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ADMINISTRATION

Superintendent

l. PURPOSE

The purpose of this policy is to recognize the importance of the role of the superintendent and
the overall responsibility of that position within the school district.

IL. GENERAL STATEMENT OF POLICY

The school board shall employ a superintendent who shall serve as an ex officio, nonvoting
member of the school board and as chief executive officer of the school system.

. GENERAL RESPONSIBILITIES

A. The superintendent is responsible for the management of the schools, the administration
of all school district policies, and is directly accountable to the school board.

B. The superintendent shall annually evaluate each principal assigned responsibility for
supervising a school building in the district.

C. The superintendent may delegate responsibilities to other school district personnel, but
shall continue to be accountable for actions taken under such delegation.

D. Where responsibilities are not specifically prescribed, nor school board policy applicable,
the superintendent shall use personal and professional judgment, subject to review by
the school board.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: ~ NB Policy 202 (School Board Officers)
NB Policy 208 (Development, Adoption, and Implementation of Policies
NB Policy 214 (Out-of-State Travel by School Board Members)
NB Policy 301 (School District Administration)
NB Policy 303 (Superintendent Selection)
NB Policy 304 (Superintendent Contract, Duties, and Evaluation)
NB Policy 305 (Policy Implementation)
NB Policy 412 (Expense Reimbursement)
NB Policy 510 (School Activities)
NB Policy 511 (Student Fundraising)
NB Policy 513 (Student Promotion, Retention, and Program Design)
NB Policy 602 (Organization of School Calendar and School Day)

North Branch Independent School District No. 138: Policy #302
Adopted: January 12, 2017
Replaced: Policy 2110 — The Superintendent of Schools
Revised:
Effective: January 12, 2017 2 302 Superintendent, Page 1 of 2




ADMINISTRATION

Superintendent

NB Policy 605 (Alternative Programs)

NB Policy 701 (Establishment and Adoption of School District Budget)
NB Policy 802 (Disposition of Obsolete Equipment and Material)

NB Policy 903 (Visitors to School District Buildings and Sites)

NB Policy 905 (Advertising)

NB Policy 906 (Community Notification of Predatory Offenders)

NB Policy 907 (Rewards)

MSBA Service Manual, Chapter 3, Superintendent of Schools

North Branch Independent School District No. 138: Policy #302
Adopted: January 12, 2017
Replaced: Policy 2110 — The Superintendent of Schools
Revised:
Effective: January 12, 2017 3 302 Superintendent, Page 2 of 2




Adopted: MSBA/MASA Model Policy 302

Orig. 1995
Revised: Rev. 2022
302 SUPERINTENDENT
I. PURPOSE

II.

I1I1.

The purpose of this policy is to recognize the importance of the role of the superintendent and
the overall responsibility of that position within the school district.

GENERAL STATEMENT OF POLICY

The school board shall employ a superintendent who shall serve as an ex officio, nonvoting
member of the school board and as chief executive officer of the school system.

GENERAL RESPONSIBILITIES

A. The superintendent is responsible for the management of the schools, the
administration of all school district policies, and is directly accountable to the school
board.

B. The superintendent shall annually evaluate each principal assigned

responsibility for supervising a school building in the district.

C. The superintendent may delegate responsibilities to other school district
personnel, but shall continue to be accountable for actions taken under such
delegation.

D. Where responsibilities are not specifically prescribed, nor school board policy

applicable, the superintendent shall use personal and professional judgment, subject
to review by the school board.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: MSBA/MASA Model Policy 202 (School Board Officers)

302-1

MSBA/MASA Model Policy 208 (Development, Adoption, and Implementation of
Policies

MSBA/MASA Model Policy 214 (Out-of-State Travel by School Board Members)
MSBA/MASA Model Policy 301 (School District Administration)

MSBA/MASA Model Policy 303 (Superintendent Selection)

MSBA/MASA Model Policy 304 (Superintendent Contract, Duties, and
Evaluation)

MSBA/MASA Model Policy 305 (Policy Implementation)

MSBA/MASA Model Policy 306 (Administrator Code of Ethics)

MSBA/MASA Model Policy 412 (Expense Reimbursement)

MSBA/MASA Model Policy 510 (School Activities)

MSBA/MASA Model Policy 511 (Student Fundraising)

MSBA/MASA Model Policy 513 (Student Promotion, Retention, and Program
Design)

MSBA/MASA Model Policy 602 (Organization of School Calendar and School
Day)

MSBA/MASA Model Policy 605 (Alternative Programs)

MSBA/MASA Model Policy 701 (Establishment and Adoption of School District
Budget)

4



302-2

MSBA/MASA Model Policy 704 (Development and Maintenance of an Inventory
of Fixed Assets and a Fixed Asset Accounting System)

MSBA/MASA Model Policy 802 (Disposition of Obsolete Equipment and
Material)

MSBA/MASA Model Policy 903 (Visitors to School District Buildings and Sites)
MSBA/MASA Model Policy 905 (Advertising)

MSBA/MASA Model Policy 906 (Community Notification of Predatory Offenders)
MSBA/MASA Model Policy 907 (Rewards)



Adopted:

MSBA/MASA Model Policy 302

Revised:

302

II.

I1I1.

Orig. 1995
Rev. 20224

SUPERINTENDENT

PURPOSE

The purpose of this policy is to recognize the importance of the role of the superintendent and
the overall responsibility of that position within the school district.

GENERAL STATEMENT OF POLICY

The school board shall employ a superintendent who shall serve as an ex officio, nonvoting
member of the school board and as chief executive officer of the school system.

GENERAL RESPONSIBILITIES

A.

The superintendent is responsible for the management of the schools, the
administration of all school district policies, and is directly accountable to the school
board.

The superintendent shall annually evaluate each principal assigned responsibility for
supervising a school building in the district.

The superintendent may delegate responsibilities to other school district personnel, but
shall continue to be accountable for actions taken under such delegation.

Where responsibilities are not specifically prescribed, nor school board policy
applicable, the superintendent shall use personal and professional judgment, subject
to review by the school board.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: MSBA/MASA Model Policy 202 (School Board Officers)

MSBA/MASA Model Policy 208 (Development, Adoption, and Implementation of
Policies

MSBA/MASA Model Policy 214 (Out-of-State Travel by School Board Members)
MSBA/MASA Model Policy 301 (School District Administration)

MSBA/MASA Model Policy 303 (Superintendent Selection)

MSBA/MASA Model Policy 304 (Superintendent Contract, Duties, and
Evaluation)

MSBA/MASA Model Policy 305 (Policy Implementation)

MSBA/MASA Model Policy 306 (Administrator Code of Ethics)

MSBA/MASA Model Policy 412 (Expense Reimbursement)

MSBA/MASA Model Policy 510 (School Activities)

MSBA/MASA Model Policy 511 (Student Fundraising)

MSBA/MASA Model Policy 513 (Student Promotion, Retention, and Program
Design)

MSBA/MASA Model Policy 602 (Organization of School Calendar and School
Day)

MSBA/MASA Model Policy 605 (Alternative Programs)

MSBA/MASA Model Policy 701 (Establishment and Adoption of School District
Budget)

MSBA/MASA Model Policy 704 (Development and Maintenance of an Inventory
of Fixed Assets and a Fixed Asset Accounting System)

MSBA/MASA Model Policy 802 (Disposition of Obsolete Equipment and

308-1



Material)

MSBA/MASA Model Policy 903 (Visitors to School District Buildings and Sites)
MSBA/MASA Model Policy 905 (Advertising)

MSBA/MASA Model Policy 906 (Community Notification of Predatory Offenders)
MSBA/MASA Model Policy 907 (Rewards)

MEBA ServiceMaruaChaster3Suparntendertefsehesis
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ADMINISTRATION

Superintendent Selection

l. PURPOSE

The purpose of this policy is to convey to the school community that the authority to select and
employ a superintendent is vested in the school board.

IL. GENERAL STATEMENT OF POLICY

The school board shall employ a superintendent to serve as the chief executive officer of the
school district and to conduct the daily operations of the school district.

. QUALIFICATIONS

A. The school board shall consider applicants who meet or exceed the licensing standards
set by the Minnesota Board of School Administrators and qualifications established in the
job description for the superintendent position. State and federal equal employment and
nondiscrimination requirements shall be observed throughout the recruitment and
selection process.

B. The school board will consider professional preparation, experience, skill and
demonstrated competence of qualified applicants in making a final decision.

Iv. SELECTION

A. A process for recruitment, screening, and interviewing of candidates shall be developed
by the school board.

B. The school board may contract for assistance in the search for a superintendent.
C. The school board shall provide the contract for the superintendent and specifically
identify all conditions of employment mutually agreed upon with the superintendent. In

so doing, the school board shall observe all requirements of state and federal law and
school board policy.

Legal References: Minn. Stat. § 123B.143 (Superintendent)
Minn. Rules, Chapter 3512

Cross References: ~ MSBA Service Manual, Chapter 3, Superintendent of Schools

North Branch Independent School District No. 138: Policy #303
Adopted: January 12, 2017
Replaced: Policy 2110 — The Superintendent of Schools
Revised: August 10, 2017
Effective: January 12, 2017, August 10, 2017 8 303 Superintendent Selection, Page 1 of 1




Adopted:

Revised:

MSBA/MASA Model Policy 303

Orig. 1995
Rev. 2022

303

SUPERINTENDENT SELECTION

PURPOSE

The purpose of this policy is to convey to the school community that the authority to select
and employ a superintendent is vested in the school board.

GENERAL STATEMENT OF POLICY

The school board shall employ a superintendent to serve as the chief executive officer of the
school district and to conduct the daily operations of the school district.

II.
I1I1.
A.
B.
IV.
A.
B.
C.

QUALIFICATIONS

The school board shall consider applicants who meet or exceed the licensing
standards set by the Minnesota Board of School Administrators and qualifications
established in the job description for the superintendent position. State and federal
equal employment and nondiscrimination requirements shall be observed throughout
the recruitment and selection process.

The school board will consider professional preparation, experience, skill, and
demonstrated competence of qualified applicants in making a final decision.

SELECTION

A process for recruitment, screening, and interviewing of candidates shall be
developed by the school board.

The school board may contract for assistance in the search for a
superintendent.

The school board shall provide the contract for the superintendent and
specifically identify all conditions of employment mutually agreed upon with the
superintendent. In so doing, the school board shall observe all requirements of state
and federal law and school board policy.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Minn. Rules, Chapter 3512

Cross References: None
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Adopted:

MSBA/MASA Model Policy 303

Revised:

303

II.

I1I1.

IV.

Orig. 1995
Rev. 202246

SUPERINTENDENT SELECTION

PURPOSE

The purpose of this policy is to convey to the school community that the authority to select
and employ a superintendent is vested in the school board.

GENERAL STATEMENT OF POLICY

The school board shall employ a superintendent to serve as the chief executive officer of the
school district and to conduct the daily operations of the school district.

QUALIFICATIONS

A.

The school board shall consider applicants who meet or exceed the licensing standards
set by the Minnesota Board of School Administrators and qualifications established in
the job description for the superintendent position. State and federal equal
employment and nondiscrimination requirements shall be observed throughout the
recruitment and selection process.

B. The school board will consider professional preparation, experience, skill, and
demonstrated competence of qualified applicants in making a final decision.

SELECTION

A. A process for recruitment, screening, and interviewing of candidates shall be
developed by the school board.

B. The school board may contract for assistance in the search for a superintendent.

C. The school board shall provide the contract for the superintendent and specifically

identify all conditions of employment mutually agreed upon with the superintendent.
In so doing, the school board shall observe all requirements of state and federal law
and school board policy.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Minn. Rules, Chapter 3512

Cross References: MSBA=Service-Mantal-Chapter-3-SuperintendentNone

30301



ADMINISTRATION

Superintendent Contract, Duties, and Evaluation

l. PURPOSE

The purpose of this policy is to provide for the use of an employment contract with the superintendent, a
position description and the use of an approved instrument to evaluate performance.

IL. GENERAL STATEMENT OF POLICY

A. The superintendent’s contract shall be used to formalize the employment relationship and to
specifically identify and clarify all conditions of employment with the superintendent.

B. The specific duties for which the superintendent is accountable shall be set forth in a position
description for the superintendent and shall be measured by a performance appraisal instrument
approved by the school board in consultation with the superintendent. The school board shall
use this instrument to periodically evaluate the performance of the superintendent.

C. The school board may use the model contract approved by the boards of the Minnesota School
Boards Association and the Minnesota Association of School Administrators as a model
instrument.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: MSBA Service Manual, Chapter 3, Superintendent of Schools (See Model Contract,
Sample Performance Appraisals, and Model Job Description)

North Branch Independent School District No. 138: District Policy #304
Adopted: May 11,2017
Replaced:
Revised:
Effective: May 11, 2017 304 Superintendent Contract, Duties, and Evaluation, page 1 of 1
11




Adopted: MSBA/MASA Model Policy 304

Orig. 1995
Revised: Rev. 2022
304 SUPERINTENDENT CONTRACT, DUTIES, AND EVALUATION
I. PURPOSE

The purpose of this policy is to provide for the use of an employment contract with the
superintendent, a position description, and the use of an approved instrument to evaluate
performance.

II. GENERAL STATEMENT OF POLICY

A. The superintendent’s contract shall be used to formalize the employment
relationship and to specifically identify and clarify all conditions of employment with
the superintendent.

B. The specific duties for which the superintendent is accountable shall be set
forth in a position description for the superintendent and shall be measured by a
performance appraisal instrument approved by the school board in consultation with
the superintendent. The school board shall use this instrument to periodically evaluate
the performance of the superintendent.

C. The school board may use the model contract approved by the boards of the

Minnesota School Boards Association and the Minnesota Association of School
Administrators as a model instrument.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: None

304-1 12



Adopted:

MSBA/MASA Model Policy 304

Revised:

304

II.

Orig. 1995
Rev. 20224999

SUPERINTENDENT CONTRACT, DUTIES, AND EVALUATION

PURPOSE

The purpose of this policy is to provide for the use of an employment contract with the
superintendent, a position description, and the use of an approved instrument to evaluate
performance.

GENERAL STATEMENT OF POLICY

A.

The superintendent’s contract shall be used to formalize the employment relationship
and to specifically identify and clarify all conditions of employment with the
superintendent.

The specific duties for which the superintendent is accountable shall be set forth in a
position description for the superintendent and shall be measured by a performance
appraisal instrument approved by the school board in consultation with the
superintendent. The school board shall use this instrument to periodically evaluate the
performance of the superintendent.

The school board may use the model contract approved by the boards of the
Minnesota School Boards Association and the Minnesota Association of School
Administrators as a model instrument.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References:

30431



ADMINISTRATION

Policy Implementation

l. PURPOSE

The purpose of this policy is to clarify the responsibility of the school administration for implementation of
school board policy.

IL. GENERAL STATEMENT OF POLICY

A. It shall be the responsibility of the superintendent to implement school board policy and to
recommend additions or modifications thereto. The administration is authorized to develop
guidelines and directives to effectuate the implementation of school board policies. These
guidelines and directives shall not be inconsistent with said policies. At least annually, these
written procedures shall be presented to the school board for review.

B. Employee and student handbooks shall be subject to annual review and approval by the school
board.
C. School principals and other administrators who have handbook responsibilities shall present

recommended changes necessary to reflect new or modified policies. Changes of substance
within handbooks shall be reviewed by the superintendent to assure compliance with school
board policy and shall be approved by the school board.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: NB Policy 208 (Development, Adoption, and Implementation of Policies)

North Branch Independent School District No. 138: Policy #305
Adopted: January 12, 2017
Revised:
Effective: January 12, 2017 14 305 Policy Implementation, Page 1 of 1




Adopted:

Revised:

MSBA/MASA Model Policy 305

Orig. 1995
Rev. 2022

305

POLICY IMPLEMENTATION

PURPOSE

The purpose of this policy is to clarify the responsibility of the school administration for
implementation of school district policy.

II.

GENERAL STATEMENT OF POLICY

It shall be the responsibility of the superintendent to implement school district
policy and to recommend additions or modifications thereto. The administration is
authorized to develop procedures, guidelines, and directives to effectuate the
implementation of school district policies. These procedures, guidelines, and directives
shall not be inconsistent with said policies. At least annually, these written
procedures, guidelines, and directives shall be presented to the school board for
review.

Employee and student handbooks shall be subject to annual review and
approval by the school board.

School principals and other administrators who have handbook responsibilities
shall present recommended changes necessary to reflect new or modified policies.
Changes of substance within handbooks shall be reviewed by the superintendent to
assure compliance with school district policy and shall be approved by the school
board.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: MSBA/MASA Model Policy 208 (Development, Adoption, and

305-1

Implementation of Policies)
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Adopted:

MSBA/MASA Model Policy 305

Revised:

305

II.

Orig. 1995
Rev. 20224999

POLICY IMPLEMENTATION

PURPOSE

The purpose of this policy is to clarify the responsibility of the school administration for
implementation of school beard=district policy.

GENERAL STATEMENT OF POLICY

A.

It shall be the responsibility of the superintendent to implement school beard=district
policy and to recommend additions or modifications thereto. The administration is
authorized to develop procedures, guidelines, and directives to effectuate the
implementation of school #eard=district policies. These procedures, guidelines, and
directives shall not be inconsistent with said policies. At least annually, these written
procedures, guidelines, and directives shall be presented to the school board for
review.

Employee and student handbooks shall be subject to annual review and approval by
the school board.

School principals and other administrators who have handbook responsibilities shall
present recommended changes necessary to reflect new or modified policies. Changes
of substance within handbooks shall be reviewed by the superintendent to assure
compliance with school beard=district policy and shall be approved by the school board.

Legal References: Minn. Stat. § 123B.143 (Superintendent)

Cross References: MSBA/MASA Model Policy 208 (Development, Adoption, and Implementation of

Policies)

30561



EMPLOYEES/PERSONNEL

Discipline, Suspension, and Dismissal of School District
Employees

l. PURPOSE

The purpose of this policy is to achieve the effective operation of the school district's programs through
the cooperation of all employees under a system of policies and rules applied fairly and uniformly.

1. GENERAL STATEMENT OF POLICY
The disciplinary process described herein is designed to utilize progressive steps, where appropriate, to
produce positive corrective action. While the school district intends that in most cases progressive
discipline will be administered, the specific form of discipline chosen in a particular case and/or the
decision to impose discipline in a manner otherwise, is solely within the discretion of the school district.

118 DISCIPLINE

A. Violation of School Laws and Rules

The form of discipline imposed for violations of school laws and rules may vary from an oral
reprimand to termination of employment or discharge depending upon factors such as the nature
of the violation, whether the violation was intentional, knowing and/or willful and whether the
employee has been the subject of prior disciplinary action of the same or a different nature.
School laws and rules to which this provision applies include:

1. policies of the school district;

2. directives and/or job requirements imposed by administration and/or the employee’s
supervisor; and

3. federal, state and local laws, rules and regulations, including, but not limited to, the rules
and regulations adopted by federal and state agencies.

B. Substandard Performance

An employee’s substandard performance may result in the imposition of discipline ranging from
an oral reprimand to termination of employment or discharge. In most instances, discipline
imposed for the reason of substandard performance will follow a progressive format and will be
accompanied by guidance, help and encouragement to improve from the employee’s supervisor
and reasonable time for correction of the employee’s deficiency.

C. Misconduct
Misconduct of an employee will result in the imposition of discipline consistent with the

seriousness of the misconduct. Conduct which falls into this category includes, but is not limited
to:

North Branch Independent School District No. 138: Policy #403
Adopted: February 8, 2018
Replaced:
Revised:
Effective: February 8, 2018 403 Disciplipe; Suspension, and Dismissal of School District Employee, Page 1 of 4




EMPLOYEES/PERSONNEL

Discipline, Suspension, and Dismissal of School District

Employees

10.

1.

12.

13.

unprofessional conduct;

failure to observe rules, regulations, policies and standards of the school district and/or
directives and orders of supervisors and any other act of an insubordinate nature;

continuing neglect of duties in spite of oral warnings, written warnings and/or other forms
of discipline;

personal and/or immoral misconduct;

use of illegal drugs, alcohol or any other chemical substance on the job or any use off
the job which impacts on the employee’s performance;

deliberate and serious violation of the rights and freedoms of other employees, students,
parents or other persons in the school community;

activities of a criminal nature relating to the fitness or effectiveness of the employee to
perform the duties of the position;

failure to follow the canons of professional and personal ethics;
falsification of credentials and experience;
unauthorized destruction of school district property;

other good and sufficient grounds relating to any other act constituting inappropriate
conduct;

neglect of duty;

violation of the rights of others as provided by federal and state laws related to human
rights.

Iv. FORMS OF DISCIPLINE

A. The forms of discipline that may be imposed by the school district include, but are not limited to:
1. oral warning;
2. written warning or reprimand;

3.

probation;

Adopted: February 8, 2018
Replaced:

Revised:

Effective: February 8, 2018

North Branch Independent School District No. 138: Policy #403

403 Disciplipgg Suspension, and Dismissal of School District Employee, Page 2 of 4




EMPLOYEES/PERSONNEL

Discipline, Suspension, and Dismissal of School District
Employees

4, disciplinary suspension, demotion or leave of absence with pay;
o. disciplinary suspension, demotion or leave of absence without pay; and
6. dismissal/termination or discharge from employment.
B. Other forms of discipline, including any combination of the forms described in Paragraph A.,

above, may be imposed if, in the judgment of the administration, another form of discipline will
better accomplish the school district’s objective of stopping or correcting the offending conduct
and improving the employee’s performance.

V. PROCEDURES FOR ADMINISTERING POLICY
A. In an instance where any form of discipline is imposed, the employee’s supervisor will:

1. Advise the employee of any inadequacy, deficiency or conduct which is the cause of the
discipline, either orally or in writing. If given orally, the supervisor will document the fact
that an oral warning was given to the employee specifying the date, time and nature of
the oral warning.

2. Provide directives to the employee to correct the conduct or performance.

3. Forward copies of all writings to the administrator in charge of personnel for filing in the
employee’s personnel file.

4, Allow a reasonable period of time, when appropriate, for the employee to correct or
remediate the performance or conduct.

5. Specify the expected level of performance or modification of conduct to be required from
the employee.

B. The school district retains the right to immediately discipline, terminate or discharge an employee
as appropriate, subject to relevant governing law and collective bargaining agreements where
applicable.

North Branch Independent School District No. 138: Policy #403
Adopted: February 8, 2018
Replaced:
Revised:
Effective: February 8, 2018 403 Disciplipey Suspension, and Dismissal of School District Employee, Page 3 of 4




EMPLOYEES/PERSONNEL

Discipline, Suspension, and Dismissal of School District
Employees

Legal References: Minn. (
Minn. (
. Stat. § 122A.44 (Contracting with Teachers)
Minn. (
Minn.
Minn.
Minn.
Minn.

Minn

Stat. § 122A.40 (Teachers — Employment; Contracts; Termination)
Stat. § 122A.41 (Teacher Tenure)

Stat. § 122A.58 (Coaches)

Stat. § 123B.02, Subd. 14 (Employees; Contracts for Services)
Stat. § 123B.143 (Superintendent)

Stat. § 123B.147 (Principals)

Stat. § 197.46 et seq. (Veterans Preference Act)

Cross References: MSBA Service Manual, Chapter 3, Employees

North Branch Independent School District No. 138: Policy #403

Adopted: February 8, 2018
Replaced:

Revised:

Effective: February 8, 2018

403 Disciplipgy Suspension, and Dismissal of School District Employee, Page 4 of 4




Adopted: MSBA/MASA Model Policy 403

Orig. 1995

Revised: Rev. 2022

403

II1.

I1I.

403-1

DISCIPLINE, SUSPENSION, AND DISMISSAL OF SCHOOL DISTRICT
EMPLOYEES

PURPOSE

The purpose of this policy is to achieve effective operation of the school district’s programs
through the cooperation of all employees under a system of policies and rules applied fairly
and uniformly.

GENERAL STATEMENT OF POLICY

The disciplinary process described herein is designed to utilize progressive steps, where
appropriate, to produce positive corrective action. While the school district intends that in
most cases progressive discipline will be administered, the specific form of discipline chosen in
a particular case and/or the decision to impose discipline in a manner otherwise, is solely
within the discretion of the school district.

DISCIPLINE

A. Violation of School Laws and Rules

The form of discipline imposed for violations of school laws and rules may vary from
an oral reprimand to termination of employment or discharge depending upon factors
such as the nature of the violation, whether the violation was intentional, knowing
and/or willful and whether the employee has been the subject of prior disciplinary
action of the same or a different nature. School laws and rules to which this provision
applies include:

1. policies of the school district;

2. directives and/or job requirements imposed by administration and/or
the employee’s supervisor; and

3. federal, state, and local laws, rules and regulations, including, but not
limited to, the rules and regulations adopted by federal and state agencies.

B. Substandard Performance

An employee’s substandard performance may result in the imposition of discipline
ranging from an oral reprimand to termination of employment or discharge. In most
instances, discipline imposed for the reason of substandard performance will follow a
progressive format and will be accompanied by guidance, help and encouragement to
improve from the employee’s supervisor and reasonable time for correction of the
employee’s deficiency.

C. Misconduct
Misconduct of an employee will result in the imposition of discipline consistent with the

seriousness of the misconduct. Conduct which falls into this category includes, but is
not limited to:

21



IV.

403-2

10.

11.

12.

13.

unprofessional conduct;

failure to observe rules, regulations, policies and standards of the
school district and/or directives and orders of supervisors and any other act of
an insubordinate nature;

continuing neglect of duties in spite of oral warnings, written warnings
and/or other forms of discipline;

personal and/or immoral misconduct;

use of illegal drugs, alcohol or any other chemical substance on the job
or any use off the job which impacts on the employee’s performance;

deliberate and serious violation of the rights and freedoms of other
employees, students, parents or other persons in the school community;

activities of a criminal nature relating to the fitness or effectiveness of
the employee to perform the duties of the position;

failure to follow the canons of professional and personal ethics;
falsification of credentials and experience;
unauthorized destruction of school district property;

other good and sufficient grounds relating to any other act constituting
inappropriate conduct;

neglect of duty;

violation of the rights of others as provided by federal and state laws
related to human rights.

FORMS OF DISCIPLINE

The forms of discipline that may be imposed by the school district include, but

are not limited to:

1.

2.

oral warning;

written warning or reprimand;

probation;

disciplinary suspension, demotion or leave of absence with pay;

disciplinary suspension, demotion or leave of absence without pay;
and

dismissal/termination or discharge from employment.

Other forms of discipline, including any combination of the forms described in

Paragraph A., above, may be imposed if, in the judgment of the administration,
another form of discipline will better accomplish the school district’'s objective of
stopping or correcting the offending conduct and improving the employee’s
performance.

22



V. PROCEDURES FOR ADMINISTERING POLICY

A.
1.
2.
3.
4.
5.
B.

When any form of discipline is imposed, the employee’s supervisor will:

Advise the employee of any inadequacy, deficiency or conduct which is
the cause of the discipline, either orally or in writing. If given orally, the
supervisor will document the fact that an oral warning was given to the
employee specifying the date, time, and nature of the oral warning.

Provide directives to the employee to correct the conduct or
performance.

Forward copies of all writings to the administrator in charge of
personnel for filing in the employee’s personnel file.

Allow a reasonable period of time, when appropriate, for the employee
to correct or remediate the performance or conduct.

Specify the expected level of performance or modification of conduct
to be required from the employee.

The school district retains the right to immediately discipline, terminate, or

discharge an employee as appropriate, subject to relevant governing law and collective
bargaining agreements when applicable.

Legal References:

Cross References:

403-3

Minn. Stat. § 122A.40 (Employment; Contracts; Termination)

Minn. Stat. § 122A.41 (Teacher Tenure Act; Cities of the First Class)

Minn. Stat. § 122A.44 (Contracting with Teachers; Substitute Teachers)

Minn. Stat. § 122A.58 (Coaches; Termination of Duties)

Minn. Stat. § 123B.02, Subd. 14 (General Powers of Independent School
Districts)

Minn. Stat. § 123B.143 (Superintendent)

Minn. Stat. § 123B.147 (Principals)

Minn. Stat. § 197.46 et seq. (Veterans Preference Act)

None
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Revised: Rev. 20224999
403 DISCIPLINE, SUSPENSION, AND DISMISSAL OF SCHOOL DISTRICT EMPLOYEES
I. PURPOSE
The purpose of this policy is to achieve the=effective operation of the school district’s programs
through the cooperation of all employees under a system of policies and rules applied fairly
and uniformly.
II. GENERAL STATEMENT OF POLICY
The disciplinary process described herein is designed to utilize progressive steps, where
appropriate, to produce positive corrective action. While the school district intends that in
most cases progressive discipline will be administered, the specific form of discipline chosen in
a particular case and/or the decision to impose discipline in a manner otherwise, is solely
within the discretion of the school district.
III. DISCIPLINE
A. Violation of School Laws and Rules

The form of discipline imposed for violations of school laws and rules may vary from
an oral reprimand to termination of employment or discharge depending upon factors
such as the nature of the violation, whether the violation was intentional, knowing
and/or willful and whether the employee has been the subject of prior disciplinary
action of the same or a different nature. School laws and rules to which this provision
applies include:

1. policies of the school district;

2. directives and/or job requirements imposed by administration and/or the
employee’s supervisor; and

3. federal, state, and local laws, rules and regulations, including, but not limited
to, the rules and regulations adopted by federal and state agencies.

B. Substandard Performance

An employee’s substandard performance may result in the imposition of discipline
ranging from an oral reprimand to termination of employment or discharge. In most
instances, discipline imposed for the reason of substandard performance will follow a
progressive format and will be accompanied by guidance, help and encouragement to
improve from the employee’s supervisor and reasonable time for correction of the
employee’s deficiency.

C. Misconduct
Misconduct of an employee will result in the imposition of discipline consistent with the
seriousness of the misconduct. Conduct which falls into this category includes, but is
not limited to:

1. unprofessional conduct;

2. failure to observe rules, regulations, policies and standards of the school
district and/or directives and orders of supervisors and any other act of an
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insubordinate nature;

3. continuing neglect of duties in spite of oral warnings, written warnings and/or
other forms of discipline;

4. personal and/or immoral misconduct;

5. use of illegal drugs, alcohol or any other chemical substance on the job or any
use off the job which impacts on the employee’s performance;

6. deliberate and serious violation of the rights and freedoms of other employees,
students, parents or other persons in the school community;

7. activities of a criminal nature relating to the fitness or effectiveness of the
employee to perform the duties of the position;

8. failure to follow the canons of professional and personal ethics;

9. falsification of credentials and experience;

10. unauthorized destruction of school district property;

11. other good and sufficient grounds relating to any other act constituting

inappropriate conduct;
12. neglect of duty;

13. violation of the rights of others as provided by federal and state laws related to
human rights.

IV. FORMS OF DISCIPLINE

A. The forms of discipline that may be imposed by the school district include, but are not

limited to:

1. oral warning;

2. written warning or reprimand;

3. probation;

4. disciplinary suspension, demotion or leave of absence with pay;

5. disciplinary suspension, demotion or leave of absence without pay; and
6. dismissal/termination or discharge from employment.

B. Other forms of discipline, including any combination of the forms described in
Paragraph A., above, may be imposed if, in the judgment of the administration,
another form of discipline will better accomplish the school district’'s objective of
stopping or correcting the offending conduct and improving the employee’s
performance.

V. PROCEDURES FOR ADMINISTERING POLICY
A. In—an—instanece—where=\When any form of discipline is imposed, the employee’s

supervisor will:

1. Advise the employee of any inadequacy, deficiency or conduct which is the
cause of the discipline, either orally or in writing. If given orally, the
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supervisor will document the fact that an oral warning was given to the
employee specifying the date, time, and nature of the oral warning.

2. Provide directives to the employee to correct the conduct or performance.

3. Forward copies of all writings to the administrator in charge of personnel for
filing in the employee’s personnel file.

4. Allow a reasonable period of time, when appropriate, for the employee to
correct or remediate the performance or conduct.

5. Specify the expected level of performance or modification of conduct to be
required from the employee.

B. The school district retains the right to immediately discipline, terminate, or discharge
an employee as appropriate, subject to relevant governing law and collective
bargaining agreements where=when applicable.

Legal References: Minn. Stat. § 122A.40 (Feaehkers—Employment; Contracts; Termination)
Minn. Stat. § 122A.41 (Teacher Tenure Act; Cities of the First Class)
Minn. Stat. § 122A.44 (Contracting with Teachers; Substitute Teachers)
Minn. Stat. § 122A.58 (Coaches; Termination of Duties)
Minn. Stat. § 123B.02, Subd. 14 (General Powers of Independent School
DistrictsEmployees;-Contracts for-Services)
Minn. Stat. § 123B.143 (Superintendent)
Minn. Stat. § 123B.147 (Principals)
Minn. Stat. § 197.46 et seq. (Veterans Preference Act)

Cross References: None MSBA-Service-Manual,-Chapter-3, Employees
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EMPLOYEES/PERSONNEL

Employee Right to Know — Exposure to Hazardous Substances 407

l. PURPOSE

The purpose of this policy is to provide school district employees a place of employment and conditions
of employment free from recognized hazards that are likely to cause death or serious injury or harm.
(Minn. Stat. § 182.653, Subd. 2)

IL. GENERAL STATEMENT OF POLICY

The policy of this school district is to provide information and training to employees who may be “routinely
exposed” to a hazardous substance, harmful physical agent, infectious agent, or blood borne pathogen.

. DEFINITIONS

A. “Commissioner” means the Commissioner of Labor and Industry.

B. “Routinely exposed” means that there is a reasonable potential for exposure during the normal
course of assigned work or when an employee is assigned to work in an area where a hazardous
substance has been spilled.

C. “Hazardous substance” means a chemical or substance, or mixture of chemicals and substances,
which:

1. is regulated by the Federal Occupational Safety and Health Administration under the
Code of Federal Regulations; or

2. is either toxic or highly toxic; an irritant; corrosive; a strong oxidizer; a strong sensitizer;
combustible; either flammable or extremely flammable; dangerously reactive;
pyrophoric; pressure-generating; compressed gas; carcinogen; teratogen; mutagen;
reproductive toxic agent; or that otherwise, according to generally accepted
documented medical or scientific evidence, may cause substantial acute or chronic
personal injury or illness during or as a direct result of any customary or reasonably
foreseeable accidental or intentional exposure to the chemical or substance; or

3. is determined by the commissioner as a part of the standard for the chemical or
substance or mixture of chemicals and substances to present a significant risk to worker
health and safety or imminent danger of death or serious physical harm to an employee
as a result of foreseeable use, handling, accidental spill, exposure, or contamination.

D. “‘Harmful physical agent” means a physical agent determined by the commissioner as a part of
the standard for that agent to present a significant risk to worker health or safety or imminent
danger of death or serious physical harm to an employee. This definition includes, but is not
limited to, radiation, whether ionizing or nonionizing.

E. “Infectious agent” means a communicable bacterium, rickettsia, parasites, virus, or fungus

North Branch Independent School District No. 138: Policy #407

Adopted: April 11, 2002
Revised: October 13,2016
Effective: April 11,2002, October 13, 2016 407 Employge Right to Know — Exposure to Hazardous Substances, Page 1 of 2




EMPLOYEES/PERSONNEL

Employee Right to Know — Exposure to Hazardous Substances 407

determined by the commissioner by rule, with approval of the commissioner of health, which,
according to documented medical or scientific evidence, causes substantial acute or chronic
illness or permanent disability as a foreseeable and direct result of any routine exposure to the
infectious agent. Infectious agent does not include an agent in or on the body of a patient before
diagnosis.

F. “‘Blood borne pathogen” means a pathogenic microorganism that is present in human blood and
can cause disease in humans. This definition includes, but is not limited to, hepatitis B virus
(HBV) and human immunodeficiency virus (HIV).

IV. TARGET JOB CATEGORIES

Annual training will be provided to all full- and part-time employees who are “routinely exposed” to a
hazardous substance, harmful physical agent, infectious agent, or blood borne pathogen as set forth
above.

V. TRAINING SCHEDULE
Training will be provided to employees before beginning a job assignment as follows:

A. Any newly hired employee assigned to a work area where he or she is determined to be “routinely
exposed” under the guidelines above.

B. Any employee reassigned to a work area where he or she is determined to be “routinely exposed”
under the above guidelines.

Legal References: Minn. Stat. Ch. 182 (Occupational Safety and Health)
Minn. Rules Ch. 5205 (Safety and Health Standards)
Minn. Rules Ch. 5206 (Employee Right to Know Standards)
29 C.F.R. § 1910.1050, App. B (Substance Technical Guidelines)

Cross References: NB Policy 420 (Students and Employees with Sexually Transmitted Infections and
Diseases and Certain Other Communicable Diseases and Infectious Conditions)
NB Policy 807 (Health and Safety Policy)

North Branch Independent School District No. 138: Policy #407
Adopted: April 11, 2002
Revised: October 13,2016
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EMPLOYEES/PERSONNEL

Subpoena of a School District Employee

l. PURPOSE
The purpose of this policy is to protect the privacy rights of school district employees and students under
both state and federal law when requested to testify or provide educational records for a judicial or
administrative proceeding.

IL. GENERAL STATEMENT OF POLICY

This policy is to provide guidance and direction for school district employees who may be subpoenaed to
testify and/or provide educational records for a judicial or administrative proceeding.

M. DATA CLASSIFICATION
A. Educational Data
1. State Law

The Minnesota Government Data Practices Act (MGDPA), Minn. Stat. Ch. 13, classifies
all educational data, except for directory information as designated by the school district,
as private data on individuals. The state statute provides that private data on
individuals may not be released, except pursuant to a valid court order or
informed consent by the subject of the data or a parent if the subject of the data
is a minor.

2. Federal Law

The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, provides
that educational data may not be released, except pursuant to informed consent by the
individual subject of the data or any lawfully issued subpoena. Regulations promulgated
under the federal law require that the school district must first make a reasonable effort
to notify the parent of the student, or the student if the student is 18 years of age or
older, of the subpoena in advance of releasing the information pursuant to the
subpoena.

B. Personnel Data

The MGDPA, Minn. Stat. Ch. 13, also classifies all personnel data, except for certain data
specifically classified as public, as private data on individuals. The state statute provides that
private data on individuals may not be released, except pursuant to a valid court order or
informed consent by the subject of the data.

IV. APPLICATION AND PROCEDURES

A Any employee who receives a subpoena for any purpose related to employment is to inform the

North Branch Independent School District No. 138: Policy #408
Adopted: October 13,2016
Revised:
Effective: October 13,2016 29 408 Subpoena of a School District Employee, Page 1 of 2




EMPLOYEES/PERSONNEL

Subpoena of a School District Employee

building administrator or designated supervisor when the employee receives the subpoena. The
building administrator or designated supervisor shall immediately inform the superintendent that
the employee has received a subpoena.

No employee may release educational data, personnel data, or any other data of any kind without
consultation in advance with the school district official who is designated as the authority
responsible for the collection, use and dissemination of data.

Payment for attendance at judicial or administrative proceedings and the retention of witness and
mileage fees is to be determined in accordance with the applicable school board policies and
collective bargaining agreements.

The administration shall not release any information except in strict compliance with state and
federal law and this policy. Recognizing that an unauthorized release may expose the school
district or its employees to civil or criminal penalties or loss of employment, the administration
shall confer with school district legal counsel prior to release of such data.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)

Minn. Rules 1205.0100, Subp. 5 (Minnesota Rules Regarding Data Practices)
20 U.S.C. § 12329 (Family Educational Rights and Privacy Act)

Cross References: NB Policy 211 (Criminal or Civil Action Against School District, School Board Member,

Employee, or Student)

NB Policy 515 (Protection and Privacy of Pupil Records)

MSBA Service Manual, Chapter 13, School Law Bulletin “I” (School Records — Privacy
— Access to Data)

North Branch Independent School District No. 138: Policy #408
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SUBPOENA OF A SCHOOL DISTRICT EMPLOYEE

PURPOSE

The purpose of this policy is to protect the privacy rights of school district employees and
students under both state and federal law when requested to testify or provide educational
records for a judicial or administrative proceeding.

GENERAL STATEMENT OF POLICY

This policy is to provide guidance and direction for school district employees who may be
subpoenaed to testify and/or provide educational records for a judicial or administrative

proceeding.

A.

DATA CLASSIFICATION

Educational Data

State Law

The Minnesota Government Data Practices Act (MGDPA), Minnesota Statutes
chapter 13, classifies all educational data, except for directory information as
designated by the school district, as private data on individuals. The state
statute provides that private data on individuals may not be released,
except pursuant to a valid court order or informed consent by the
subject of the data or a parent if the subject of the data is a minor.

Federal Law

The Family Educational Rights and Privacy Act (FERPA), 20 United States Code
section 1232g, provides that educational data may not be released, except
pursuant to informed consent by the individual subject of the data or any
lawfully issued subpoena. Regulations promulgated under the federal law
require that the school district must first make a reasonable effort to notify the
parent of the student, or the student if the student is 18 years of age or older,
of the subpoena in advance of releasing the information pursuant to the
subpoena.

Personnel Data

The MGDPA, also classifies all personnel data, except for certain data specifically
classified as public, as private data on individuals. The state statute provides that
private data on individuals may not be released, except pursuant to a valid

court order or informed consent by the subject of the data.

APPLICATION AND PROCEDURES

A.

Any employee who receives a subpoena for any purpose related to

employment is to inform the building administrator or designated supervisor when the
employee receives the subpoena. The building administrator or designated supervisor
shall immediately inform the superintendent that the employee has received a
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subpoena.

B.

No employee may release educational data, personnel data, or any other data
of any kind without consultation in advance with the school district official who is
designated as the authority responsible for the collection, use and dissemination of
data.

Payment for attendance at judicial or administrative proceedings and the
retention of witness and mileage fees is to be determined in accordance with the
applicable school board policies and collective bargaining agreements.

The administration shall not release any information except in strict
compliance with state and federal law and this policy. Recognizing that an
unauthorized release may expose the school district or its employees to civil or
criminal penalties or loss of employment, the administration shall confer with school
district legal counsel prior to release of such data.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)

Minn. Rules 1205.0100, Subp. 5 (How These Rules Apply)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)

Cross References: MSBA/MASA Model Policy 211 (Criminal or Civil Action Against School

408-2

District, School Board Member, Employee, or Student)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA Law Bulletin “I” (School Records - Privacy — Access to Data)
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408 SUBPOENA OF A SCHOOL DISTRICT EMPLOYEE

I. PURPOSE

The purpose of this policy is to protect the privacy rights of school district employees and
students under both state and federal law when requested to testify or provide educational
records for a judicial or administrative proceeding.

II. GENERAL STATEMENT OF POLICY

This policy is to provide guidance and direction for school district employees who may be
subpoenaed to testify and/or provide educational records for a judicial or administrative
proceeding.

I1I1. DATA CLASSIFICATION

A.

Educational Data

1. State Law

The Minnesota Government Data Practices Act (MGDPA), Minnesotas Statutess
eh=chapter 13, classifies all educational data, except for directory information
as designated by the school district, as private data on individuals. The state
statute provides that private data on individuals may not be released,
X t r nt t vali rt order or inform nsent by th

subject of the data or a parent if the subject of the data is a minor.

2. Federal Law

The Family Educational Rights and Privacy Act (FERPA), 20 United States Code
section U=S=e=8§ 1232g, provides that educational data may not be released,
except pursuant to informed consent by the individual subject of the data or
any lawfully issued subpoena. Regulations promulgated under the federal law
require that the school district must first make a reasonable effort to notify the
parent of the student, or the student if the student is 18 years of age or older,
of the subpoena in advance of releasing the information pursuant to the
subpoena.

Personnel Data

The MGDPA=Minn=Stat=—Eh=—+3+ also classifies all personnel data, except for certain
data specifically classified as public, as private data on individuals. The state statute
provides that private data on individuals may not be released, except pursuant

to a valid court order or informed consent by the subject of the data.

IvV. APPLICATION AND PROCEDURES

A.

Any employee who receives a subpoena for any purpose related to employment is to
inform the building administrator or designated supervisor when the employee
receives the subpoena. The building administrator or designated supervisor shall
immediately inform the superintendent that the employee has received a subpoena.

No employee may release educational data, personnel data, or any other data of any
kind without consultation in advance with the school district official who is designated
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as the authority responsible for the collection, use and dissemination of data.

C. Payment for attendance at judicial or administrative proceedings and the retention of
witness and mileage fees is to be determined in accordance with the applicable school
board policies and collective bargaining agreements.

D. The administration shall not release any information except in strict compliance with
state and federal law and this policy. Recognizing that an unauthorized release may
expose the school district or its employees to civil or criminal penalties or loss of
employment, the administration shall confer with school district legal counsel prior to
release of such data.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Rules 1205.0100, Subp. 5 (How These Rules ApplyMinneseta=Retes=

Regarding Data Practices)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)

Cross References: MSBA/MASA Model Policy 211 (Criminal or Civil Action Against School District,
School Board Member, Employee, or Student)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA Serviee=Mancat—Chapter—+3—Seheot=Law Bulletin “I” (School Records -

Privacy — Access to Data)
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EMPLOYEES/PERSONNEL

Employee Publications, Instructional Materials, Inventions, and
Creations 409

l. PURPOSE

The purpose of this policy is to identify and reserve the proprietary rights of the school district to certain
publications, instructional materials, inventions, and creations which employees may develop or create, or
assist in developing or creating, while employed by the school district.

IL. GENERAL STATEMENT OF POLICY

Unless the employee develops, creates or assists in developing or creating a publication, instructional
material, computer program, invention or creation entirely on the employee’s own time and without the
use of any school district facilities or equipment, the employee shall immediately disclose and, on demand
of the school district, assign any rights to publications, instructional materials, computer programs,
materials posted on websites, inventions or creations which the employee develops or creates or assists
in developing or creating during the term of employee’s employment and for two years thereafter. In
addition, employees shall sign such documents and perform such other acts as may be necessary to
secure the rights of the school district relating to such publications, instructional materials, computer
programs, materials posted on websites, inventions and/or creations, including domestic and foreign
patents and copyrights.

. NOTICE OF POLICY
The school district shall give employees notice of this policy by such means as are reasonably likely to
inform them of this policy.

Legal References: Minn. Stat. § 181.78 (Agreements; Terms Relating to Inventions)

17 U.S.C. § 101 et seq. (Copyrights)

Cross References:

North Branch Independent School District No. 138: Policy #409
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