and is conducted in accord with AG 8330 – Student Records.

Any disciplinary action resulting from the use of the video tapes shall be determined by the appropriate principal who shall ensure that due process is provided to the student involved, in accordance with Board policy and administrative guidelines relating to discipline.  Any use of photographs obtained through the use of video tapes shall be in accordance with federal and state law.

The Transportation Director shall be responsible for reviewing the tapes for the purpose of assuring that bus safety procedures are being followed properly and the buses are being operated in accord with District guidelines and state law.

D. Special Services

In compliance with Board policy, the transportation services may be provided for field trips, co-curricular trips, and extra-curricular trips, including athletics.

Transportation may be provided on weekends and holidays to District students who are participating in approved school district programs which are under the supervision of professional staff members.

Rev 10/93
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SCHOOL BUS PRE-TRIP INSPECTION

Driver:




Bus #:

Date:

It is the responsibility of the school bus driver to make a daily pre-trip inspection of the school bus before leaving storage.

Step I.  Overview



M    T   W   T   F   S

A.  Damage to bus

                        Leaning to one side

                        Fresh oil, grease, coolant and fuel leaks

                        Hazards around bus

Step II.  Inside Cab

A.  Safety Equipment


Handrail


Wrecking bar


Windshield, mirrors, and visor


Fire extinquisher


Fuses and reflectors


First Aid kit

B.  Gauges



M   T   W   T   F   S


Oil pressure


Air or vacuum pressure


Fuel


Ammeter and voltmeter


Temperature


CDL brake check


Service brake


Low pressure light and buzzer


Emergency brake

	C. 
	Control Panel                                                          M         T          W        Th        F              S

	
	1. 
	Windshield wipers and washer 

	
	2. 
	Heater and defroster fans 

	
	3. 
	Master warning lights 

	
	4. 
	Master override 

	
	5. 
	Step-well light and service door 

	
	6. 
	Dome lights 

	
	7. 
	Horn 

	
	8. 
	Beeper (in reverse) 

	
	9. 
	Radio check 


Step III. Lights (first half) 

	A. 
	Instrument panel lights 

	B. 
	Headlights - high beam 

	C. 
	Left turn signal 

	D. 
	Clearance lights 

	E. 
	Side reflectors 

	F. 
	Taillights 

	G. 
	Emergency door and floor cleanliness 

	H. 
	Open lift door 


Step IV. Inside (walkback) 

A. Warning lights (amber) 

B. Hazard lights 

C. Brake lights - instrument on pedal 

D. Seats 

E. Open emergency door 

1. Check lights (in rear) 


2. 
Secure door 

F. Operate lift on handicapped bus 

Step V. Lights (second half) 

M
T
W
Th
F       S
	A. 
	Head lights - low beam 

	B. 
	Right turn signal 

	C. 
	Warning lights - red 

	D. 
	Mirror brackets 

	E. 
	Leaks under bus 

	F. 
	Stop arm 

	G. 
	Battery box 

	H. 
	Close lift door 

	I. 
	Fuel cap 

	J. 
	Clean windows, mirrors, and lights 


	Step VI. Operation Inspection 

	A. 
	Seat belt 

	B. 
	Steering 

	C. 
	Parking brake 

	D. 
	Service brake 

	E. 
	Engine 

	F. 
	Transmission 

	G. 
	Clutch 

	H. 
	Suspension 



 
Step VII. After Bus Route 

Set parking brake and turn off all switches. Check the condition of seats for damage. student belongings and for cleanliness. 

Step VIII.  Garage Responsibilities
Mechanics will check the following items:  Oil level, coolant level, power steering system and fluid level, washer fluid, hoses, coolant and air, belts, water pump, alternator, wiring, air compressor, air chamber and lines, slack adjusters, tires, rims, lugs, brake drum and oil seals, suspension springs and shocks, hood and hinges.

Comments:

GUIDELINES – 8605

BUS SAFETY PROCEDURES

Proper transportation of students is a matter of continuing concern and it is imperative that all staff members associated with student transportation adhere to the following guidelines which have been designed to maximize the safety of students.

A. Each bus driver must maintain effective communications with the transportation supervisor at all times and particularly when s/he encounters any situation that is out of the ordinary.  To that end, each bus shall be quipped with a UHF radio which is to be kept in operating condition at all times.  Each driver is to test the radio by making contact with his/her supervisor by radio prior to the start of each bus run.

B. Each bus driver will be provided a manual containing all information relating to the safety and welfare of student riders.  The transportation supervisor is to ensure that each driver thoroughly understands the information in the manual as well as how the manual is to be used.

Prior to the beginning of each school year, each driver shall be required to demonstrate proficiency in CPR and first aid, including emergency procedures for dealing with such conditions as epileptic seizures, fainting, and inset bites.  Those who do not meet District standards will be provided opportunities for appropriate training.  An inservice meeting will be held prior to the beginning of school for training purposes.

C. Each bus driver is to carry in the bus a copy of the 

completed emergency medical authorization for each student rider.

D. At the completion of each bus run, the driver is to do a complete walk-through of the bus to make sure that no student has remained and also check for damage.

E. The transportation supervisor shall maintain a record of each student rider for ready reference whenever a question arises about a student.  Such a record shall include name, address, telephone number, name and location of contact person, the bus driver’s name and/or character, or number of the bus the student rides, and information regarding physical and/or mental characteristics of the student which would require special attention.

F. The transportation supervisor and bus  driver shall select at least two students in grades 4 and above on each bus for special training in bus communications equipment in case the driver becomes incapacitated.  Written permission must be received from each student’s parents prior to participation in such training.  Each certificate of completion and a written set of instructions as to his/her responsibilities in emergency situations.

G. In addition, the transportation supervisor shall:  1)  conduct routine and periodic surveys of the school district area and routes to determine the safety of current bus routes and bus stops;  2)  ensure that each bus driver’s records of qualifications and certification are up-to-date and on file in the superintendent’s office with a physician’s certificate that the bus driver has passed an annual physical;  3)  ensure compliance with all Department of Education safety specifications for school buses as well as statutory requirements for first-aid kits, fire extinguishers, traffic flares, and other safety features;  4)  maintain and update a booklet containing traffic rules and regulations and distribute a copy to each driver;  5.)  ensure there is no smoking on any school bus.

Dangerous and Illegal Weapons:

The safety of students and staff is of paramount importance, and control of dangerous and/or illegal weapons is a particularly sensitive and critical responsibility.  No weapon or other device that poses a danger to anyone in the vehicle shall be permitted.  If a staff member discovers such a weapon or device, s/he should take the following actions:

A. Radio for help immediately.

B. Isolate the student, if possible, and if necessary, evacuate the bus.

C. Avoid attempts to disarm the student unless the situation appears to be life-threatening.

Revised 11/91  

GUIDELINES – 8606

TRANSPORTATION FOR SPECIAL EDUCATION STUDENTS

Transportation and bus behavior are normally an integral part of the student’s program.  Because of the significance of this service for maintaining effective programs for the variety of disabling conditions, the Director of Transportation should be involved with the IEPC team to assist in providing answers to such questions as:

A. Can the child be transported safely, given the transportation environment and the nature of the disabling condition?

B. What medical, health, physical, or behavioral factors could expose the student to unreasonable risk, given the anticipated transportation environment?

C. What assistive or adaptive equipment is necessary to accommodate the student during the transportation process, can it be safely transported and secured, and are there adequate instructions to ensure its proper use?

S/He can also be helpful in incorporating behavioral transportation goals into the IEPs and determining appropriate means of discipline, including the possible removal from a vehicle.

As participants in and recipients of special education planning, transportation staff need to be advised that the information they deal with is confidential and protected by federal and state law.

Behavioral Management:

Managing student behavior on the bus should be done primarily through teaching appropriate bus-riding skills.  Learning the skills necessary to ride the school bus in part of the skills needed for the student to participate in his/her program.

To teach bus-riding skills, a limited number of simple rules defining what the student is to do, feedback on how well it is done, and positive, backup consequences are necessary.  In teaching bus-riding skills, it is necessary to work on a small number of behaviors at a time (one or two).  As a student learns a behavior, another behavior can be taught.

Behaviors that present a potentially dangerous risk of harm to the student or others on the bus require special attention.  An attack on another person or running from the bus are two examples of behaviors that present high risk of harm and require documentation and follow-up with appropriate school staff.

Communication Between School/Transportation Staffs:
A. The transportation staff will keep the school staff advised of the behavior of students on the bus – both positive and negative type activity.  

B. The school staff will advise the transportation staff by memorandum or through the school secretary if a student has had a particularly difficult day and may require special attention on the bus.

C. The primary daily contact between the transportation staff and the school staff will be the bus driver and the Director of Transportation.

D. Both the school staff and the transportation staff are expected to maintain confidentiality and protect the students’ rights.  Except for positive statements, information given by the drivers to the building staff should not be relayed to the student; nor should drivers relay information received from the building staff.  Bus behavior should never be a subject of general conversation.

E. Communication with parents is encourage, particularly positive comments that are honest and sincere.  It is important to develop means to maximize this effort.

Stopping Unacceptable Behavior:
It is the District’s intent to stop unacceptable behavior by using the minimum physical intervention necessary.

When necessary, a staff member may use reasonable physical intervention to stop an action  that presents the risk of harm to the student, to others, or to property.  This may include use of physical intervention to stop the action but would not extend to gross abuse and disregard for the health and safety of the student.  Use of physical intervention should at all times be temperate and not excessive.

Significant Incidents:
A. First Occurrence:  If a significant incident (one that creates a potentially dangerous risk of harm) occurs, the driver shall describe it on the Conduct Report  and submit it to the Director of Transportation and the building administrator for appropriate action.

If this type of dangerous incident occurs again, a meeting should be held with driver, dispatcher, and the Director of Transportation, at the discretion of the principal to discuss the specific incident and whether an intervention program is needed.
B. Subsequent Incidents:  If the same type of behavior is recurring, the building administrator is to consider the advisability of calling for a meeting of the IEP team to discuss alternatives.

C. The Director of Special Education or a parent may request a meeting of the IEPC team at any time to address behavioral difficulties and appropriate intervention strategies.

Alternate Transportation:
In the event a student has demonstrated severe behavior problems at school and cannot be adequately brought under control for the ride home, the student is not to be placed on the bus.  The student is to remain at school and the parents called to transport the student home.  If the parent cannot provide transportation, alternate means are to be provided.  (It is important to keep in mind that alterations in transportation may be considered a change in placement.)

Suspension from Transportation:
A. The building administrator may suspend a student from transportation, in accordance with District policies and guidelines, related to suspension to disabled students.  Incidents that my result in suspension include:  1)  fighting on the bus;  2)  hitting, kicking, or biting others on the bus;  3)  smoking, drugs, alcohol;  4)  destruction of school property;  5)  throwing dangerous objects on the bus.

B. When a student’s behavior is unmanageable in spite of behavior management techniques, the suspension procedure may be initiated.  This procedure may be initiated as a natural consequence of inappropriate behavior:  to protect the student, other students, the driver or District equipment, or to provide time to help the student make the adjustment to transportation services.

Restoration of Riding Privileges:
If a student is suspended from transportation, a meeting will be held prior to the student’s resuming transportation.  The meeting should include the principal, social worker, Director of Special Education, bus driver, and the parent.  The meeting should address:
A. the behavior that caused the suspension;

B. development of a written plan to address the behavior.

This will require a well-defined follow-up schedule, beginning within 10 days to determine if the plan is working.

Special Equipment Use and Operation:
There is a wide variety of equipment that may need to be used to accommodate the district’s special education students.  The Director of Transportation is responsible for ensuring that all drivers  of the transportation staff understand the design and operating procedures for special equipment assigned to their use.  They should also be able to conduct a proper inspection of the equipment and make simple adjustments in the field in case of breakdowns.

Medical/Health Concerns:
It may be necessary for members of the transportation staff to be able to provide emergency and routine health care to students during the transportation process.  They may also become exposed to communicable diseases which could be debilitating, and in extreme circumstances, fatal.

It is the responsibility of the Director of Transportation to ensure that training is provided in two major areas – precautionary procedures; and care, intervention, and management.

Precautionary Procedures:
All members of the transportation staff should be able to use standard precautions relative to handling of and exposure to communicable disease.  Such precautions would include but not  be limited to:

A. characteristics of common communicable diseases;

B. techniques for managing such common diseases;

C. use of protective equipment and devices.

Care, Intervention, and Management:
Staff members need to be able to implement any care plans developed during the IEP process to deal with special health risks, such as medically fragile, technology-dependent, and/or highly-disruptive students.

Approved 11/91

GUIDELINES – 8610

TRANSPORTATION ROUTE PLANNING CRITERIA

Routing:
The routing of buses in the most efficient manner is a major factor in the conservation of fuel.   Bus stops are to be placed with the utmost consideration of safety of the student and in  coordinance with state law.

Every effort shall be made to route in a way which allows kindergarten students to be picked up near their home.  Students living on hazardous roads or main highways shall also receive special transportation consideration.

General Criteria:
Plans which take into account the following factors should create an effective routing system:

A. Minimize the number of road hazards; e.g., steep hills, dangerous approaches to intersections, railroad crossings, narrow bridges, sharp curves, crowns of hills, and obstructions to visibility.

B. Ensure that necessary “turnarounds” are safe and suitable in all weather conditions.

C. Load and discharge students at points from which they need not cross main thoroughfares, crowns of hills, and obstructions to visibility in order to reach their homes.

D. Plan routes so that most children do not have to ride in excess of one hour on the way to or from school; (one hour is generally accepted as an upper limit on riding time for a one-way trip.)  Exceptions will be made when students are transported out of the school district.

E. Consider the number of stops to be made on each route; e.g., a short route with many stops may take as much time as a long route with few stops.

F. Avoid duplication and unnecessary mileage.

G. Minimize the number of buses in use at any one time, thereby decreasing the number of contract buses required.

H. Apply the policy governing minimum and maximum distances over which children will be transported equitably and consistently.

I. Maintain a degree of flexibility for unforeseen circumstances.
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SCHOOL VEHICLES

School buses or other District owned or leased vehicles shall not be loaned, leased, or subcontracted to any person, groups of persons, or organization except as allowed by law and subject to Board approval.

No public funds shall be spent by the Board to hire, rent, or lease any form of transportation to be used by any student, school employee, patron, or any organization to transport anyone to or from a religious activity.

Liability:



All school vehicles shall be adequately insured.

Safety:

Every bus driver shall have authority and responsibility for the passengers riding in school buses.

Safety Inspection:


All school vehicles shall be inspected annually prior to the opening of school.  All school buses shall be 

inspected annually by the Michigan State Police.
End of Route Vehicles Inspection:


At the end of every route driven, every bus driver shall do a thorough inspection of the bus, van, or any vehicles used for transporting students for any reason, to be certain that no students or any other passengers remain in the vehicle.  It shall be the responsibility of the administration to develop appropriate rules, forms, or records to ensure that this policy is implemented.  Any driver failing to adhere to this policy or to the rules established by the administration shall be subject to disciplinary action as determined by the Superintendent.

Records:
Every bus or other vehicle driver of school vehicles shall keep accurate records pertaining to each vehicle assigned to him/her.  The types of records shall be developed by the Superintendent.

Licensing of Drivers:
Michigan laws and regulations of the Michigan Department of Education set standards for the physical fitness, competence, experience, training, and proper licensing of school bus drivers.  The Board directs the Superintendent to ensure that these legal requirements and regulations are complied with strictly.

Revocation of license, inability to secure a proper license, or accumulation of traffic violation points shall serve as sufficient cause for immediate dismissal from employment.

School Bus Safety Program:
The Superintendent and building principal shall develop and publish school bus safety rules for bus drivers and students.

Adopted 12/4/06
GUIDELINES

SCHOOL VEHICLES

Safety:
Any student or other person riding in school buses who violates the rules of the District concerning such passengers shall be reported to the proper administrative official.  Violations of said rules by students or other such persons may result in disciplinary action by school officials.

Safety Inspection:
Any defect found in a school vehicle shall be repaired as soon as possible.  The Superintendent shall be responsible for keeping school vehicles in good operating condition.

End of Route Vehicle Inspection:
At the end of each route driven, every bus driver shall inspect the bus, van, or any other vehicle used to transport students to be certain that no students or other passengers remain in the vehicle.  This requirement extends to mean that an inspection will occur any time a route has been run, be it a partial route interruption where the driver is “waiting” for students to return to the vehicle (such as on a field trip), or the final run of the day/evening.  In addition, an inspection of the vehicle will be done any time that the driver is to be absent from the vehicle for ten minutes or more before the driver exits the bus, whether at the end of the route or during an interruption in the route.

An “End of Route Inspection Form” is to be provided by the administration and shall be completed/submitted to the transportation office as soon as possible after the inspection, but in no case later than the normal end of the driver’s shift or assignment.

Records:
Any record developed by the District for monitoring vehicle use may include but will not be limited to the following information:  miles driven each trip, gas and oil usage, purpose of the trip, destination, time departing, and time of return.  Such records shall be signed by each driver at the conclusion of each trip and submitted to the person responsible for collection of said records.  An annual report tabulating such data in the record shall be used in the compilation of the District’s budget.  A copy of said annual report may be given to the Board upon request.

Housing of School Vehicles:
All school vehicles shall be housed in areas designated by the Superintendent.  Buses may be housed in the District’s central storage area or assigned to a designated driver who may then house the bus at his/her private residence.

District cars or vans shall be assigned to a designated employee who shall then be responsible for the proper care, maintenance, and housing of the vehicle either at a District owned site or at the employee’s private residence.

GUIDELINES – 8620

BUS DRIVER PROCEDURES

A. Specific Responsibilities:

1. Conduct pre-trip inspection of school bus prior to every trip.
2. Use established routes and designated bus stops.

3. Operate bus on approved time schedule.

4. Report bus accidents and student injuries to authorities immediately.

5. Conduct emergency evacuation drills in keeping with school policies and state laws.

6. Instruct riders regarding being responsible passengers.

7. Drive defensively under varying traffic conditions and inclement weather.

8. Drive with safety of riders as first priority.

9. Report personal absences in time for supervisor to secure substitute driver per contract.

10. Report on and off the job at the proper time.

11. Maintain personal fitness-emotional stability and physical capacity.

12. Perform bus housekeeping duties.

13. Fill gas tank as required; keep above one-half tank.
14. Report bus defects to supervisor in writing ASAP.

15. Establish favorable working relationships with other   drivers, maintenance personnel, teachers, students, principals, and total school staff.
16. Exhibit positive image as loyal representative of school district.
17. Participate in taking extra trips according to the established procedure.
18. Observe all procedures contained in State guidelines and the bus driver’s manual.
B. Specific Performance Abilities:
1. Operate all vehicle types used in transporting students in school district.

2. Know the transportation policy as it pertains to riding area of school district.
3. Demonstrate knowledge of administrative guidelines as made by local, state, and federal authorities.
4. Deal with behavioral characteristics of riders.
5. Administer disciplinary procedures in keeping with school policies.
6. Be alert and exercise good judgment concerning emergencies, disabled vehicles, and irregular special requests by parents of riders.
7. Know location of and be able to use and/or operate the emergency and first-aid equipment.
C. Specific Legal Requirements to be Met:
1. Meet school bus driver certification requirements.

2. Meet State and Federal requirements for appropriate  licensing.

3. Meet State physical examination requirements.

Procedures to be Followed in Case of a Bus Accident:
In order to ensure the health and safety of students and personnel, the following procedures will be followed in the aftermath of a critical school bus accident:

A. Whenever a school bus is involved in a bus accident, students and personnel riding on the bus must be examined for possible injuries.

B. In the event that a physician is not immediately available, students and/or personnel should be transported to the nearest school to be checked by the EMT.

C. The bus driver shall notify the local police, the Transportation Supervisor, (who will notify the Superintendent’s Office and the school principal).  If appropriate, the Transportation Supervisor will notify parents of all students involved in the accident as soon as possible.

D. The Transportation Supervisor and driver should list the names of all individuals involved, their statements of injury, and examination findings.

E. This procedure applies to all bus accidents and includes accidents which may occur on bus trips to athletic events or any other school-related activity or injuries to students in boarding a bus, while on the bus, or during unloading where no vehicular accident has occurred.

F. “School Bus Accident Reports”  are available at the Bus Garage and shall be completed and signed in every instance by the bus driver and delivered immediately to the Transportation Supervisor.

G. After signing the report, the Transportation Supervisor shall forward copies to the offices designated on the School Bus Accident Report and to the appropriate administrators.

GUIDELINES - 8621
BUS DRIVER CERTIFICATION
School Bus Driver’s Personal Qualifications:

A school bus driver should have an understanding of the role of student transportation in the educational program and meet all the physical, mental, and moral requirements established by State laws and regulations and local District policies and administrative guidelines.
Qualifications shall include:

A. maintaining proper physical condition;

B. passing an annual driver record check;

C. obtaining proper license as determined by State rules; (paid by individual)

D. completing pre-service and in-service training; (paid by school district)

E. demonstrating the physical capability of appropriately lifting and managing handicapped students when necessary;

F. demonstrating the ability to cope with stressful situations as related to handicapped students.

School Bus Driver’s Physical Qualification:
A person must meet certain physical qualifications.  These qualifications must be certified by a proper medical authority as determined by the District.

Bus drivers must schedule and complete a physical examination to be qualified to operate a school bus with passengers on board for the next school year.

Cost for examinations or testing required to the extent of compliance with these guidelines shall be the responsibility of the NBAS.

Traffic Convictions:
Anyone employed as a driver of a school bus or motor van, owned and operated under the jurisdiction of the NBAS, must file in writing all traffic convictions with the Transportation Supervisor within ten working days or twelve calendar days of the conviction, whichever occurs first.  All convictions must be filed whether they occurred while operating a Board owned vehicle or a private vehicle.

Failure to file the conviction with the Board within the state time may be cause to revoke the driver’s certificate.

Any person, employed as a driver of a school bus, who is convicted of a traffic violation or who has had his/her license suspended or revoked shall be prohibited from driving a school bus until s/he has filed a written notice of such conviction, suspension, or revocation with the Superintendent or the Transportation Supervisor.

Failure to file the suspension or revocation with the Superintendent may be cause to revoke the driver’s certificate.  The driver’s certificate shall be automatically suspended for the duration of any license suspension and the case shall be reviewed for possible revocation of the driving certificate.
Should a driver be granted driving privileges for work during a license suspension, the case shall be reviewed for possible reinstatement of the driver’s certificate.

Should the driver’s license be revoked, said driver’s certificate shall be automatically revoked.

Issuance of New and Renewal Certificates:
Any driver applying for a new renewal school bus driver’s certificate who has been convicted of driving under the influence of alcohol or drugs or has accumulated six or more points in a two year period will not be issued a driver’s certificate by the NBAS.

Due Process Procedure:
A driver has a right to a hearing if his/her certificate is suspended or revoked.  A driver also has a right to a hearing if his/her application for a certificate has been denied.

All hearings shall be conducted in accordance with due process and the terms of the negotiated agreement.
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TRANSPORTATION FOR FIELD TRIPS (CHARTERING SCHOOL BUSES)
The District will consider chartering school buses to  schools (recognized by the Michigan State Department of Education) within the School District, for educational field trips only.

Written requests for chartering buses will be made to the Superintendent. The Superintendent will establish guidelines for the chartering of school buses.
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 CITIZENS’ TRANSPORTATION
The Board of Education will permit school buses, owned or leased by this District, to be used to transport groups of taxpayers, in accordance with law, when the Board determines that suitable, economically feasible public or private transportation is not available.

Buses must be operated by the holder of a valid bus driver's license who is an employee of this District.  The cost of citizen transportation shall be reimbursed to the Board at the actual cost of fuel and oil per mile and driver's salary. 
A field trip request form for citizen transportation must be filed no less than one (1) week prior to the planned trip and must be approved by the Superintendent.  In addition, trips in excess of 175 miles (one way) require Board approval.
Requests that do not meet the expressed intent of this policy may be brought to the Board of Education for consideration.

M.C.L.A. 380.1333

A.C. Rule 340.231, 340.233, 340.234, 340.235, 340.236, 340.237, 340.238

Rev 6/06

Rev 8/18/08
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TRANSPORTATION BY PRIVATE VEHICLES
The Board of Education authorizes the transportation by private vehicle of students of the District. Any such transportation must be approved in advance and in writing by the Superintendent or Building Administrator.      The writing must set forth:

A  
the date, time, and reason for the transportation;

B.  
the places from and to which students will be transported; the name and address of the driver;

C  .
the number of the driver's license to operate a motor vehicle in the State of Michigan;

D  .
the names of the students to be transported;

E.  
a brief description of the transportation vehicle;

F.  
the signature of the driver;

G.  
the name of the insurance carrier for the vehicle.

The parent of the participating student will be given, on request, the name of the driver and the description of the vehicle.

No person shall be approved for the transportation of students in a private vehicle who is not an employee of this Board, a student of this District, or the parent, or adult designated by the parent of a student enrolled in this District, and the holder of a currently valid license to operate a motor vehicle in the State of Michigan.

No person shall be permitted to transport students who is not the holder of automobile liability and personal injury insurance in the amount required by law.  The Board may withdraw the authorization of any private vehicle driver.

Students who choose to drive to off-campus courses do so at their own risk and without compensation.  However, the Board reiterates its commitment to make every effort to provide bus transportation for all approved courses provided off-campus.
A parent/legal guardian wishing to transport their own child/children only to or from a school activity must notify the Superintendent or Building Administrator or his/her designee in writing of their intentions no later than the day of the activity.  The parent(s)/guardian(s) transporting only their child/children need not comply with paragraph 2, B. thru G. above.

Emergencies will be reviewed by the attending authority.

Any private vehicle used for the transportation of students must be owned by the approved driver or the spouse of the approved driver,  and must conform to registration requirements of the State.

The responsibility of professional staff members for the discipline and control of students will extend to their transportation of students in a private vehicle.  Drivers who are not professional staff members are requested to report student misconduct to the building principal.

A.C. Rule 340.279, 340.282

Revised  1/15/90

Rev 6/06
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8660 F1 

REQUEST FOR TRANSPORTATION BY PRIVATE VEHICLE 

Requesting Staff Member 






Purpose of the Trip 


Date(s) of the Trip(s) 



_ 

Time(s) of Departure 
 

Owner of the Vehicle 




 

Driver of the Vehicle 




 

Amount of Liability Insurance 




 

Name of Insurance Company





I have verified the following: 


[ ] 
There is a safety belt for each passenger. 


[ ] 
The driver has a valid operator's license in this State. 


[ ] 
Each student's parent has provided written consent to the trip. 


[ ] 
The vehicle is in proper operating condition. 


[ ] 
No hazardous road conditions on the itinerary are forecast. 


[ ] 
Proper transportation has been arranged for each student upon return to the school. 


[ ] 
No other person other than the driver listed above will be driving the vehicle during the trip. 

Signature of Staff Member 




  Date





( )  Transportation Approved
( ) Transportation Not Approved
Principal 


Date




8660 F2 

PARENTAL CONSENT FOR TRANSPORTATION BY PRIVATE VEHICLE 

I have reviewed the following information and consent to my child being transported by private vehicle for this purpose. 


Purpose of the Trip(s) 
_ 


Date(s) of the Trip(s) 
_ 


Time of Departure 
Time of Return to School 
_ 


Owner of the Vehicle 
_ 


Driver of the Vehicle 
_ 


Description of the Vehicle 
_ 


Amount of Liability Insurance on the Vehicle $ 
_ 

The school verifies that the driver has a valid operator's license, the vehicle is in proper operating condition, and a safety belt will be available for your child. 

Parent Signature 











Date 






GUIDELINES – 8670

TRANSPORTATION COST ANALYSIS
This guideline is designed to provide a more complete picture of the costs for student transportation.  By developing a fuller cost analysis of this service, the District will be better able to determine how economical and effective the service is and what alterations might be explored to reduce costs and/or improve operations.  Better cost analysis should also improve budget management, forestall miscalculations, and prevent year-end adjustments.

The purpose of Form 8670 F1 is to define not only direct costs but also indirect or hidden costs which are often not related to transportation per se but have significant implications, not only for that service but for the District’s entire fiscal operation and condition.

In addition to indirect costs related to both transportation and capital assets, the analysis provides for the determination of “opportunity” costs; that is, what the District loses in value because certain funds or assets are not available for other purposes.

This cost analysis is the responsibility of the Director of Transportation working with the Superintendent’s office.  It is to be reviewed and revised each year within 90 days after the close of the fiscal year.

App 11/91
8670 F1
TRANSPORTATION COST ANALYSIS 

Direct Costs 

A. Operations Expenditures 

Wages and Salaries 

      

1. Administrative 

2. Drivers 


3. 
Maintenance 

Special Services 


                
(non-reimbursed) 


  

Materials & Supplies 


  

Fuel 

       Other 




 
 
SUBTOTAL - OPERATIONS 





B. Capital Expenditures 

Vehicles 


Buildings & Grounds 

SUBTOTAL - CAPITAL 



TOTAL DIRECT COSTS 

In-Direct Costs 

A. Operations 

Support Services 




Administration 
Accounting      
Financial         
Training          
Custodial        
Facilities Repair
Fringe Benefits Allocations 
    

  
Direct Staff     
Support Staff 

Inventory Costs 




Utilities Allocation 

Insurance Allocation 




Opportunity Costs for Reserves 


(Reserves x cost of Money) 
Miscellaneous 




SUBTOTAL OPERATIONS 



     
B. Capital Depreciatlon




        Land Opportunitv Cost 


SUBTOTAL 




TOTAL IN-DIRECT COSTS 

             
TOTAL TRANSPORTATION COSTS 


    


	Computation of Transportation Asset Depreciation                                                 8670F1 con’t

	Asset
	Orig Cst
	Improvements
	Est Residual 

Value
	Dep Basis*
	Useful Life
	Annual Dep**

	Buses 
	
	
	
	
	
	

	Bus 
	
	
	
	
	
	

	Equipment 
	
	
	
	
	
	

	Other 
	
	
	
	
	
	

	Vehicles 
	
	
	
	
	
	

	Offices 
	
	
	
	
	
	

	Parking 
	
	
	
	
	
	

	Lots 
	
	
	
	
	
	

	Vehicle 
	
	
	
	
	
	

	Storage 
	
	
	
	
	
	

	Maintenance 
	
	
	
	
	
	

	Facilities 
	
	
	
	
	
	

	Maintenance 
	
	
	
	
	
	

	Equipment 
	
	
	
	
	
	




Note:  For all items except useful life, enter the total for all assets indicated.

*Depreciation basis = (2) + (3) – (4)

**Annual depreciation = (5) + (6)


8670 F2
TRANSPORTATION PERFORMANCE MEASURES

Cost Component 
(Direct & In-Direct) 




Annual Cost Per





Vehicle
              Vehicle Mile
      Student

Management & administration (Staff) 

Maintenance 

Fuel 

Capital depreciation 

Buses 

Facilities 

Service vehicles 

TOTAL 



Vehicle 



Annual Cost Per 

Vehicle Mile 



Student 
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PROPERTY INSURANCE
The Board of Education shall purchase with District funds the type and amount of insurance necessary to protect the District property from major financial losses.

Insurance purchased shall include, but need not be limited to, the following:

A.
fire and extended coverage on buildings and contents

B.
comprehensive bodily injury, property damage on automobiles, buses, and trucks

C.
boiler and machinery

D.
honesty blanket bond

E.
treasurer's and other designated Board members bond

F.
broad term money and securities

G.
special coverage for equipment not ordinarily covered under a standard policy

H.
employee insurance coverage as specified in the Master Agreement(s) or by Board action

I.
worker's compensation coverage

J.
open stock burglary

K.
legal liability for Board members and employees

Insurance for a given coverage shall be obtained at the lowest possible  cost, assuming that service and company reliability are satisfactory.  The Superintendent shall administer the insurance program.

M.C.L.A. 129.51, 380.124, 380.1269, 380.1332

GUIDELINES – 8710
INSURANCE

Insurance shall be placed with companies licensed by the State of Michigan.    Insurance is to be placed through a qualified agent who shall be the agents who shall be the agents of record on all policies, except that policies relating to annuities, group life and accident and health may be placed through qualified agent(s), a direct writing carrier, or a third party administrator.

Each agent of record shall provide the following services, as appropriate to the type of insurance represented:

H. advice with respect to all insurance matters to the end that the district has adequate but not excessive insurance coverage at the lowest possible cost,

I. safety and fire inspections,
J. review of plans and specifications of all new buildings with the controlling Qualified Fire Insurance Rating Engineer in order to minimize penalty charges,
K. prompt processing of claims, and
L. instructions on fire safety and prevention to the custodial staff.
Qualifications of Agent(s):
A. Agent(s) shall be defined as an individual or organization whose MAJOR source of income arises from commissions received from the solicitation of insurance.

B. In the case of an individual, s/he must have been engaged in the solicitation of insurance for a period not less than one year prior to his/her designation as agent(s) of record by the Board.

C. The agent(s) shall be duly licensed by the state.

In all cases where a person has an accident claim against the district, s/he is to be referred to the Superintendent who will, in turn, take appropriate action with the insurance company.

No principal or other employee is to offer aid or advice on how to proceed with such claims.  The Office of the Superintendent will instruct people on the submission of bills and on means of pressing the claim.
BOARD OF EDUCATION
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BONDING
The Board of Education recognizes that prudent trusteeship of the resources of this District dictate that certain Board members and other employees responsible for the safekeeping of District monies and property be bonded.

The District shall be indemnified against loss of money and property by the bonding of Board members and employees holding the positions and in the amounts determined by the Board.

All other employees shall be covered under a blanket bond to an amount determined by the Board.

The Board shall bear the cost of bonding each employee required to be bonded by this policy.

M.C.L.A. 380.85, 380.124, 380.243, 380.317

8760 F1 

STUDENT INSURANCE 

Please fill out the following and return it to the School. 

We have accident insurance for our child.  


Name of Company 
_ 


Type and Amount of Coverage 
_ 

We do not have insurance. 

We wish to purchase student accident insurance from the school. 

We do not wish to participate in any insurance plan even though we realize the school is .DQ1 responsible for injuries that are incurred and our child cannot participate in any athletic program without accident insurance coverage. 

Name of Student 

Parent/Guardian Signature 



Date 
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RELIGIOUS CEREMONIES AND OBSERVANCES
Decisions of the United States Supreme Court have made it clear that it is not the province of a public school to advance or inhibit religious beliefs or practices.  Under the First and Fourteenth Amendments to the Constitution, this remains the inviolate province of the individual and the church of his/her choice.  The rights of any minority, no matter how small, must be protected.  No matter how well intended, either official or unofficial sponsorship of religiously‑oriented activities by the school are offensive to some and tend to supplant activities which should be the exclusive province of individual religious groups, churches, private organizations, or the family.

District staff members shall not use prayer, religious readings, or religious symbols as a devotional exercise or in act of worship.  The District shall not act as a disseminating agent for any person or outside agency for any religious or anti- religious document, book, or article.  However, the use of such readings in connection with objective studies is encouraged.

The District may include religious invocations, benedictions, or formal prayer at any school‑sponsored event.

The flag of the United States shall be raised above each school and/or at other appropriate places during all school sessions, weather permitting.  The flag shall be raised before the opening of school and taken down at its close every day.

Professional staff members may lead students in the Pledge of Allegiance at an appropriate time each school day and each school of the district is required to provide a daily observance.
20 U.S.C. 4071 et seq.

M.C.L.A. 380.1347, 380.1565

Gregoire vs. Centennial School District 907 F.2d 1366, (3rd Circuit, 1990)

GUIDELINES – 8800
RELIGIOUS ACTIVITIES/CEREMONIES

A  great deal of professional judgment is needed to ensure that district policy complies with constitutional and legal safeguards for the practice of religion.  A major guideline to follow is a four part test.  Ach activity which may appear to be of a religious nature or use materials, rituals, or symbols which may be otherwise associated with a religion must meet all four of the following conditions:

A. Does it serve the educational purpose and goals of the district?

B. Is the purpose of the activity secular?

C. Will its effect neither advance nor inhibit a religion?

D. Will it avoid excessive entanglements between the school and a religion?

This guideline applies to any and all activities and programs at all levels, particularly those that take place at traditional holiday seasons such as Christmas and Easter.

Prior to planning or conducting an activity , it would be well to review the district’s two policies dealing with religious matters – Policy 2270 and Policy 8800.  If a teacher has any question about the propriety of the activity, s/he should consult with the principal prior to making a decision.
