
Carlton School Board
Monday, August 18, 2025 7:00 PM Central

Carlton Middle/High School Library
405 School Avenue

Carlton, MN 55718  
  
Sue Karp:   Present   
Ryan Leonzal:   Present   
Ben Nilsen:   Present   
Laura Nilsen:   Present   
Sam Ojibway:   Present   
Dan Solarz:   Present   
Present: 6.
 

1. Call Meeting To Order
1.1. Pledge of Allegiance
1.2. Roll Call Attendance

2. Approve Meeting Agenda
3. Recognition of Public

3.1. Notice Regarding Public Comment
3.2. Public Comments

4. Presentations
4.1. Guests: Gallagher -attached
4.2. Positive Community Norms - Dawn Shoberg

5. Congratulations & Commendations
5.1. Carlton Daze & National Night Out commendations

6. Reports
6.1. Community Education Director - Daisy Rose
6.2. South Terrace Principal - Kari Solarz
6.3. MS/HS Principal - Warren Peterson
6.4. Student Report 
6.5. American Indian Education Director - Gracie Evans
6.6. Food Service Director - Val Dahl
6.7. Athletic Director - Brent Pokornowski
6.8. Positive Community Norms Director - Dawn Shoberg
6.9. Superintendent - Mark Messman
6.10. Board Committee Reports

6.10.1. Policy Committee
6.10.2. Facilities Committee

7. Consent Agenda
7.1. July Payroll & Wires
7.2. July Finance Checks
7.3. Approve the Minutes from July 22, 2025 Work Session
7.4. Approve Minutes from Regular Board Meeting July 22, 2025
7.5. Approve minutes from the July 29, 2025 Joint Working/Listening Session
7.6. Approve the Hire of Brigette Larson
7.7. Rescind Position - John Atella



8. Old Business
8.1. Consolidation Update
8.2. Enrollment Report
8.3. Board Compensation Policy

9. New Business
9.1. Approve Meal/Food Service Prices for 2025-2026
9.2. Approve Staff/Employee Handbook
9.3. Approve Student Handbooks-ST & MS/HS
9.4. Approve Designated Signatories
9.5. Proposed Property Split
9.6. Review Meeting Times - Working Session & Regular Board Meeting
9.7. Laptop Purchase for Staff
9.8. Northspan - DEI Training Proposal

10. Policies
10.1. First (only) Reading - Mandatory Review Annually

11. Personnel
12. Reminders & Future Meetings
13. Adjourn
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About Gallagher
A global snapshot
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K-12 Education Expertise

3,000+ 
Benefits & HR Consulting 

Clients in Public Sector and K-12 Education

6,800+
Public Sector and K-12 Education clients globally

100+
Minnesota Public Sector Clients

Top HR Priorities

Gallagher’s 2024 Benefits Strategy & Benchmarking Survey 

Retaining Talent

Attracting Talent

Improving Employee Health & Wellbeing

71%

49% 

40% 
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Creating employer health and welfare benefits that support the physical and emotional health of 
your employees.

Employee Benefits Consulting

OUR TEAM
• Designs customized, competitive 

employee benefits programs that 
foster a culture of health and total 
wellbeing

• Offers innovative solutions for 
private exchanges, benefit stop-loss 
captives, data warehousing, 
workforce evaluation and more

• Helps employers mitigate risks 
and control the costs of claims, 
liability, noncompliance and data 
security

• Provides expert data analysis and 
insight to improve budgeting and 
empower sound decision making 

Medical

Dental

Vision

FSA, HRA, HSA

Enrollment 
Solutions

Employee 
Assistance 

Programs (EAP)
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Strategy is a data-driven process

Employee Benefits Consulting

Claims Cost Containment Strategy

Development of 
Savings 
Opportunities

Data Collection

Data Warehousing
in GBS Insider for 

accurate, consistent 
reporting and 

verification

Data Analysis
with robust benchmarking 

and predictive modeling

Identification of 
Savings 
Opportunities

Long-term and 
short-term

Monitor Progress
Adjust strategy based on 
changes in cost and/or 
utilization
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Delivering thought leadership to develop 
strategic recommendations for you to 
make informed decisions on offering 
sustainable and competitive benefits.

How we get to affordable and 
competitive benefit plan options

Employee Benefits Consulting

Benefits Benchmarks Report

Best-in-Class Benchmarking Analysis

Workforce Trends Report Series 

Salary Planning Survey Report

Gallagher Better Works Insights
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Our Compliance Consulting team monitors pending and new legislation, interprets proposed 
regulations, and tracks rules with risk-reducing solutions. 

Compliance Consulting 

Compliance 
helpdesk &
database 

Timely 
communication 

about trends 
& regulations

Annual 
compliance 

review 

30+
Dedicated experts

Plan design 
compliance

Supporting  
Your team with federal reporting, 
notice deadlines and regulatory 

monitoring

Navigating
A landscape planted thick with laws 

23+
Attorneys
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Sample Annual Calendar

Moving Forward Together

• Review Plan Performance 
& Benchmarks

• Identify Plan Marketing 
Opportunities

• Mid-Year Check-in
• Claims Updates
• Renewal Planning
• Marketing if needed

• Review Renewal/Make Decisions
• Finalize Open Enrollment Materials
• On-site Open Enrollment Meetings
• Review Contracts & Performance 

Guarantees

• Open Enrollment 
Files to Vendors

• Contracts for 
Following Year

July/August 
(Virtual)

February/March 
(Virtual) 

November/
December

September/October 
One OE Meeting In Person 

Available  
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Next Steps

Remainder of 2025 

Remainder of 2025:
• Market Health Insurance ASAP
• MN PFML – Support?
• Open Enrollment/Education 
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Based on the data from our proprietary 
internal pricing tool, we are comfortable 
accepting the current compensation through 
existing commission structure. 
We are confident we will provide a higher 
level of strategic expertise and service for 
your existing spend. If your organization 
prefers a different mode of compensation, we 
are happy to discuss further and 
accommodate.

Our Commitment to You:
• We will only accept client-authorized 

compensation 
• We will provide a Compensation Disclosure 

Form annually, for both direct and indirect 
compensation 

• All “carrier bids” will show our compensation

Our Proposed Compensation

Commitment to Transparency
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Option 1: Consulting Agreement for Health Insurance $25,000 
 
Option 2: Marketing Fee for 2025 ($10k), 2026 – 3% Commissions built in the Health Insurance 
Contract

Proposed Compensation



Gallagher’s Benefits & HR Consulting team’s 
holistic approach to benefits, financial and 
talent solutions enables your organization to 
navigate the future with confidence. We help 
simplify complexities across the broad scope 
of people strategy challenges to support the 
overall wellbeing of your organization.
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Benefits & HR Consulting Events

Save the Date!

To view recordings of past Town Halls and Women’s Leadership Events, please visit 
Gallagher’s HR & Benefits Resource Library

Recorded 2025 Women’s Leadership Series 

​March 5 Embracing Discomfort: Navigating 
Growth Through Challenges

May 21 Breaking the Cycle of Rust-Out: 
Reignite Passion and Purpose at Work

July 23
Pathways to Financial Confidence: 
Strategies for Economic 
Empowerment

Recorded 2025 HR Strategy Sessions

February 19 Crafting a Compelling Employee 
Communication Strategy

April 16
Reinvesting in Your People with 
Benefits, Financial, and Talent 
Strategies

June 18 Compliance Mid-Year Review

September 17
Harnessing the Power of 
Benchmarking Data for 
Organizational Success

November 5 Compliance Year-End Review

https://www.ajg.com/us/thought-leadership-hr-professionals/
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How we are different

Why Gallagher? 

One Gallagher 
Collaborative team approach, we don’t 
work in silos. 

We search for innovative solutions and the 
right partners for our clients. 
Not products and platforms that drive more 
revenue for the consultant.

Client first focus 
We deploy our resources & services to 
ensure a successful partnership.

Proactive People Strategy
Holistic, personal and organizational 
wellbeing approach. 

Data Analytics
Data Drives DecisionsTM at Gallagher

1

2

3

4

5
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Thank you!

Jenny Van Deinse
Area Vice President
952.356.3852
jenny_vandeinse@ajg.com 

mailto:jessica_nikunen@ajg.com
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GBS GLOBAL
Consulting and insurance brokerage services to be provided by Gallagher Benefit Services, Inc. and/or its affiliate Gallagher Benefit 
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Benefit Services of California Insurance Services” and in Massachusetts as “Gallagher Benefit Insurance Services.” 

Neither Arthur J. Gallagher & Co., nor its affiliates provide accounting, legal or tax advice.

GBS UNITED KINGDOM
Gallagher Benefit Services is a trading name in the UK for Gallagher Risk & Reward Limited (Company Number: 3265272), Gallagher 
Communication Ltd (Company Number: 3688114), Gallagher Actuarial Consultants Limited (Company Number: 1615055), Gallagher 
(Administration & Investment) Limited (Company Number: 1034719), and Gallagher Consultants (Healthcare) Limited (Company Number: 
172919), which all have their registered offices at The Walbrook Building, 25 Walbrook, London EC4N 8AW. All the companies listed are 
private limited liability companies registered in England  and Wales. Gallagher Risk & Reward Limited, Gallagher (Administration & 
Investment) Limited and Gallagher Consultants (Healthcare) Limited are authorised and regulated by the Financial Conduct Authority.

GBS AUSTRALIA
Gallagher Benefit Services Pty Ltd ABN 49 611 343 803. Australian Financial Services Licensee (488001)
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Community Education Report-August 2025 

1.  ECFE/School Readiness  

a. Preschool registrations continue to be received, which is a great!  We continue to 

monitor class numbers and will be making decisions on final class adjustments as 

needed.  

b. Preschool programming will begin the week of September 8.  Currently the class 

schedule is all-day Transitions class three days a week (Monday, Wednesday and 

Thursday) and Bridges class on Tuesdays and Thursdays (8:30am 11:30am).   

c. ECFE programming will start later in September.  

 

2. Bulldog Kids Care 

a. Registration for the 2025-2026 school year is open.  Currently, numbers are lower 

than previous years.  

b. Summer programming will wrap up on August 22nd.  Staff will have the last week of 

August for training, meetings and prepping the classroom for the new school year! 

 

3. Events 

a. Carlton Daze-July 25-27-It was a hot one!  Community Education participated in the 

parade and hosted the Bubble DJ Dance Party in the park following the parade.   

b. National Night Out-It was held on Tuesday, August 5, 2025.  Attendance was high 

and people were everywhere!  It was great!  Pizza, watermelon and cookies were 

served for dinner.  There was live music by Spencer Walton, a bounce house, face 

painting, emergency vehicles to explore, the Lake Superior Zoo Booth, family yard 

games and more!  400 slices of pizza were served and we ran out of food before the 

event was complete.  It remains one of my favorite nights of the year and provides a 

strong community vibe! 

 

4. Community Education Classes  

a. Class planning is well underway.  Many continued favorites are returning, such as 

Relaxation Yoga and Pickleball. There will be painting classes, Driver’s Education 

and more offerings with The Green House.  Also, listening to suggestions from 

community members, I am looking to possibly offer a dog obedience class and a sour 

dough class. 

 

5. Miscellaneous 

a. After School Enrichment- a few elementary student offerings will be out in the next 

edition of the Carlton Community News.  A couple Northern Outdoors Club options 

and some craft classes as well.  

b. South Terrace Open House-I plan to have a table in the lobby to promote upcoming 

Community Education classes and programming.   

 

6. Community News  

a. Deadlines: August 11, October 20 and December 19 

 

 

Submitted August 11, 2025 by Daisy Rose 



‭South Terrace Elementary – August 2025 Board Report‬
‭Submitted by:‬‭Kari Solarz, Principal‬

‭Enrollment‬
‭Projected enrollment for 2025–2026 is 158 students in grades K–6, with 8 classroom sections.‬

‭Handbook‬
‭The updated 2025–2026 South Terrace Family Handbook is ready for approval.‬

 2025-26 South Terrace Family Handbook.docx

‭Wellness Policy Focus‬
‭This year, South Terrace will place a renewed emphasis on student health and wellness, in‬
‭alignment with our district-wide wellness policy. Key areas include:‬

‭●‬ ‭Healthy Snacks & Beverages – Families are encouraged to send nutritious snacks such‬
‭as fruits, vegetables, and whole grains. Cookies, candy, soda, and energy drinks are not‬
‭permitted. Only plain water is allowed in water bottles.‬

‭●‬ ‭Daily Physical Activity – All students receive 30 minutes of physical education daily, plus‬
‭30 minutes of outdoor recess (weather permitting).‬

‭Our goal is to help students build lifelong healthy habits that support learning and well-being. A‬
‭letter outlining these expectations will be included in all‬‭Back-to-School‬‭mailed packets to‬
‭families.‬

‭Staffing‬
‭We are seeking one special education teacher for our classroom serving students with learning‬

‭disabilities. All other positions are filled.‬

‭Facilities‬
‭Hallways have been waxed, walls freshly painted, and the building looks beautiful thanks to our‬

‭custodial staff. We are student-ready for the year ahead.‬

‭Events‬
‭Open House: Wednesday, August 27, 4:00–6:00 PM‬
‭A Back to School Assembly will be held the first week to kick off another year of Bulldog Pride.‬

https://docs.google.com/document/d/1Bu5Nb4qWMJ2POc77bFkdrRwpmMrPz9i8JVdWRP3xV7s/edit?usp=sharing


Superintendent report for August 18, 2025 

Consolidation items to consider:
a. Timelines, options, tuition agreements vs. academic sharing
b. Impacts on contracts, seniority, compensation, benefits, etc.…
c. Resolutions, bonded debt, operating referendums, # board seats, etc.…

Student Data Specialist/MARSS part-time position 
a. TBD

Certified negotiations progress and updates
a. Committee members
b. Language TA’s
c. Finance

Insurance HITA bid process
a. Request for proposals
b. Brokerage support and guidance
c. Employee education, services, and resources
d. Explore brokerage support for health, life, disability PFML, property, casualty, 

liability

Facility updates include:
a. Committee meeting
b. Electrical panel, inspection complete/pass, insurance review and refund

Workshop Week:
a. August 25-28, breakfast on Monday at 8:00 a.m. 
b. Variety of training opportunities, staff meetings, phones, IT, ICS staff survey, teams

Upcoming:
a. Aug. 19 - Frank, Michelle, Warren, and Mark will discuss staffing, bldg. capacity, 

options, recommendations for the board to consider in 2026-27
b. Martha Lippitt (SPED) mtg. on Thursday, 8/21
c. Certified negotiations on Thursday, 8/21 @ 10:00 a.m.
d. Certified negotiations on Thursday, 8/28 @ 10:00 a.m.















Carlton Independent School District 93
Work Session Minutes

Tuesday, July 22nd 2025
6:00 p.m.

The Board of Education Independent School District 93, Carlton, Minnesota, met for a Work Session on Tuesday, July 
22nd, 2025, in the Carlton High School Library.  

1. Leonzal called the meeting to order at 6:02 p.m. 
a. Roll call by Karp - Members present: Karp, L. Nilsen, Leonzal, B. Nilsen, Solarz, Ojibway, 

Superintendent Messman.  Members Absent:  None

2. MOTION by L. Nilsen to approve the agenda.  SUPPORTED by Solarz.  MOTION passes with an affirmative vote 
of 6-0.

3. Review of financial reports – general questions asked regarding expenditures.  Long Term Facilities 
Maintenance Plan document reviewed.

4. New Business
a. Superintendent & board priorities

i. School District Finances
ii. District Operations

iii. Communications
iv. District Partnerships

b. Board Development & Management
i. Encourage board members to attend MSBA leadership trainings

ii. Review of surrounding area board compensations
iii. Discussion regarding proposed policy, per meeting, mileage options

c. Free & Reduced – documents reviewed for familiarity.  Overall, form is difficult to understand and/or 
complete.  Discussed providing prizes or contests for completing the document.

d. Review of finalized AD document.  Wrenshall ISD 100 mentioned a few small changes to wording.

5. MOTION by Solarz to Adjourn the meeting. SUPPORTED by B. Nilsen. MOTION passes with an affirmative vote 
of 6-0.

Meeting adjourned at 7:21 pm.

____________________________       ______________  ______________________________          _____________
School Board Chair           Date   School Board Clerk                  Date



Carlton Independent School District 93
Regular Board Meeting Minutes

Tuesday, June 22, 2025
7:00 p.m.

The Board of Education Independent School District 93, Carlton, Minnesota, met for a Regular Board Meeting on 
Tuesday, July 22, 2025, in the Carlton Middle School/High School Library.  

1. Leonzal called the meeting to order at 7:29 p.m.
1.1. Roll call by Karp - Members present: Karp, L. Nilsen, Leonzal, Ojibway, B. Nilsen, Solarz, Messman.                                   

Members Absent: N/A 

2. Adoption of Agenda – MOTION by Solarz, SUPPORTED by L. Nilsen.  MOTION passes with affirmative vote of 6-0.

3. Recognition of Public

4. Presentations – None

5. Congratulations & Commendations 
5.1. Congratulations to Mark Messman as our new superintendent

6. Department Reports – as submitted, saved in the shared google drive/part of the board packet
6.1. 6.8 - Superintendent Messman – Continue meeting with staff, appreciation for administration. Discussed 

challenges, and where we can see and obtain opportunities within the active community.  Overview of 
current activities, facility (compressor) updates.

7. MOTION by L. Nilsen to approve the consent agenda.  SUPPORTED by Ojibway.  MOTION passes with affirmative 
vote of 6-0.

8. Old Business
8.1. Joint Meeting on Tuesday 7/29 with ICS, Widseth and ISD 100 for consolidation planning.  Both districts 

have signed the contract with ICS  to begin the process.
8.2. Enrollment update reports

9. New Business
9.1. MOTION to approve the BoardBook purchase not to exceed $3500.00 by Solarz, SUPPORTED by B Nilsen.  

Discussion included M. Messman’s experience with the application.  Discussed savings in paper materials, 
time and efficiency.  MOTION passes with affirmative vote of 6-0.

9.2. MOTION by Solarz, SUPPORTED by Ojibway to approve the FDLTCC Concurrent Enrollment Contract FY 
2025-2026.  MOTION passes with affirmative vote of 6-0.

9.3. MOTION by L. Nilsen SUPPORTED by Solarz. to Approve M. Messman to serve as Superintendent as per MN 
state statutes and laws.  MOTION passes with affirmative vote of 6-0.

9.4. MOTION by Solarz, SUPPORTED by B. Nilsen to appoint M. Messman as IOwA and CEO of Carlton Public 
Schools.  MOTION passes with affirmative vote of 6-0.

9.5. MOTION by B. Nilsen, SUPPORTED by L. Nilsen to approve the Client Services Agreement for School 
Psychologists. MOTION passes with affirmative vote of 6-0.

9.6. MOTION to approve the long term facilities maintenance plan by Solarz, SUPPORTED by L. Nilsen.  MOTION 
passes with affirmative vote of 6-0.

9.7. Discussion regarding board compensation, recommended changes, further clarification is needed.  MOTION 
to table this topic to the August board meeting by L. Nilsen, SUPPORT by B. Nilsen.  MOTION passes with 
affirmative vote of 6-0.

9.8. MOTION to approve the bids for milk and bread services by L. Nilsen, SUPPORTED by B. Nilsen.  MOTION 
passes with affirmative vote of 6-0.



9.9. MOTION to approve the NLSEC Rider for School Psychologist for FY 25-26 by Solarz, SUPPORTED by L. 
Nilsen.  MOTION passes with affirmative vote of 6-0.

9.10.MOTION to approve MOA for Just for Kids Dental by L. Nilsen, SUPPORTED by Ojibway.  MOTION passes with 
affirmative vote of 6-0.

9.11.MOTION to approve Guaranteed Network Services (GNS) for services by Solarz, SUPPORTED by B. Nilsen. 
MOTION passes with affirmative vote of 6-0.  Training to come for staff.

9.12.  Hearing pursuant to  Minnesota Statutes 122A.33, subd. 3. Open Session. Statement read by L. Nilsen. 

MOTION to recess for 5 minutes by L. Nilsen, SUPPORTED by Solarz, MOTION passes with an affirmative vote of 6-0. 
(9:03pm) 
MOTION to resume by Solarz, SUPPORTED by L. Nilsen, MOTION passes with an affirmative vote of 6-0. (9:08pm)

10. MSBA Mandatory Policy Readings
10.1.First and only readings of the following policies.  MOTION to approve by L. Nilsen, SUPPORT by B. Nilsen. 

MOTION passes with affirmative vote of 6-0.
10.1.1. 402 - Disability Nondiscrimination Policy
10.1.2. 416 - Drug, Alcohol, and Cannabis Testing
10.1.3. 533 - Wellness
10.1.4. 612.1 - Development of Parent & Family Engagement Policies for Title 1 Programs
10.1.5. 620 - Credit for Learning
10.1.6. 903 - Visitors to School District Buildings and Sites

10.2.Second readings (Final)  MOTION to approve by Solarz, SUPPORT by L. Nilsen.  MOTION passes with 
affirmative vote of 6-0.

10.2.1. 418 - Drug-Free Workplace/Drug Free School
10.2.2. 501 - School Weapons Policy
10.2.3. 502 - Search of Student Lockers, Desks, Personal Possessions, and Student’s Person
10.2.4. 515 - Protection and privacy of Pupil records
10.2.5. 516 - Student Medication and Telehealth
10.2.6. 524 - Internet, Technology and cell phone acceptable use and policy
10.2.7. 534 - School meals policy
10.2.8. 709 - Student Transportation Safety Policy
10.2.9. 806 - Crisis Management policy

11. Personnel – None

12. Reminders –See future meetings list

13. Future Meetings –
Joint Board Meeting with Wrenshall ISD 100, July 29, 2025 6-8 PM - South Terrace
Facilities Committee Meeting, August 11, 2025, 6:30 pm– District Board Room 
School Board Work Session, Monday, August 11, 2025, 7:00 pm- District Board Room
Regular School Board Meeting, Monday, August 18, 2025, 7:00 p.m. - MS/HS Library 

14. MOTION by Karp to Adjourn the meeting, SUPPORTED by L. Nilsen. MOTION passes with affirmative vote of 6-0.  

The meeting adjourned at 9:16 p.m.

____________________________________          ______________                ____________________________________       __________
School Board Chair                           Date                 School Board Clerk                        Date

https://search.mnmsba.org/api/download/file-1658771908348-download-402%20012022.docx
https://search.mnmsba.org/doc/policy/36190a85-89b4-487a-8de8-0448382077bf?_gl=1*1xd041o*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0ODcxMDMkbzIzJGcxJHQxNzUxNDg3MTA3JGo1NiRsMCRoMA..
https://search.mnmsba.org/api/download/file-1656185510691-download-533%20062522.docx
https://search.mnmsba.org/api/download/file-1656253279066-download-612_1%20012016.docx
https://search.mnmsba.org/api/download/file-1750087335285-download-620%20061625.docx
https://search.mnmsba.org/api/download/file-1656462790334-download-903%20062822.docx
https://search.mnmsba.org/api/download/file-1750085109491-download-418%20061625.docx
https://search.mnmsba.org/api/download/file-1749930335222-download-501%20061625.docx
https://search.mnmsba.org/api/download/file-1656542251253-download-502%20011999.docx
https://search.mnmsba.org/doc/policy/2ac3bef0-4ac6-438d-911c-8b6b266b35bf?_gl=1*1pyshfh*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0Nzk1OTMkbzIxJGcxJHQxNzUxNDc5ODM2JGozNyRsMCRoMA..
https://search.mnmsba.org/doc/policy/b56f12a7-2b29-4a47-b1fc-cebb0b6c7366?_gl=1*1csszgy*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0Nzk1OTMkbzIxJGcxJHQxNzUxNDc5ODM2JGozNyRsMCRoMA..
https://search.mnmsba.org/doc/policy/8e575aae-6cf3-4fd7-ba89-2c5b0e813b76?_gl=1*1csszgy*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0Nzk1OTMkbzIxJGcxJHQxNzUxNDc5ODM2JGozNyRsMCRoMA..
https://search.mnmsba.org/doc/policy/fba569b4-2c5b-4650-84cc-1d59be8af218?_gl=1*1csszgy*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0Nzk1OTMkbzIxJGcxJHQxNzUxNDc5ODM2JGozNyRsMCRoMA..
https://search.mnmsba.org/doc/policy/f4a05955-1599-48d3-9e99-ebf0e31c3552?_gl=1*1csszgy*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0Nzk1OTMkbzIxJGcxJHQxNzUxNDc5ODM2JGozNyRsMCRoMA..
https://search.mnmsba.org/doc/policy/83b6294c-0c71-4793-9849-5c6397e8f1b6?_gl=1*1csszgy*_ga*NDcxMzc5MDU5LjE3NDUyNTA4ODM.*_ga_9D5P8ZQSWB*czE3NTE0Nzk1OTMkbzIxJGcxJHQxNzUxNDc5ODM2JGozNyRsMCRoMA..


Carlton Independent School District 93 
Joint Working/Listening Session Minutes 

Tuesday, July 29th 2025 
6:00 p.m. 
 
 

The Board of Education Independent School District 93, Carlton, Minnesota, and the Board of Education Independent 
School District 100 met for a joint Work/Listening Session on Tuesday, July 29th, 2025, in the South Terrace 
Elementary cafetorium. 
 
1.0 L. Nilsen called the meeting to order at 6:12 p.m.  
 
1.1 ISD #93 Roll call by Karp – Present: L Nilsen, Leonzal, Karp, B Nilsen, Messman.  Absent: Ojibway, Solarz 
        ISD #100 Present: Carlson, Riley, Ankrum, Johnson, Beck, Laveau (remote), Schill.  Absent:  none 
 
2.0 ICS representative Nathan Norton and Widseth representative Katie Hildenbrand presented their joint board 
workshop agenda.  1. Process Overview, 2. Roadmap overview with potential timelines, 3. Project Oversight 
Committee, 4. Listening Session, and 5. Review of preliminary results. 
Discussion included a series of 6 “ThoughtExchange” questions, submitting responses to specific consolidation-related 
topics, and then ranking those submissions.  The group previewed preliminary results of that exercise.   
 
6.0 MOTION by B Nilsen, SUPPORTED by Leonzal to Adjourn the meeting. MOTION passes with an affirmative vote of 
all in attendance. 
 
Meeting adjourned at 7:34 pm. 
 
 
 
_________________________        ___________   _________________________          ___________ 

School Board Chair         Date     School Board Clerk          Date 

 
 
 
_________________________        ___________   _________________________          ___________ 

School Board Chair         Date     School Board Clerk          Date 





School Board Compensation Plan  
July 2025–December 2025 

 
Meeting Pay: $40.00/per meeting 
​ Board members have the right to claim compensation for board meetings.This only 
applies to meetings directed and supported by the school board. Additional meeting examples: 
committees, special meetings, emergency, conferences (1 meeting or 1 conference 
day=$40.00). 
 
Board Chair: Base rate $500/per year.​  
​ The Board Chair will receive $250 every 6 months as base pay. 
 
Board Member Mileage: Standard IRS Rate 
​  Board members have the right to claim mileage reimbursement for meetings or 
conferences that take place outside of Carlton/Wrenshall School Districts. Board members can 
no longer claim mileage reimbursement for board meetings or meetings within 
Carlton/Wrenshall district boundaries. 
 
Board Member Accountability: Attendance Policy 
​ Board members will be expected to sign in for each meeting attended on the district 
attendance sheet or on the google drive sheet. The goal is to provide transparency and 
accountability and provide accurate compensation.  
 
Board Member Trainings/Conferences:  
​ Board members are highly encouraged to attend MSBA trainings and other related 
trainings that would benefit overall board governance and growth. Board members shall notify 
the chair of requested training/conferences prior to commitment or payment. Board chair will 
verify the cost of attendance is within the board development budget and will approve training 
through email confirmation to attendee and accounts payable personnel.  
 
Board Member Benefits: 
​ Board members receive free admission to all MSHSL athletic events during regular 
seasons.  
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GENERAL INFORMATION 

 

INTRODUCTION 
Welcome to Carlton School District!  We are excited to have you as a part of our team. Our mission is to educate. 
empower and inspire. We work hard every day to make that mission come alive, and all employees in our school 
district play an important role in ensuring this goal is achieved. 
 

The purpose of this handbook is to provide you with general information and guidelines about your employment. 
It is not intended to be comprehensive and it does not confer any contractual rights, either expressed or implied. 
It is your responsibility to read this handbook and understand its contents. Any questions should be addressed to 
the district office. All district policies can be accessed on our school web page.  
 
Although every effort will be made to update the handbook on a timely basis, ISD 93’s Board of Education 
reserves the right, and has the discretion, to change any policies, procedures, benefits, and terms of employment 
without notice, consultation, or publication, except as may be required by contractual agreements and law. The 
district reserves the right, and has the discretion, to modify or change any portion of this handbook at any time. 

 
STATEMENT OF NON-DISCRIMINATION  
It is the policy of ISD 93 to comply with federal and state law prohibiting discrimination and all requirements 
imposed by or pursuant to regulations issued thereto, to the end that no person in the school district shall on 
grounds of race, color, national origin, creed, religion, sex, marital status, age, status with regard to public 
assistance, or disability be excluded from participation in, be denied the benefits of, or be otherwise subjected to 
discrimination under any education program, or in employment, or recruitment, consideration or selection, 
therefore, whether full time or part time under an education program or activity for which the school district is 
responsible. 
 
TEAMWORK 
Providing a quality education for students and a quality work experience for you involves teamwork between you 
and your colleagues. Teamwork is demonstrated by showing respect, cooperation and professionalism at all 
times. Serving as an effective member of your team is key to accomplishing the school district’s mission and 
vision. 
 
CODE OF ETHICS for ALL STAFF 
When in the capacity of a district employee, you are required to represent the district positively in all cases. All 
Staff: 
1.​ Strive for a positive attitude.​    
2.​ Strive for respectful communication.  
3.​ Act with integrity and show courtesy to others. 
4.​ Always honor the confidentiality of student, family and staff information.  
5.​ Always remember  that the success of every student is paramount to our purpose and responsibility.​  
6.​ Be honest, open and focus on problem solving. 
7.​ Respect each other’s differences (listen objectively).​  
8.​ Support the consensus arrived by the group or the decisions of administration and move forward together. 
9.​ Strive to do our fair share of what needs to be done for school and student success. 
10.​ Support regular evaluation and reflection of  our performance. 
11.​ Show up for work every day. 
12.​ Be on time. 
13.​ Strive to be the best educator you can be. 
 
CODE OF ETHICS for TEACHERS - Adopted by the NEA 1975 Representative Assembly 
 
PRINCIPAL l:  COMMITMENT TO THE STUDENT 
The educator strives to help each student realize his or her potential as a worthy and effective member of society. 
The educator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, 
and the thoughtful formulation of worthy goals. 
 
In fulfillment of the obligation to the student, the educator- 

●​ Shall not unreasonably restrain the student from independent action in the pursuit of learning. 
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●​ Shall not unreasonably deny the student's access to varying points of view. 
●​ Shall not deliberately suppress or distort subject matter relevant to the student's progress. 
●​ Shall make reasonable effort to protect the student from conditions harmful to learning or to health and 

safety. 
●​ Shall not intentionally expose the student to embarrassment or disparagement. 
●​ Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religious beliefs, 

family, social or cultural background, or sexual orientation, and/or unfairly exclude any student from 
participation in any program. 

●​ Deny benefits to any student, and/or grant any advantage to any student. 
●​ Shall not use professional relationships with students for private advantage. 
●​ Shall not disclose information about students obtained in the course of professional service unless 

disclosure serves a compelling professional purpose or is required by law. 
 

PRINCIPLE II:  COMMITMENT TO THE PROFESSION 
The education profession is vested by the public with a trust and responsibility requiring the highest ideals of 
professional service. 
 
In the belief that the quality of the services of the education profession directly influences the nation and its 
citizens, the educator shall exert every effort to raise professional standards, to promote a climate that 
encourages the exercise of professional judgment, to achieve conditions that attract persons worthy of the trust 
to careers in education, and to assist in preventing the practice of the profession by unqualified persons. 
 
In fulfillment of the obligation to the profession, the educator 

●​ Shall not in an application for a professional position deliberately make a false statement or fail to 
disclose a material fact related to competency and qualifications. 

●​ Shall not misrepresent his/her professional qualifications. 
●​ Shall not assist any entry into the profession of a person known to be unqualified in respect to character, 

education, or other relevant attribute. 
●​ Shall not knowingly make a false statement concerning the qualifications of a candidate for a 

professional position. 
●​ Shall not assist a noneducator in the unauthorized practice of teaching. 
●​ Shall not disclose information about colleagues obtained in the course of professional service unless 

disclosure serves a compelling professional purpose or is required by law. 
●​ Shall not knowingly make false or malicious statements about a colleague. 
●​ Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional decisions 

or action. 
 
UNACCEPTABLE BEHAVIOR 
Carlton Public Schools expects each employee to act in a mature and responsible way at all times. If you have any 
questions concerning any work or safety rule, or any of the unacceptable activities listed below, please see your 
supervisor. Note that the following list of unacceptable activities does not include all types of conduct that can 
result in disciplinary action, up to and including termination/discharge. Nothing in this list alters the at-will 
nature of employment for some employees of the district. 

1.​ Violation of any Carlton policy or Procedural Directive. 
2.​ Threatening, bullying, intimidating or coercing fellow employees on or off the premises at any 

time, for any purpose. 
3.​ Negligence or any careless action which may endanger the health, safety or well-being of the 

individual or another person. 
4.​ Being intoxicated or under the influence of a controlled substance, including alcohol, while at 

work; use, possession or sale of a controlled substance in any quantity while on district 
premises, except medications prescribed by a physician which do not impair work 
performance, except cannabis, which cannot be used or possessed even with a prescription. 

5.​ Possession of dangerous or illegal firearms, weapons or explosives on district property or while 
on duty. 

6.​ Engaging in criminal conduct or acts of violence at any time or making threats of violence 
toward anyone on district premises or when representing Carlton; fighting, or provoking a fight 
on district property, or negligent damage to property. 

5 | Page​ ​ Independent School District 93 
 



7.​ Insubordination or refusing to obey instructions properly issued by your supervisor pertaining 
to your work; refusal to help out on a special assignment or refusing to cooperate in 
investigations. 

8.​ Engaging in an act of sabotage; negligently causing the destruction or damage of district 
property, or the property of fellow employees, customers, suppliers, or visitors.. 

9.​ Theft or unauthorized possession of district property or the property of fellow employees; 
unauthorized possession or removal of any district property, including documents, from the 
premises without prior permission from management; unauthorized use of district equipment 
or property for personal reasons; using district equipment for profit. 

10.​ Dishonesty; falsification or misrepresentation of information that you’re given or have received. 
11.​ Dishonesty; falsification or misrepresentation on your application for employment or other 

work records; untruthfulness about sick or personal leave; falsifying reason for a leave of 
absence or other data requested by Carlton; unauthorized alteration of district records or other 
documents. 

12.​ Misrepresentation of information to further your cause. 
13.​ Spreading malicious gossip and/or rumors; engaging in behavior which creates discord and 

lack of harmony; interfering with another employee on the job; restricting work output or 
encouraging others to do the same. 

14.​ Immoral conduct or indecency on district property. 
15.​ Unsatisfactory or careless work, failure to meet work productivity or work quality standards. 
16.​ Any act of harassment or retaliation based on disability, race, ethnicity, color, sex, sexual 

orientation, national origin or ancestry, religion, age, veteran status, HIV status and/or any 
other protected status as defined by law. 

17.​ Leaving work before the end of a workday or not being ready to work at the start of a workday 
without approval of your supervisor; stopping work before time specified for such purposes. 

18.​ Sleeping or loitering during working hours. 
19.​ Excessive use of telephones or electronic devices for non-business related activities including 

but not limited to personal calls, text messaging, social networking, etc. . 
20.​ Smoking on district property or in district vehicles. 
21.​ Creating or contributing to unsanitary conditions. 
22.​ Failure to report an absence or late arrival; unauthorized or excessive absences or lateness. 
23.​ Obscene or abusive language toward any supervisor, employee, colleague, parent, or student; 

indifference or rudeness; any disorderly/antagonistic conduct on district premises. 
24.​ Speeding or careless driving of district vehicles. 
25.​ Failure to immediately report damage to, or an accident involving, district equipment. 
26.​ Unauthorized soliciting during working hours and/or in working areas; selling merchandise or 

collecting funds of any kind for charities or others without authorization during business 
hours, or at a time or place that interferes with the work of another employee on district 
premises. 

27.​ Failure to use required timesheets, alteration of your own timesheet or records or attendance 
documents, punching or altering another employee's timesheet or records, or causing someone 
to alter your timesheet or records. 

28.​ Sharing or disseminating personal, sensitive, or confidential information about an employee, 
student, or parent. No employee will disclose confidential information unless legal 
requirements demand such information be revealed or disclosure is necessary to prevent 
serious and foreseeable harm. 

29.​ Negligence or any careless action which allows others access to personal or confidential 
information about employees or students. Willfully providing someone access to personal or 
confidential information about employees or students. 

30.​ Any other act or omission which impairs or restricts the ability of the district to provide a safe 
and healthy environment for employees and students.Violation of security or safety rules or 
failure to observe safety rules or Carlton safety practices; failure to wear required safety 
equipment; tampering with Carlton equipment or safety equipment. 

 

EMPLOYEE EXPECTATIONS 
 
PLEDGE OF ALLEGIANCE 
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Minnesota Statutes 121A.11 mandated the Pledge of Allegiance be recited at least once a week in public schools. 
Anyone who does not wish to participate in reciting the pledge of allegiance for any personal reason may elect 
not to do so. Students and staff must respect another person’s right to make that choice. 
 
BUILDING KEYS AND SECURITY CARDS 
Security cards and keys will be issued through the district office as appropriate and necessary for your assigned 
duties. You will be required to sign out your keys and security card. Should your employment with the district 
end, you are required to return all keys and security cards to the district office. 
 
CLASSROOM AND OFFICE ORGANIZATION AND FIRE MARSHALL REQUIREMENTS 

●​ All spaces need to be neat, orderly, and professional and have an ease of access. 
●​ Clearance from the ceilings should be 18-24 inches. 
●​ All places of employment, passageways, storerooms, and service rooms shall be kept clean and orderly 

and in sanitary conditions. 
●​ Electrical panels should be locked. 
●​ Artwork and teaching material shall be permitted to be attached directly to walls, but shall not exceed 20 

percent of the wall area. 
●​ Objects cannot be hung from ceilings. 
●​ There should not be an excessive amount of plants. Plants can cause mold/dust which can cause allergies 

and sickness. 
●​ Space heaters are not allowed. 
●​ Microwaves, coffee pots, refrigerators, etc. are not permitted in classrooms. Three prong appliances are 

allowed in kitchens, designated break rooms and staff work rooms. 
●​ Hazardous chemicals that are in secondary containers need proper labeling. The identity of hazardous 

chemicals, the appropriate hazard warning and the chemical manufacturer, along with other forms of 
warning, material safety data sheets, and employee information and training must be provided. 

 
EMERGENCY CLOSINGS 
Information concerning school closings and emergencies will be announced through the automated messenger 
system, on local radio and news channels. The table below outlines expectations for staff on Emergency Closing 
days. 

 Employee Group Paid Day* 
Report for Duty/ Use Personal or 
Vacation Day/Excused by admin 

Unpaid Day** 
No Report for duty or 

work from home 
expectation 

Superintendent X   

district office staff X   

Principals X   

Custodians X   

K-12 Teachers, Nurse, Academic 
and Emotional Learning 
Counselor, ECSE Teacher,   

Teachers  may be notified to report to work 
late on school closing days. The school 
calendar may be modified to make up 
student or staff days as determined by the 
School Board. Supt and principals work on 
all emergency closing days. E-learning days 
may be implemented on poor weather days 
as determined by administration. 

  

School Office Staff   X  

Paraprofessionals  X  

AIE Staff  X  
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Food Service Staff   X  

All Other Hourly Employees   X  

Community Education Staff  Determined by CmEd Director  Determined by CmEd 
Director 

 
*Superintendent may waive the requirement to report to work if there is extreme weather or emergency 
conditions. 
 
**If the calendar is modified and student days are added to the calendar, all staff are expected to work those days. 
In the case of delayed starts due to inclement weather, employee start times are adjusted accordingly but 
compensated for a typical day of work.   
 
DRESS CODE 
Employees are expected to project a professional image that sets positive dress and grooming examples for 
students. Employees must adhere to standards of dress and appearance that are compatible with an effective and 
professional learning environment and job duties. The building administrator may designate days when 
reasonable modifications to this policy may be made such as spirit days.  
The following attire is prohibited:  

●​ Apparel promoting products or activities that are illegal for use by minors. 
●​ Objectionable emblems, signs, words, objects or pictures on clothing communicating a message that is 

racist, sexist or otherwise derogatory. 
 
DOOR SECURITY  
Doors to enter the school facilities are generally locked during the school day. Teachers with exterior doors in 
their classrooms must keep those doors locked and closed also. Staff are given access cards that enable them to 
enter through doors with card readers. If the access doors are locked, visitors and students must request 
entrance to the building by utilizing the video/speaker system at the designated doors. It is extremely 
important that staff and students NOT open doors for visitors or students. Office staff need to know who has 
entered the building. Staff should model and enforce this expectation with students.  
 
EMERGENCY PLANS/PROCEDURES 
All staff must be familiar with the Crisis Management Plan and actively adhere to all procedures in drills or in the 
case of an actual incident. If there are any questions about Emergency Plans/Procedures, talk to your supervisor.  
 
EMAIL COMMUNICATION AND INTERNET USE 
Email is our primary way of communication. Employees of the school district are assigned a school email address 
and access to the school network at the time of their hire. Employees are expected to check their school email at 
appropriate times during the work day to obtain communications from their supervisors or other district 
employees. If an email includes a specific question or concern, employees are expected to respond within 24 
hours. Teachers and administration must respond to a parent/guardian question or concern within 24 hours.  
School emails and an employee’s use of the internet via the school network or any district owned device are not 
private and may be accessed by supervisors if there is a concern of inappropriate email or internet use. 
 

Chain of Command/Communication for Carlton School District #93 

You will likely need to contact and communicate with district colleagues, teachers, administrators, and other staff 
members.  While there’s nothing wrong with talking to district level staff or board members, keep in mind that 
questions, concerns, or complaints should follow an established chain of communication. Additionally, please 
understand that individual board members do not have authority to direct the work of district staff members. 
Directing requests through your immediate supervisor, administrator, or the superintendent can assist with 
appropriate prioritization, identifying information that may be readily available, and determining when it may be 
appropriate to have the full board weigh in regarding certain requests and/or solutions.   

The following steps outline how information and decisions should flow in a structured and efficient manner.  
Adhering to these steps will ensure accountability, clarity, and the proper escalation of concerns or directives. 
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Escalation Protocol 
For concerns or issues, the chain of command should be followed step-by-step: 

1.​ Student/Athlete/Parent → Teacher/Coach​
 

2.​ Teacher/Employee Issue → Department Head, Immediate Supervisor, or Principal​
 

3.​ Unresolved Issue → Principal & Union Leadership​
 

4.​ Final Level → Superintendent & Union Leadership → Board of Education (if policy-level concern)​
 

Communication Protocol 
For questions, concerns, or issues, the chain of communication should be followed step-by-step: 
1. Students and Families 

●​ Role: Primary stakeholders; recipients of educational services. 
●​ Communication To/From: 

○​ To: Teachers (first point of contact), Counselors, Principals 
○​ From: Teachers, Principals, District Communications 

2. Classified Staff / Support Staff 
(e.g., secretaries, custodians, paraprofessionals, cafeteria workers) 

●​ Role: Ensure the school operates efficiently and safely, and provide student support services.  
●​ Communication To/From: 

○​ To: Immediate Supervisors, Teachers, Principal 
○​ From: Principal, Directors, Coordinators, Superintendent 

3. District Directors, Supervisors, and Coordinators 
(e.g., Buildings & Facilities, Special Education, Community Ed., Transportation, Food Services) 

●​ Role: Manage specialized services and programs. 
●​ Communication To/From: 

○​ To: Supervisors, School Staff  
○​ From: Superintendent, Principals,  Directors 

4. Teachers and Certified Staff 
●​ Role: Deliver quality instruction, student management, and maintain academic standards. 
●​ Communication To/From: 

○​ To: Students, Parents, Department Heads (if applicable) 
○​ From: Principal, Directors, Coordinators, Superintendent 

5. School Principals 
●​ Role: Direct administrators of individual schools; responsible for site-level leadership, instructional 

oversight, discipline, academic performance, and implementation of district policies. 
●​ Communication To/From: 

○​ To: Directors, Supervisors, Instructional Leadership Teams, Teachers, Support Staff 
○​ From: Superintendent 

6. Superintendent 
●​ Role: Chief executive officer of the district; implements board policies, manages district operations and 

staff. 
●​ Communication To/From: 

○​ To: School Principals, Directors, Supervisors, Department & Committee Chairs  
○​ From: School Board, Public Relations, Legislative & State Statute, Legal Counsel 

7. School Board (Board of Education) 
●​ Role: Governing body responsible for setting policies, approving budgets, and overseeing the strategic 

direction of the district. 
●​ Communication To/From: 

○​ To: Superintendent 
○​ From: Public (via board meetings), Superintendent, Legal Counsel 

 
EMPLOYEE ATTENDANCE 
Employees are expected to report to their assigned work location on time each scheduled work day.  Regular 
attendance is an essential duty of all positions. If you are unable to come to work, you must notify your 
supervisor as soon as possible.  
Teacher Hours  

●​ South Terrace Teacher Hours:  7:50 a.m.- 3:35 p.m. 
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●​ MS/HS Teacher Hours:  8:00 a.m. - 3:45 p.m. 
 
If you want to request an absence from your position, you need to fill out a leave request using the Employee Self 
Service (ESS) system. Each employee is responsible for knowing if s/he has the relevant leave (e.g., medical, 
personal, etc.) available when requesting a leave from work. This information is available on the ESS system. All 
leave requests should be entered into the system immediately, but within 24 hours if extended time is needed.  
 
If there are any questions about leave availability, contact the district office. If an employee is absent from work 
and does not have the necessary leave available, disciplinary action may be taken. Leave Without Pay is generally 
not allowed. It should be considered a rare occurrence and must be pre-approved by the superintendent. 
 
Requests for Leave Without Pay will not be considered (unless authorized by the superintendent).  If an 
employee has exhausted all available leave and needs Leave Without Pay, the employee may be put on an 
improvement plan. Family Medical Leave Act may apply in some  cases of a serious health condition.  
 
EMPLOYEE GROUPS AND WORK AGREEMENTS 
All school district job classifications have been assigned to particular employee groups. The district’s teachers, 
educational support professionals, and custodians have collectively bargained employee contracts. All remaining 
employees have terms and conditions of employment that are approved by the School Board. All staff are 
expected to follow district policies, procedures, federal and state laws. The school district’s Board approved 
policies are on the school website. 
 
FOOD ACCOUNTS FOR EMPLOYEES 
Employees are allowed to have a food service account through the food service program. Charges should not 
exceed a $5 deficit. Charges must be paid in full by the end of the school year or the school district may withhold 
the balance against compensation. 
 
GRANTS 
Employees are encouraged to pursue grant funding to support programming and activities not funded by the 
district. Grant applications must be pre-approved by the building principal or superintendent. Copies of all grants 
submitted must also be given to the Business Manager. 
 
LICENSURE / CERTIFICATION 
Each employee who works in a position that requires licensure or certification must maintain a current license or 
certificate with the district office. Employees are responsible for maintaining their license (s) and ensuring 
validity at all times. 
 
PHONE USAGE 
Staff should model appropriate cell phone use and only use phones for personal use during designated break 
times. 
 
Personal long distance calls made over the school lines should be charged to your home number or made from 
your personal cell phone. For an official school call that requires a long distance number, you will be prompted to 
enter your password. Phone charges will be monitored and the amount will be charged against your department. 
 
Classroom phones should not interrupt instruction. If you receive a call during class time, please let the call go to 
voicemail so classroom time is not interrupted. To access your voicemail, press *97 and you will be prompted to 
enter your password. 
 
PHOTO IDENTIFICATION BADGE 
All employees will be issued a photo identification badge. Employee identification badges are an important part 
of providing a secure environment for our students and employees. Badges should be worn at all times while on 
district property and should be worn in a visible spot on your body. Should your employment with the district 
end, you are required to return your photo identification badge to your supervisor. 
 
PURCHASING / REIMBURSEMENT 
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Items that need to be purchased need to be pre-approved by your supervisor and ordered through the district 
office. Employee requests for reimbursement of purchases made by the employee are not guaranteed and must 
be pre-approved by your supervisor. The district is unable to reimburse for any taxes that were paid at the time of 
purchase. 
 
PURCHASE REQUESTS USING DISTRICT FUNDS 
Staff may request the use of school funds to purchase materials to support the education of students or to 
support the work the employee is required to perform. To make this request, the employee must complete a 
Purchase Request Sheet that is available by your supervisor. It is important to provide complete ordering 
information on the Form. A follow up email that you submitted a request should be submitted to the Principal 
(school office and classroom related purchases) or the superintendent (facility, grounds, kitchen and other 
administrative purchases). Funding approval will be dependent upon need and budget availability.  
 
It is important to allow at least a one-week lead time for the purchasing approval and ordering process to be 
completed. Delivery time will vary depending on the vendor.  This one week lead time also applies to written 
checks that may be needed for field trips, band contests, athletic events, etc.  
 
Any requisitions for general classroom or curriculum materials must be given to the principal by May 1st.  
Current year budgets are intended to be used in the current school year. Exceptions to this (e.g., year end needs) 
must be discussed with the Principal prior to April 15th. If you have questions about the availability of funds 
consult with  your principal or the Business Manager.  
 
SCHOOL/WORK RELATED TRAVEL  
Requests to attend out of district workshops or work related training or meetings must be approved by the 
principal or superintendent. Staff development request forms are available and all anticipated costs should be 
completed on the form. It is important to remember that the approval of a staff development request does not 
automatically assure registrations and hotel reservations are in place. These expenses should be put on a 
requisition form with the staff development approval form attached. The staff member must also complete a 
Leave Request form with the school office. The district office will place any pre-registration that is required  and 
place hotel reservations if needed. Allow a minimum of two weeks for this process to be completed.  
 
Requests for reimbursement for meals and mileage need to be submitted within 1 week of return. Receipts must 
be detailed, showing items purchased and not just credit card receipts. The forms for reimbursement are in the 
school offices and on the website. The district does  not reimburse for taxes paid or tips.  
 
SMUDGING 
The smudging ceremony is a custom of Native American and other indigenous cultures. For centuries smudging 
has been used as a way to create a cleansing smoke bath that is used to purify the body, aura, energy, 
ceremonial/ritual space or any other space and personal articles. Smudging is performed to remove negative 
energy as well as for centering and healing.  In the smudging ceremony,  plants such as  sage, cedar, sweet grass, 
juniper or lavender are placed in a shell or other fireproof bowl and lit and burned. The smoke is directed with a 
single feather or a fan made of several feathers. The smoke is then wafted around oneself and environment 
creating a bath of smoke. 
The Carlton School district respects the importance of the smudging ceremony and coordinates with First 
Nations staff and students who wish to hold a smudging ceremony. This coordination will include a mutually 
agreed upon location for the smudging to occur, prior notification procedures of a smudging ceremony  and a 
scheduling process  for having smudging ceremonies.  
Parents/ guardians of First Nations middle and high school students will be informed that they may notify the 
school if they do not wish for their child to participate in smudging. Non First Nations middle and high school 
students and all elementary aged students are expected to specifically provide written permission for their child 
to participate. 
The Carlton School district also recognizes that the smoke from smudging may cause breathing difficulties and 
irritations for some individuals. All efforts will be made to minimize this impact as mutually agreed upon by 
administration and First Nations staff. Any student or staff member who may or who experiences such a reaction 
should immediately notify administration.  
 
STAFF ATTENDANCE AT EXTRACURRICULAR ACTIVITIES 
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All staff are strongly encouraged to attend as many extra-curricular activities and events as possible to support 
our students and schools.  Staff presence at these events is very important to students, parents/guardians and the 
community.  If an event has an admission fee (not including tournaments), staff members can get in free IF you 
are wearing your school ID badge.  You are representing the district at these events and excellent  sportsmanship 
is expected.  Please also be available if game supervisors or administration need assistance in responding to a 
major situation at the event- e.g., serious injury, significant student or adult conflicts, building evacuation if the 
fire alarm goes off, etc.   
 
YEAR END RESPONSIBILITIES 
Teachers and office staff are expected to complete all clean up and organization as part of the end of year 
procedures. This includes, but not limited to, putting all materials on shelves in boxes. There should not be any 
loose materials on desks. Teachers are expected to continue to work full days until all check out procedures are 
completed and approved by the principal. 

PAYROLL 
 
EMPLOYEE SELF SERVICE SYSTEM (ESS) 
Employees can access their personal account information through the Employee Self Service (ESS) system. You 
can access your account through the website at:  

www. carlton.k12.mn.us > About > Employee Information > Employee Self Service 
If you don’t know your login information, please contact the district office for full instructions and access 
information. 
It is important that accurate, up-to-date information is kept on file for you in the district office. If you have an 
address, you can change it through our ESS system. Please inform the district office and your primary school 
office if you have a change in your personal phone number.  
If you change your name, then you must provide a copy of your new social security card to the district office. 
Name changes will not be made in the district’s payroll system until that process has been completed.  
 
PAY DATES 
Employees are paid on the fifteenth day and the last day of each month. If the fifteenth or the last day of the 
month occurs on a Saturday, Sunday or a holiday, the payday will be the preceding work day. Employees wishing 
to change their withholding allowances or marital status should provide a completed W-4 form to the district 
office. W-4 forms are available on the district’s website and in the district office. 
 
DIRECT DEPOSIT 
Direct deposit is required for all employees. Your paycheck is directly deposited into an account of your choosing 
on payday. Account changes can be made by contacting the district office. Consult the district office if you have 
any questions about your pay deposit or other relevant information. 
 
TEACHERS RETIREMENT ASSOCIATION (TRA) /  
PUBLIC EMPLOYEES RETIREMENT ASSOCIATION (PERA)  
 
When you begin your employment with Carlton School district, you also begin contributing to your future 
retirement as a member of either the Teachers Retirement Association (TRA) or the Public Employees 
Retirement Association (PERA). Each pay period your contribution to TRA or PERA is deducted from your 
paycheck. The district, as your employer, also contributes to TRA or PERA on your behalf. Both employee and 
employer contributions are mandated by Minnesota law. 
​
If you are interested in obtaining more information about your retirement account, then please use the following 
contact information: 
 
Teacher Retirement Association 
651.269.2409   
800.657.3669 
Fax:651.297.5999 
www.minnesotatra.org 
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60 Empire Drive, Suite 400​
Saint Paul, MN  55103 
 
Public Employees Retirement Association​ ​ www.mnpera.org  
651.296.7460​ ​ ​ ​ ​ ​ 60 Empire Drive, Suite 200​
800.652.9026​ ​ ​ ​ ​ ​ St. Paul, MN  55103-2088 
Fax: 651.297.2547 
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EMPLOYEE BENEFITS 
 
BENEFITS INTRODUCTION 
Eligibility and the school district’s contribution toward these benefit plans are determined based on your specific 
employee group. The Carlton School district provides an array of healthcare benefits to eligible employees 
including health, dental, life and long-term disability insurance, and medical and daycare flexible spending 
accounts. If you have any questions, please contact the district office. 
 
FLEXIBLE SPENDING ACCOUNTS (MEDICAL AND DEPENDENT CARE) 
The school district currently offers both medical and dependent care flexible spending accounts to eligible 
employees. Eligible employees can elect to participate in these plans by setting aside money from their paychecks 
on a pre-tax basis to pay for certain eligible health care and dependent care expenses.  
 
403 (b) PLAN/TAX SHELTERED (TSA) PLAN 
A 403 (b) plan allows an employee to make pre-tax contributions from his/her paycheck into an account. You do 
not pay income tax on allowable contributions until you begin making withdrawals from the plan, which usually 
occurs when you retire. Penalties for early withdrawal do occur if funds are withdrawn prior to the time allowed 
by the IRS. 
Employees have the opportunity to enroll in the Carlton School district 403 (b) Plan if stated in their current 
work agreement. Matching contributions are available for some employees based on position and years of 
service. Match contribution details can be found in the applicable employee work agreement. Information about 
the school district’s approved vendors and financial advisors is available in the district Office.  
 
EMPLOYEE ASSISTANCE PROGRAM 
The school district currently provides employees with access to an employee assistance program through 
National Insurance (EAP). This benefit is provided to all benefit-eligible employees and their immediate family 
members. EAP provides confidential counseling and referral services to help resolve personal problems that may 
be affecting your life at work or at home. 
Skilled counselors are available 24 hours a day, 7 days a week including holidays, and can help with: 

●​ Stress or burnout 
●​ Financial concerns 
●​ Relationship and family problems  
●​ Alcohol or chemical dependency 
●​ Work-related problems 
●​ Parent-child difficulties 
●​ Emotional problems 

EAP: 866.451.5465 
Online: www.niseap.com  Password: NISenhanced 
 
FAMILY AND MEDICAL LEAVE ACT OF 1993 
The Family and Medical Leave Act of 1993 (FMLA) requires the district to provide up to 12 weeks of unpaid, 
job-protected leave to eligible employees for certain family or medical reasons. Employees are eligible if they 
have worked for the district for at least 12 months and have worked a minimum of 1,250 hours during the 12 
months prior to the requested leave. The district will require the employee to use their paid sick leave for any 
part of the 12-week period. 
The employee will let the district office know, by written communication, as soon as possible, but a minimum of 
30 days in advance when it’s an unforeseeable reason. The employee will fill out an FMLA form and get doctor’s 
approval. 
The full text of Board Policy 410 is available on the school website. 
 
CONTINUATION OF BENEFITS: COBRA RIGHTS 
The Consolidated Omnibus Budget Reconciliation (COBRA) provides employees and their dependents with the 
right to continue group insurance benefits provided under the employer’s group health plan for limited periods 
of time under certain circumstances such as voluntary or involuntary employment loss. 
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SCHOOL BOARD POLICY SUMMARIES 

 
For the most up-to-date versions of School Board policies, please see the school district’s website. School Board 
policies and procedures are subject to change at any time. 
 
STATEMENT OF NON-DISCRIMINATION 
It is the policy of ISD 93 to comply with federal and state law prohibiting discrimination and all requirements 
imposed by or pursuant to regulations issued thereto, to the end that no person in the school district shall on 
grounds of race, color, national origin, creed, religion, sex, marital status, age, status with regard to public 
assistance, or disability be excluded from participation in, be denied the benefits of, or be otherwise subjected to 
discrimination under any education program, or in employment, or recruitment, consideration or selection, 
therefore, whether full time or part time under an education program or activity for which the school district is 
responsible. 
 

The full text of Board Policies 402, 521, 522 are available on the school website. 
 

SEXUAL, RACIAL, RELIGIOUS HARASSMENT AND VIOLENCE POLICY 
Everyone at ISD 93 has a right to feel respected and safe. Consequently, we want you to know about our policy to 
prevent religious, racial or sexual harassment and violence of any kind. 
 

A harasser may be a student or an adult. Harassment may include the following when related to race, color, 
national origin, creed, religion, sex, marital status, age, status with regard to public assistance, or disability: 

1.​ Name calling, jokes or rumors 
2.​ Pulling on clothing 
3.​ Graffiti 
4.​ Notes or cartoons 
5.​ Unwelcome touching of a person or clothing 
6.​ Offensive or graphic posters or book covers; or any words or actions that make you feel 

uncomfortable, embarrass you, hurt your feelings or make you feel bad. 
 
If any words or actions make you feel uncomfortable or fearful, you need to tell a teacher, counselor, the principal 
or the human rights officer, or, Business Manager. You may also make a written report. It should be given to a 
teacher, counselor, the principal or the human rights officer. Your right to privacy will be respected as much as 
possible. 
 

We take seriously all reports of religious, racial or sexual harassment or violence and will take all appropriate 
actions based on your report. 
 

The school district will also take action if anyone tries to intimidate you or take action to harm you because you 
have reported. 
 

This is a summary of the school district policy against religious, racial and sexual harassment and violence. 
Complete policies are available on the school website. 
 

RELIGIOUS, RACIAL AND SEXUAL HARASSMENT, VIOLENCE AND DISCRIMINATION ARE AGAINST THE LAW.  
 
Human Rights Office​ ​ 504 Coordinator​​ ​ ​ Title IV Coordinator 
Mark Messman​ ​ ​ Kari Solarz​ ​ ​ ​ Mark Messman 
Superintendent​ ​ ​ Elementary School Principal​ ​ Superintendent 
mmessman@carlton.k12.mn.us​ ksolarz@carlton.k12.mn.us​ ​ mmessman@carlton.k12.mn.us 
218-384-4225 x113​ ​ 218-384-4225 x112​ ​ ​ 218-384-4225 x113 
405 School Ave, Carlton, MN  55718 
 
The full text of Board Policies 413, 522 are available on the school website. 
 
MANDATED REPORTING OF CHILD NEGLECT OR PHYSICAL OR SEXUAL ABUSE 
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The State of Minnesota requires that school district employees who know or have reason to believe that a child is 
being neglected or physically or sexually abused must immediately report the information to proper authorities. 
A person mandated by Minnesota law to report and fails to do so may be subject to criminal penalties and/or 
discipline, up to and including termination of employment. Submission of a good faith report under Minnesota 
law and this policy will not adversely affect the employee reporter’s employment. 
The full text of Board Policies 414, 415 are available on the school website. 
 
DRUG AND ALCOHOL TESTING 
All school district employees and job applicants whose position requires a commercial driver’s license will be 
required to undergo drug and alcohol testing in accordance with federal law and the applicable provisions of this 
policy. The school district also may request or require that drivers submit to drug and alcohol testing in 
accordance with the provisions of this policy and as provided in Minn. Stat. §§181.950-181.957. 
 
The school district may request or require that any school district employee or job applicant, other than an 
employee or applicant whose position requires a commercial driver’s license, submit to drug and alcohol testing 
in accordance with the provisions of this policy and as provided in Minn. Stat. §§181.950-181.957. 
 
The use, possession, sale, purchase, transfer, or dispensing of any drugs not medically prescribed or alcohol is 
prohibited on school district property (which includes school district vehicles), while operating school district 
vehicles or equipment, and at any school-sponsored program or event. Use of drugs which are not medically 
prescribed or alcohol is also prohibited through the school or work day, including lunch or other breaks, whether 
or not the employee is on or off school district property. Employees under the influence of drugs (including 
medical cannabis) which are not medically prescribed or alcohol are prohibited from entering or remaining on 
school district property. 
 
Any employee who violates this section shall be subject to discipline which includes, but is not limited to, 
immediate suspension without pay or immediate discharge. 
The full text of Board Policy 416 is available on the school website. 
 
DRUG AND ALCOHOL FREE WORKPLACE 
Use of controlled substances, toxic substances, or alcohol before, during, or after school hours, at school or in any 
other school location, is prohibited as general policy. Paraphernalia associated with controlled substances is 
prohibited. 
 
It shall be a violation of policy for any employee to use alcohol, toxic substances, or controlled substances in any 
school location. Any employee who violates this section shall be subject to discipline which includes, but is not 
limited to, immediate suspension without pay and immediate discharge. 
The full text of Board Policy 418 is available on the school website. 
 
TOBACCO-FREE ENVIRONMENT 
The Carlton School district is committed to providing a healthy, safe, and productive environment for employees. 
It shall be a violation of policy for any employee or volunteer to smoke or use tobacco, tobacco-related devices, or 
electronic cigarettes in a public school. This prohibition extends to all facilities, whether owned, rented, leased 
and all vehicles that a school district owns, leases, rents or contracts for, or controls. This prohibition includes all 
school district property and all off-campus events sponsored by the school district. Employees who violate this 
policy shall be subject to discipline. 
The full text of Board Policy 419 is available on the school website. 
 
EMPLOYEE-STUDENT RELATIONSHIPS 
At all times, whether on or off duty and on or off of school district locations, students will be treated by school 
district employees with respect, courtesy, and consideration and in a professional manner. Each school district 
employee is expected to exercise good judgment and professionalism in all interpersonal relationships with 
students. Such relationships must be and remain on a teacher-student basis or an employee-student basis. This 
expectation includes any communication that may occur via social media or other electronic communications. 
 
Upon receipt of a report regarding a potentially inappropriate relationship or communication, the school district 
will take appropriate action. Such action may include, but not limited to, warning, suspension, exclusion, 
expulsion, transfer, remediation, termination or discharge. It also may  be reported to appropriate state or federal 
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authorities, including the Board of Teaching or the appropriate licensing authority and appropriate agencies 
responsible for investigating reports of maltreatment of minors and/or vulnerable adults. School district action 
taken for violation of this policy will be consistent with the requirements of applicable collective bargaining 
agreements, Minnesota and federal law, and school district policies. 
 
Employees are placed on notice that if an employee acts outside the performance of the duties of the position for 
which the employee is employed or is guilty of malfeasance, willful neglect of duty, or bad faith, the school district 
is not required to defend or indemnify the employee for damages in school-related litigation. 
The full text of Board Policy 423 is available on the school website. 
 
WEAPONS POLICY 
No employee shall possess, use or distribute a weapon when in the school location except as provided for in 
Board policy. An employee who violates the terms of this policy is subject to disciplinary action, including 
nonrenewal, suspension, or discharge. When an employee violates the district’s weapons policy, law enforcement 
may be notified. 
The full text of Board Policy 501 is available on the school website. 
 
BULLYING PROHIBITION 
An act of bullying, by either an individual student or a group of students, is expressly prohibited on school 
premises, or school district property, at school functions or activities, or on school transportation. This policy also 
applies to students who directly engage in the act of bullying but also students who, by their indirect behavior, 
condone or support another student’s act of bullying. This policy also applies to an act of cyberbullying 
regardless of whether such acts are committed on or off school district property and/or with or without the use 
of school district resources. 
 
The school district will act to investigate all reported complaints of bullying. Consequences for employees who 
permit, condone, or tolerate bullying or engage in an act or reprisal or intentional false reporting or bullying may 
result in disciplinary action up to and including termination of employment. 
The full text of Board Policy 514 is available on the school website. 
 
STUDENT SEX NONDISCRIMINATION 
Students are protected from discrimination on the basis of sex pursuant to Title IX of the Education Amendments 
of 1972 and the Minnesota Human Rights Ave. No student will  be excluded from participation in, denied the 
benefit, or otherwise subjected to discrimination under any education program or activity operated by the school 
district on the basis of sex. 
The full text of Board Policy 522 is available on the school website. 
 
INTERNET ACCEPTABLE USE 
The school district provides employees with access to the school district computer network, which includes 
internet access. The school district network is limited to use for educational purposes, which includes use of the 
system for classroom activities, educational research, and professional or career development activities. Users 
are expected to use internet access through the district system to further educational or personal goals consistent 
with the mission of the school district and school policies. Uses which might be acceptable on a user’s private 
personal account on another system may not be acceptable on this limited-purpose network. A non-exhaustive 
list of unacceptable uses of the school district’s computer system and internet resources is found in Board Policy 
524.  
Employees are expected to lock computer access when they are not at their workstation. No students should be 
allowed at staff desks or to use staff computers.  All staff should be saving documents to the appropriate location 
on the server or Google Cloud and not to the hard drive of their workstation. All personnel are required to 
maintain the confidentiality of passwords. Personnel are responsible for the accounts assigned to them and for 
the actions taken with their accounts. All staff should logout or restart their computers at the end of the day. 
Equipment should be shut off when not being used. 
The full text of Board Policy 524 is available on the school website. 
 
HAZING PROHIBITION 
No student, teacher, administrator, volunteer, contractor, or other employee of the school district shall plan, 
direct, encourage, aid or engage in hazing. No teacher, administrator, volunteer, contractor, or other employee of 
the school district shall permit, condone, or tolerate hazing. Apparent permission or consent by a person being 
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hazed does not lessen the prohibitions contained in the policy. This policy applies to behavior that occurs on or 
off school property and during or after school hours. A person who engages in an act that violates school policy 
or law in order to be initiated into or affiliated with a student organization shall be subject to discipline for this 
act. The school district will act to investigate all complaints of hazing and will discipline or take appropriate 
action against a student, teacher, administrator, volunteer, contractor, or other employee of the school district 
who is found to have violated the policy. 
The full text of Board Policy 526 is available on the school website. 
 
PUBLIC AND PRIVATE PERSONNEL DATA/PROTECTION AND PRIVACY OF PUPIL 
RECORDS 
All student data maintained by a school district is private educational data under the law. Student data can only 
be provided to the student who is the subject of the data and his/her parents or guardians. Virtually all records 
maintained by a school district regarding a student are private if the name of the student is on the document or it 
provides a basis for identifying the student. This willful violation of student’s privacy rights constitutes a 
misdemeanor offense and it is grounds for employee discipline. The district will comply with a request for 
information as they are received in accordance with state and federal law and school district policy. 
It is imperative that all school personnel also understand that information about individual students, and 
observations of students during a school day is private data of the student and should not be shared or discussed 
with individuals outside of the school setting. Staff should not have confidential conversations in public places or 
over insecure communication channels, open offices, social media, or meeting places. Concerns or questions 
about individual students should be discussed with appropriate staff and/or an administrator. 
 
The full text of Board Policies 406, 515 are available on the school website. 

 

SCHOOL DISTRICT NOTICES 
HIPAA NOTICE 
This notice describes how medical information about you might be used and disclosed and how you can get access to 
this information. Please review it carefully. 
The Health Insurance Portability & Accountability Act of 1996 (HIPPA) is a federal program that requires that all 
medical records and other individually identifiable health information used or disclosed by Carlton School 
district in any form, whether electronically, on paper, or orally, are kept properly confidential. This Act give you 
significant rights to understand and control how your health information is used. HIPPA provides penalties for 
covered entities that misuse personal health information. 
 
As required by HIPAA, Carlton School district has prepared this explanation of how we are required to maintain 
the privacy of your health information and how we may use and disclose your health information. 
 
We may use and disclose our medical records only for each of the following purposes: 

●​ Treatment – Providing coordinating, or managing health care and related services by one or more health 
care providers. An example of this would include case management. 

●​ Payment – Such activities as obtaining reimbursement for services, confirming coverage, billing or 
collection activities, and utilization review. An example of this would be adjudicating a claim and 
reimbursing a provider for an office visit. 

 
Health care operations – This includes business aspects of running our health plan, such as conducting quality 
assessment and improvement activities, auditing functions, cost-management analysis, and customer service. An 
example of this would be an internal quality assessment review. 
We may also create and distribute de-identified health information by removing all references to individually 
identifiable information. 
Any other uses and disclosures will be made only with your written authorization. You may revoke such 
authorization in writing and we are required to honor and abide by that written request, except to the extent that 
we have already taken actions relying on your authorization. 
You may have the following rights with respect to your protected health information, which you can exercise by 
presenting a written request to the Business Manager: 

●​ The right to request restrictions on certain uses and disclosures of protected health information, 
including those related to disclosures to family members, other relatives, close personal friends, or any 
person identified by you. We are, however, not required to agree to requested restrictions. If we do agree 
to a restriction, we must abide by it unless you agree in writing to remove it. 
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●​ The right to reasonable request to receive confidential communications of protected health information 
from us by alternative means or at alternative locations. 

●​ The right to inspect and copy your protected health information. 
●​ The right to amend your protected health information. 
●​ The right to receive and account for non-routine disclosures of protected health information. 

Carlton School district has the obligation to provide and you have the right to obtain a paper copy of this notice 
from us every three (3) years. 
Carlton School district is required by law to maintain the privacy of your protected health information and to 
provide you with a notice of our legal duties and privacy practices with respect to protected health information. 
We are required to abide by the terms of the Notice of HIPPA Privacy Rights currently in effect. We reserve the 
right to change the terms of the Notice of HIPPA Privacy Rights and make the new notice provisions effective for 
all protected health information we maintain. We will post and you may request a written copy of a revised 
Notice of HIPAA Privacy Rights from the staff lounge.. 
You have recourse if you feel that your privacy protections have been violated. You have the right to file a formal, 
written complaint with Carlton School district at the address below, or with the Department of Health & Human 
Services, Office of Civils Rights, about violations of the provisions of this notice or the policies and procedures of 
our office. We will not retaliate against you for filing a complaint. 
For more information, contact:​ ​ ​ For more information about HIPPA or to file 
​ ​ ​ ​ ​ ​ a complaint, contact: 
Mark Messman,, Superintendent​ ​ ​ U.S. Department of Health & Human Services 
Carlton School district​ ​ ​ ​ Office of Civil Rights 
405 School Ave, PO Box 310​ ​ ​ 200 Independence Avenue, S.W. 
Carlton, MN  55718​ ​ ​ ​ Washington, D.C. 20201 
218-384-4225 x115​ ​ ​ ​ 1-877-696-6775 
 

WORKING ENVIRONMENT 
JOB SAFETY 
Safety is important to all of us. Help prevent injury to yourself and others by observing general safety rules, 
removing hazards from your work space, and immediately reporting unsafe conditions to your supervisors. The 
district is committed to developing and maintaining a safe working environment. 
It is very important for all employees to follow safety guidelines to avoid injuries on the job. The following is a list 
of safety suggestions. This is not an exhaustive list, but it provides some ideas for ways to help keep you safe: 

●​ Know the locations of exits, fire extinguishers, and alarms in your work area. 
●​ Seek information or training from the appropriate person if you are required to operate any equipment 

or handle any type of chemical. 
●​ Do not attempt to lift or carry an object that is too heavy for you to handle. Seek help from another 

employee. 
●​ Know the nearest location of First Aid materials. 
●​ Immediately report any safety hazards to your supervisor. 
●​ Be aware of your surroundings. 

 
WORKERS COMPENSATION / REPORTING ACCIDENTS 
Worker’s Compensation benefits, which are specified by law, are provided to protect employees in the event of a 
work-related injury or illness resulting in medical care and/or loss of time from work. 
In order to avoid possible delays in processing worker’s compensation claims, it is very important that all 
work-related injuries are reported immediately. 
In the event of an injury, you should immediately contact your supervisor and the, Business Manager, in the 
district Office. To be most beneficial, the call should be made as soon as the injury occurs.  
For more information about this process, please contact our Business Manager, in the district Office. 
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Carlton Independent School district 93 
2025-26 Employee Handbook  
Acknowledgment of Receipt 

 
Receipt of Handbook 
I acknowledge having received a copy of the Carlton School’s Employee Handbook and I agree 
to become familiar with its contents. I understand that neither this handbook, nor any 
contractual obligations relating to continued employment, compensation or employment in a 
particular position, should in no way be construed as creating any sort of employment 
contract. 
I also understand that all of the policies, rules and regulations in the handbook may be 
changed at any time at the sole discretion of the Carlton School Board and Administration with 
notice to employees. 
Please contact the Business Manager or Building Administration if you do not understand any 
statement, policy or procedure in the handbook. 
 
FOOD ACCOUNTS 
As an employee of ISD 93, I understand that having access to, and utilizing the school lunch 
account and food service program of the school district is a privilege and not a right. 
If I have an unpaid balance owed to the meal program at the end of any school year, or upon 
termination, resignation or retirement, I will bring the balance up to a zero or positive balance 
before check-out day. If I fail to pay the outstanding amount, I authorize a pay deduction from 
my paycheck for the amount due. A copy of my lunch account activity will be provided to me as 
evidence of the negative balance due. 
 
 
 
________________________________________________________________ 
Employee Name Printed 
 
 
________________________________________________________________                        _______________________ 
Employee Signature​ ​ ​ ​         ​ ​ ​ ​ Date 
 
This form will become part of your personnel file. 
Please remove this page from your handbook and return it signed and dated to the district 
Office by September 6th, 2025. 

21 | Page​ ​ Independent School District 93 
 



 

 

Family 
Handbook 

 

2025-26 
 

 

 
 
 
 
 
 
 
 
 
 
 
​ ​  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edited: 08/11/2025 



 

STAFF DIRECTORY 
 

Bastien Alaina 
Bulldog Kids Care /  

Building Sub 
abastien@carlton.k12.mn.us 

Bernier Prestyn Fifth Grade Teacher pbernier@carlton.k12.mn.us 

Cincoski Tim Sixth Grade Teacher tcincoski@carlton.k12.mn.us 

Dahl Val Food Service Director vdahl@carlton.k12.mn.us 

Evans Brady Custodian  bevans@carlton.k12.mn.us 

Evans Gracie 
American Indian 

EducationDirector 
gevans@carlton.k12.mn.us 

Flipp Barbara ECSE Paraprofessional bflipp@carlton.k12.mn.us 

Forte Robie Paraprofessional rforte@carlton.k12.mn.us 

Godbout Stacie Nurse sgodbout@carlton.k12.mn.us 

Grimes Danielle North Home Therapist dgrimes@carlton.k12mn.us 

Grover April Paraprofessional agrover@carlton.k12.mn.us 

Gustafson Dalyce Physical Education dgustafson@carlton.k12.mn.us 

Kennedy Ina Elementary Secretary ikennedy@carlton.k12.mn.us 

Knaus Gina ECSE gknaus@carlton.k12.mn.us 

Lunke Tyler Paraprofessional tlunke@carlton.k12.mn.us  

  Special Education Teacher  

Martinson Summer Paraprofessional smartinson@carlton.k12.mn.us 

McDonald Jamie Occupational Therapist jmcdonald@nlsec.org 

McLain Megan School Readiness Coord. mmclain@carlton.k12.mn.us 

McLeod Dustin Building/Grounds Keeper dmcleod@carlton.k12.mn.us 

Messman Mark Superintendent mmessman@carlton.k12.mn.us 

Moench Lori North Homes CTSS Lori.moench@northhomes.org 

Morcomb Lucas Family School Support Worker lmorcomb@carlton.k12.mn.us 

Nelson Hayley 4th/5th Grade Teacher hnelson@carlton.k12.mn.us 

Nielsen Julia Special Education Teacher jnielsen@carlton.k12.mn.us 
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Priley Jody Paraprofessional jpriley@carlton.k12.mn.us 

Rice Carrie Kindergarten Teacher crice@carlton.k12.mn.us 

Ries Kari Third Grade Teacher kries@carlton.k12.mn.us 

Rose Daisy Community Education drose@carlton.k12.mn.us 

Schrader Brenda Speech BSchrader@carlton.k12.mn.us 

Solarz Kari  Elementary Principal ksolarz@carlton.k12.mn.us 

Steede Molly Second Grade Teacher msteede@carlton.k12.mn.us 

Steller Josephine STEAM Teacher jsteller@carlton.k12.mn.us 

Swanson Rachel School Readiness Teacher rswanson@carlton.k12.mn.us 

Swanson Teresa Title One Teacher tswanson@carlton.k12.mn.us 

Ward Melissa Food Service  melward@carlton.k12.mn.us 

Ward Morgan First Grade Teacher mward@carlton.k12.mn.us 

Waugh Billie Fourth Grade Teacher bwaugh@carlton.k12.mn.us 

Wolfe Jaslyn American Indian Liaison jwolfe@carlton.k12.mn.us 

 
DISTRICT PHONE NUMBERS 

Superintendent Office​ ​ 384-4225 x 113 
High School Office​ ​ 384-4225 x 110 
High School Principal​ ​ 384-4225 x 127 
Bus Garage​ ​ ​ 218-380-0191 
South Terrace Office​ ​ 384-4225 x 210 
Elementary Principal​ ​ 384-4225 x 212 
ST Fax​ ​ ​ ​ 384-3543 
Bulldogs Kid Care​ ​ 384-4225 x 215 
Community Education​ ​ 384-4225 x 213 

 
SCHOOL ACTIVITY CALENDAR 2025-26 
All school and district events and activities can be found on the Carlton School District website. Please frequently 
visit http://www.carlton.k12.mn.us for the most updated list of our events.  
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SOUTH TERRACE OPERATIONS AND PROCEDURES 
 

SCHOOL HOURS 
South Terrace School day starts at 8:05 am. Classes end at 3:20 pm. Students are not to arrive at school prior to 
7:45 am.  
Students who arrive prior to 7:45 need to be enrolled in the Bulldogs Kid Care program as there is no supervision 
available until 7:45am. Students arriving prior to the start of school will remain outside until 8:05 am with the 
following exceptions: 

1.​ Attending morning Bulldogs Kid Care; students may go on the playground at 7:45 am. 
2.​ Students having breakfast at school may eat between 7:45 and 8:05 am.  
3.​ Poor weather-students will come inside and wait in their designated areas when indicated to do so by 

school personnel (large gym or small gym). 

 
DISMISSAL 
Classes are dismissed at 3:20 pm.  
 
School buses pick up students in the front of the building at dismissal time at Door 1 and 2. Parent pick up takes 
place at Door 10 (side door). Parents are not permitted to go to classrooms for pickup. Please do not park in front 
of the school where you will interfere with the school buses.  
 
Please do not plan to have your child dismissed before 3:20 pm. Calling the office to locate or notify your child at 
the end of the day can be problematic and cause confusion for staff and your child. We understand that 
emergencies arise, but please make this an exception and not common practice. Students not picked up by 3:30 
will be taken to the Bulldogs Kid Care program. Parents will then be charged for the 1st hour of service time. 
 

To make the end of the day dismissal run efficiently, the office requests and expects that all student 
end-of-the-day changes be communicated by 1:00 pm. If you are making a change with Bulldogs Kid Care,  

you must also phone the worker on staff. 
 
Students are not to remain after school unless there is a parent and/or teacher permission.  

 
VISITORS/SECURITY ENTRANCE 
The front doors to the building are locked by 8:05 am each morning and will be unlocked at 3:20 pm. Visitors 
during the school day (including parents) must use Door 1 (the front entrance) to enter the building. Visitors must 
push the intercom button and talk to staff. There is also a camera so that office staff can see the visitor. Visitors will 
be asked to identify themselves and explain why they wish to enter the building. If the staff feels your request is 
legitimate, then the office staff will electronically unlock the doors.  
 
 All visitors to our school must first report to the office to sign in and receive a visitor’s pass. This is to assure that 
all visitors are identified and to eliminate any unnecessary classroom interruptions. The front office door is open 
from 7:30 am to 3:45 pm. All visitors, including parents, must sign in at the office. 

 
STUDENT ABSENCES 
If your child is ill, please keep him/her home from school so that he/she does not expose the other children at 
school. Please call the office at 384-4225 x 210 before 9:00 am. If your child is expected to be out for an extended 
period of time, you may wish to pick up assignments for your child. (Provide at least a day to prepare these 
assignments for you.) If your child contracts any communicable disease, keep him/her home and notify the school 
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nurse. When you call in your child’s illness, please state if symptoms include sore throat, headache, stomach ache, 
vomiting, fever, coughing, etc. Phone calls to find out why a student is absent will be automatically generated 
through Infinite Campus Messenger. These calls will take place at approximately 9:30 am each day. 
​  
If you believe that your child may be using illness as an excuse to not attend school, please talk with your child’s 
teacher. Please alert him/her about the situation so that you may work together to remedy the situation before it 
becomes a problem. 
 
Illness at school: If your child should become sick at school we will allow him/her to rest on one of our cots. If no 
improvement is seen, or a child has a temperature of 100 or greater, we will notify you using the telephone 
numbers provided on your child’s emergency card. Please keep the emergency card up to date.  
 
If you are planning an extended family trip (2 or more days), contact the classroom teacher and office to notify in 
advance of your plans. You will need to receive school work in advance and return work completed upon arrival 
back to school. PLEASE TRY TO ARRANGE TRIPS OVER SCHOOL SCHEDULED HOLIDAYS. 
 
If a child is absent from school for more than 15 consecutive days as the result of a serious accident or illness, 
he/she may be eligible for homebound instruction. Contact the principal for more information. 
 
Absence Letters are sent to families of students who are absent 15 days, 20 days, 25 days, and 30+ days. These 
letters are required by law, and contain information on additional resources that may be available to help 
chronically absent students have more consistent attendance at school. 
 
Tardy Students must report to the office before going to their classrooms.  
 
TESTING OPT-OUT 
Parents wishing to opt-out of state testing should contact the Principal to ensure proper protocol is followed.  

 
BUS ROUTES 
Bus routes and approximate pick up or drop off times can be obtained by calling the bus garage at 218-380-0191. 
Pick up times vary, especially as the weather changes. Be sure to have your child waiting at the designated location 
several minutes prior to the scheduled time. Our buses cannot wait for late students. It is helpful to have a name 
tag on early elementary students for the first several days of school to help the driver learn your child’s name. 
 
If you have a complaint with the activities on a bus route, contact the Director of Transportation, 4.0 Bus Services 
at 218-380-0191 or the Principal.  

 
TEACHER & ADMINISTRATION CONTACTS 
The best time to talk to your child’s teacher is between 7:50-8:05 am and 3:20-3:35 pm or on Friday during the 
staff day. You may call at other times and leave a voicemail for the teacher, however, please know that teachers 
usually do not check their messages until school dismisses. Unless it is a known emergency, teachers are not 
expected to answer the phone when students are in the classroom. We also encourage you to email your child’s 
teacher with any concerns or questions if that is a comfortable form of communication for you.  
 
If you have any questions about school or issues concerning your child at school, call or email your child’s teacher. 
Your child’s teacher is the closest person to your child at school and is the first person to be contacted. If after you 
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talk to your child’s teacher and you still have questions or concerns, please contact the Principal. If you still feel 
that your questions or issues are not resolved, please contact the Superintendent.  

 
CLASSROOM VISITS 
You are encouraged to visit your child’s classroom. We consider your visits to be an indication of your interest in 
your child and his/her school. As a matter of courtesy, it is expected that arrangements for the visit will be made 
beforehand with your child’s teacher. Please check in at the office to obtain a visitor’s pass.  

 
STUDENT GUESTS  
Students occasionally ask to bring cousins and friends to school for the day. This can be disruptive to the students 
and to the class. Therefore, we generally do not allow special guests in school. 

 
BIRTHDAYS  
Birthdays are a special time. In school, please check in advance with the teacher if you wish to bring treats. Due to 
allergy and food safety requirements, policy requires that birthday treats must be store bought, not homemade.  

 
PARTY INVITATIONS 
If you are having a birthday party at home, please mail the invitations or phone parents, unless you are inviting the 
entire class. We have hurt feelings if invitations are passed out in school and some children are excluded. 
Arrangements for transportation should not include the use of school buses to transport multiple students to a 
home for a party (There may not be room on a bus to accommodate a large increase in riders.) 

 
FOOD SERVICE PRICES (2025-26) 
The Minnesota Free School Meals Program provides state reimbursement to schools that participate in the 
National School Lunch Program and School Breakfast Program so that students can have one breakfast and one 
lunch at no cost at school.  
 
The approved cost for breakfast/lunch is as follows: 
 

Regular price student lunch: First Meal Free, additional for purchase 

Regular price breakfast: First Meal Free, additional for purchase 

Milk: First Carton Free, additional for purchase 

Adult breakfast:  $2.40  

Adult lunch: $5.00 

 
RECESS - WEATHER GUIDELINES 
All grades have 30 minutes of outdoor recess before lunch when weather allows. Students should always have 
clothing appropriate for outside weather at school. Weather often changes during the school day. Students should 
be dressed appropriately for the weather. Staff will check the current temp and wind-chill prior to recess to 
determine if the students will be going outdoors. Most days we will be outside even in the winter. 

●​ We will use The Weather Channel and the National Weather Service to make the decision. 
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●​ We will hold indoor recess when the temperature is at 0 degrees or below and a windchill of -5 or below. 
We measure this by the wind speed compared to the temperature. 

 
Two examples (use the National Weather Service Chart below): 
1. If it's 10 degrees outside with a wind speed of 10, it puts us at a -4. Because we're over 0 and under -5, we'd be 
outside for recess. (See chart below) 
2. If it's 0 degrees outside and we have a wind speed of 5, that puts us at -11 and we'd be inside for recess. (See 
chart below) 

 
 

DAILY SPECIALISTS’ SCHEDULES 
Click here to view the Daily Specialists' Schedules 

 
STUDENT’S MESSAGES/CHANGE OF PLANS 
Calling the school to change your child’s after school plans should only be done in the event of emergencies. Plans 
should be made prior to the start of school. Please know that because of the number of phone calls and situations 
that office staff and teachers (and substitute staff) are responding to on a daily basis, it can happen that changes 
during the school day about after school plans can become very confusing for your child, staff and bus drivers.  

 
CONFERENCE NIGHTS 
South Terrace Elementary School will have two in person conference days and then additional flexible 
communication days. 

Fall: IN PERSON CONFERENCE DATE: 10/9/25 
Spring: IN PERSON CONFERENCE DATE: 2/12/26 

 
During conferences, you will be updated on your child’s progress and performance in class and on standardized 
tests. Conferences may be scheduled throughout the year by parent or teacher. Please call to schedule a 
conference any time you need to meet with the classroom teacher or other staff members. We will also call you if 
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we feel a meeting is necessary. Conferences need to be scheduled in advance. This will allow you and the staff to 
meet without interruptions and limits the interruptions that may occur for classes as well. 

 
APPROPRIATE CLOTHING 
We like our students to wear comfortable, neat and weather appropriate clothing. Our building is kept cool in early 
fall and late spring, so it is a good idea to send an extra sweatshirt or sweater. Please label all clothing items. At 
least a light jacket or sweatshirt is needed nearly year round on the playground or for outside gym classes. In the 
winter, we require that students wear hats, mittens, gloves, winter coats, snow pants/snow suits, and boots on the 
playground. Please make sure that your child is dressed appropriately for the weather. 

 
FOOTWEAR 
Tennis shoes are required for gym class. It is suggested that students’ have a pair of shoes that can be left at school 
just for gym. This pair of shoes should have non-marking soles. Flip-flops, sandals, open toe or heeled shoes pose 
a safety issue and are not approved for use in school. 
Skateboards, wheeled shoes, rollerblades, or other wheeled items are prohibited at school and on the school 
buses unless they are used AND approved by the school and staff for specific instructional purposes. 

 
GUM  
Gum will not be allowed at school, unless use is approved by the classroom teacher. Inappropriate use of gum can 
result in loss of privileges to chew gum at school. 

 
LOST AND (BUT NOT) FOUND 
Students often ‘lose’ clothing and other items at school. Proof exists in our mounds of sweaters, mittens, hats, and 
shoes that accumulate throughout the year. Please label all items that are brought to school. Lost and found items 
will be on display each conference day and/or school community events. In addition, you are welcome to check for 
a missing item at any time.  

 
PLEDGE OF ALLEGIANCE 
Minnesota Statutes 121A.11 mandates that the Pledge of Allegiance be recited once a week in public schools. 
“Anyone who does not wish to participate in reciting the pledge of allegiance for any reason may elect not to do 
so. Students must respect another person’s right to make that choice.”  

 
MANDATED REPORTING - POLICY 414 
All school personnel are legally required to immediately report any suspected child neglect, physical abuse, or 
sexual abuse. “Immediately” means as soon as possible, but no later than 24 hours after becoming aware of the 
concern. Reports must be made to the appropriate local welfare agency, law enforcement, or the Minnesota 
Department of Education. 
School staff who fail to report suspected maltreatment may face criminal penalties and employment discipline. 
The school district protects employees who report in good faith from retaliation. 
Investigations of reported abuse or neglect are conducted by the proper authorities and may include interviews on 
school property. The school will notify parents about incidents that may involve maltreatment unless the 
investigation requires confidentiality. 
All reports and related records are kept confidential and only shared as required by law. This policy is reviewed 
annually and training is provided to ensure all school staff understand their legal responsibilities. 
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MONEY/VALUABLES/TOYS 
Students are discouraged from carrying money during school. If they need to have money, please put it in an 
envelope with their name on it. This should be given to the teacher for safekeeping during the day. Valuable items, 
such as jewelry, computer games, musical devices, phones, toys, etc. should not be brought to school. If you feel 
your child must have a cell phone, the phone must be turned off and kept in their locker for the entire day. Please 
refer to the cell phone policy later in this handbook. The school is not responsible or liable for loss or damage to 
personal property of the student, this includes on the school bus. 

 
PARENT PORTAL 
The Carlton School District continues to strive to improve communication and parent involvement by offering a 
Parent Portal Web site via the Campus software system. The Parent Portal will allow families to view the progress 
of their student(s) at any time, from any computer that has Internet access. Parents can view attendance and 
academic information and make online food service payments. Parents can also update their contact information 
for school closings and important school related messages.  
 
Parent Portal can be accessed off of the main Carlton School District website or by following this URL: 
https://arcc.infinitecampus.org/campus/carlton.jsp. You can log in using your provided username and password. 
After three (3) unsuccessful attempts, your login will be disabled. Contact Ina Kennedy if you need help desk 
support: (218)384-4225 x 111 or ikennedy@carlton.k12.mn.us. 

 
EMERGENCY SCHOOL CLOSINGS/EARLY DISMISSAL 
The Infinite Campus Messenger system alerts families of weather related events. Phone calls, texts, and emails will 
be automatically generated through our student management system. It is up to the families to notify office staff 
of any changes to contact information. 
 
Before School: During severe winter storms when the Superintendent deems it unsafe for our buses to run, school 
will be closed or will have a later starting time. Our official radio station for school closing is WKLK, 1230 AM in 
Cloquet and KDAL, 610 AM in Duluth. Please listen (DO NOT CALL THEM) any morning the weather looks severe. 
Or tune in to the multiple LOCAL TV Stations.  
 
During School: In the event of any school issues—such as power outages, water problems, or severe weather 
warnings—we will announce closings on the stations listed above. It is essential that you complete the school 
closing information on the back of your emergency card. This ensures your child knows where to go and that 
their teacher is aware of their destination in case of an early dismissal. 
Please note, elementary students will not be dropped off at a home if no one appears to be there. We kindly ask 
that you do not call the school to inquire about early dismissals, as this ties up phone lines and prevents us from 
reaching parents who may need urgent contact. 
If we are unsure where to send your child, we will contact you before dismissing students. 

 
DATA PRIVACY 
If your child is referred to special education for an assessment, the district will enter your child’s name and date of 
birth into the Minnesota Medicaid System to find out if your child is receiving Medical Assistance or Minnesota 
Care. If you do not want the district to enter your child’s name and date of birth into the Minnesota Medicaid 
System, please inform Principal Solarz in writing that you do not want the district to check the Medicaid System.  
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HEALTH INFORMATION 
 
WELLNESS POLICY 
At South Terrace, we are deeply committed to supporting the health and wellness of every student. As part of our 
district-wide wellness policy, we strive to promote lifelong healthy habits that help children grow, learn, and 
thrive—both in and out of the classroom. You can access any of our policies on our school board page website: 
https://www.carlton.k12.mn.us/page/board-of-education  
To support these efforts, we are asking for your partnership in a few important areas that we feel need to be 
addressed currently: 
Healthy Snacks and Beverages 
We encourage families to send nutritious snacks with students—think fruits, vegetables, whole grains, and items 
low in added sugars. Please do not send cookies or candy. Healthy snacks help fuel students’ learning and keep 
their energy levels steady throughout the day. 
Please note that we are asking all families to send only plain water in water bottles. Soda and energy drinks are 
not permitted at school. Water is the best choice to keep kids hydrated and focused. 
Daily Physical Activity 
We’re proud to offer 30 minutes of physical education class every day for all students in grades K–6. In addition, 
students enjoy 30 minutes of outdoor recess each day, weather permitting. These daily opportunities for 
movement are a vital part of your child’s health, helping them build strong bodies and better focus in the 
classroom. 
We believe that fostering a healthy environment at school works best when it’s supported at home. Thank you for 
helping us create a community where students can thrive physically, emotionally, and academically. 
If you have any questions or need suggestions for healthy snacks or lunches, feel free to reach out to your child’s 
teacher or the school office. 

 
MEDICATIONS/PRESCRIPTIONS 
Please follow Student Medication Policy 516 for medications. 

 
FOOD ALLERGY INFORMATION 
Food allergies have become a growing concern. Food allergies are very serious and can be life threatening. Strict 
avoidance of the food allergen is the only way to prevent a reaction. As parents, you may be asked to make certain 
accommodations if there is a student with a food allergy in your child’s classroom. Please be understanding in 
regards to these accommodations. The school nurse or classroom teacher will notify you if there are any concerns 
in your child’s room. Our goal is to create a safe and healthy learning environment for all of our students. 

 
ACCIDENTS AT SCHOOL 
If your child is seriously injured at school, you and the school nurse will be notified. If emergency treatment is 
needed and we cannot contact you, we will notify your family physician or take your child to the hospital. The 
school carries no insurance on students and is not responsible for accidental injuries.  
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SAFETY AND BEHAVIOR EXPECTATIONS 
DISCIPLINE 
Teachers are delegated the authority to maintain good order and discipline in each classroom and the school in 
general. Each teacher should take care of disciplinary problems as they arise, and the principal will be available 
when needed. Teachers are expected to notify families of their classroom behavior plans and will have one on file 
in the office. 

 
STUDENT EXPECTATIONS 
Be Kind 
Be Safe 
Be Respectful 
Be Responsible 

 
SCHOOL DISCIPLINE 
At South Terrace, we believe that learning how to build positive relationships, respect others, and contribute to a 
safe, supportive community is just as important as academic growth. When conflicts or challenges arise, we use 
restorative practices to help students understand the impact of their actions, repair harm, and restore trust. We 
value and rely on parental partnership in reinforcing these skills at home. 
 
While most situations are addressed directly in the classroom through teacher-led conversations, problem-solving, 
and skill-building activities, the office may become involved if a situation is more serious or if classroom 
interventions have not resolved the concern. When this happens, our focus will be on guiding the student to 
reflect, take responsibility, and make things right. Restorative responses may include, but are not limited to: 
guided reflection, restorative conversations, agreements to repair harm, in-school support, or—if 
necessary—more formal consequences in line with district policy. 
 
If your child’s behavior or choices result in office involvement, you will be notified by email and/or phone. Our 
hope is that this communication helps you continue the conversation at home and supports your child in learning 
and growing from the experience.  See Policy 506 for more information. 

 
PBIS- POSITIVE BEHAVIOR INTERVENTION STRATEGIES 
South Terrace Elementary is a PBIS school and will play a major role in school discipline. As such we will have 
common language and expectations for all parts of the school both inside and on the playground. While PBIS 
focuses on dealing with problems in a positive light, it also focuses on data collection of where issues are taking 
place, how frequently, and who is involved. “Majors” are offenses committed by students that would be reported 
to the principal immediately. “Minors” will be dealt with by teaching staff and paraprofessionals. If similar “Minor” 
behaviors continue, at a rate set by the staff of South Terrace the infractions could lead to receiving a “Major” and 
being reported to the principal. 
 
The main goal of PBIS is to create a uniform system for discipline, to remain consistent in dealing with behavior 
issues, and to teach students how to treat one another with respect and safety. 

 
EXPECTATIONS FOR THE PLAYGROUND 

1.​ Play in a fair and safe manner. 
2.​ Respect one another. 
3.​ Respect and obey all adults. 
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4.​ Stay in designated areas. 
5.​ Fighting, (kicking, hitting, physical or verbal teasing/bullying, etc.) swearing, and throwing dangerous 

objects (snowballs, rocks, dirt, sand, gravel, ice, mud, sticks, etc.) are not permitted. 
6.​ Line up promptly to go inside. 

 
The following activities/items are not safe and should not be done/brought on the playground at anytime: 

1.​ King on the hill​ ​ ​ ​ ​ 6. Hockey pucks 
2.​ Camel Fights​ ​ ​ ​ ​ 7. Baseball bats 
3.​ Crawling/walking up the slide​ ​ ​ 8. Hard baseballs 
4.​ Leaving the playground without permission​ 9. Skateboards/rollerblades/wheelies/etc. 
5.​ Tackle Football  

 
(If the rules of touch football are not followed by multiple students, on a regular basis, and students are 
repeatedly getting hurt; the only football that will be allowed will be 4-Down Football) 
 
*Playground activities can be changed or stopped at any time if they are deemed to be a safety concern. 

 
PLAYGROUND EQUIPMENT GUIDELINES 

1.​ No pushing students on the regular swings. Wait until the swing stops before getting off (no jumping off of 
swings). 

2.​ While sliding: wait until the person in front of you has finished sliding and has cleared the area before you 
go down the slide. No pushing or taking “cuts” while waiting for your turn. 

3.​ No standing or sitting on the very top of the playground equipment. 
4.​ Do not jump off of the higher equipment. 

 
Consequences for students not following these rules/guidelines: 
May be talked to, sent to the school wall, or in immediate safety or dangerous situations may be sent directly to 
the office to talk to the Principal. Playground supervisors and classroom teachers will also communicate with 
students and parents as needed about playground issues.  

 
BUS SAFETY -  
PROTECT YOUR RIDING PRIVILEGE FOLLOW THESE SCHOOL BUS SAFETY RULES 

RIDING THE SCHOOL BUS IS A PRIVILEGE NOT A RIGHT. IF THIS PRIVILEGE IS ABUSED, IT MAY BE LOST! 
1.​ Be on time, keep the bus on schedule 
2.​ Obey the driver’s instructions 
3.​ Keep your head, arms and hands inside the bus and to yourself 
4.​ Remain seated at all times when the bus is moving 
5.​ Be courteous! No profane language 
6.​ Work together to keep your bus clean and safe 
7.​ No animals or hazardous objects allowed on the bus 
8.​ Ice skates that need to be transported on the bus for PE or after school open skating, must be transported 

in a durable bag or backpack or the skates will not be allowed on the bus 
9.​ Keep the noise level down 
10.​Please only carry items that will fit into a backpack onto the bus 
11.​ If you must cross the street: Walk in front of the bus and wait for directions from the driver 

Note: Bus drivers must report all students who disobey the rules to the Transportation Director and Principal. 
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Consequence Guidelines to Consider: 
1ST Written Report-discuss with the student 
2nd Written Report-discuss with the student, parent called, report sent home, deny riding the bus two days 
3rd Written Report-discuss with student, parent called, report sent home, deny riding the bus one week, 
conference before reinstatement with parent, student, superintendent, bus driver, bus supervisor 
4th Written Report-deny riding the bus one month, immediate conference with parent, superintendent, and bus 
driver 
5th Written Report-deny riding bus indefinitely, parent/guardian must come before the school board, and the 
student will lose bus privileges for a minimum of two months. 
 
Severe Clause: In case of severe disruption immediate suspension may be determined necessary. Incidents of this 
nature will be decided upon after consultation with the bus driver, bus supervisor, and principal or superintendent. 
Riding privileges will be suspended indefinitely. Administration will determine whether riding privileges will be 
reinstated/ suspended for the remainder of the school year. 

 
CELL PHONE EXPECTATIONS 
Student cell phone activation will not be allowed during the school day without prior permission of an adult for a 
very specific purpose. Cell phones must be kept in student lockers. No checking voice messages, text messages, 
playing games, etc. in the classroom. Cell phones will not be allowed to cause student distractions or classroom 
distraction of any sort. The district is not responsible for stolen or misplaced cell phones. It is strongly 
recommended that student cell phones be left at home.  
 
Consequences for not following cell phone rules may include having an adult take the cell phone to the office and 
the parent or guardian will need to retrieve the cell phone. 

 
TEACHER REQUESTS 
Teacher requests need to be in by May 1st of every school year for the next year. The following are also used as 
guidelines for teacher requests. Requests should not be done every year, but when there is an actual need or 
reason, including if the teacher is a family relative, or neighbor. A perception of one teacher being better than 
another will not be processed as a reason for a teacher request.  

1.​ All requests will be considered, but not guaranteed, reasoning is a part of the decision. 
2.​ Requests shall be made with the principal in writing by May 1st. 
3.​ Requests should come with a reason for the request.  

 
IMPORTANT DISTRICT POLICIES 

 

All school board policies are posted to the Carlton website as updated by the school board. The following policies 
are condensed for general informational purposes. Please see the full version of each policy under the district 
policies link at https://www.carlton.k12.mn.us/page/policies 

 
STATEMENT OF NONDISCRIMINATION 
It is the policy of the ISD 93 to comply with federal and state law prohibiting discrimination and all requirements 
imposed by or pursuant to regulations issued thereto, to the end that no person in the school district shall on 
grounds of race, color, creed, religion, national origin, sex, marital status, parental status, age, status with regard to 
public assistance, disability, sexual orientation, including gender identity and expression,or age be excluded from 
participation in, be denied the benefits of, or be otherwise subjected to discrimination under any education 
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program, or in employment, or recruitment, consideration or selection, therefore, whether full time or part time 
under an education program or activity for which the school district is responsible. 
 
The Carlton School District has designated the following individuals to coordinate compliance with Section 504 of 
the Rehabilitation Act of 1973, and Title IX of the Education Amendments of 1972.  
 

Title IX Coordinator 
Mark Messman 384-4225 x 113, mmessman@carlton.k12.mn.us  
PK-12 504 Coordinator 
Kari Solarz, 384-4225 x 212, ksolarz@carlton.k12.mn.us  

 

413: HARASSMENT AND VIOLENCE 
The policy of the school district is to maintain a learning and working environment that is free from harassment 
and violence on the basis of race, color, creed, religion, national origin, sex, age, marital status, status with regard 
to public assistance, sexual orientation, or disability. The school district prohibits any form of harassment or 
violence on the basis of race, color, creed, religion, national origin, sex, age, marital status, status with regard to 
public assistance, sexual orientation, or disability.​ ​   

 
501: WEAPONS  
Possession of a firearm or other weapon on one’s person, or in an area subject to one’s control, on any school 
property (including transportation), or off school grounds at any school related activity, will result in the 
immediate expulsion of the student. As per state statute, a school board must expel for a period of at least one 
year a pupil who is determined to have brought a firearm, or other weapon to school; except that the board may 
modify this expulsion requirement for a student on a case-by-case basis. 
“Weapon” means any firearm (whether loaded or unloaded), any device or instrument which through its use is 
capable of threatening or causing injury or great bodily harm Examples shall include, but not limited to guns 
(including pellet guns and look-alikes), all knives, martial arts instruments, mace, explosive devices, ammunition, 
or any device or instrument designed as a weapon. 
A student, who finds a weapon on the way to school or in the school building and takes the weapon immediately 
to a school office, shall not be considered in possession of a weapon. 

 
503: STUDENT ATTENDANCE  
Carlton School District has adopted the following student attendance policy for students in grades kindergarten 
through twelfth grade:  

1.​ Students are expected to attend school on a regular basis in order to be successful in their academic 
schedules and also to become familiar with the requirements of future employment 

2.​ The district is aware that there are many situations that may necessitate absences, such as medical 
emergencies, chronic illnesses, family crisis, and other unusual circumstances. Every effort will be made to 
work with families in these situations to ensure the child has educational support to achieve success. The 
“awareness provision” is designed to monitor and separate valid absences from school, or is neglectful in 
their duties to ensure an education for their children. 

3.​ The following are considered as valid student excuses: 
​ Doctor’s written excuse regarding illness 
​ Medical appointments 
​ Court appearance 
​ Funerals 
​ School functions 
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​ Suspensions 
​ Student being sent home by school nurse 
​ School sponsored extracurricular activities 
​ Pre-approved absences with teacher/principal 

4.​ In addition to the above valid excuses, a maximum of four (4) parental written excuses will be considered 
as valid. 

 
CARLTON COUNTY TRUANCY PROCEDURES 
1.​  Three unexcused or a combination of eight total unexcused/excused absences 

●​ Initial letter of notification sent to parents by school officials 
2.​ Five unexcused or a combination of ten total unexcused/excused absences 

●​ Referral sent to the Truancy officer, the district Truancy Officer may take the following actions (in 
cooperation with school administration); 

●​ Meet with the student and /or parent/guardian to explain Minnesota State attendance laws and 
consequences 

●​ Sign an individual attendance contract with student and/or parent(s) 
●​ Contact and arrange assistance for family with any needed support services (i.e.: social worker, 

school nurse, school counselor) 
3. Seven unexcused absences or more, referral to Carlton County District Attorney (Habitual truant under 
Minnesota Statute 260C.007 sub 19) 

●​ Truancy Petition filed with Carlton County Attorney 
●​ District Attorney will file as a child in need of protection with District Court 
●​ Depending on the age of the student, District Attorney, Truancy Officer, and Carlton ​ ​

County Human Services will make a determination whether or not it is a case of truancy ​​
or educational neglect 

 
EXCESSIVE EXCUSED ABSENCES  
Students and parents/guardians must understand that each school has the right to not give credit or promote to 
the next grade due to inadequate seat time. It must also be understood that each school reserves the right to 
request a physician’s notes for a student who has had excessive excused absences.  

 
504: WEARING OF OFFENSIVE CLOTHING/OBJECTS 
The policy of the school district is to encourage students to be dressed appropriately for school activities and in 
keeping with community standards. This is a joint responsibility of the student and the student’s parent(s) or 
guardian(s). 
 
Students wearing t-shirts, or other clothing and/or objects which are deemed inappropriate or offensive by school 
administration (principal, administrative assistant, superintendent) will be sent home from school or until the 
inappropriate/offensive item has been removed or changed. These clothing items would include but are not 
limited to: 

1.​ Short shorts, skimpy tank tops, tops that expose the midriff and other clothing that is not in keeping with 
community standards. 

2.​ Clothing which bears a message which is lewd, vulgar or obscene. 
3.​ Apparel promoting products or activities that are illegal for use by minors. 
4.​ Objectionable emblems, signs, words, objects, or pictures on clothing communicating a message that is 

racist, sexist or otherwise derogatory to a protected minority group. 
5.​ Any known gang related apparel/objects. 
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514: BULLYING PROHIBITION 
An act of bullying, by either an individual student or a group of students, is expressly prohibited on school district 
property or at school-related functions. This policy applies not only to students who directly engage in an act of 
bullying but also to students who, by their indirect behavior, condone or support another student’s act of bullying. 
This policy also applies to any student whose conduct at any time or in any place constitutes bullying that 
interferes with or obstructs the mission or operations of the school district or the safety or welfare of the student, 
other students, or employees. The misuse of technology including, but not limited to, teasing, intimidating, 
defaming, threatening, or terrorizing another student, teacher, administrator, volunteer, contractor, or other 
employee of the school district by sending or posting e-mail messages, instant messages, text messages, digital 
pictures or images, or website postings, including blogs, also may constitute an act of bullying regardless of 
whether such acts are committed on or off school district property and/or with or without the use of school 
district resources.  

 
520: STUDENT SURVEYS 
Occasionally the school district utilizes surveys to obtain student opinions and information about students. The 
purpose of this policy is to establish the parameters of information that may be sought in student surveys. Surveys 
will be administered anonymously and in an indiscernible fashion.  

 
524: INTERNET ACCEPTABLE USE AND SAFETY 
This section of the policy deals with the consequences with the misuse or inappropriate use of the internet or 
school computers. 
 
USE OF SYSTEM IS A PRIVILEGE: The use of the school district system and access to use of the Internet is a 
privilege, not a right. Depending on the nature and degree of the violation and the number of previous violations, 
unacceptable use of the school district system or the Internet may result in one or more of the following 
consequences: suspension or cancellation of use or access privileges; payments for damages and repairs; discipline 
under other appropriate school district policies, including suspension, expulsion, exclusion, or termination of 
employment; or civil or criminal liability under other applicable laws. 

 
525: VIOLENCE PREVENTION 
This policy is to recognize that violence has increased and to identify measures that the school district will take in 
an attempt to maintain a learning and working environment that is free from violent and disruptive behavior. In 
general, the school district is to enforce its weapons policy and act promptly in investigating all acts, or formal or 
informal complaints of violence. This would include periodic review of discipline policies and implement approved 
violence prevention strategies. 

 
526: HAZING 
This policy is to maintain a safe learning environment for students and staff that are free from hazing. Hazing 
activities of any type are prohibited at all times. No student, teacher, administrator, volunteer, contractor, or other 
employee of the school district shall plan, direct, encourage, aid, permit, condone, or engage in or tolerate hazing. 
This policy applies to behavior that occurs on or off school property and during and after school hours. 
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529: STAFF NOTIFICATION OF VIOLENT BEHAVIOR BY STUDENTS 
The purpose of this policy is to address the circumstances in which data should be provided to classroom teachers 
and other school staff members about students with a history of violent behavior. Notification of violent behavior 
will be communicated with assigned classroom teachers if such acts against others, including staff, have occurred 
in the same year or previous year of school. 

 
SOUTH TERRACE SCHOOL SONG 

We are the bulldogs, the mighty mighty bulldogs 
We laugh and we smile everyday… 
RUFF RUFF 
We take pride in our school, 
Because we know it’s cool, 
Shout it from the rooftops, HURRAY! 
P...R…IDE 
Go Bulldogs! 

 
YOUNG BULLDOG PLEDGE 
As a South Terrace Elementary School Student, 
I promise to respect all people and property, 
To be responsible and do my best at all times,  
To recognize the rights of others,  
the differences between right and wrong,  
and the achievement of a job well done! 
 
 
 
 
 
 
 
IN CLOSING 
We are excited for a safe, supportive, and successful school year together! Thank you for partnering with 
us in your child’s learning journey. Please be sure to sign and return the acknowledgement form on the 
next page to the school office within the first week of classes. 
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Acknowledgement Form 
We believe that a strong school community is built on communication and shared expectations. Please 
review this handbook together as a family. Then, sign and return this page to confirm you’ve read and 
understand the information. 
 
Parent/Guardian Name (print): _________________________________________________ 

​

 Signature: _________________________________________________ Date: ___________ 

 

Student Name (print): ________________________________________________________ 

​

 Signature: _________________________________________________ Date: ___________ 
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STATEMENT OF NON-DISCRIMINATION  
It is the policy of ISD #93 to comply with federal and state law prohibiting discrimination and all  requirements imposed by or 
pursuant to regulations issued thereto, to the end that no person  in the school district shall on grounds of race, color, national 
origin, creed, religion, sex, marital  status, age, status with regard to public assistance, or disability be excluded from 
participation  in, be denied the benefits of, or be otherwise subjected to discrimination under any education  program, or in 
employment, or recruitment, consideration or selection, therefore, whether full   
time or part time under an education program or activity for which the school district is responsible. The following persons 
have been designated to handle inquiries regarding the non-discrimination policies: 
 

Human Rights Officer 
Mark Messman 
Superintendent 
mmessman@carlton.k12.mn.us 
(218) 384-4225 

504 Coordinator 
Mark Messman 
Superintendent 
mmessman@carlton.k12.mn.us 
(218) 384-4225 

Title IV Coordinator 
Mark Messman 
Superintendent 
mmessman@carlton.k12.mn.us 
(218) 384-4225 

 
DISTRICT PHONE NUMBERS:  

Superintendent Office:   384-4225 *113  
High School Office:   384-4225 *130 
South Terrace:    384-4225 *210 
Bus Garage:    218-380-0191 
Custodians:    384-4225 *117 
Community Education:   384-4225 *213 

 

General Information  
WELCOME TO CARLTON HIGH SCHOOL  
Dear Students and Parents:  
Welcome to the Carlton High School 2025-26 school year! The guidelines set forth by the student handbook promote the 
common understanding essential for a positive and productive school experience. The Carlton education team looks forward 
to assisting students in fulfilling their educational goals. Students can benefit from everything Carlton High School has to offer 
by actively engaging in courses, clubs, programs and extracurricular and co-curricular opportunities. The administration, 
faculty and staff welcome the opportunity to support student success throughout their academic career. Please feel 
encouraged to contact the school with any questions (218) 384-4225. Parents, students and the community can also check our 
Website: www.carlton.k12.mn.us. The administration strongly recommends school families review together and keep it as a 
reference during the school year. Thank you for your partnership as we continue to strengthen the Carlton School Community.  

ISD #93 CARLTON MISSION STATEMENT AND VISION  
Our mission is to educate, empower and inspire all learners. 

We will be recognized for:  
1. Real World Authentic Opportunities 
2. Voice and Choice 
3. Community Partnerships 
4. Welcoming, Inclusive, Safe, and Secure Environment 
5. Student and Staff Growth 
6. Strong Fiscal Management 
Priorities:  
1. Employee support and professional development  
2. Mental Health support, climate, culture, and accountability  
3. Make improvements to facilities while developing larger facility goals  
4. Communication, marketing, and public relations  
5. Academic Excellence 
6. Applied Learning Academy Opportunities 
7. Implementing a Successful 4 Day School Week 

mailto:mmessman@carlton.k12.mn.us
mailto:mmessman@carlton.k12.mn.us
mailto:mmessman@carlton.k12.mn.us
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CLASS / PASSING SCHEDULE 
DAILY SCHEDULE      

8:00    1st Bell 
8:05-9:01   1st Hour Class 
9:05-10:01   2nd Hour Class 
10:05-11:01   3rd Hour Class 
11:02-11:32   Jr High Lunch 
11:34-12:30   Jr. High 4th Hour Class 
11:03-11:59   Sr. High 4th Hour Class 
12:00-12:30   Sr. High Lunch 
12:34-1:30   5th Hour Class 
1:34-2:30   6th Hour Class 
2:34-3:30   7th Hour Class

AFTER SCHOOL HOURS  
Students are not to be at school after hours unless they are here for a specific purpose under the direct supervision of an 
advisor. This also applies to before 7:45 AM.  

ANNOUNCEMENTS  
Announcements must be submitted to the office prior to 8:30 AM to go on the daily announcements. Daily 
announcements will be displayed on school LCD screens and shared electronically via Schoology.  

BUSSING  
Any changes in daily bus riding must contact the high school office by 1:30  

DANCES  
Senior high dances (grades 9-12) Junior high dances (grades 7-8)  

• Any visitors must be signed up (in advance) in the high school office.  

• Doors close at 10:00 PM! (NO ONE will be admitted after 10:00 PM)  

• Once you have paid, you are to stay in the dance. Students will not be allowed to reenter the dance after leaving.  

• If a chaperone has any trouble with students drinking, using drugs, etc., or other illegal behavior, the sheriff’s 
department and parents will be immediately contacted.  

• Dances will run from 8:30-11:30 PM, unless otherwise scheduled.  
Any Carlton student wanting to bring a guest to any school dance will need to get a permission slip from the advisor of the 
event. The guest needs to be in good standing at the high school they attend and signed by that school 
administration/counselor. No guest will be allowed to attend a Carlton dance that has graduated from high school. This 
policy may be changed at the discretion of the principal.  
*Students with unserved detention time may not be admitted to school dances, at the discretion of the Principal.  
DATA PRIVACY  
If your child is referred to special education for an assessment, the district will enter your child’s name and date of birth 
into the Minnesota Medicaid System to find out if your child is receiving medical assistance or Minnesota Care. If you do 
not want the district to enter your child’s name and date of birth into the Minnesota Medicaid System, please contact 
Carlton High School at 384-4225 and communicate your request to the high school principal.  

EMERGENCY SCHOOL CLOSING/EARLY DISMISSAL  
Before School: During severe winter storms when the superintendent deems it unsafe for our buses to run, school will be 
closed or will have a later starting time. Our official radio station for school closing is WKLK, 1230 AM in Cloquet. Please 
listen (DO NOT CALL THEM) any morning the weather looks severe. If we are having any problems at school (power 
outage, water problems, etc.) we will announce closing or delays on the above-mentioned radio station. Infinite Campus 
Messenger will also call, text and/or send you an email. 
During School: When serious storms develop during the school day and the superintendent feels it would be better to 
send students home early, we will send out an Infinite Campus Message Alert. We will also have the radio stations 
announce the closing. The same will occur if we need to close due to other problems such as power or electrical failures. IT 
IS CRUCIAL THAT YOUR CHILD KNOW WHERE TO GO IF THIS SITUATION ARISES so that we are not sending the child to a 
locked or empty house. If the weather looks threatening and no one is home, discuss with your child ahead of time a safe 
alternative plan if no one will be home. Please do not call the school to see if we are letting out early. This ties up phone 
lines and we are unable to call parents of children who may have concerns.  
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FEES   
(*May be updated or adjusted - Please refer to Activities Director or Business Office for Official Costs/Fees)  

Athletic:   

• Grades 6-8 - *$70.00 per sport with a cap of $175.00 per child, per year.  
• Grades 9-12 - *$100.00 per sport with a cap of $250 per child, per year.  

• Students with free/reduced lunches pay ½ price for sports fees. All sport fees need to be paid in full by the first game 
of each season. Anyone with an outstanding sport fee will not play until the fee is paid. Anyone who can’t make a 
timely payment should contact  the AD or principal.  

Band:  

• Wrenshall rules and fees will apply here  
Chromebooks:  

• $45 Optional Insurance to cover accidental breakage and Chromebook Charger  
Co-Curricular:   
• Activities/Clubs included, but not limited to: Play, Robotics, Math Team, Knowledge Bowl 

• Grades 6-8- $20  

• Grades 9-12- $30  
Families are encouraged to pay fees through the Parent Portal or by check to the high school office.  All cash payments 
require a receipt from the high school office.  
ONLINE PAYMENTS  
Parents can make online payments for athletic fees, course fees. Families are encouraged to pay fees through the parent 
portal or by check to the high school office. All cash payments require a receipt from the high school office. 

FIRE DRILLS  
Fire drills will take place periodically. Leave the room quickly, quietly, and in good order. Leave the building by the route 
indicated on the instruction sheet for the particular room from which you are evacuating.  

GUIDANCE PROGRAM  
The school counseling program is set up for the purpose of giving the student help in planning his/her high school 
program, to give aid and encouragement in choosing and planning a vocation, and to assist the student in countless other 
matters. Whenever you want to talk with someone about anything that troubles or bothers you, the counselor is available 
to help you try to find an answer to your questions. Your contact with the counselor will be private and matters brought to 
his/her attention will be treated with strict confidence.  
ILLNESS AT SCHOOL  
Should a student become ill while at school and be unable to attend classes, the student is to report to the high school 
office for referral to the nurse. Under no circumstances should a student leave for home without checking out through the 
office. If this procedure is not followed it will be considered an unexcused absence.  

LOCKERS  
Each student is assigned a locker. Students are to use only the locker assigned. The student who is assigned to a locker is 
responsible for keeping his/her locker orderly and neat. The school is not responsible for any valuables which are placed 
in the lockers and are lost. Locks are recommended.  Locker posters are to be of good taste. The school may hold locker 
inspections for safety reasons. Students may ONLY use school locks. The cost is $5 – reimbursed at the end of the year.  
*Students who fail to clean their lockers or have damaged the lockers may be assessed a fee.  

LOCKER POLICY  
It is the policy of the State of Minnesota, and therefore, the Carlton Public Schools, that school lockers are the property of 
the school district. At no time does the school district relinquish its exclusive control of the locker provided for the 
convenience of students. Inspection of the interior of lockers may be conducted by school authorities for any reason, at 
any time, without notice, without student consent, and without a search warrant. The personal possessions of students 
within a school locker may be searched only when school authorities have a reasonable suspicion that the search will 
uncover evidence of a violation of law or school rules. As soon as practicable after the search of a student’s personal 
possessions, the school authorities must provide notice of the search to the students whose lockers were searched unless 
disclosure would impede an ongoing investigation by police or school officials.  
Policy 502: Search of Student’s Lockers  
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This is a shortened version of the unabridged policy which may be found on the school’s website under School District 
Policy 500 Series.  

LOST AND FOUND  
Lost and found is located in the high school office. Report any loss of articles and valuables to the high school office. The 
lost and found will be emptied quarterly.  

MEDICATIONS/PRESCRIPTIONS  
If your child needs to take a non-prescription medication, you MUST:  

• Send the medication in the original bottle.  

• Send a note with the parent's signature requesting the school to give the medication. If the student needs Tylenol or 
Ibuprofen, the student can keep it in their lockers in the original bottle.  

If your child needs to take prescription medications, you MUST:  

• Send a written order from our doctor.  

• Send a note with the parent's signature requesting the school to give the medication in a pharmacy container.  

MOTOR VEHICLE PARKING  
Any student who must drive a motorized vehicle to school is to park his/her vehicle when he/she arrives at school and 
leave it parked until school is dismissed for the day, unless specifically approved by the student’s parents/guardians.  
Students are not permitted to drive cars during the noon hour nor ride with friends without administrative approval. 
Students are not permitted to bring other students with them over the noon hour without permission of school 
administration. Students are not encouraged to drive to school, but those who must, are encouraged to park on black top 
on the north side of the school in designated areas.  

PARENT PORTAL  
Parent portal allows families to view the academic progress of their student at any time, from any computer or mobile 
phone with internet access. To access the parent portal, please refer to the school website: www.carlton.k12.mn.us  

PLEDGE OF ALLEGIANCE  
Minnesota Statutes 121A.11 mandates that the Pledge of Allegiance be recited once a week in public schools. Anyone who 
does not wish to participate in reciting the Pledge of Allegiance for any personal reason may elect not to do so. Students 
must respect another person’s right to make that choice.  

TELEPHONE  
The telephone in the high school office must be kept available for school matters. Permission to use school phones will be 
granted only as a matter of necessity or urgency to call parents on school related matters. Students will be called from 
class for a phone call only upon parent request and when necessary. Cell phone calls home will be permitted with 
administration or office approval.  

VISITORS DURING THE SCHOOL DAY  
For the safety of our students, all persons who are non-registered students of Carlton Public Schools are required to check 
in at the office upon arrival in the building. All doors to the school will be locked throughout the day. Access to the school 
building during the school day will be through DOOR 1.  
To maintain an environment conducive to learning, students are not allowed to bring a visitor to school during the 
academic day. Exceptions may be made by the high school office for prospective students.  

 

ACADEMICS  
Any Updates or Revisions throughout the school year will be approved by the Counselor and HS Principal. 

GENERAL REQUIREMENTS  
• Credits earned in grades 9-10-11-12 are used for determining graduation.  

• A minimum of 23 credits are required for graduation.  

MINIMUM REQUIREMENTS – CREDITS  
ENGLISH: 4 credits – 1 credit each year  
English 9, 10, 11, 12 or College Comp/Advanced Composition 
SOCIAL STUDIES: 4 credits – 1 credit each year  
Civics;  Modern American History;   World History/Geography or College Western Civilization;   Govt/Econ… and Social 12  
or General Psychology. 
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MATHEMATICS: 3.5 credits are required in grades 9-12  
Algebra II, Geometry, Probability and Statistics and another full math credit is the minimum requirement. In addition to the 
high school credits, students must also complete an Algebra I credit by the end of eighth grade. 
SCIENCE: 3 credits are required in grades 9-12  
Physical Science, Biology, and either Physics or Chemistry.  
PHYSICAL EDUCATION – HEALTH  
.5 credit Health in grades 9-12  
1 credit Physical Education grades 9-12  
ART and THE ARTS 1 credit in grades 9-12  
Band, Visual Arts, Music, Media Arts 
ELECTIVES: 6 credits in grades 9-12  
Total Credits: 23 

GRADUATION CEREMONY:   
• Students attending the ALC, must have earned a minimum of 12 credits from CHS   

• 22 ½ credits must be completed before you are allowed to participate in graduation.  

Middle School – Required Classes and Credits  
Department        Grade 7       Grade 8 
English   1  1 
Social Studies  1  1 
Mathematics      1  1 
Science        1  1 
Physical Education     .5    .5 
Health     .5  NA 
Total:      (7)  (7)  

HIGH SCHOOL GRADING SCALE 
A+  100 
A 94 
 A - 90 
B+ 87 
B 84 
B- 80 
C+ 77 
C 74 
C- 70 
D+ 67 
D 64 
D- 60 

*Please note that college level courses are also given the same value as above.  

HONOR ROLL  
Honor roll will be calculated and published each quarter. An “A” Honor Roll student must have a term GPA of 3.75 or 
higher. A “B” Honor Roll student must have a term GPA of 3.0 or higher.  To be recognized a student must receive an 
overall GPA of 3.0. These will be posted at the time transcripts are provided from our local college partners.  
The following is the value of each letter grade:  
A+ = 4.33   C+ = 2.333   F = .00  
A = 4.00   C = 2.00  P = .00  
A-= 3.67   C-= 1.67  
B+ = 3.33   D+ = 1.33  
B = 3.00   D = 1.00  
B-= 2.67   D-= .67  
Transfer student credits will be evaluated by a counselor upon enrollment. 
Regardless of total credits, Carlton High School does not graduate students prior to May graduation date unless specified 
by special education services. 
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Transfer and homeschool students’ credits will be evaluated upon enrollment; a transfer student who has spent more 
time in the other school than at Carlton High School will have the credits evaluated according to the graduation 
requirements of Carlton High School and the previous schools attended. Homeschool students must be a full-time student 
at Carlton High School for three years to be considered for Valedictorian, Salutatorian, Honors of Distinction, or in the class 
rank. 
Exchange students who are participating in an approved program such as AFS, Youth for Understanding, etc. will receive a 
Certificate of Attendance upon successful completion of their senior year. No diploma will be awarded. 
An Individual Educational Program (I.E.P.) Limited English Proficiency (L.E.P.) plan, or Federal 504 Modification may modify 
requirements when individual student situations necessitate such modifications. 

Grading with Pass/No Pass  
Student Aide: A Junior or Senior student has the option to become a student aide, with teacher and guidance office 
approval. A student aide will be graded Pass or No Pass based on their participation as a student aide. A Pass will receive 
no point value toward a student’s GPA calculation, but will receive high school credit. A grade of NO Pass will not receive 
high school credit. A student aide may choose a no credit option. 

STUDENTS RECEIVING INCOMPLETES  
Any student with an incomplete at the end of the quarter will have until the mid-quarter of the following grading period to 
resolve the incomplete with the instructor. At mid quarter an unresolved incomplete grade will be calculated using the 
existing grades in the teacher’s campus gradebook. Students receiving incompletes will receive an academic plan from the 
teacher on what needs to be completed.  
Credit Recovery: Credit recovery courses are graded on the following scale.   

A+  100 
A  94 
A-  90 
B+  87 
B  84 
B-  80 
C+  77 
C  74 
C-  70 
D+  67 
D  64 
D-  60 
P  50 
F  0 

*A Pass/Fall can be given as a grade for credit recovery when agreed on by the Instructor and Student, or principal if 
needed.  

TESTING & ASSESSMENTS   
While the Minnesota Department of Education strives to ensure this testing schedule remains unaltered, it is subject to 
change based on assessment decisions made by the state or federal Legislature.   

• Minnesota Comprehensive Assessments (MCAs)  

• Minnesota Test of Academic Skills (MTAS)  

• ACCESS for ELLs 

• Alternate ACCESS for ELLs  

• MCA Reading grades 3–8 and 10  

• Mathematics grades 3–8 and 11 & 10th grade Science 

• MCA Science grades 5 & 8  
Minnesota Statutes, section 120B.31, subdivision 4a, requires the Minnesota Department of  Education (MDE) to publish a 
form for parents/guardians to complete if they refuse to have their  student participate in state-required standardized 
assessments. 
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OUTSIDE SCHOOL EXPERIENCES/COURSES CREDIT 
This policy provides guidelines regarding school credit for student experiences or courses taken outside the regular school 
day and /or school year. 

• No more than one (1) high school credit may be earned by a student during an academic year (i.e., no more than four 
(4) high school credits in four years). 

• Prior to the beginning of the experience or course, the student is to request approval from the department in which 
the credit is being considered by completing the appropriate form. Final prior approval from the building principal is 
required. 

• The written request will be approved or disapproved by the department head/representative after a decision within 
the department. After a department decision, the request must be forwarded to the building principal for final 
decision. 

• A completed copy of the form will be given to the student’s advisor and the Counseling Office by the department 
head/representative. 

• Credit is to be evaluated in relation to what a student would do in a regular CHS course. 

• No credit will be granted unless the proper procedure has been followed. 

• Courses/credits from the Cloquet Area Alternative Education Programs (CAAEP) will be exempted from this policy. 

• Confirmation of successful completion of the experience/course must be given to the counseling office. 

• Nothing in the handbook will supersede Minnesota State Law regarding courses/credits. 

ATTENDANCE  
Regular attendance is an important requirement for all students. When it is necessary for the student to be absent, 
parents are to notify the school by calling 384-4225 before 9:00 AM.  Following any absence, a student must present an 
excuse from a parent stating the reason for the absence and the date(s) of the absence.   

TYPES OF ABSENCES:  
1. Excused – Any absence falling into the categories of personal illness or family emergency. Examples include medical 
appointments, dentist appointments, counseling appointments, court appearances, driver license exam, death in the 
family and prearranged family vacations. All incomplete assignments may be made up if proper procedures have been 
followed. All appointments need to have an excuse from the appointment office or it will be an unexcused absence. 
2. Advanced Make-Up – May be obtained from the office with a parent request before the date of absence. All work can 
be made up. Examples would include medical appointments, family trips, driver’s exam, court appearance, etc.  
3. Unexcused – Any absence not directly covered by the preceding excused absences will be considered an unexcused 
absence. Examples of unexcused absences include errands and appointments with no further explanation, truancy, leaving 
school without proper clearance, forgery on excused, babysitting, luncheons, work, missed bus, car trouble, shopping, hair 
appointments, tanning appointments, oversleeping, behind the wheel driving, etc. In the case of a student being needed 
at home, parental contact by phone is necessary to explain the extenuating circumstances. A decision will then be made as 
to whether an absence is excused or unexcused. Make up work will be provided with the option for full credit upon 
administrative approval. Attendance issues can be determined at the discretion of the principal.  
4. Excessive Excused Absences – Students and parents/guardians must understand that each school has the right to not 
give credit or promote to the next grade due to inadequate seat time. It must also be understood that each school 
reserves the right to request physicians notes for a student who has had excessive excused absences (if a note has been 
requested and not provided, the school can determine that day to be absent unexcused).  
In the circumstance that your son/daughter has accumulated 20 days of excused or unexcused absences, increased 
absence documentation is required. After the 15th day, you are required to provide a signed note from a Medical 
Professional or our School’s Nurse indicating your child had a medical reason for his or her absences." The truancy officer 
will send home a letter notifying the parent/guardian that their son/daughter is truant according to Minnesota Statute 
250A.02, subdivision 3 and request a meeting to address the issue further. Other school officials may be requested to 
attend this meeting. School services or other outside services will be offered to assist with the problem when appropriate. 
A parent/student contract may be ordered.  
The truancy office will become officially involved in a student’s truant behavior when the number of unexcused absences 
approaches eight (8). However, the principal meets with the officer on a weekly basis to discuss students in trouble with 
truancy issues. The officer may begin working with the student and family on a preventative program.  
5. Tardiness – The fourth accumulated unexcused tardy in a grading quarter and each additional unexcused tardy 
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thereafter.   Students will be notified by the principal or his designee of any detentions issued for tardiest. Parents will 
receive a copy of the infraction in the mail.  
It is the responsibility of each student and parent/guardian to read attendance policies within their school’s handbook. 
Refer to school administration for questions or clarification. 
All policies and procedures listed pertain to K-12 students enrolled in Carlton County Schools.  

CARLTON COUNTY TRUANCY PROCEDURES  
Three unexcused or a combination of eight total unexcused/excused absences.  
1. Initial letter of notification sent to parents by school officials.  
2. Five unexcused or a combination of ten total unexcused/excused absences  
3. Referral sent to the truancy officer, the district truancy office may take the following actions (in cooperation with 

school administration):  

• Meet with the student and/or parent/guardian to explain Minnesota state attendance laws and 
consequences.  

• Sign and individual attendance contract with student and/or parent.  

• Contact and arrange assistance for family with any needed support services (i.e. school nurse, school 
counselor)  

Ten unexcused absences or more, referral to Carlton County District Attorney (habitual truant under Minnesota Statute 
260C.007 sub 19).  Truancy petition filed with Carlton County Attorney  

• The District Attorney will file as a child in need of protection with District Court  

• Depending on the age of the student, the District Attorney, Truancy Officer and Carlton County Human 
Services will decide whether or not if it is a case of truancy or educational neglect.  

 
STUDENTS RIGHTS & RESPONSIBILITIES 

STUDENT RIGHTS  
All students have the right to an education and the right to learn.  

STUDENT RESPONSIBILITIES  
All students have the responsibility:  

• For their behavior and for knowing and obeying all school rules, regulations, policies, and procedures;  

• To attend school daily, except when excused, and to be on time to all classes and other school functions;  

• To pursue and attempt to complete the courses of study prescribed by the state and local school authorities;  

• To make necessary arrangements for making up work when absent from school;  

• To assist the school staff in maintaining a safe school for all students;  

• To be aware of all school rules, regulations, policies, and procedures, including those in this policy, and to conduct 
themselves in accord with them;  

• To assume that until a rule or policy is waived, altered, or repealed, it is in full force and effect;  

• To be aware of and comply with federal, state, and local laws;  

• To respect and maintain the school’s property and the property of others; 

• To dress and groom in a manner which meets standards of safety and health and common standards of decency and 
which is consistent with applicable school district policy;  

• To avoid inaccuracies in student newspapers or publications and refrain from indecent or obscene language;  

• To conduct themselves in an appropriate physical or verbal manner; and  

• To recognize and respect the rights of others.  

BEHAVIOR EXPECTATIONS OF CARLTON STUDENTS 7-12  
Be Prompt and Prepared  

• Be on time  

• Come with appropriate materials  

• Come with assignments completed  
Respect Authority  

• Listen to authority  

• Follow directions promptly  
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• Accept responsibility for your behavior  
Respect the Rights of Others  

• Use appropriate voices  

• Listen to the speaker  

• Respect the opinion and point of view of others  

• Respect individual differences and sensitivities  
Respect Property  

• Respect personal property of others  

• Respect school property  
Display a Concern for Learning  

• Remain on task  

• Respect the rights of others to learn  
Display Appropriate Social Skills  

• Accept disagreement, consequences, criticism and compliment gracefully 2. Display courtesy and tact.  

OTHER 
• It is the discretion of each instructor if hats may be worn in the classroom 2. Chains and other potentially dangerous 

accessories are prohibited  

• Nuisance devices (laser-pointers, electronic toys, air pods/headphones) are prohibited  

• Cell Phones - A significant change in Carlton Cell Phone policy will be in place for 2025-26 school year to align with 
MN State guidelines and positively impact the academic environment of our school culture.  Many MN Schools 
made this change during the 24-25 school year and most, if not all, schools are adopting this policy for the 
upcoming 25-26 school year.   

• Background, details, and rationale for this change is available for parents, students or staff in a packet called The Cell 
Phone Tool Kit (2024) provided by MASSP and MESPA, available in the HS office.  The ‘Why”... to Improve Academic 
Performance, Enhance Mental Health, create a Better Classroom Environment, and to Support Effective Teaching. 

• Cell Phones will only be allowed before and after school, during lunch, and between classes.  It is strongly 
recommended that students store all devices in their lockers or off-campus during the day.  Locks are available and 
recommended for student use from the 1st day of school.  

• If any device, including cell phones, is seen or heard in a classroom, it may be confiscated by any staff member.  

• 1st offense: device will be taken to the office and may be picked up at lunchtime. 

• 2nd offense: device is taken to the office and it may be picked up by the student at the end of the day; a parent 
call will be made. 

• 3rd or following offenses will result in a meeting with the parents and a plan will be developed with the 
administration.   

• It is the discretion of each instructor if coats and bulky jackets are not permitted in classrooms during the school day  

• Backpacks will not be permitted to be in classrooms without administrative approval. If you have a legitimate reason 
to have any of these in school, please see the Principal. 

CLASS OFFICERS  
Each class will select members for President, Vice-President, Secretary and Treasurer. The high school office shall 
designate an advisor.  
CLOSED CAMPUS REGULATIONS  
Campus is completely closed for all 7th and 8th graders. All middle school students must stay on school property at all times 
during the school day, which begins at the time they arrive at school in the morning and ends when they leave for home 
after the 3:30 dismissal. Students who must leave campus must bring a note from home requesting permission for them to 
leave campus. The note should specify a legitimate reason, a specific date, and be signed by the student’s 
parent/guardian.  
Campus will continue to be closed for all students in grades 7-12. Once a student arrives at school, they are to remain on 
school campus. However, grades 9-12 are allowed to leave during their noon lunch break. DRIVING OR RIDING IS 
PROHIBITED DURING LUNCH BREAK WITHOUT ADMINISTRATIVE APPROVAL, AND IS AT THE SOLE RISK OF THE 
STUDENTS, AND IS NOT ADVISED BY THE SCHOOL. Students must have an open campus form signed by a parent/guardian 
prior to leaving. Students entering or exiting during open lunch must use Door 1 (door by the high school office).   
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9th-12th Grade students who are tardy for classes following designated lunch periods or fail to follow the Open Campus 
Policy will have the following consequences for tardy infractions and Open Campus Violations:  

• 1st Offense- 1 Day Lunch Detention   

• 2nd Offense- 1 Week Lunch Detention   

• 3rd Offense- Loss of Open Campus Privileges Indefinitely or until agreed upon by school and home.   
The campus boundaries are the edge of the sidewalk on the south, the blacktop driveway on the east, the fence between 
the school and county property on the west. Students will not be allowed to loiter in the area north of the building or be in 
the school parking lot during the school day.  
Students are encouraged to use cafeteria facilities. (Closed Campus Violation – ISS)  

DRESS CODE  
Students are to be dressed in good taste and in a socially approved manner in accordance with the guidelines established 
to promote health, safety and student learning in school.  

• Health – Cleanliness of body and dress.  

• Safety – Grooming and dress that exposes students to accidents must be avoided – this includes chains.  

• Student Learning – Grooming and dress styles that create a disruption of the learning process within the 
classroom must be avoided. This includes:  

• Clothing that is not in keeping the community standards, including hats.  

• Clothing which bears a message determined as lewd, vulgar or obscene.  

• Apparel promoting products or activities that are illegal for use by minors 

• Objectionable emblems, signs, words, objects or pictures on clothing communicating a message that is 
racist, sexist or otherwise derogatory to a protected minority group.  

• Any known gang related apparel/objects  

• Objectionable clothing, includes but is not limited to, low-cut shirts, exposed midriffs, low-riding slacks, see-
through blouses, extremely short skirts or shorts, sagging pants that expose the top of boxers, and spaghetti 
strap tops.  

• Faculty members directing extra-curricular activities have the authority to decide how students should be 
dressed when representing the school.  

Students whose dress and grooming do not conform to these standards will be referred to the principal. The student will 
be warned and advised as to adjustments that must be made. If the student fails to remedy the problem, the student will 
be removed from the class or activity involved until the student corrects the situation. Students may be sent home to 
change.  

HONOR CODE  
Carlton High School is committed to providing a positive learning environment in which all students can do their best to 
succeed. In order to achieve this environment, academic honesty is essential. Simply stated cheating in any form 
jeopardizes the quality of any educational program and minimizes the genuine achievement of others.  
CHS policy on cheating and academic dishonesty can include but not limited to:  
CHEATING: Possessing a “cheat sheet” (including use of a cell phone or electronic device) or other notes for use on a quiz 
or test. Copying work from another student in or out of the classroom (see plagiarism) getting answers or information 
about a quiz or test that another student has already taken.  
PLAGIARISM: Intentionally taking/copying someone else’s words or ideas and presenting them as your own. Doing 
another student’s work for him/her.  
FABRICATION: Making up information or pretending to do something that you did not. (i.e. inventing information for a lab 
experiment or submitting a book report on a book you did not read).  
AI (ARTIFICIAL INTELLIGENCE):  Is a game changing technology that will have a tectonic shift in how we teach, learn, and 
use resources in the future.  That future is now.  Staff will be trained and share with their students how this technology 
can be used, or not used in their classrooms. 

GUIDELINES FOR STUDY HALL  
Students need to understand that study hall is, first and foremost, a “work” hour. Students need to be “taking care of 
business” in the classroom. Students need to bring assignments to work on  or reading materials to their study hall.  

LASER LIGHTS, CELL PHONES, AIRPODS, SKATEBOARDS/RIP-STICKS  
Laser lights of any type are prohibited in school buildings, on school grounds, or at school sponsored activities both on and 
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off campus. Unless school issued, mobile devices are not to be used during class time this includes calls or video taking, 
and watching of inappropriate videos and sites. Use of cell phones or ear buds are at the sole discretion of the classroom 
teacher.  Any use of them will result in them being taken to the office and may be picked up by parents.  
No riding of skateboards or rip-sticks on school grounds. When a device has been confiscated from a student, the device 
will be held in the school office and the student or student’s parent/guardian will be asked to pick up the confiscated 
device, depending on the incident.  

STUDENT BEHAVIOR & CONSEQUENCES - STATEMENT OF POLICY  
It is the position of Carlton Public Schools that a fair and equitable district-wide school  discipline policy will contribute to 
the quality of a student’s educational experience. Without  discipline in the schools, learning cannot occur. We believe 
that teachers have a right to teach  and students have a right to learn. Therefore, this district-wide school discipline policy 
has been  adopted.  
It is the responsibility of the school board, administrators, and teachers to safeguard the health  and safety of each 
student. The school board and district administrators will support district  personnel who, in dealing with students on 
disciplinary matters, act in accordance with state  statute, state board of education regulations and this policy.   
The following school board policies apply district wide.  

RULES OF CONDUCT  
Disciplinary action will be taken against students for any behavior which is disruptive of good order or violates the rights of 
others. The following acts are unacceptable behavior subject to disciplinary action in the school district.  
Truancy and unauthorized absences  
As required by current statutes, regulations of the State Department of Education and the school board of this district, 
students shall be in attendance each day school is in session. The authority to decide whether an absence is excused or 
unexcused rests with the high school office.  Following any absence, a student must present an excuse from a parent 
stating the reason for the absence and the date(s) of the absence. Students returning to school following an absence will 
be expected to complete all missed assignments within a reasonable period of time.  
Truancy, for the purpose of this policy, is the absence of one’s self from school or class without the approval of the school 
and parent.  
If a student develops a pattern of tardiness to school or class, disciplinary action will be taken.  
Damage to School or Personal Property  
Vandalism: Damage to or destruction of school property or property of others by students is vandalism. 
Theft: Theft is the act of intentionally and without claim of right taking, using, transferring, concealing, or retaining 
possession of movable property of another without his/her consent and with intent or deprive the owner permanently of 
the property, or the finding of lost property and not making a reasonable effort to find the owner.  
Physical Assault: Physical assault is an act which intentionally inflicts or attempts to inflict bodily harm upon another.  
Harassment: Any intentionally abusive, threatening, profane or obscene written message or image (including those that 
are electronically transmitted) or verbal or physical act, including but not limited to one shown to be motivated by race, 
color, religion, creed, ancestry, national origin, sex, gender, sexual orientation, including gender expression or identity, 
marital status, age, mental or physical disability or other distinguishing characteristics.  
Threats and Disruptions  

• Dangerous Threats: Threats to normal school operations or school activities, including but not limited to the reporting 
of dangerous or hazardous situations that do not exist will be subject to disciplinary action.  

• School Disruptions: Any student who disrupts or interrupts the peace and good order of the school or school-
sponsored activities will be subject to disciplinary action.  

Dangerous, Harmful, and Nuisance Substances & Articles  

• Alcohol: Students are prohibited from using, possessing, or being under the influence of beverages containing alcohol 
at school, on school grounds, or at school-sponsored activities.  

• Drugs: Students are prohibited from using, possessing, distributing, or being under the influence of illegal drugs or 
narcotics at school, school-sponsored activities, or on school grounds.  

• Use of Tobacco: Tobacco use is prohibited at school, school-sponsored activities, and on school grounds. This 
statement does not apply to tobacco used by adults for ceremonial or educational purposes.  

• Harmful or Nuisance Articles: The possession or use of articles that are nuisances, illegal, or that may cause harm to 
persons or property is prohibited at school and school sponsored activities.  

• Failure to Identify Oneself: Failure to provide proper identification upon request of a staff member is unacceptable 
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behavior.  

• The Violation of State or Local Law: The violation of any state or local law or the violation of any federal law is 
unacceptable behavior.  

The following Constitutes Unacceptable Behavior:  

• Willful conduct which materially and substantially disrupts the right of others to an education.  

• Willful conduct which endangers school district employees, the pupil or other pupils, or the property of the school; or  

• Willful violation of any rule of conduct specified in this discipline policy. 4. Excessive display of affection on school 
property. 

DISCIPLINARY ACTION  
Third Parties such as the Carlton County Restorative Justice Program may be permitted to aid in regards to restorative 
practices for situations including but not limited to:  suspension and detention deterrent, behavior issues, community 
building, and conflict resolution.  
Disciplinary Actions  
Disciplinary action may include but is not limited to:  

• Meeting with the teacher, or counselor  

• After school detention  

• Loss of school privileges  

• Parental conference with school staff  

• Modified school programs or additional educational programming  

• Removal from class: Suspension, Exclusion, and Expulsion  
Removal from Class  
Removal from class is the short-term dismissal of a student from school during which the school retains custody of the 
student. Students removed from class shall be the responsibility of the principal and his/her lawful designee.  
After an informal administrative conference with the pupil, the decision as to removal shall ultimately be up to the 
administrator. The removal from class may be imposed without an informal administrative conference where it appears 
that the student will create an immediate and substantial danger to himself/herself or to persons or property around 
him/her. The length of time of the removal from class shall be at the discretion of the principal after consultation with the 
teacher. Students shall be returned to class upon completion of the terms of the removal established at the informal 
administrative conference including but not limited to the completion of any make-up work.   
Suspension is the short-term exclusion of the student from school during which the school is relieved of custody of the 
child. Suspension, exclusion and expulsion shall be utilized in accord with The Pupil Fair Dismissal Act as amended.  
*Parents will be notified by the teacher who removed the student from the class   
Copies of Policy  
Copies of this policy, together with The Pupil Fair Dismissal Act, are available on the website.  Nothing in this policy is 
intended to conflict with The Pupil Fair Dismissal Act.  
Parent Notification  
Parents shall be notified in writing of violation of the rules on conduct and resulting disciplinary actions by first class mail 
as provided otherwise by The Pupil Fair Dismissal Act.  
In cases of suspected or diagnosed special education needs, the Northern Lights Special Education Cooperative guidelines 
will apply. 

DISCIPLINE CONSEQUENCES  
• Lunch Detention 

• In School Suspension ISS  

• Out of School Suspension OSS  
In order to establish consistency in discipline, the following shall apply:  
MINOR OFFENSES – 1st– may result in a warning or ASD  

• HALLS – Swearing (accidental), jostling, hats, arguing, smart mouthing, not following directions, over-affection, 
unsupervised (before/after school).  

• LUNCHROOM – Throwing food, roughhousing, insubordination.   

• EVENTS - (Athletics, Dances, etc.) unsportsmanlike/disrespectful behavior, not following school rules.  

• EXCESSIVE TARDINESS – ASD; The fourth tardy per quarter and increments of 3 thereafter. Conference with student, 
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parent and administration if tardy count reaches 10 in a quarter.  

• LEAVING SCHOOL GROUNDS WITHOUT AUTHORIZATION – ISS Closed campus regulations. Campus is completely 
closed for all 6, 7, & 8th graders. They must remain on school property at all times during the school day, beginning 
when they arrive in the morning and ending at dismissal. Students who must leave campus MUST bring a note from 
home requesting permission to leave. The note should specify a legitimate reason, a specific date, and be signed by 
the student’s parent/guardian. PLEASE do not send students on needless errands. Campus is closed for all students 9-
12 before school with the exception of the lunch break.   

• CLASS CUT (1 CLASS PERIOD) – ASD  

• TRUANT (MORE THAN 1 CLASS, UP TO A FULL DAY) – ISS  

• FORGED OR FALSE NOTES – ASD  

• USE OR POSSESSION OF ANY TOBACCO PRODUCTS, E-CIGS, VAPING, OR LIKE PRODUCTS - ISS – Plus referral to law 
enforcement  

• WILLFUL DISOBEDIENCE, DISRESPECT, SWEARING, CLASS DISRUPTION, GAMBLING, PETTY THEFT, FAILURE TO 
IDENTIFY SELF – ASD  

• USE OR POSSESSION OF ALCOHOL OR NARCOTICS – OSS (1-3 days) – Plus referral to law enforcement  

• VIOLENCE (FIGHTING), VANDALISM, STEALING, HAZING, USE OF INCENDIARY DEVICES, POSSESSION OF WEAPONS - 
*1-3 days ISS or OSS (possible expulsion) – Restitution required when stealing and vandalism occur   

• HARASSING SCHOOL PERSONNEL OR SUBSTITUTE – ISS or id determined by administration.  

• ILLEGAL USE OR POSSESSION OF FIREARMS - *Expulsion and referral to law enforcement  

• EXCESSIVE DISPLAYS OF AFFECTION – ASD or ISS to be determined by the principal.  
*Extra-Curricular Penalty  
Excessive violations of any school rules may lead to an expulsion hearing by the Board of Education. 
Explanations of:  
Lunch Detention 
LD takes place when arranged. Students are to serve their detention within one week of being assigned detention. LD will 
not be postponed as a result of conflicts with after school activities.  
RULES:  
1. Must be in the office by lunch time. Lunch will be brought to you.  
2. Must have homework, etc. to keep busy, can read a book  
3. Students are expected to remain quiet and in the room for the duration of LD  
4. Cell phones are not permitted in detention w/o permission. 
If any of the above rules are broken, you will be required to make-up another detention. It is the student-parent 
responsibility to arrange transportation home.  
In School Suspension (ISS)  
ISS will be assigned as per discipline code or as determined appropriate by the high school principal. Assignment is usually 
for one to three days and parents are notified by letter.  
ISS Rules: (Remember: Your actions landed you in ISS. Serve the penalty and move on)  
1. Students need to work quietly  
2. No sleeping or laying head down on desk  
3. No Cellphone or other electronic devices w/o permission from administration  
4. While in ISS, students will not be allowed to attend their regular classes. Students on IEPs will be allowed to attend 
their special education classes.  
5. One washroom break AM and one PM  
6. Supervised lunch in the cafeteria  
7. Students who misbehave in ISS or can’t follow the rules will be sent home for the day and complete their work in ISS 
upon return  
8. Students need to stay in assigned seats  
Out of School Suspension (OSS)  
Parents will be notified, by mail, if a student is assigned a suspension. Phone calls will be made when a student is 
suspended during the school day.  
POLICY:  
The administration has the responsibility to suspend students when it is judged that their conduct does in fact undermine 
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good order, threatens the welfare of the school, disrupts the educational process, or deprives other students of an 
effective opportunity to pursue their own education. All suspensions are of short duration and readmission may require a 
meeting between the parents and the administration.  
NOTE:  
Students who get suspended are responsible to get all of their assignments for the day they are out of school. All work is 
DUE on the day the student returns to school unless arrangements are made with HS staff. Any tests missed will be made-
up on the day the student returns to school unless arrangements are made with HS staff. Failure to get assignments 
and/or have assignments completed (upon return to school) may result in the student receiving zeros for the work.  
POLICY 506: Student Discipline  
This is a shortened version of the unabridged policy which may be found on the school’s website under School District 
Policy 500 Series.  

 
POLICIES, PROCEDURES AND PROGRAMS  

BULLYING  
The school district is committed to providing a safe and respectful learning environment for all students. Acts of bullying, in 
any form, by either an individual student or a group of students, is prohibited on school property or at school related 
functions.  
POLICY: 514 Bullying Prohibition Policy.  
This is a shortened version of the unabridged policy which may be found on the school’s website under School District 
Policies.  

BUS INCIDENT REPORT PROCEDURE  
1. The bus driver fills out the bus incident report and turns it into the appropriate school office at the end of the route, or 
the following morning.  
2. The principal or superintendent follows policy outlined below.  
3. Once the “disciplinary action taken by school” portion if filled out, the original is sent to parents/guardians, one copy is 
returned to the bus driver, and one copy is filed in the office for the remainder of the year.  
******************************************************************************  
Part of the discipline policy regarding bus riding involves the number of reported offenses by the bus driver.  
Procedures below pertain to ALL K-12 students:  
First written report -discuss with student, report sent home  
Second written report -discuss with student , parent is called, report sent home, bus riding privileges may be revoked for 
up to two (2) days  
Third written report -discuss with student, parent is called, report sent home, bus riding privileges may be revoked for up 
to one (1) week, -conference before reinstatement with parent, student, superintendent, bus driver, bus supervisor  
Fourth written report -bus riding privileges may be revoked for up to one (1) month, immediate conference with parent, 
superintendent, bus driver 
Fifth written report -bus riding privileges revoked for remainder of year -parent/guardian must come before the school 
board, student may lose bus privileges for a minimum of two (2) months  
** Severe Clause: In case of a severe disruption immediate suspension may be determined necessary. Incidents of this 
nature will be decided upon after consultation with the bus driver, bus supervisor, and principal or superintendent. Bus 
riding privileges will be suspended. A conference, involving the bus driver, bus supervisor, principal and/or 
superintendent, will determine whether bus riding privileges will be reinstated/suspended for the remainder of the school 
year.  

HARASSMENT AND VIOLENCE  
The policy of the school district is to maintain a learning and working environment that is free from harassment and 
violence on the basis of race, color, creed, religion, national origin, sex, age, and marital status, status with regard to public 
assistance, sexual orientation, or disability.  POLICY 413: Harassment and Violence  
This is a shortened version of the unabridged policy which may be found on the school’s website under School District 
Policy 400 Series.  
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HAZING  
This policy is to maintain a safe learning environment for students and staff that are free from hazing. Hazing activities of 
any type are prohibited at all times. No student, teacher, administrator, volunteer, contractor, or other employee of the 
school district shall plan, direct, encourage, aid, permit, condone, or engage in or tolerate hazing. This policy applies to 
behavior that occurs on or off school property and during and after school hours.  
POLICY 526: Hazing Prohibition  
This is a shortened version of the unabridged policy which may be found on the school’s website under School District 
Policy 500 Series.  
SEXUAL, RACIAL, RELIGIOUS HARASSMENT AND VIOLENCE POLICY  
Everyone at Carlton Public Schools has a right to feel respected and safe. Consequently, we want you to know about our 
policy to prevent religious, racial or sexual harassment and violence of any kind. 
Approved by School Board July 2022  
A harasser may be a student or an adult. Harassment may include the following when related to race, color, national 
origin, creed, religion, sex, marital status, age, status with regard to public assistance, or disability:  
1. Name calling, jokes or rumors  
2. Pulling on clothing  
3. Graffiti  
4. Notes or cartoons  
5. Unwelcome touching of a person or clothing  
6. Offensive or graphic posters or book covers 
7. Cyber Bullying 
If any words or actions make you feel uncomfortable or fearful, you need to tell a teacher, counselor, the principal or the 
human rights officer, Mark Messman, Superintendent.  
You may also make a written report. It should be given to a teacher, counselor, the principal or the human rights officer. 
Your right to privacy will be respected as much as possible.  We take seriously all reports of religious, racial or sexual 
harassment or violence and will take all appropriate actions based on your report.  
The school district will also act if anyone tries to intimidate you or act to harm you because you have reported. This is a 
summary of the school district policy against religious, racial and sexual harassment and violence. Complete policies are 
available on the school website.  
RELIGIOUS, RACIAL AND SEXUAL HARASSMENT, VIOLENCE AND DISCRIMINATION ARE AGAINST THE LAW.   
 
Contact:  
Human Rights Officer  504 Coordinator   Title IV Coordinator  
Mark Messman  Mark Messman  Mark Messman 
Superintendent  Superintendent  Superintendent 
mmessman@carlton.k12.mn.us 

 

WEAPONS POLICY  
Possession of a firearm or other weapon on one’s person, or in an area subject to one’s control, on any school property 
(including transportation), or off school grounds at any school related activity may result in the immediate expulsion of the 
student. As per state statute, a school board may expel for a period of at least one year a pupil who is determined to have 
brought a firearm, or other weapon, to school; except that the board may modify this expulsion requirement for a pupil on 
a case by case basis.   
Steps taken will be as follows: 
Approved by School Board July 2022  

• Confiscation of weapon with reasonable effort.  

• Immediate notification of sheriff/police department, CALL 911.  

• Immediate notification of superintendent of schools.  

• Immediate notification of parent/guardian to pick up student.  

• Review of federal law 504.  
“Weapon” means any firearm (whether loaded or unloaded), any device or instrument which through its use is capable of 
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threatening or causing injury or great bodily harm. Examples shall include, but not limited to, guns (including pellet guns 
and look-alikes), knives, martial arts instruments, mace, explosive devices, ammunition, or any device or instrument 
designed as a weapon. A student, who finds a weapon on the way to school or in the school building and takes the 
weapon immediately to a school office, shall not be considered in possession of a weapon.  
POLICY 501: SCHOOL WEAPONS POLICY  
This is a shortened version of the unabridged policy which may be found on the school’s website under School District 
Policy.  

COMPUTER/INTERNET USE  
See Internet Computer Use Regulations  

EXTRACURRICULARS   
Please See Extracurricular Handbook for Penalties and Recommendations Related to Activities and Participation  
PHYSICAL EXAMINATION AND PARENT’S PERMISSION – Any student who intends to participate in high school 
interscholastic athletics must have on file in the school a record of a physical examination performed by a physician within 
the previous three years. A health questionnaire shall be completed annually and could indicate the need for a physical 
examination prior to participation. The signature of the parent or guardian approving participation is required.   
ENROLLMENT, ATTENDANCE, AND REQUIRED SUBJECT LOAD – a student must be registered; attending classes regularly, 
and be enrolled in the required number of credits. In order to practice or play in a game, student must be in attendance 
for ½ of school day. (Exceptions to be cleared by high school principal.)  
NOTE: This is only a partial listing of the ISD #93 extracurricular eligibility policy. For details regarding amateurism, all-star 
teams, camps and clinics, transfers, etc. contact the athletic director.  

DIGITAL INITIATIVE PROGRAM  
The goal of the digital initiative program at Carlton Public Schools is to facilitate a student-centered initiative to aid in 
student creativity, engagement and enhanced student learning for all  
students. The ability to use, manipulate and work with technology has become increasingly important for 21st century 
learners. Increased access to technology tools allows students of all backgrounds equal access to information, digital tools 
and enhanced communication. One of these technology tools is a Chromebook. Access to these laptops will empower 
students to reach their full potential and prepare them for the future.  
Learning occurs through continuous, ever changing interaction among students, educators and the community at large. 
Teaching and learning with technology promotes technology integration to enhance and extend educational 
opportunities.  
Procedures and information can be found in its entirety on our district policy page. The policy applies to all internet 
enabled devices used at Carlton Public Schools, including other touch-screen and computer devices considered by the 
administration.  

INTERNET/COMPUTER USE REGULATIONS  
Rights and responsibilities  
Internet access is a privilege offered each academic year to the staff and students of Carlton Public Schools. On a global 
network, it is impossible to effectively control the content of data.  The district will employ appropriate means available to 
attempt to limit access to inappropriate or offensive material. The school board believes that the benefits to students 
from access to internet information resources and opportunities for collaboration exceed the disadvantages.  Parents and 
guardians of minors are responsible for setting and conveying the standards that their children should follow when using 
media and information sources. Parents or guardians must sign the acceptable use of technology agreement for their 
child/children to access the internet.  
Individual users of the district computer networks are responsible for their behavior and communications over those 
networks. General school rules for behavior and communications shall apply to all students. The network is provided for 
students to conduct research. Access to network services will be provided to students who agree to act in a considerate 
and responsible manner.   
Ethical Use Expectations  

• Use of Carlton Public School’s internet access is limited to educational purposes such as research, professional 
development, instruction and collaborative educational projects. 

• Users will protect individual accounts by keeping passwords secure, not using another person’s account and reporting 
any security problems to a teacher, principal, supervisor or other appropriate authority.  
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• Carlton Public Schools is not responsible for unauthorized financial obligations resulting from staff or student users of 
the district or internet access accounts.  

• Carlton Public School’s internet access or accounts for unauthorized commercial use and/or financial gain of the user 
is prohibited.  

Users storing information on district hard drives or servers do so at their own risk.  
Users will respect the legal protection provided by copyright, trademark, licensors and other laws to programs, data and 
documents. 
Approved by School Board July 2022  
All users will use Carlton Public School’s services and facilities in a manner that does not interfere with or disrupt other 
network users, services or equipment. Such prohibited interference or disruption includes, but is not limited to:  

• Propagation of computer viruses or worms.  

• Use of the network to make unauthorized entry into other computational, information or communication devices or 
resources. This includes unauthorized security probing activities or other attempts of evaluating the security integrity 
of a network or host system.  

Vandalism and harassment will not be tolerated. This is defined as any intentional attempt to harm, modify, or destroy 
data of another user or other networks that are connected to the Carlton Public School’s network. This includes, but is not 
limited to, the uploading or creating of computer viruses, cyber bullying. Harassment is defined as the persistent 
annoyance of another user, or the interference in any way of another user’s work.  
Carlton Public School’s computer system may not be used for illegal or criminal purposes.  
Obstructing other users’ work by consuming excessively large amounts of system resources (disk space, CPU time) or by 
deliberately crashing the machine(s) will not be tolerated and is subject to discipline.  
Users will not:  

• Attempt to gain unauthorized access to the district’s system or any other system through the computer system  

• Attempt to log in through another person’s account, or use computer accounts, access codes   

• Network identification other than those assigned to the user   
If a user inadvertently accesses unacceptable materials or an unacceptable internet site; the user shall immediately 
disclose the inadvertent access to an appropriate district official. This disclosure may serve as a defense against an 
allegation that the user has intentionally violated this regulation.  
Limited expectation of Privacy  
By authorizing use of the Carlton Public School’s system, the district does not relinquish control over materials on the 
system or contained in files on the system. Users should expect only limited privacy in the contents of personal files on the 
district system. Routine maintenance and monitoring of the district’s computer system may lead to a discovery that a user 
has violated a policy or the law.  
The telecommunication network is owned and operated by Carlton Public Schools for the expressed use of staff and 
students in education related activities. The district retains the right to monitor activity of users consistent with the law. 
Data maintained on Carlton Public School’s system may be subject to review, disclosure or discovery under Minnesota 
Statutes, Chapter 13 (Minnesota Government Data Practices Act).  
Parents have the right to request to review the contents of their child’s files.  
Web Publishing  
Students should not be easily identifiable from materials they might publish on the internet. Only the student’s first name 
will be used in published student work.  
Pictures that are a part of student publishing should not include identifying information and under no circumstances will 
the student’s home address or telephone number be included.  
If student-identifying information is required, a parent-signed release form will be kept on file for two years.  
All students’ web pages will be posted under the district home page for that student’s school.  
The sponsoring staff member will review all student web pages prior to authorizing publication, to assure compliance with 
this regulation.  
Internet Use Agreement  
The purpose of the internet, and educational value to be gained from proper internet use, is the joint responsibility of 
students, parents and employees of Carlton Public Schools. The Internet Use Agreement form must be read and signed by 
district employees and returned to the high school office. The district will require your child/children to have your 
permission to use the internet. The form must then be filed at the high school office.  
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Limitation of School District Liability  
Use of Carlton Public School’s computer system is at the user’s own risk. The system is provided on an “as is, as available” 
basis. The district will not be responsible for any damage users may suffer, including, but not limited to, loss, damage or 
unavailability of data stored on the district’s tapes, hard drives or servers. The district is not responsible for the accuracy 
or quality of any device or information obtained through or stored on the district’s computer system. The district will not 
be responsible for financial obligations arising through the unauthorized use of the district’s system or internet. The 
district does not promise that any particular level or method of access will be given or continued and retains the authority 
to qualify, limit or terminate any or all internet and computer use. The district network is a private network used as an 
educational tool by Carlton Public School employees and students. The network is monitored electronically.  
Violations of Policy  
Any student violation of the above may constitute a 30-school day suspension from internet access. A second student 
violation may remove the student from any type of computer use for the remainder of the school year. Adult violations 
will be referred to the administration for disciplinary action. Any student violation that involves misuse of a computer 
(non-internet violation) may involve a day of in-school suspension. A second violation may remove the student from any 
type of computer use for 30 school days. A third violation may remove the student from any type of computer use for the 
remainder of the school year. 
POLICY 524: ACCEPTABLE USE OF TECHNOLOGY RESOURCES & THE INTERNET This is a shortened version of the unabridged 
policy which may be found on the school’s website under School District Policy 500 Series.  

PSEO TEXTBOOKS  
All post-secondary enrollment option students are to return all textbooks from classes taken at Lake Superior College or 
Fond du Lac Tribal and Community College to the guidance office as soon as class is completed. The books are the 
property of Carlton High School. You are responsible for these textbooks.  

SCHOOL ACTIVITIES  
All classes, clubs or organizations are to submit their requests for class parties, dances, or other class sponsored events to 
the principal, and an advisor during the first month of school or as soon as possible. Requests should include date, time, 
and details or even, facilities or transportation needed and faculty consent to chaperone events.   
All school organizations must have advisors and they, or substitute faculty chaperones, will be present at organization 
events. It will be the responsibility of the advisors to get substitute chaperones if they are unable to attend the function of 
their group.   
It will be the responsibility of the organization’s president to acquire two additional faculty chaperones when there is only 
a single advisor assigned to the organization.  

TOBACCO, ALCOHOL OR DRUGS  
The school prohibits students from using or having in possession on school grounds tobacco, alcohol or drugs. Any Carlton 
student who violates the above regulations will be subject to the school’s discipline policy and referral to the proper 
authorities. Carlton High School is a tobacco free high school. Everyone is prohibited from smoking on Carlton Public 
School’s properties.  This includes vaping. 

CLUBS AND ACTIVITIES  
Math Team  
Basketball – boys & girls  
Cross Country Running – boys & girls  
Knowledge Bowl  
Football  
Student Council  
Volleyball   
School Play  
Swimming  
Tennis – girls  
National Honor Society 

ROBOTICS 
Hockey – boys & girls 
Soccer – boys & girls  
Alpine & Nordic Ski 
Softball – girls  
PEER Helpers 
Baseball – boys  
Golf 
Band  
Yearbook 
Track – boys & girls
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SCHOOL SONG  
Oh, here we are, the gang and all,   
To cheer our team to victory.   
Come on and yell with all you might,   
to show your high school loyalty, Rah, Rah.  
For Carlton High we sing this song,  
To help our team keep fighting strong,  
Come on let’s go and let them know,  
That we’re from Carlton High!  
Blue and White – Fight! Fight!  
Fight with all your fame!  
Blue and White – Fight! Fight!  
Come on let’s win this game!  
Yeah team, yea team! Fight! Fight! Fight! 
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TORNADO INFORMATION: In the event of a tornado, these are the designated areas for students.  
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The Pupil Fair Dismissal Act  
Pupil Suspension, Exclusion and Expulsion Revised 2024 
Updating to Current Revision found on MASSP  
121A.40 Citation  
Minnesota Statutes Sections 121A.40 to 121A.56 may be cited as “The Pupil Fair Dismissal Act.”  121A.41 Definitions   
Subdivision 1. Applicability. As used in sections 121A.40 to 121A.56, the terms defined in this section shall have the meanings 
assigned them.   
Sub. 2. Dismissal. “Dismissal” means the denial of the current educational program to any pupil, including exclusion, expulsion, 
and suspension. It does not include removal from class.   
Sub. 3. District. “District” means any school district.   
Sub. 4. Exclusion. “Exclusion” means an action taken by the school board to prevent enrollment or reenrollment of a pupil for a 
period that shall not extend beyond the school year.   
Sub. 5. Expulsion. “Expulsion” means a school board action to prohibit an enrolled pupil from further attendance for up to 12 
months from the date the pupil is expelled.   
Sub. 6. Parent. “Parent” means (a) one of the pupil's parents, (b) in the case of divorce or legal separation, the parent or parents 
with physical custody of the pupil, including a noncustodial parent with legal custody who has provided the district with a current 
address and telephone number, or (c) a legally appointed guardian. In the case of a pupil with a disability under the age of 18, 
parent may include a district-appointed surrogate parent.   
Sub. 7. Pupil. “Pupil” means any student:   
(1) without a disability under 21 years of age; or   
(2) with a disability under 21 years old who has not received a regular high school diploma or for a child with a disability who 
becomes 21 years old during the school year but has not received a regular high school diploma, until the end of that school 
year; and   
(3) who remains eligible to attend a public elementary or secondary school.   
(b) A “student with a disability” or a “pupil with a disability” has the same meaning as a “child with a disability” under section 
125A.02.  
Sub. 8. School. “School” means any school defined in section 120A.05, subdivisions 9, 11, 13, and 17.  Sub. 9. School board. 
“School board” means the governing body of any school district.  
Sub. 10. Suspension. “Suspension” means an action by the school administration, under rules promulgated by the school board, 
prohibiting a pupil from attending school for a period of no more than ten school days. If a suspension is longer than five days, 
the suspending administrator must provide the superintendent with a reason for the longer suspension. This definition does not 
apply to dismissal from school for one school day or less, except as provided in federal law for a student with a disability. Each 
suspension action may include a readmission plan. The readmission plan shall include, where appropriate, a provision for 
implementing alternative educational services upon readmission and may not be used to extend the current suspension. 
Consistent with section 125A.091, subdivision 5, the  
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readmission plan must not obligate a parent to provide a sympathomimetic medication for the parent’s child as a condition of 
readmission. The school administration may not impose consecutive suspensions against the same pupil for the same course of 
conduct, or incident of misconduct, except where the pupil will create an immediate and substantial danger to self or to 
surrounding persons or property, or where the district is in the process of initiating an expulsion, in which case the school 
administration may extend the suspension to a total of 15 school days.   
Sub. 11. Alternative educational services. “Alternative educational services” may include, but are not  limited to, special 
tutoring, modified curriculum, modified instruction, other modifications or adaptations,  instruction through electronic media, 
special education services as indicated by appropriate assessment,  homebound instruction, supervised homework, or 
enrollment in another district or in an alternative  learning center under section 123A.05 selected to allow the pupil to progress 
toward meeting graduation  standards under section 120B.02 although in a different setting.   
121A.42 Policy  
No public school shall deny due process or equal protection of the law to any public-school pupil involved in a dismissal 
proceeding which may result in suspension, exclusion, or expulsion.   
121A.43 Exclusion and expulsion of pupils with a disability   
(a) Consistent with federal law governing days of removal and section 121A.46, school personnel may suspend a child with a 
disability. When a child with a disability has been suspended for more than five  consecutive school days or 10 cumulative school 
days in the same school year, and that suspension  does not involve a recommendation for expulsion or exclusion or other 
change of placement under  federal law, relevant members of the child’s individualized education program team, including at 
least one  of the child’s teachers, shall meet and determine the extent to which the child needs services in order to  continue to 



 

Page 24 

participate in the general education curriculum, although in another setting, and to progress  toward meeting the goals in the 
child’s individualized education program. That meeting must occur as soon as possible, but no more than 10 days after the sixth 
consecutive day of suspension or the tenth cumulative day of suspension has elapsed.   
(b) A dismissal for one school day or less is a day or a partial day of suspension if the child with the disability does not receive 
regular or special education instruction during that dismissal period. The notice requirements under section 121A.46 do not 
apply to a dismissal of one day or less.  (c) A child with a disability shall be provided alternative educational services to the extent 
a suspension exceeds five consecutive school days.   
(d) Before initiating an expulsion or exclusion under sections 121A.40 to 121A.56, the district, relevant members of the child’s 
individualized education program team, and the child’s parent shall, consistent with federal law, determine whether the child’s 
behavior was caused by or had a direct and substantial   
relationship to the child’s disability and whether the child’s conduct was a direct result of a failure to implement the child’s 
individualized education program. When a child with a disability who has an individualized education, program is excluded or 
expelled under sections 121A.40 to 121A.56 for misbehavior that is not a manifestation of the child’s disability, the district shall 
continue to provide special education and related services during the expulsion or exclusion.   
121A.44 Expulsion for possession of firearm   
(a) Notwithstanding the time limitation in section 121A.41, subdivision 5, a school board must expel for a period of at least one 
year a pupil who is determined to have brought a firearm to school except the board may modify this expulsion requirement for 
a pupil on a case-by-case basis. For the purposes of this section, firearm is as defined in United States Code, title 18, section 921.   
(b) Notwithstanding chapter 13, a student’s expulsion or withdrawal or transfer from a school after an expulsion action is 
initiated against the student for a weapons violation under paragraph (a) may be disclosed by the school district initiating the 
expulsion proceeding. Unless the information is otherwise public, the disclosure may be made only to another school district in 
connection with the possible admission of the student to the other district.  
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121A.45 Grounds for dismissal   
Subdivision 1. Provision of alternative programs. No school shall dismiss any pupil without attempting to provide alternative 
educational services before dismissal proceedings, except where it appears that the pupil will create an immediate and 
substantial danger to self or to surrounding persons or property.  
Sub. 2. Grounds for Dismissal. A pupil may be dismissed on any of the following grounds: (a) willful violation of any reasonable 
school board regulation. Such regulation must be clear and definite to provide notice to pupils that they must conform their 
conduct to its requirements; (b) willful conduct that significantly disrupts the rights of others to an education, or the ability of 
school personnel to perform their duties, or school sponsored extracurricular activities; or (c) willful conduct that endangers the 
pupil or other pupils, or surrounding persons, including school district employees, or property of the school.   
Sub. 3. Parent Notification and Meeting. If a pupil’s total days of removal from school exceeds 10 cumulative days in a school 
year, the school district shall make reasonable attempts to convene a meeting with the pupil and the pupil’s parent or guardian 
prior to subsequently removing the pupil from school, and with the permission of the parent or guardian, arrange for a mental 
health screening for the pupil. The district is not required to pay for the mental health screening. The purpose of this meeting is 
to attempt to determine the pupil’s need for assessment or other services or whether the parent or guardian should have the 
pupil assessed or diagnosed to determine whether the pupil needs treatment for a mental health disorder.   
121A.46 Suspension procedures   
Subdivision 1. Informal administrative conference before suspension. The school administration shall not suspend a pupil from 
school without an informal administrative conference with the pupil. The informal administrative conference shall take place 
before the suspension, except where it appears that the pupil will create an immediate and substantial danger to self or to 
surrounding persons or property, in which case the conference shall take place as soon as practicable following the suspension.   
Sub. 2. Administrator notifies pupil of grounds for suspension. At the informal administrative conference, a school 
administrator shall notify the pupil of the grounds for the suspension, provide an explanation of the evidence the authorities 
have, and the pupil may present the pupil's version of the facts.   
Sub. 3. Written notice of grounds for suspension. A written notice containing the grounds for suspension, a brief statement of 
the facts, a description of the testimony, a readmission plan, and a copy of sections 121A.40 to 121A.56, shall be personally 
served upon the pupil at or before the time the suspension is to take effect, and upon the pupil's parent or guardian by mail 
within 48 hours of the conference. The district shall make reasonable efforts to notify the parents of the suspension by 
telephone as soon as possible following suspension. In the event a pupil is suspended without an informal administrative 
conference on the grounds that the pupil will create an immediate and substantial danger to surrounding persons or property, 
the written notice shall be served upon the pupil and the pupil’s parent or guardian within 48 hours of the suspension. Service by 
mail is complete upon mailing.   
Sub. 4. Suspension pending expulsion or exclusion. Notwithstanding the provisions of subdivisions 1 and 3, the pupil may be 



 

Page 25 

suspended pending the school board's decision in the expulsion or exclusion hearing; provided that alternative educational 
services are implemented to the extent that suspension exceeds five days.   
121A.47 Exclusion and expulsion procedures   
Subdivision 1. Requiring a hearing; pupil may waive hearing. No exclusion or expulsion shall be imposed without a hearing, 
unless the right to a hearing is waived in writing by the pupil and parent or guardian. The action shall be initiated by the school 
board or its agent.  
Approved by School Board July 2022  
Sub. 2. Written notice. Written notice of intent to act shall:   
(a) be served upon the pupil and the pupil's parent or guardian personally or by mail; (b) contain a complete statement of the 
facts, a list of the witnesses and a description of their testimony; (c) state the date, time, and place of the hearing;   
(d) be accompanied by a copy of sections 121A.40 to 121A.56;   
(e) describe alternative educational services accorded the pupil in an attempt to avoid the expulsion proceedings; and   
(f) inform the pupil and parent or guardian of the right to:   
(1) have a representative of the pupil's own choosing, including legal counsel, at the hearing. The district shall advise the pupil's 
parent or guardian that free or low-cost legal assistance may be available and that a legal assistance resource list is available 
from the department of education; 1 The list may be found electronically at http://education.state.mn.us.   
(2) examine the pupil's records before the hearing;   
(3) present evidence; and   
(4) confront and cross-examine witnesses.   
Sub. 3. Hearing schedule. The hearing shall be scheduled within ten days of the service of the written  notice unless an 
extension, not to exceed five days, is requested for good cause by the school board,  pupil, parent or guardian.   
Subd. 4. Convenient time and place of hearing. The hearing shall be at a time and place reasonably  convenient to pupil, parent 
or guardian.   
Subd. 5. Closed or open hearing. The hearing shall be closed unless the pupil, parent or guardian  requests an open hearing.   
Subd. 6. Impartial hearer. The hearing shall take place before:   
(1) an independent hearing officer;   
(2) a member of the school board;   
(3) a committee of the school board; or   
(4) the full school board;   
as determined by the school board. The hearing shall be conducted in a fair and impartial manner.   
Subd. 7. Creating hearing record. The school board shall record the hearing proceedings at district  expense, and a party may 
obtain a transcript at its own expense. Testimony shall be given under oath.  The hearing officer or a member of the school board 
shall have the power to issue subpoenas and  administer oaths.   
Subd. 8. Access to pupil’s records. At a reasonable time prior to the hearing, the pupil, parent or  guardian, or representative, 
shall be given access to all public-school system records pertaining to the  pupil, including any tests or reports upon which the 
proposed action may be based.   
Subd. 9. Pupil’s right to compel testimony. The pupil, parent or guardian, or representative, shall have  the right to compel the 
attendance of any official employee or agent of the public-school system or any  public employee or any other person who may 
have evidence upon which the proposed action may be  based, and to confront and to cross-examine any witness testifying for 
the public-school system.  
Subd. 10. Pupil’s right to present evidence and testimony. The pupil, parent or guardian, or  representative, shall have the right 
to present evidence and testimony, including expert psychological or  educational testimony.   
Subd. 11. Pupil not compelled to testify. The pupil cannot be compelled to testify in the dismissal  proceedings.   
Subd. 12. Hearer’s recommendation limited to evidence at hearing; service within two days. The  recommendation of the 
hearing officer or school board member or committee shall be based solely upon  
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substantial evidence presented at the hearing and must be made to the school board and served upon  the parties within two 
days of the end of the hearing.   
Subd. 13. Basis of school board decision; opportunity for comment. The school board shall base its  decision upon the 
recommendation of the hearing officer or school board member or committee and shall  render its decision at a meeting held 
within five days after receiving the recommendation. The school  board may provide the parties with the opportunity to present 
exceptions and comments to the hearing  officer's recommendations provided that neither party presents any evidence not 
admitted at the hearing.  The decision by the school board must be based on the record, must be in writing, and must state the  
controlling facts on which the decision is made in sufficient detail to apprise the parties and the  commissioner of education of 
the basis and reason for the decision.  
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Subd. 14. Admission or readmission plan.   
(a) A school administrator shall prepare and enforce an admission or readmission plan for any pupil who  is excluded or expelled 
from school. The plan may include measures to improve the pupil's behavior,  including completing a character education 
program, consistent with section 120B.225, Sub. 1, and  require parental involvement in the admission or readmission process, 
and may indicate the  consequences to the pupil of not improving the pupil's behavior.   
(b) The definition of suspension under Minnesota Statute Section 121A.41, subdivision 10, does not apply  to a student’s 
dismissal from school for one school day or less, except as provided under federal law for a  student with a disability. Each 
suspension action may include a readmission plan. A readmission plan  must provide, where appropriate, alternative educational 
services, which must not be used to extend the  student’s current suspension period. Consistent with Minnesota Statute Section 
125A.091, subdivision 5,  a readmission plan must not obligate a parent or guardian to provide psychotropic drugs to their 
student  as a condition of the administration of a psychotropic drug or to consent to a psychiatric evaluation,  screening, or 
examination of the student as a ground, by itself, to prohibit the student from attending class  or participating in a school- 
related activity, or as a basis of a charge of child abuse, child neglect or  medical or education neglect. Effective Date. This 
section is effective the day following final enactment.  
121A.48 Good faith exception   
A violation of the technical provisions of the Pupil Fair Dismissal Act, made in good faith, is not a defense  to a disciplinary 
procedure under the act unless the pupil can demonstrate actual prejudice as a result of  the violation.   
121A.49 Appeal   
A party to an exclusion or expulsion decision made under sections 121A.40 to 121A.56 may appeal the  decision to the 
commissioner of education within 21 calendar days of school board action. Upon being  served with a notice of appeal, the 
district shall provide the commissioner and the parent or guardian with  a complete copy of the hearing record within five days 
of its receipt of the notice of appeal. All written  submissions by the appellant must be submitted and served on the respondent 
within ten days of its  actual receipt of the transcript. All written submissions by the respondent must be submitted and served  
on the appellant within ten days of its actual receipt of the written submissions of the appellant. The  decision of the school 
board must be implemented during the appeal to the commissioner.  In an appeal under this section, the commissioner may 
affirm the decision of the agency, may remand the  decision for additional findings, or may reverse or modify the decision if the 
substantial rights of the  petitioners have been prejudiced because the administrative findings, inferences, conclusions, or  
decisions are:   
(1) in violation of constitutional provisions;   
(2) in excess of the statutory authority or jurisdiction of the school district;   
(3) made upon unlawful procedure, except as provided in section 121A.48;   
(4) affected by other error of law;   
(5) unsupported by substantial evidence in view of the entire record submitted; or  (6) arbitrary or capricious.  
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The commissioner or the commissioner's representative shall make a final decision based upon the  record. The commissioner 
shall issue a decision within 30 calendar days of receiving the entire record  and the parties' written submission on appeal. The 
commissioner's decision shall be final and binding  upon the parties after the time for appeal expires under section 121A.50.   
121A.50 Judicial review   
The decision of the commissioner of education made under sections 121A.40 to 121A.56 is subject to  judicial review under 
sections 14.63 to 14.69. The decision of the commissioner is stayed pending an  appeal under this section.   
121A.51 Reports to service agency   
The school board shall report any action taken pursuant to sections 121A.40 to 121A.56 to the  appropriate public service 
agency, when the pupil is under the supervision of such agency.   
121A.52 Nonapplication of compulsory attendance law   
The provisions of section 120A.22, subdivision 5, shall not apply to any pupil during a dismissal pursuant  to sections 121A.40 to 
121A.56.   
121A.53 Report to the commissioner of education   
Subdivision 1. Exclusions and expulsions. The school board must report through the department  electronic reporting system 
each exclusion or expulsion within 30 days of the effective date of the action  to the commissioner of education. This report must 
include a statement of alternative educational services  given the pupil and the reason for, the effective date, and the duration of 
the exclusion or expulsion. The  report must also include the student’s age, grade, gender, race and special education status.   
Subd. 2. Report. The school board must include state student identification numbers of affected pupils on  all dismissal reports 
required by the department. The department must report annually to the  commissioner summary data on the number of 
dismissals by age, grade, gender, race, and special  education status of the affected pupils. All dismissal reports must be 
submitted through the department  electronic reporting system.   
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121A.54 Notice of right to be reinstated   
Whenever a pupil fails to return to school within ten school days of the termination of dismissal, a school  administrator shall 
inform the pupil and the pupil's parents by mail of the pupil's right to attend and to be  reinstated in the public school.   
121A.55 Policies to be established   
(a) The commissioner of education shall promulgate guidelines to assist each school board. Each school  board shall establish 
uniform criteria for dismissal and adopt written policies and rules to effectuate the  purposes of sections 121A.40 to 121A.56. 
The policies shall emphasize preventing dismissals through  early detection of problems and shall be designed to address 
students’ inappropriate behavior from  recurring. The policies shall recognize the continuing responsibility of the school for the 
education of the  pupil during the dismissal period. The alternative educational services, if the pupil wishes to take  advantage of 
them, must be adequate to allow the pupil to make progress towards meeting the  graduation standards adopted under section 
120B.02 and help prepare the pupil for readmission.  (b) An area learning center under section 123A.05 may not prohibit an 
expelled or excluded pupil from  enrolling solely because a district expelled or excluded the pupil. The board of the area learning 
center  may use the provisions of the Pupil Fair Dismissal Act to exclude a pupil or to require an admission plan.  
Approved by School Board July 2022  
(c) Each school district shall develop a policy and report it to the commissioner on the appropriate use of  peace officers and crisis 
teams to remove students who have individualized education plans from school  grounds.   
121A.56 Application   
Subdivision 1. Prohibition against discrimination remains in effect. Sections 121A.40 to 121A.56 shall  not be deemed to amend 
or otherwise affect or change section 363.03, subdivision 5, clause (2).   
Subd. 2. Portions of school program for credit. Sections 121A.40 to 121A.56 shall apply only to those  portions of the school 
program for which credit is granted.   
Published by:  
Minnesota Association of Secondary School Principals  
1667 Snelling Avenue North, Suite C-100, St. Paul, MN 55108-2131 , 651-999-7333, August 2024  

 
Nothing included, or excluded, in this Handbook shall supersede or override MN State Law 
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SURVEYOR'S NOTES
1. THIS SURVEY HAS BEEN PREPARED WITHOUT BENEFIT OF A TITLE

COMMITMENT OR TITLE OPINION. A TITLE SEARCH FOR RECORDED OR
UNRECORDED EASEMENTS WHICH MAY BENEFIT OR ENCUMBER THIS
PROPERTY HAS NOT BEEN COMPLETED BY ALTA LAND SURVEY
COMPANY. THE SURVEYOR ASSUMES NO RESPONSIBILITY FOR SHOWING
THE LOCATION OF RECORDED OR UNRECORDED EASEMENTS OR OTHER
ENCUMBRANCES NOT PROVIDED TO THE SURVEYOR AS OF THE DATE OF
THE SURVEY.

2. BEARINGS ARE BASED ON THE CARLTON COUNTY COORDINATE SYSTEM.
(NAD 83 2011)

3. THIS IS NOT A BOUNDARY SURVEY.

I hereby certify that this survey, plan, or report was
prepared by me or under my direct supervision and
that I am a duly Licensed Land Surveyor under the
laws of the State of Minnesota.

______________________________ David R. Evanson
DATE:07-29-2025    MN License #49505

PHONE: 218-727-5211
LICENSED IN MN & WI

WWW. ALTALANDSURVEYDULUTH.COM

ALTA
DATE:07-29-2025 JOB NO:25-200

ADDRESS:SCHOOL AVE

SHEET 1 OF 1

CLIENT:CITY OF CARLTON REVISIONS:

CERTIFICATE OF SURVEY

PARENT LEGAL DESCRIPTION PER TAX STATEMENT
The West Half of the North Half of the Southeast Quarter of the Southwest Quarter of
Section 6, Township 48 North, Range 16 West of the Fourth Principal Meridian,Carlton
County, Minnesota.

LEGAL DESCRIPTION FOR PARCEL A
The North 330 feet and the East 100 feet lying South of the North 330 feet of the West
Half of the North Half of the Southeast Quarter of the Southwest Quarter of Section 6,
Township 48 North, Range 16 West of the Fourth Principal Meridian,Carlton County,
Minnesota.
Said parcel contains 249,151 Sq. Feet or 5.72 Acres.

LEGAL DESCRIPTION FOR PARCEL B
The West Half of the North Half of the Southeast Quarter of the Southwest Quarter of
Section 6, Township 48 North, Range 16 West of the Fourth Principal Meridian,Carlton
County, Minnesota. EXCEPT: the North 330 feet and the East 100 feet lying South of
the North 330 feet thereof.
Said parcel contains 176,953 Sq. Feet or 4.06 Acres.



 

      Form N-1 (Northspan as Contracted Party) Page 1 of 2 
 

Northspan Group, Inc. 
202 West Superior Street, Suite 600 
Duluth, MN  55802 
Phone: 218.481.7737 

Copies to: ☐ Accounts Payable (original) 
Client 
Other 

☐ 
☐ 

Contract: ☒ Original 
Supplemental/Amendment ☐ 

Contract #: CD2025-06  
 

CONTRACT FOR SERVICES 
Between 

Carlton School District (hereafter Client) and  
The Northspan Group, Incorporated (hereafter Northspan) 

 
405 School Avenue - PO Box 310 Carlton, MN 55718-0310 (218) 384-4225 
Street Address             City, State, Zip Telephone Number 

Contact Person(s) Client:  Laura Nilsen, School Board Chair lnilsen@carlton.k12.mn.us 

 Northspan: Elissa Hansen, President & CEO ehansen@northspan.org 

I. Description of Services/Products to be provided (attach detailed scope of service if necessary): 

• See proposal attached 

II. Terms of Contract 
 Due to fluctuating costs, the proposed investment total is valid for 60 days from the contract date. If not signed within 

this period, a new total will be provided to reflect current costs. To secure the proposed total, please sign the contract 
promptly. 
 
This Agreement will become effective on August 4, 2025 when executed in full by authorized representatives of the 
Contractor and Northspan and will remain in effect until June 30, 2028. 

III. Compensation and Terms of Payment: 
 A. 

 

Cost of Services: $20,590 

 B. Terms of Payment: 
  The Contractor hereby agrees to pay Northspan up to the above-stated cost upon submission of invoices for 

services performed. Invoices will be submitted according to the following schedule: 
  • Monthly invoicing for work performed and direct project expenses. 

IV. Other Provisions (attach additional page if necessary): 
 

• N/A 

In witness whereof, the parties have hereunto set their hands and each warrants that he/she is empowered and authorized to 
execute this AGREEMENT and accept Terms and Conditions A through H on the reverse side of AGREEMENT. 

 
 
  

 
 
 
  

                    
 
 
                                                                                          08/01/2025 

Authorized Client Representative                         Date      Elissa Hansen, Northspan President & CEO                          Date  
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TERMS AND CONDITIONS 

A. QUALIFICATIONS.  
 Northspan represents that it is qualified and willing to perform the services set forth herein. 

B. AMENDMENTS.   

 Any alterations, variations, modifications, or waivers of terms of this Agreement shall be binding upon the 
Contractor and Northspan only upon being reduced to writing signed by a duly authorized representative of the 
Contractor and of Northspan. 

C. ASSIGNMENT.   

 Northspan represents that it will utilize only its personnel in the performance of the services set forth herein, 
and further agrees that it will neither assign, transfer, or subcontract any rights or obligations under this 
Agreement without prior written consent of the Contractor. 

D. DATA AND COPYRIGHT. 
 1. The Contractor agrees that it will make available all pertinent information, data, and records under its control 

for Northspan to use in the performance of this Agreement, or to assist Northspan wherever possible to obtain 
such records, data and information. 

 2. All reports, data, information, and documentation, and material given to or prepared by Northspan pursuant to 
this Agreement will be confidential and will not be released by Northspan during the Contract period without 
prior authorization from the Contractor. 

 3. No reports, maps, data, commentaries, or other documentation produced in whole or in part under this 
Agreement will be the subject of an application for copyright by or on behalf of Northspan or Northspan agents 
or employees. 

E. COMPLIANCES.  
 Northspan agrees to abide by and assures that no person in the United States shall on the grounds of sex, age, 

race, or religion be excluded from participating in, be denied the benefits of, or be otherwise subject to 
discrimination in connection with the operations of this Contract. 

F. FINANCIAL RECORDS.  
 Northspan agrees that it will establish and keep for a period of three (3) years following the receipt of payment 

from the final invoice for services performed hereunder such financial records as will fully disclose the amount 
and disposition of the funds received pursuant to this Contract. 

G. TERMINATION.  
 1. If either party shall fail to fulfill its obligations hereunder, or shall violate any terms of this Contract, the other 

party shall have the right to terminate this Contract by giving written notice to the defaulting party at least 
fourteen (14) days prior to termination.  Such written notice shall specify the nature of the default. 

 2. In the event of the termination of this Contract prior to normal completion, all finished or unfinished documents, 
data, studies, surveys, drawings, maps, photographs, and reports prepared by Northspan in carrying out the 
work tasks hereunder shall become the property of the Contractor.  Northspan shall be entitled to receive from 
Contractor the reasonable value of such materials.  In addition, Contractor shall pay Northspan for the services 
actually and satisfactorily performed by Northspan hereunder up to the time of termination, less any payments 
previously made to Northspan under this Contract. 

H. INFORMATION.  
 Contractor agrees that all information provided to Northspan will be true and correct to the best of Contractor’s 

knowledge.  Northspan is not liable for its use or dissemination of false or erroneous information, data or other 
materials provided by the Contractor. 
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Contact Person: Gracie Evans & Laura Nilsen
Email: gevans@carlton.k12.mn.us, operations.director@carlton.k12.mn.us

July 21, 2025

Re: Carlton School District DEI Training Proposal 

Dear Gracie and Laura,

Northspan is pleased to submit this proposal in response to your request for professional de-
velopment training for Carlton School District staff focused on diversity, equity, and inclusion 
(DEI). We are excited about the opportunity to support your efforts by providing a data-in-
formed approach to guide and enhance this important initiative.
 
Our team brings extensive experience in survey design and analysis, program development, 
and DEI resource navigation. We’ve successfully led similar efforts through our Inclusion 
Learning Cohorts across four counties in Northeast Minnesota including Carlton, Itasca, 
Koochiching, and Cook. For this engagement, Consultants Amber Lewis and Stefanie Sjelin 
will co-lead the project, with support from myself and additional team members as needed to 
ensure a thorough and timely delivery.
 
We propose a structured process that includes:
•	 A comprehensive staff survey and analysis
•	 A detailed report with actionable recommendations for educators and programming
•	 Optional ongoing coordination and feedback gathering through Spring 2028

The project is scheduled to begin on August 1, 2025, with the final survey report delivered by 
September 15, 2025.
 
We would welcome the opportunity to further discuss and refine our approach to best align 
with your goals. Thank you for considering our proposal, and we look forward to the possibili-
ty of working together.

Be well,

Elissa Hansen
President & CEO

SECTION I - PROPOSAL LETTER
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SECTION II - ABOUT US

BRIEF HISTORY
Northspan was founded in 1985, during a time of deep economic uncertainty in northeast Minnesota, marked 
by high unemployment and a shrinking tax base. In response, our founders established Northspan as a private, 
nonprofit, fee-for-service consulting group to deliver professional economic development services across the 
Upper Midwest. The name “Northspan” was chosen to reflect our broad regional mission and our commitment 
to nimble, mission-driven work.

From the beginning, we built a team of professionals with diverse expertise, unconstrained by geography or 
discipline. Over the past four decades, we’ve quietly served as a behind-the-scenes force for economic devel-
opment, helping shape regional partnerships, support local initiatives, and bring fresh perspectives to complex 
challenges. Today, we continue to evolve, staying true to our roots while embracing new opportunities to serve 
communities with integrity, innovation, and collaboration.

N O R T H S P A N  B Y  T H E  N U M B E R S

YEARS 
COMBINED
EXPERIENCE

75+ 75+
CLIENTS 
SERVED
IN 2024 10

TALENTED
TEAM
MEMBERS

OVERVIEW
Northspan is a private, nonprofit consulting firm based in Duluth, Minnesota. Since 1985, we’ve been dedi-
cated to driving economic and community development across the Upper Midwest. Our mission is simple 
yet powerful: we’re expert navigators, transforming ideas into accomplishments.

We work closely with businesses, communities, and organizations to help them grow, adapt, and thrive. 
Whether it’s strategic planning, community engagement, business development, workforce solutions, or re-
gional programming like our DAWN initiative, we bring a thoughtful, inclusive, and strategic approach to every 
project.

Our values of inclusivity, trustworthiness, stewardship, adaptability, and diligence guide everything we do. 
We’re proud to be a trusted partner in building stronger, more resilient communities.

OUR CORE VALUES
We foster respect through intentional engagement of stakeholders and seek common solutions to challenges.

ADAPTABLE: We have a broad range of expertise which enables us to seize new opportunities and tailor our 
offerings.

DILIGENT: We deliver excellent service and clear results.

TRUSTWORTHY: We earn loyalty by operating ethically, reliably, confidentially, and with integrity.

INCLUSIVE: We facilitate intentional engagement and seek common solutions to challenges.

STEWARDS: We carefully manage the resources entrusted to us and focus on long-term well-being.

OUR VISION Engage & Elevate

OUR MISSION We are expert navigators, turning ideas into accomplishments through consult-

https://dawnmn.org/


OUR EXPERTISE Northspan proudly delivers premier economic development consulting ser-
vices, fostering connections, building capacity, and facilitating access to capital 
for clients throughout the Upper Midwest. Our expertise lies in forging strong 
relationships, streamlining processes, facilitating impactful conversations, and 
sparking innovative insights and actions. We are dedicated to driving meaningful 
change and empowering communities to thrive.

FORM CONNECTIONS

We strengthen communities, attract and retain 
businesses, and enhance quality of life by:
• Coordinating and facilitating critical                                                                              
conversations
• Engaging communities through groups, 
interviews, and surveys
• Providing strategic support and filling capacity 
gaps
• Creating strategies for diversification, change, 
and sustainable growth
• Analyzing opportunities and challenges
• Developing policy recommendations and 
processes for change

BUILD CAPACITY

We enhance the effectiveness of boards, 
councils, committees, and collaborations by:
• Coordinating strategic planning processes
• Providing technical assistance for growth and 
development
• Building inclusive leadership skills through 
training
• Offering meeting management and planning 
services
• Facilitating economic adjustment and crisis 
response initiatives
• Conducting economic impact analyses

ACCESS CAPITAL

We collaborate with public and private partners to 
help you secure resources for transition, expansion, 
and economic growth. We offer:
• Hands-on support for entrepreneurs navigating funding 
options
• Design, administration, and underwriting of community                                                           
loan funds
• Structuring and facilitating project financing
• Expertise in packaging loan and grant applications
• Accredited business valuation and succession planning
• Project feasibility studies

SECTION II - ABOUT US
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SECTION II - ABOUT US

OUR DEVELOPMENT PHILOSOPHY: ENGAGING AND ELEVATING SINCE 1985
With over 40 years in community and economic development, we are known for creating tailored 
strategies for each engagement. We build long-term partnerships with communities and organizations, 
often working behind the scenes to enhance the capacity of those providing essential services. Trust is 
fundamental to our work, and we uphold high standards of professionalism.

Our extensive network includes state and local governments, private companies, philanthropic 
organizations, nonprofits, and community leaders. Successful community engagement requires 
buy-in from a diverse network, and we strive for this in every project. Our ten-person team provides 
research and administrative support, streamlining processes and offering cost-effective services. Our 
professionalism, responsiveness, and fresh energy ensure quick progress and client satisfaction.
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SECTION II - ABOUT US

FLEXIBLE AND INCLUSIVE ENGAGEMENT STRATEGIES 
Northspan’s approach emphasizes inclusive participation and respect, adapting our processes to these 
principles. Facilitators listen to all perspectives and encourage participation from everyone. Our flexible 
facilitation adapts to client needs, attendees, and new developments. We incorporate non-traditional 
methods, including arts and active engagement, to reach communities in new ways and inspire a renewed 
vision for their future. These processes enhance public life, create strong communities, and foster 
economic growth.

Northspan’s facilitation is based on the Institute of Cultural Affairs-USA Technology of Participation 
(ToP) methods, transforming how groups think, talk, and work together. We immerse ourselves in 
communities to understand their challenges and opportunities, identify potential changes, and pilot ideas. 
We collaborate with communities to bring these ideas to life, understanding their dynamics through 
observation and data analysis.

We build partnerships and collaborations to foster trust, changing perspectives and inviting long-range 
thinking. We test new ideas, gather input, and engage all community members. By listening, observing, 
and engaging, we make the best recommendations to elevate growth, recovery, and change.
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SECTION II - ABOUT US

ELEVATING DIVERSE VOICES AND PERSPECTIVES
Northspan embraces a holistic vision of community and economic development, understanding how 
partners can collaborate to best serve their communities. We navigate the broader development 
ecosystem, helping organizations find their unique niches and avoid service duplication.

We diligently research and understand the internal politics and histories of the communities and 
organizations we serve, breaking down historical divides and building new connections. Our experience 
in both public and private sectors equip us to handle tough conversations around organizational and 
community change.

We prioritize not only recognizing attendees at community meetings but also actively encouraging 
participation from underrepresented groups. We conduct direct outreach, meeting community members 
where they are to build bridges based on common interests and goals. Our expansive view of diversity 
spans age, race, faith, gender, and sexual orientation.

Well-connected with state and local governments, private companies, philanthropic organizations, 
nonprofits, and community leaders, we ensure successful community engagement through broad buy-in 
from diverse networks. We strive for comprehensive connection in every engagement process.
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SECTION II - ABOUT US

Focused Conversations facilitate meaningful communication by:
•	 Providing a structure for clear dialogue and reflection
•	 Delving deeply into topics
•	 Encouraging diverse perspectives
•	 Creating shared awareness

Consensus Workshops lead to group decisions that respect diverse perspectives, create 
joint resolve, and inspire action by:
•	 Engaging all group members
•	 Organizing ideas and decisions
•	 Revealing consensus in large groups
•	 Building effective team partnerships
•	 Creating shared agreement

Action Planning (when appropriate) is a short-term planning approach for events or projects 
with group agreement by:
•	 Visualizing the completed task
•	 Analyzing the current situation
•	 Focusing the group’s commitment
•	 Establishing clear accountability
•	 Developing a coordinated action timeline

•	 Creating commitment to action

OUR CORE METHODS 
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PROPOSED METHODOLOGY AND TIMELINE
Northspan is a resource of knowledge for DEI resources and educators and provides expert 
data collection and analysis, program coordination, and facilitation in supporting cultural fluency 
and advancing inclusion and belonging in Northeast Minnesota. Our team is well-versed in the 
challenges faced in designing programming to fit a wide range of individual needs and learning 
styles. We recognize the importance of deeply understanding staff readiness and experience with 
various DEI related training and topics to best meet current professional development needs for 
the Carlton School District. 

Our experience working with diverse communities as well as a wide variety of DEI related 
consultants, nonprofits, and businesses across the region has equipped us to approach this work 
with cultural competence, a grounding in research based best practices, and a commitment to 
inclusive stakeholder engagement, ensuring that our recommendations are both actionable and 
aligned with the values and goals of Carlton School District. 

GOAL
The goal of this proposal is to design and implement a multi-year DEI training and engagement 
initiative for Carlton School District staff. This initiative will begin with a comprehensive staff survey 
and analysis to assess current knowledge levels and perceptions, followed by tailored training and 
educator coordination, with feedback and analysis throughout. The project will support the district’s 
goals of increasing cultural awareness, reducing disparities, and fostering an inclusive learning 
environment.

RECOMMENDED APPROACH  
To meet the objectives outlined by Carlton School District, we propose a phased, multi-year approach that 
includes a DEI readiness survey, stakeholder-informed training design, and ongoing educator coordination. 
The project will begin on August 1, 2025, with a final survey report delivered by September 15, 2025. 
Training and engagement activities will continue through Spring 2028.

SECTION III - RECOMMENDED APPROACH
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FULLY COORDINATED APPROACH
YEAR 1
1. Engagement Kickoff Meeting Objectives 
Northspan will collaborate with district leadership to finalize the engagement design and identify 
key participants. We will:
•	 Confirm and clarify project goals and deliverables
•	 Establish a schedule for regular coordination check-ins

2. Survey Design and Analysis
Timeline: August - September 2025
We will conduct a baseline assessment of staff DEI knowledge and needs by:

Designing and distributing a staff-wide survey:
This survey will assess current understanding, attitudes, and experiences related to diversity, equity, 
and inclusion among Carlton School District staff.

Analyzing results to identify trends, gaps, and training needs:
We will use both quantitative and qualitative methods to uncover patterns in responses, 
highlighting areas of strength and opportunities for growth.

Virtually delivering a final report with actionable insights:
The report will include a summary of findings, suggested training pathways, and strategic 
recommendations.

3. Training Design & Recommendations
Timeline: September 2025 - May 2026
Based on survey results, we will:

Develop educator recommendations 
Based on our deep knowledge of DEI trainers across the region, the proposed training content 
will be customized to meet staff where they are, ensuring relevance and engagement across 
varying levels of cultural fluency. We suggest training opportunities on select Fridays (non-
instructional days) to avoid in-service conflicts.

Suggest a variety of engagement options (e.g., workshops, community events, readings, 
online courses, reflective activities, DEI “bingo cards” with reflection components)
A flexible menu of learning opportunities will encourage voluntary participation and allow staff to 
engage in ways that resonate with their learning styles. These tools will gamify participation with 
built-in reflection to deepen understanding and accountability. 

Coordinate with DEI educators
We will prioritize working with facilitators who bring both professional expertise and cultural 
authenticity, ensuring respectful and impactful learning experiences. 

SECTION III - RECOMMENDED APPROACH
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FULLY COORDINATED APPROACH 
YEAR 2 & 3
Ongoing Coordination & Evaluation
Timeline: June 2026 - May 2027 and June 2027 - May 2028
To ensure long-term impact, we will:

Support educator coordination and feedback gathering 
•	 Designing and distributing a staff-wide survey to gather feedback 
•	 Analyzing results to identify trends, gaps, and training needs 
•	 Delivering an update report with actionable insights 

Adjust training recommendations annually based on feedback and evolving needs 
•	 Each year’s educator recommendations will be refined to reflect staff input, emerging best 

practices, and shifting district priorities. 
•	 Coordinate with DEI educators

SURVEY ONLY APPROACH  
This approach begins with an Engagement Kickoff Meeting to confirm and clarify project goals 
and deliverables. It is followed by the design and distribution of a staff-wide survey to gather 
input across the organization. The collected data is then analyzed to identify key trends, gaps, and 
training needs. A final report is delivered virtually, offering actionable insights. Ongoing support 
includes gathering feedback to ensure continuous improvement and alignment with project 
objectives in years 2 and 3.

SECTION III - RECOMMENDED APPROACH
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SECTION IV - EXAMPLES OF WORK

RELEVANT EXPERIENCE
Northspan brings extensive experience in analyzing and coordinating programming such as 
the Northeast Minnesota Inclusion Learning Cohorts and the Rural Minnesota Community 
Safety Project. Our team has led numerous evaluations that assess stakeholder and 
community needs, helping identify strengths, address challenges, and uncover opportunities 
for growth. We have worked with a variety of groups and organizations across the Upper 
Midwest, tailoring our approach to reflect each organization’s unique mission, community 
context, and stakeholder needs. Our proven methodology combines data analysis, 
stakeholder engagement, and strategic insight to deliver clear, actionable recommendations 
that drive meaningful impact.

WILDERNESS HEALTH LISTENING SESSIONS & ACTION PLANNING | 2024
Challenge: Wilderness Health—a collaborative of independent healthcare providers in northeast Minnesota and 
northwest Wisconsin—sought facilitation support for five community listening sessions focused on improving 
mental and behavioral health care. Sessions were held in Silver Bay, Ely, Virginia, Hibbing, and Cohasset, with the 
goal of engaging community members in identifying barriers and solutions to care.

Role: Wilderness Health partnered with Northspan Group, Inc., a regional consulting organization, and Nelle 
Rhicard of ReFrame Ideas, a graphic recorder. Northspan facilitated the sessions and synthesized findings, while 
Rhicard visually captured key themes and personal stories. Using the ORID (Observe, Reflect, Interpret, Decide) 
method, participants shared experiences and proposed solutions, which were grouped into common themes to 
inform regional strategies.

Results: The sessions resulted in eight community-driven strategies for improving mental and behavioral health 
care:
1. Improve Fair & Equitable Access
2. Develop Community-Based Support Networks
3. Recruit & Retain Workforce
4. Advance Integrated Health System Changes
5. Increase Acceptance & Reduce Stigma
6. Empower Care Support Through Education
7. Enhance Early Detection
8. Implement Trauma-Informed Intake Processes

Northspan then facilitated an action planning workshop with Wilderness Health staff to prioritize and implement 
these strategies.

https://wildernesshealthmn.org/initiatives/mental-and-behavioral-health-care-navigation/

https://wildernesshealthmn.org/wp-content/uploads/2025/04/Community-Listening-Session-Report-Final-3.7.25.pdf

Reference: Zomi Bloom, Wilderness Health Program Manager, zomi.bloom@wildernesshealthmn.org

https://wildernesshealthmn.org/initiatives/mental-and-behavioral-health-care-navigation/
https://wildernesshealthmn.org/wp-content/uploads/2025/04/Community-Listening-Session-Report-Final-3.7.25.pdf
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SECTION IV - EXAMPLES OF WORK

CLOQUET AREA RURAL COMMUNITY SAFETY PROJECT
SAFE TOGETHER | 2023–2025 
Challenge: In recent years, rural communities across the United States have experienced rising tensions and 
threats of violence related to culture, political affiliation, religion, and sexual orientation. These challenges, 
compounded by limited access to resources and historical trauma, have created a pressing need for proactive, 
community-centered approaches to safety. In the Cloquet area, including within neighboring tribal lands of 
the Fond du Lac Band of Lake Superior Chippewa, these challenges have intersected with broader community 
concerns such as school-based incidents, mental health, and addiction crises. Underlying many of these issues 
are deeper fractures in trust, belonging, and safety. Recognizing this, international humanitarian organization 
Nonviolent Peaceforce (NP), Northspan and additional partners asked a critical question: What does safety mean 
here, and how can we build it together? 

Role: NP with support from the Bush Foundation contracted Northspan to launch the Rural Minnesota Community 
Safety Project in Cloquet. This initiative was built on the foundation of a previous Inclusion Learning Cohort and 
began with a community-wide safety survey to identify local tensions and concerns. Northspan led community 
outreach, surveying, project coordination, and local engagement efforts. Evaluation partners, Voices for Rural 
Resilience (VfRR) & The Department of Public Transformation (DoPT), supported community sensing through a 
series of story circles and reporting.  

The project featured a full-day Safe Together Workshop at the Cloquet Forestry Center led by educators from 
Nonviolent Peaceforce. It included: 
• A cultural welcome and closing by Ojibwe Elder Ricky DeFoe (Fond du Lac Band of Lake Superior Chippewa).
• Interactive sessions on de-escalation, upstander intervention, and the situational awareness. 
• Scenario-based learning and reflection 
• Inclusive meals and ASL interpretation to ensure accessibility 

Participants were engaged throughout the project and helped guide the work. This included reflection sessions 
and Accelerated Action Planning (a facilitated planning method to invite cooperation in determining steps for 
successful project completion) facilitated by Northspan. The final engagement opportunity included a virtual 
Threat Assessment and Early Warning/Early Response (EWER) training, with NP educators guiding participants in 
learning how to identify and respond to potential threats using community-based tools. 

The project culminated in the creation of a gamified final report by VfRR & DoPT —Safe Together: A Quest for Rural 
Community Safety—which serves as both a reflection and a guidebook for other communities. 

Results: The Rural MN Community Safety Project in Cloquet has become a model for rural safety rooted in the 
power of relationships among community members. Key outcomes include: 
• 100 survey responses identifying top safety concerns and community needs 
• A full-day workshop including community members from diverse backgrounds and lived experiences
• Hands-on training in nonviolent conflict intervention, including the Window of Tolerance, OODA Loop, and the 
CLARA model.  
• A creative, community-centered guidebook that reimagines safety as a shared journey 

Community participants now have: 
• Tools to center themselves and de-escalate tense situations 
• A deeper understanding of how to be upstanders rather than bystanders 
• A distinction between immediate de-escalation and long-term conflict resolution 
• A tool to identify threats and create a plan for effective response 

Northspan and Nonviolent Peaceforce’s approach, rooted in humility and consideration for the full participation 
of participants with various aspects of diversity, has proven especially effective in rural contexts. It has shown that 
safety is not enforced; it is cultivated through relationships, care, and shared responsibility. 

References: Anna Zaros, Nonviolent Peaceforce, Director of Advancement, azaros@nonviolentpeaceforce.org, 612-
871-0005, Mary Beck, Community Memorial Hospital, Safety Coordinator, mbeck@cmhmn.org, 218-878-7672, and 
Debra Topping, Fond du Lac Band of Lake Superior Chippewa Community Member, Dontforget013085@gmail.com, 
218-721-2748 

https://assets.northspan.org/wp-content/uploads/2025/07/10132901/SAFE-TOGETHER_Final_6.26.25.pdf
https://assets.northspan.org/wp-content/uploads/2025/07/10132901/SAFE-TOGETHER_Final_6.26.25.pdf
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SECTION IV - EXAMPLES OF WORK

CLOQUET AREA INCLUSION LEARNING COHORT
BUILDING A WELCOMING COMMUNITY | 2022–2023

Challenge: The Cloquet area, like many rural communities in Northeast Minnesota, faces challenges related to 
inclusion, belonging, and equitable access. Community members expressed a desire to better understand the 
experiences of historically marginalized populations and to build stronger, more inclusive relationships across 
differences. With limited local capacity and resources, the need for a structured, community-centered approach to 
inclusion became clear.

Role: Northspan, through its Welcoming Community programming, launched the Cloquet Area Inclusion 
Learning Cohort (ILC) in 2022. The initiative began with an Inclusion Readiness Assessment to establish a 
baseline understanding of community dynamics. Over the course of seven months, Northspan facilitated monthly 
workshops at the Cloquet Public Library, each designed around themes identified in the assessment and refined 
through community input.

Workshops featured local, regional, and national educators and focused on experiential learning, intercultural 
fluency, constructive dialogue, and community visioning. Topics included understanding implicit bias, sharing local 
histories, youth perspectives, and inclusive leadership. The workshops emphasized relationship-building, reflection, 
and action planning.

Results: The Cloquet ILC fostered deep community engagement and learning. Participants explored their own 
identities and community roles, built new relationships across generations and sectors, and developed a shared 
vision for a more inclusive Cloquet. Highlights included:
• Experiential learning activities such as the ABC’s Constructive Dialogue, cultural storytelling, and youth-led 
panels.
• Cultural ceremonies like traditional smudging and Ojibwe teachings, grounding the cohort in local Indigenous 
perspectives and including local educators from the Fond du Lac Band of Lake Superior Chippewa.
• Collaborative action planning, resulting in two community-driven project proposals. Progress was made in 
forming the Inclusive Garden Group with a goal to create a community-wide gardening and agricultural project to 
connect across local cultures.
• Increased leadership capacity, with new voices—especially youth and nontraditional leaders—emerging as 
advocates for inclusion.

One participant reflected, “It was so encouraging to hear how each of us wanted what is best for our community—
to live in harmony with one another—working, playing, learning together. Helping each other, making sure our 
neighbor is OK—no matter what differences we may have with that person.”

The Cloquet ILC is part of a broader regional effort to host Inclusion Learning Cohorts in every county of 
Northeast Minnesota. With these efforts Northspan continues to build momentum toward a more welcoming 
region.

References: Victoria M.L. McMillen, Anishinaabekwe, Culture Bearer & Community Advocate, Mvmcmillen@gmail.
com, 218-491-0893
Michelle Kilroy, Local Educator, Kilroymom@hotmail.com, 218-591-3588
Doreene Etongue Mayer, Cloquet Community Member, dodolangason@gmail.com
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SECTION IV - EXAMPLES OF WORK

COOK COUNTY AREA INCLUSION LEARNING COHORT
BUILDING A WELCOMING COMMUNITY | 2022–2023

Challenge: Cook County, located in the far northeastern corner of Minnesota, is a rural region with a rich 
cultural heritage and a growing awareness of the need for greater inclusion and belonging. Community members 
expressed a desire to better understand the diverse histories and lived experiences of their neighbors, particularly 
Indigenous communities, and to build stronger relationships across difference. With limited local capacity, the 
community needed a structured, locally grounded approach to support greater intercultural understanding and 
connection across differences. 

Role: Northspan, through its Welcoming Community programming, launched the Cook County Area Inclusion 
Learning Cohort (ILC) in October 2022. The cohort met monthly at the Cook County Higher Education building 
in Grand Marais with one session hosted on the neighboring land of the Grand Portage Band of Lake Superior 
Chippewa. The participants engaged in a seven-month series of experiential workshops, which led to the 
completed Community Inclusion Project, 6 months later. Each session was designed around themes identified in 
the Inclusion Readiness Assessment and refined through community input.

Workshops featured local, regional, and national educators and focused on topics such as constructive dialogue, 
implicit bias, Indigenous history, and allyship. A highlight of the series was the Blanket Exercise; a powerful 
participatory experience providing a deeper understanding of the history and impacts of colonization. This 
experience was so impactful that the cohort organized a public event in January 2024 to share it with the broader 
community for their Community Inclusion Project. 

The Blanket Exercise Experience, Community Discussion, & Shared Meal Coming to Grand Marais | North Shore Journal | Two 
Harbors, Silver Bay & Lake Superior

Results: The Cook County ILC created a space for honest dialogue, cultural learning, and community visioning. 
Participants explored their own identities and histories, built new relationships, and developed a shared 
understanding of what it means to be a welcoming community. Key outcomes included:
• Experiential learning through activities like the Blanket Exercise, storytelling, and ABCs of Constructive Dialogue 
practice.
• Deep engagement with Indigenous perspectives, including local authors and educators from Grand Portage.
• Collaborative action planning resulted in a community-driven project proposal which came to fruition with 
funding provided as part of the ILC. 
• Public outreach, including a community-wide Blanket Exercise event that extended the cohort’s impact beyond 
its members.

The Cook County ILC is part of Northspan’s broader goal to host Inclusion Learning Cohorts in every county of 
Northeast Minnesota. With these efforts, Northspan continues to build momentum toward a more welcoming 
region.  

References: Mary Harrelson, Grand Portage Minnesota band member, pax2@starpoint.net, 507-829-9372
Dr. Nina McCune, Dean, Belonging and Student Engagement at Walden University, dr.nina.mccune@gmail.com
Levi Libra, Grand Portage Band of Lake Superior Chippewa Community Member, levi.libra@gmail.com, 651-245-
9686

https://northshorejournal.co/community/the-blanket-exercise-experience-community-discussion-shared-meal-coming-to-grand-marais/
https://northshorejournal.co/community/the-blanket-exercise-experience-community-discussion-shared-meal-coming-to-grand-marais/
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SECTION V - TEAM QUALIFICATIONS

AMBER LEWIS: LEAD
CONSULTANT  
218.481.7737 | alewis@northspan.org  
https://www.linkedin.com/in/amberlewis/ 

Amber Lewis coordinates the Welcoming Community program focused on finding ways to bring 
community solutions to challenges while bringing people together across differences. Her work involves 
fostering a more welcoming community in northeast MN and supporting talent retention and community 
engagement in the region through facilitating community conversations, learning opportunities, and 
community projects centered on belonging and inclusivity. She joined Northspan in 2021 on a two-year 

fellowship with Lead for America and has a master’s degree in conflict analysis and resolution from George Mason University. 

RELEVANT CREDENTIALS, EXPERIENCE, AND EXPERTISE:  
•	 In August of 2021-August of 2023, Amber completed her two-year fellowship service in which she was tasked with identifying and 

implementing initiatives and partnerships to launch Welcoming Community programming serving seven counties and six tribal nations 
in northeast Minnesota. Amber focused on identifying key community challenges and conflicts through relationship building, intentional 
conversations, and outreach to underrepresented community members in northeast Minnesota. She was Instrumental in forming a 
30+ member northeast Minnesota Welcoming Community Advisory Committee with over 50% representation from members of 
underrepresented community groups 

•	 Over a year-long period, Amber coordinated two Inclusion Learning Cohorts in rural communities of northeast Minnesota. The cohorts 
were focused on bringing community members together across difference to build relationships, learn inclusive community practices, 
and address a challenge in the community 

•	 Other key initiatives organized as part of the Welcoming Community programming included the establishment and hosting of regular 
meetings of the Duluth Lyceum in partnership with the national Lyceum Movement and assisting in the coordination of 80 free 
Intercultural Development Inventory assessments to rural community leaders.  

•	 Amber assisted the development and execution of the 1st Annual Virtual Northeast Minnesota Equity Summit, with over 200 
participants, and was the lead coordinator for the 2nd Annual Equity Summit, Belonging in Northeast Minnesota(in-person), with 120 
participants and 24 presenters. 

•	 Before joining Northspan, Amber completed her master’s degree in Conflict Analysis and Resolution from the Jimmy Carter School for 
Peace and Conflict Resolution. As a student and post-graduation, she was a participant in planning and facilitating a series of dialogues 
concerning controversial nomenclature and monuments for the City of Fairfax, VA. She effectively collaborated with city staff, professors, 
and other volunteers resulting in successful dialogue sessions and improved understanding of best practices for future Fairfax dialogue 
sessions. 

•	 In 2015, Amber served as Augsburg’s Environmental Stewardship Fellow. She was a key partner with Augsburg’s Environmental 
Stewardship Committee and served a supervisory role as an advisor to four undergraduate students involved in the Environmental 
Student Leaders Action Network (ESLAN) in creating and implementing projects and events related to campus and community 
sustainability.  

•	 Amber was a founding member of the Utah Valley University Interfaith Student Council. She effectively participated in the drafting, 
planning, and hosting of various workshops and lectures aimed at resolving religious based conflicts and successfully participated in and 
assisted in the facilitation of dialogues between those of different faiths using conflict resolution principles.  

•	 Amber is currently serving the second year of a two-year term as a member of the FUSE Leadership Council  
•	 Amber participated in the 2023 cohort for the Minnesota Young American Leaders Program 
•	 Amber is currently completing training to serve as a volunteer moderator for the non-profit Braver Angels 
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SECTION V - TEAM QUALIFICATIONS

STEFANIE SJELIN: SUPPORT
CONSULTANT  
218.481.7737 | ssjelin@northspan.org  
https://www.linkedin.com/in/stefaniesjelin/ 

Stefanie joined the Northspan team in 2023 as an Associate Consultant and was promoted 
to Consultant in early 2025. Her role focuses on several areas, including strategic planning 
facilitation, community and stakeholder engagement, survey design, data analysis, and research. 
Along with an adaptable skillset and strategic mindset, Stefanie brings a sense of emotional 
intelligence and situational awareness to her work. She is dedicated to meeting individuals,

groups, and organizations where they’re at, bringing diverse perspectives together, and delivering quality results that
maximize client’s potential..  

RELEVANT CREDENTIALS, EXPERIENCE, AND EXPERTISE:  
•	 Extensive training in Technology of Participation facilitation methods through the Institute of Cultural Affairs in alignment 

with Northspan’s preferred strategic planning method, with competencies and experience in facilitating focused 
conversations, consensus workshops, action planning, and implementation. 

•	 Recent strategic planning clients include the Fond du Lac Band of Lake Superior Chippewa, Life House, Lake Superior 
Community Health Center, and the Minnesota Chippewa Tribe. Additional recent facilitation experience includes 
stakeholder engagement components of a financial feasibility study for the City of Becker and ongoing meeting facilitation 
for community groups, including the Mineland Vision Partnership and Minnesota Power’s East Range and Itasca County 
Community Advisory Panels.

•	 Supports regional welcoming, belonging, and inclusion efforts through Northspan’s DAWN (Driving Access to Wealth and 
Networks) programming, including drafting newsletters and email marketing campaigns, assisting with the coordination of 
Inclusion Learning Cohorts in rural communities, and collaborating with the international non-governmental organization 
Nonviolent Peaceforce to help launch the Rural Minnesota Community Safety Project in two pilot communities in 
northeastern Minnesota. 

•	 Experienced in working with a broad range of groups and stakeholders, including nonprofit organizations, community 
foundations, local government entities, economic development authorities, community groups, Native Nations, youth, and 
socially and economically disadvantaged individuals.

•	 Displays effective written and verbal communication skills, as well as strong attention to detail in formatting, preparing, 
coordinating, proofreading, and copyediting reports and other professional documents while maintaining strict 
confidentiality standards.

•	 Obtained certification as a Social-Behavioral-Educational Researcher through the Collaborative Institutional Training 
Initiative, with a demonstrated ability to collect, interpret, and present qualitative and quantitative data.

•	 Graduated summa cum laude from The College of St. Scholastica in May 2023 with a Bachelor of Arts in Organizational 
Leadership and minors in psychology and human resources management. Focused coursework in areas including 
organizational development, industrial-organizational psychology, business ethics, communications, research methods, 
data analysis, and evidence-based decision-making.

•	 Recognized as a 2023 Student Employee of the Year finalist for outstanding performance and dedication to promoting 
equity and inclusion in a prior role with The College of St. Scholastica’s Career Services department.
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SECTION V - TEAM QUALIFICATIONS

ELISSA HANSEN: SUPPORT
PRESIDENT & CEO
218.481.7737 | ehansen@northspan.org
www.linkedin.com/in/elissahansen

 
Elissa Hansen leads Northspan with over 20 years of experience in business, community, organizational, 
and economic development across Minnesota and Wisconsin. She dedicates her time to creatively 
advancing others’ capabilities. In her role at Northspan, Elissa engages with and elevates every client by 
facilitating tough conversations and driving organizations forward with action-oriented strategic methods. 
She fosters meaningful communication that respects diverse perspectives, creates joint resolve, and 
inspires individual and group action. Elissa grew up in central Minnesota and earned her undergraduate 

and master’s degrees from Northern Arizona University. She has completed certification coursework with the Institute of Cultural Affairs - 
USA in the Technology of Participation. Elissa is a certified Economic Development Finance Professional with the National Development 
Council and a graduate of both the Leadership Duluth and Blandin Community Leadership programs. She has also been honored as one of 
the Duluth News Tribune’s “20 under 40,” celebrating professionals making a positive impact and working for change in the region.

RELEVANT CREDENTIALS, EXPERIENCE, AND EXPERTISE: 
•	 Strategic Planning Facilitation: Elissa has facilitated strategic planning for various groups, including the Minnesota Chippewa Tribe, East 

Range Joint Powers Board, Great Lakes Aquarium, Arrowhead Economic Opportunity Agency (AEOA), City of Port Washington, WI, 
Arrowhead Library System, Wadena Development Authority, Chester Bowl Improvement Club, Hermantown EDA, Kanabec County 
EDA, Chisago County HRA-EDA, Generations Health Care Initiatives, and Mineland Vision Partnership.

•	 Community Engagement: Elissa has been directly involved in community engagement processes in numerous rural communities 
across northeast Minnesota and northwest Wisconsin. These communities often have passionate advocates but need assistance 
recognizing their assets, gathering ideas into a coherent plan, and following through to create genuine change. Elissa excels at 
creating space for communities to envision their future and connect to resources that will help them achieve their goals.

•	 Planning, Community Engagement, & Facilitation Services: Elissa has provided these services for various public, private, and nonprofit 
groups, including the City of Duluth Mayor’s Housing Task Force, Minnesota Power’s Low Income Solar Program, ItasCAP & East 
Range CAP (Community Advisory Panels), Arrowhead Regional Development Commission’s Comprehensive Economic Development 
Strategy, Advancing a Healthy Wisconsin, and the Mille Lacs Corporate Venture’s Tribal Economy Business Incubator initiative.

•	 Welcoming Community Program: Elissa led the development and launch of this program to increase the sense of belonging among 
underrepresented community members and build trust between people from different backgrounds in northeast Minnesota. The 
program brings together individuals from diverse backgrounds to explore intercultural differences and adapt to challenges. It aims to 
create long-term opportunities and eliminate systemic barriers for people facing significant disparities.

•	 Certified Facilitator: Elissa is certified by the Exit Planning Institute and has completed the Mastering the Technology of Participation 
(MToP) program, an intensive training in facilitation leadership from The Institute of Cultural Affairs in the USA.

•	 Economic Development Finance Professional (EDFP): Elissa has coursework in business credit analysis, real estate finance, and deal-
structuring, with recertification in loan packaging, negotiating, problem-solving, and developing and financing affordable housing.

•	 Public Life Training: Elissa has training through the Knight Foundation’s Intensive Study Tour & Training in Copenhagen, Denmark, and 
a master class with Gehl Architects on public life studies and engagement strategies focused on people-first design, master planning, 
and urban development frameworks.

•	 Duluth City Council: Elissa served as a City Councilor, Council President, and Council Finance Committee Chair from 2016 to 2018. 
During this time, she enhanced her knowledge of inclusion, equity, and diversity, creating a welcoming environment for all residents 
and setting a precedent for civil behavior. She worked with the community and councilors to update the City’s Tools of Civility.

•	 Previous Experience: Elissa has experience in business management and development, marketing, economic development, and 
strategy development at Lake Superior Consulting, Buzz Frenzy, Steam Creative Consulting, Area Partnership for Economic Expansion 
(APEX), and the Brainerd Lakes Economic Development Corporation (BLAEDC).
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INVESTMENT
Northspan bills for services on a cost reimbursement basis based upon the hourly rates of 
professional staff involved and any direct charges and travel associated with the work performed.

We propose a couple options included in the scope outlined below.

FULLY COORDINATED APPROACH
Year 1
Engagement Kickoff Meeting Objectives
 $150.00 	 Confirm and clarify project goals and deliverables
 $150.00 	 Establish a schedule for regular coordination check-ins
Survey Design and Analysis 
 $590.00 	 Designing and distributing a staff-wide survey
 $1,180.00 	 Analyzing results to identify trends, gaps, and training needs
 $885.00 	 Virtually delivering a final report with actionable insights
Training Design & Recommendations
 $595.00 	 Develop educator recommendations
 $455.00 	 Suggest a variety of engagement options
 $930.00 	 Coordinate with DEI educators
 $4,935.00 	 Subtotal
 $255.00 	 Design & Printing
 $2,000.00 	 Direct costs for educators in year 1
 $2,255.00 	 Subtotal
 $7,190.00 	 Total 
	
Year 2 & 3
Ongoing Coordination & Evaluation 
Support educator coordination and feedback gathering 
 $590.00 	 Designing and distributing a staff-wide survey to gather feedback 
 $745.00 	 Analyzing results to identify trends, gaps, and training needs 
 $740.00 	 Virtually delivering a final report with actionable insights
Adjust training recommendations annually based on feedback and evolving needs 
 $600.00 	 Each year’s educator recommendations will be refined to reflect staff input, 
emerging best practices, and shifting district priorities. 
 $930.00 	 Coordinate with DEI educators 
 $3,605.00 	 Subtotal
 $95.00 	 Design & Printing
 $3,000.00 	 Direct costs for educators in year 2 & 3
 $3,095.00 	 Subtotal
 $6,700.00 	 Total

SECTION VI - INVESTMENT
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SURVEY ONLY APPROACH
Year 1
Engagement Kickoff Meeting Objectives
 $150.00 	 Confirm and clarify project goals and deliverables
Survey Design and Analysis 
 $590.00 	 Designing and distributing a staff-wide survey
 $1,180.00 	 Analyzing results to identify trends, gaps, and training needs
 $885.00 	 Virtually delivering a final report with actionable insights
 $2,805.00 	 Subtotal
 $255.00 	 Design & Printing
 $255.00 	 Subtotal
 $3,060.00 	 Total
 
Year 2 & 3
Ongoing Evaluation 
 $590.00 	 Designing and distributing a staff-wide survey to gather feedback 
 $745.00 	 Analyzing results to identify trends, gaps, and training needs 
 $740.00 	 Virtually delivering a final report with actionable insights
 $2,075.00 	 Subtotal
 $95.00 	 Design & Printing
 $95.00 	 Subtotal
 $2,170.00 	 Total

SECTION VI - INVESTMENT
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532 USE OF PEACE OFFICERS AND CRISIS TEAMS TO REMOVE STUDENTS WITH 
IEPs FROM SCHOOL GROUNDS 

[NOTE: School districts are required by statute to have a policy addressing these 
issues.]

I. PURPOSE

The purpose of this policy is to describe the appropriate use of peace officers and crisis teams 
to remove, if necessary, a student with an individualized education program (IEP) from school 
grounds.

II. GENERAL STATEMENT OF POLICY

The school district is committed to promoting learning environments that are safe for all 
members of the school community.  It further believes that students are the first priority and 
that they should be reasonably protected from physical or emotional harm at all school 
locations and during all school activities.

In general, all students, including those with IEPs, are subject to the terms of the school 
district’s discipline policy. Building level administrators have the leadership responsibility to 
maintain a safe, secure, and orderly educational environment within which learning can occur.  
Corrective action to discipline a student and/or modify a student’s behavior will be taken by 
staff when a student’s behavior violates the school district’s discipline policy.

If a student with an IEP engages in conduct which, in the judgment of school personnel, 
endangers or may endanger the health, safety, or property of the student, other students, 
staff members, or school property, that student may be removed from school grounds in 
accordance with this policy.

III. DEFINITIONS

For purposes of this policy, the following terms have the meaning given them in this section:

A. “Crisis team” means a group of persons, which may include teachers and non-
teaching school personnel, selected by the building administrator in each school 
building who have received crisis intervention training and are responsible for 
becoming actively involved with resolving crises.  The building administrator or 
designee shall serve as the leader of the crisis team.

B. “Emergency” means a situation where immediate intervention is needed to 
protect a child or other individual from physical injury.

C. “Peace officer” means an employee or an elected or appointed official of a 
political subdivision or law enforcement agency who is licensed by the Board of Peace 
Officer Standards and Training, charged with the prevention and detection of crime 
and the enforcement of general criminal laws of the state and who has the full power 
of arrest.  The term “peace officer” includes a person who serves as a sheriff, a deputy 
sheriff, a police officer, or a state patrol trooper.

D. "Physical holding" means physical intervention intended to hold a child 
immobile or limit a child's movement, where body contact is the only source of 
physical restraint, and where immobilization is used to effectively gain control of a 
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child in order to protect a child or other individual from physical injury.

[NOTE: This definition is added to provide clarity for discussion of physical 
holds later in this policy and in light of recent Minnesota legislative action.]

E. The phrase “remove the student from school grounds” is the act of securing 
the person of a student with an IEP and escorting that student from the school 
building or school activity at which the student with an IEP is located.

F. “School Resource Officer” means a peace officer who is assigned to work in an 
elementary school, middle school, or secondary school during the regular instructional 
school day as one of the officer’s regular responsibilities through the terms of a 
contract entered between the peace officer’s employer and the designated school 
district or charter school.

[NOTE: The 2024 Minnesota legislature enacted this definition of “school 
resource officer.” MSBA deleted the definition of “police liaison officer” as 
part of this change. School districts should use the term that reflects their 
local circumstances.]

G. “Student with an IEP” or “the student” means a student who is eligible to 
receive special education and related services pursuant to the terms of an IEP or an 
individual interagency intervention plan (IIIP).

H.  All other terms and phrases used in this policy shall be defined in accordance 
with applicable state and federal law or ordinary and customary usage.

IV. REMOVAL OF STUDENTS WITH IEPs FROM SCHOOL GROUNDS 

A. Removal By Crisis Team

If the behavior of a student with an IEP escalates to the point where the student’s 
behavior endangers or may endanger the health, safety, or property of the student, 
other students, staff members, or school property, the school building’s crisis team 
may be summoned.  The crisis team may attempt to de-escalate the student’s 
behavior by means including, but not limited to, those described in the student’s IEP 
and/or behavior intervention plan.  When such measures fail, or when the crisis team 
determines that the student’s behavior continues to endanger or may endanger the 
health, safety, or property of the student, other students, staff members, or school 
property, the crisis team may remove the student from school grounds.

If the student’s behavior cannot be safely managed, school personnel may 
immediately request assistance from the  school resource officer or a peace officer.

B. Removal By School Resource Officer or Peace Officer

If a student with an IEP engages in conduct which endangers or may endanger the 
health, safety, or property of the student, other students, staff members, or school 
property, the school building’s crisis team, building administrator, or the building 
administrator’s designee, may request that the school resource officer or a peace 
officer remove the student from school grounds.

If a student with an IEP is restrained or removed from a classroom, school building, or 
school grounds by a peace officer at the request of a school administrator or school 
staff person during the school day twice in a 30-day period, the student’s IEP team 
must meet to determine if the student’s IEP is adequate or if additional evaluation is 
needed.
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Whether or not a student with an IEP engages in conduct which endangers or may 
endanger the health, safety, or property of the student, other students, staff 
members, or school property, school district personnel may report a crime committed 
by a student with an IEP to appropriate authorities.  If the school district reports a 
crime committed by a student with an IEP, school personnel shall transmit copies of 
the special education and disciplinary records of the student for consideration by 
appropriate authorities to whom it reports the crime, to the extent that the 
transmission is permitted by the Family Education Rights and Privacy Act (FERPA), the 
Minnesota Government Data Practices Act, and school district’s policy, Protection and 
Privacy of Pupil Records.

[NOTE:  If the school district uses a different reference name for its student 
records policy, insert that name in place of the reference to Protection and 
Privacy of Pupil Records, which is the title of MSBA/MASA Model Policy 515.]

The fact that a student with an IEP is covered by special education law does not 
prevent state law enforcement and judicial authorities from exercising their 
responsibilities with regard to the application of federal and state law to crimes 
committed by a student with an IEP.

C. Reasonable Force Permitted

1. In removing a student with an IEP from school grounds, a building 
administrator, other crisis team members, or the school resource officer or 
other agents of the school district, whether or not members of a crisis team, 
may use reasonable force when it is necessary under the circumstances to 
correct or restrain a student or prevent bodily harm or death to another

2. In removing a student with an IEP from school grounds, school 
resource officers and school district personnel are further prohibited from 
engaging in the following conduct:

a. Corporal punishment prohibited by Minnesota Statutes, section 
121A.58;

b.. Requiring a child to assume and maintain a specified physical 
position, activity, or posture that induces physical pain;

c. Totally or partially restricting a child’s senses as punishment;

d. Denying or restricting a child’s access to equipment and 
devices such as walkers, wheelchairs, hearing aids, and 
communication boards that facilitate the child’s functioning except 
when temporarily removing the equipment or device is needed to 
prevent injury to the child or others or serious damage to the 
equipment or device, in which case the equipment or device shall be 
returned to the child as soon as possible;

e. Interacting with a child in a manner that constitutes sexual 
abuse, neglect, or physical abuse under Minnesota Statutes, Chapter 
260E; 

f. Physical holding (as defined above and in Minnesota Statutes, 
section 125A.0941) that restricts or impairs a child’s ability to breathe, 
restricts or impairs a child’s ability to communicate distress, places 
pressure or weight on a child’s head, throat, neck, chest, lungs, 
sternum, diaphragm, back, or abdomen, or results in straddling a 
child’s torso;
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g. Withholding regularly scheduled meals or water; and/or

h. Denying a child access to toilet facilities.

3. Any reasonable force used under Minnesota Statutes, sections 
121A.582; 609.06, subdivision 1; and 609.379 which intends to hold a child 
immobile or limit a child's movement where body contact is the only source of 
physical restraint or confines a child alone in a room from which egress is 
barred shall be reported to the Minnesota Department of Education as a 
restrictive procedure, including physical holding or seclusion used by an 
unauthorized or untrained staff person.

D. Parental Notification

The building administrator or designee shall make reasonable efforts to notify the 
student’s parent or guardian of the student’s removal from school grounds as soon as 
possible following the removal.

E. Continued Removals; Review of IEP

Continued and repeated use of the removal process described herein must be 
reviewed in the development of the individual student’s IEP or IIIP.

F. Effect of Policy in an Emergency; Use of Restrictive Procedures

A student with an IEP may be removed in accordance with this policy regardless of 
whether the student’s conduct would create an emergency.

If the school district seeks to remove a student with an IEP from school grounds under 
this policy due to behaviors that constitute an emergency and the student’s IEP, IIIP, 
or behavior intervention plan authorizes the use of one or more restrictive procedures, 
the crisis team may employ those restrictive procedures, in addition to any reasonable 
force that may be necessary, to facilitate the student’s removal from school grounds, 
as long as the crisis team members who are implementing the restrictive procedures 
have received the training required by Minnesota Statutes, section 125A.0942, 
subdivision 5, and otherwise comply with the requirements of section 125A.0942.

G. Reporting to the Minnesota Department of Education (MDE)

Annually, stakeholders may recommend, as necessary, to the Commissioner of MDE 
(Commissioner) specific and measurable implementation and outcome goals for 
reducing the use of restrictive procedures.  The Commissioner must submit to the 
Legislature a report on districts’ progress in reducing the use of restrictive procedures 
that recommends how to further reduce these procedures and eliminate the use of 
seclusion.   By January 15, April 15, July 15, and October 15 of each year, districts 
must report, in a form and manner determined by the Commissioner, about individual 
students who have been secluded.  By July 15 each year, districts must report 
summary data. The summary data must include information on the use of restrictive 
procedures for the prior school year, July 1 through June 30, including the use of 
reasonable force by school personnel that is consistent with the definition of physical 
holding or seclusion of a child with a disability.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. §§ 121A.40-121A.56 (Minnesota Pupil Fair Dismissal Act)

 Minn. Stat. § 121A.582 (Student Discipline; Reasonable Force)
Minn. Stat. § 121A.61 (Discipline and Removal of Students from Class)
Minn. Stat. § 121A.67 (Removal by Police Officer)
Minn. Stat. §§ 125A.094-125A.0942 (Restrictive Procedures for Children with 
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Disabilities)
Minn. Stat. § 609.06 (Authorized Use of Force)
Minn. Stat. § 609.379 (Permitted Actions)
Minn. Stat. § 626.8482 (School Resource Officers; Duties; Training; Model 
Policy)
20 U.S.C. § 1232g et seq. (Family Educational Rights and Privacy (FERPA))
20 U.S.C. § 1415(k)(6) (Individuals with Disabilities Education Act)
34 C.F.R. § 300.535 (Referral to and Action by Law Enforcement and Judicial 
Authorities)

Cross References: MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 507 (Corporal Punishment and Prone Restraint)
MSBA/MASA Model Policy 507.5 (School Resource Officers)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA/MASA Model Policy 525 (Violence Prevention)
MSBA/MASA Model Policy 806 (Crisis Management Policy)
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Adopted:                              MSBA/MASA Model Policy 531
Orig. 2003

Revised:                               Rev. 2003

531 THE PLEDGE OF ALLEGIANCE

[Note: Recitation of the Pledge of Allegiance by students and instruction of students as 
provided in this policy are required by statute.  Also, the statement in Part III., below, must 
be included in the student handbook or a policy guide.  A local school board or a charter 
school board of directors may waive these statutory requirements by a majority vote taken 
annually.  If the local school board or charter school board of directors waives the 
requirement to recite the Pledge of Allegiance, it may adopt a district or school policy 
regarding the reciting of the Pledge of Allegiance.]

I. PURPOSE

The school board recognizes the need to display an appropriate United States flag and to 
provide instruction to students in the proper etiquette, display, and respect of the flag.  The 
purpose of this policy is to provide for recitation of the Pledge of Allegiance and instruction in 
school to help further that end.

II. GENERAL STATEMENT OF POLICY

Students in this school district shall recite the Pledge of Allegiance to the flag of the United 
States of America one or more times each week.  The recitation shall be conducted:

A. By each individual classroom teacher or the teacher’s surrogate; or

B. Over a school intercom system by a person designated by the school principal 
or other person having administrative control over the school.

III. EXCEPTIONS

Anyone who does not wish to participate in reciting the Pledge of Allegiance for any personal 
reasons may elect not to do so.  Students and school personnel must respect another person’s 
right to make that choice.

IV. INSTRUCTION

Students will be instructed in the proper etiquette toward, correct display of, and respect for 
the flag, and in patriotic exercises.

Legal References: Minn. Stat. § 121A.11, Subd. 3 and Subd. 4 (United States Flag)

Cross References: None
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Adopted:                              MSBA/MASA Model Policy 526
Orig. 1997

Revised:                               Rev. 2014

526 HAZING PROHIBITION

[Note: School districts are required by statute to have a policy addressing these 
issues. The Minnesota Department of Education (MDE) will maintain and make 
available a model policy on student and staff hazing in accordance with Minnesota 
Statutes section 121A.69. The MDE model policy differs from the MSBA/MASA model 
policy as it incorporates state and federal requirements related to harassment and 
discrimination which extends beyond the mandate of Minnesota Statutes 
section121A.69. Topics of harassment and discrimination are addressed in other 
MSBA/MASA policies.  While school districts are required to adopt a policy governing 
student and staff hazing, school districts are not required to adopt any particular 
policy.  MSBA recommends this policy.]

I. PURPOSE

The purpose of this policy is to maintain a safe learning environment for students and staff 
that is free from hazing.  Hazing activities of any type are inconsistent with the educational 
goals of the school district and are prohibited at all times. 

II. GENERAL STATEMENT OF POLICY

A. No student, teacher, administrator, volunteer, contractor, or other employee of 
the school district shall plan, direct, encourage, aid, or engage in hazing.

B. No teacher, administrator, volunteer, contractor, or other employee of the 
school district shall permit, condone, or tolerate hazing.

C. Apparent permission or consent by a person being hazed does not lessen the 
prohibitions contained in this policy.

D. Retaliation against a victim, good faith reporter, or a witness of hazing is 
prohibited.

E. False accusations or reports of hazing against a student, teacher, 
administrator, volunteer, contractor, or other employee are prohibited.

F. A person who engages in an act of hazing, reprisal, retaliation, or false 
reporting of hazing or permits, condones, or tolerates hazing shall be subject to 
discipline or other remedial responses for that act in accordance with the school 
district’s policies and procedures.

Consequences for students who commit, tolerate, or are a party to prohibited acts of 
hazing may range from remedial responses or positive behavioral interventions up to 
and including suspension and/or expulsion.

Consequences for employees who permit, condone, or tolerate hazing or engage in an 
act of reprisal or intentional false reporting of hazing may result in disciplinary action 
up to and including termination or discharge.

Consequences for other individuals engaging in prohibited acts of hazing may include, 
but not be limited to, exclusion from school district property and events and/or 
termination of services and/or contracts.
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G. This policy applies to hazing that occurs during and after school hours, on or 
off school premises or property, at school functions or activities, or on school 
transportation.

H. A person who engages in an act that violates school policy or law in order to 
be initiated into or affiliated with a student organization shall be subject to discipline 
for that act.

I. The school district will act to investigate all complaints of hazing and will 
discipline or take appropriate action against any student, teacher, administrator, 
volunteer, contractor, or other employee of the school district who is found to have 
violated this policy.

III. DEFINITIONS

A. “Hazing” means committing an act against a student, or coercing a student 
into committing an act, that creates a substantial risk of harm to a person, in order for 
the student to be initiated into or affiliated with a student organization, or for any 
other school-related purpose.  The term hazing includes, but is not limited to:

1. Any type of physical brutality such as whipping, beating, striking, 
branding, electronic shocking, or placing a harmful substance on the body.

2. Any type of physical activity such as sleep deprivation, exposure to 
weather, confinement in a restricted area, calisthenics, or other activity that 
subjects the student to an unreasonable risk of harm or that adversely affects 
the mental or physical health or safety of the student.

3. Any activity involving the consumption of any alcoholic beverage, drug, 
tobacco product, or any other food, liquid, or substance that subjects the 
student to an unreasonable risk of harm or that adversely affects the mental 
or physical health or safety of the student.

4. Any activity that intimidates or threatens the student with ostracism, 
that subjects a student to extreme mental stress, embarrassment, shame, or 
humiliation, that adversely affects the mental health or dignity of the student 
or discourages the student from remaining in school.

5. Any activity that causes or requires the student to perform a task that 
involves violation of state or federal law or of school district policies or 
regulations.

B. “Immediately” means as soon as possible but in no event longer than 24 
hours.

C. “On school premises or school district property, or at school functions or 
activities, or on school transportation” means all school district buildings, school 
grounds, and school property or property immediately adjacent to school grounds, 
school bus stops, school buses, school vehicles, school contracted vehicles, or any 
other vehicles approved for school district purposes, the area of entrance or departure 
from school grounds, premises, or events, and all school-related functions, school-
sponsored activities, events, or trips.  School district property also may mean a 
student’s walking route to or from school for purposes of attending school or school-
related functions, activities, or events.  While prohibiting hazing at these locations and 
events, the school district does not represent that it will provide supervision or assume 
liability at these locations and events.

D. “Remedial response” means a measure to stop and correct hazing, prevent 
hazing from recurring, and protect, support, and intervene on behalf of a student who 
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is the target or victim of hazing.

E. “Student” means a student enrolled in a public school or a charter school.

F. “Student organization” means a group, club, or organization having students 
as its primary members or participants.  It includes grade levels, classes, teams, 
activities, or particular school events.  A student organization does not have to be an 
official school organization to come within the terms of this definition.

IV. REPORTING PROCEDURES

A. Any person who believes he or she has been the target or victim of hazing or 
any person with knowledge or belief of conduct which may constitute hazing shall 
report the alleged acts immediately to an appropriate school district official designated 
by this policy.  A person may report hazing anonymously.  However, the school district 
may not rely solely on an anonymous report to determine discipline or other remedial 
responses.

B. The school district encourages the reporting party to use the report form 
available from the principal or building supervisor of each building or available from 
the school district office, but oral reports shall be considered complaints as well.

The building principal, the principal’s designee, or the building supervisor (hereinafter 
the “building report taker”) is the person responsible for receiving reports of hazing at 
the building level. Any adult school district personnel who receives a report of hazing 
prohibited by this policy shall inform the building report taker immediately.  Any 
person may report hazing directly to a school district human rights officer or to the 
superintendent.  If the complaint involves the building report taker, the complaint shall 
be made or filed directly with the superintendent or the school district human rights 
officer by the reporting party or complainant.

The building report taker shall ensure that this policy and its procedures, practices, 
consequences, and sanctions are fairly and fully implemented and shall serve as a 
primary contact on policy and procedural matters.

C. A teacher, administrator, volunteer, contractor, and other school employees 
shall be particularly alert to possible situations, circumstances, or events which might 
include hazing.  Any such person who witnesses, observes, receives a report of, or has 
other knowledge or belief of conduct which may constitute hazing shall make 
reasonable efforts to address and resolve the hazing and shall inform the building 
report taker immediately.  School district personnel who fail to inform the building 
report taker of conduct that may constitute hazing or who fail to make reasonable 
efforts to address and resolve the hazing in a timely manner may be subject to 
disciplinary action.

D. Submission of a good faith complaint or report of hazing will not affect the 
complainant or reporter’s future employment, grades, work assignments, or 
educational or work environment.

E. Reports of hazing are classified as private educational and/or personnel data 
and/or confidential investigative data and will not be disclosed except as permitted by 
law.  The building report taker, in conjunction with the responsible authority, shall be 
responsible for keeping and regulating access to any report of hazing and the record of 
any resulting investigation.

F. The school district will respect the privacy of the complainant(s), the 
individual(s) against whom the complaint is filed, and the witnesses as much as 
possible, consistent with the school district’s legal obligations to investigate, to take 
appropriate action, and to comply with any discovery or disclosure obligations.
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V. SCHOOL DISTRICT ACTION

A. Within three (3) days of the receipt of a complaint or report of hazing, the 
school district shall undertake or authorize an investigation by school district officials 
or a third party designated by the school district.

B. The building report taker or other appropriate school district officials may take 
immediate steps, at their discretion, to protect the target or victim of the hazing, the 
complainant, the reporter, and students or others pending completion of an 
investigation of alleged hazing prohibited by this policy.

C. The alleged perpetrator of the hazing shall be allowed the opportunity to 
present a defense during the investigation or prior to the imposition of discipline or 
other remedial responses.

D. Upon completion of an investigation that determines hazing has occurred, the 
school district will take appropriate action.  Such action may include, but is not limited 
to, warning, suspension, exclusion, expulsion, transfer, remediation, termination, or 
discharge.  Disciplinary consequences will be sufficiently severe to try to deter 
violations and to appropriately discipline prohibited behavior.  School district action 
taken for violation of this policy will be consistent with the requirements of applicable 
collective bargaining agreements; applicable statutory authority, including the 
Minnesota Pupil Fair Dismissal Act; and applicable school district policies and 
regulations.

E. The school district is not authorized to disclose to a victim private educational 
or personnel data regarding an alleged perpetrator who is a student or employee of 
the school district.  School officials will notify the parent(s) or guardian(s) of students 
who are targets or victims of hazing and the parent(s) or guardian(s) of alleged 
perpetrators of hazing who have been involved in a reported and confirmed hazing 
incident of the remedial or disciplinary action taken, to the extent permitted by law.

F. In order to prevent or to respond to hazing committed by or directed against a 
child with a disability, the school district shall, where determined appropriate by the 
child’s individualized education program (IEP) team or Section 504 team, allow the 
child’s IEP or Section 504 plan to be drafted to address the skills and proficiencies the 
child needs as a result of the child’s disability to allow the child to respond to or not to 
engage in hazing.

VI. RETALIATION OR REPRISAL

The school district will discipline or take appropriate action against any student, teacher, 
administrator, volunteer, contractor, or other employee of the school district who commits an 
act of reprisal or who retaliates against any person who asserts, alleges, or makes a good faith 
report of alleged hazing, who provides information about hazing, who testifies, assists, or 
participates in an investigation of alleged hazing, or who testifies, assists, or participates in a 
proceeding or hearing relating to such hazing.  Retaliation includes, but is not limited to, any 
form of intimidation, reprisal, harassment, or intentional disparate treatment.  Disciplinary 
consequences will be sufficiently severe to deter violations and to appropriately discipline the 
individual(s) who engaged in the prohibited conduct.  Remedial responses to the prohibited 
conduct shall be tailored to the particular incident and nature of the conduct.

VII. DISSEMINATION OF POLICY

[Note: Proper reference should be made to the appropriate handbooks in each 
school district.]

A. This policy shall appear in each school’s student handbook and in each school’s 
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building and staff handbooks.

B. The school district will develop a method of discussing this policy with students 
and employees.

Legal References: Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. § 121A.0311 (Notice of the Rights and Responsibilities of Students 
and Parents Under the Safe and Supportive Minnesota Schools Act)
Minn. Stat. § 121A.40-121A.56 (Pupil Fair Dismissal Act)
Minn. Stat. § 121A.69 (Hazing Policy)

Cross References: MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal of 
School District Employees)
MSBA/MASA Model Policy 413 (Harassment and Violence) 
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)
MSBA/MASA Model Policy 525 (Violence Prevention [Applicable to Students and 
Staff])
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Adopted:                              MSBA/MASA Model Policy 524.5
Revised:                               Orig. 2025

524.5 PERSONAL ELECTRONIC COMMUNICATION DEVICES

I. PURPOSE

The objective of this policy is to support the school district’s focus on learning in alignment 
with the district’s mission to ignite students’ passion for learning, cultivate a strong foundation 
of knowledge, and foster a sense of community within our schools. Possession and use of 
personal electronic communication devices must be regulated to ensure that such devices do 
not disrupt or interfere with the education process or school operations, impair the safety, 
welfare, and privacy of students and staff, or are used as part of an act of academic 
dishonesty.

II. GENERAL STATEMENT OF POLICY

To minimize the impact of personal electronic communication devices on student behavior, 
mental health, and academic attainment and to support school environments in which 
students can engage fully with their classmates, their teachers, and instruction, the school 
board  has determined the use of personal electronic communication devices by students 
during school hours should be limited.

III. DEFINITIONS

A. “Bell-to-Bell” means from when the first bell rings at the start of the school 
day to begin instructional time until the dismissal bell rings at the end of the academic 
school day. “Bell-to bell” includes lunch and time in between class periods.

B. “Cell Phone” means a personal device capable of making calls, transmitting 
pictures or video, or sending or receiving messages through electronic means. The 
definition of cell phone includes a non-smart phone that is limited to making phone 
calls or text messages and a smart phone that encompasses the above features.

C. “Cyberbullying” means bullying using technology or other electronic 
communication, including but not limited to a transfer of a sign, signal, writing, image, 
sound, or data, including a post on a social network Internet website or forum, 
transmitted through a computer, cell phone, or other electronic device.

D. “Instructional Time” means any structured or unstructured learning 
experiences that occur from when the first bell rings at the start of the school day until 
the dismissal bell rings at the end of the academic school day.

E. “Personal Electronic Communication Device” means any personal device 
capable of connecting to a cell phone, the internet, a cellular or Wi-Fi network, or 
directly connects to another similar device. Personal electronic communication devices 
may include cell phones, wearable devices such as smart watches, personal 
headphones, earbuds or pods, laptops, tablets, virtual reality devices, and other 
personal electronic communication devices with the abovementioned characteristics.

F. “Stored” means a cell phone or personal electronic communication device not 
being carried on the student’s person, including not in the student’s pocket. Storage 
options may include, but are not limited to, in the student’s backpack, in the student’s 
locker, in a locked pouch, or in a designated place in the classroom, as determined by 
school administration.
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IV. PERSONAL ELECTRONIC COMMUNICATION DEVICE USE AND STORAGE

A. Personal Electronic Communication Device Use

1.  Students are prohibited from using personal electronic communication 
devices _______

2. Elementary Schools (K-5)

a. Students are prohibited from using personal electronic 
communication devices on school premises from bell-to-bell, which 
includes but is not limited to instructional time, lunch periods, recess, 
school-sponsored programs, events or activities, or any other time 
during the designated school day.  

b. All personal electronic communication devices shall be kept in 
designated areas and turned off.

3. Middle Schools/Junior High Schools

4. High Schools (9-12)

a. Students are prohibited from using personal electronic 
communication devices during instructional time, which includes the 
entire period of a scheduled class and other times when students are 
directed to report to and participate in any instructional activity. 

b. Students may wear smart or electronic watches but may not 
use any communication applications or features that are prohibited 
from use on other personal electronic communication devices and all 
notifications must be turned off.

c. All personal electronic communication devices shall be kept in 
designated areas and turned off during instructional time. Personal 
electronic communication devices may be used during passing times 
and lunch periods; however, such use is discouraged.

B. Off-Campus School-Sponsored Activities

School administration may establish guidelines for personal electronic communication 
device possession and use during off-campus school-sponsored activities, such as 
extracurricular activities, outdoor and service trips, and school field trips. These 
guidelines will be provided at pre-activity meetings, activity-specific permission slips, 
and by other means as appropriate in the circumstances.

V. LIMITATIONS ON USE OF AND STORAGE OF PERSONAL ELECTRONIC 
COMMUNICATION DEVICES

A. Limitations on Use of Personal Electronic Communication Devices

1. Personal electronic communication devices may not be used in any 
manner that causes or results in disruption of the educational environment or 
school-sponsored extracurricular activities or events or impairs or interferes 
with school district operations.

2. Devices, including but not limited to personal electronic communication 
devices, with audio, video, or photo-taking capabilities shall not be used at any 
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time in locker rooms, bathrooms, or other locations where the presence of such 
devices poses an unreasonable risk to the safety, welfare, or privacy of others. 
Confiscation and search of such devices will occur if found in these areas.

3. Students may not use a device to record, transmit, or post audio, 
videos, or photos of a person or persons on school grounds or on a school bus 
without the express permission of school staff in addition to the express 
consent of the individual or individuals that are the subjects of the recording.

4. Personal electronic communication devices may not be used to engage 
in bullying, cyberbullying, harassment, discrimination, or other activity 
prohibited under federal or state law or under school district policy.

5. Personal electronic communication devices shall not be used during a 
lockdown drill, a fire drill, or a similar safety drill.

B. Storage of Personal Electronic Communication Devices

Students shall keep their personal electronic communication devices in a secure place, 
such as the student’s locker, a closed backpack, a storage device provided by the 
school, or an area designated by the classroom teacher at all times when personal 
electronic communication device use is prohibited.

V. EXCEPTIONS

A. Nothing in this policy prohibits a student from using a personal electronic 
communication device for a purpose documented in the student’s individualized 
education program, a plan developed under section 504 of the Rehabilitation Act of 
1973, or a health care plan in force regarding the student. 

B. A student may use a personal electronic communication device to monitor or 
address a health concern or medical condition upon permission granted by school 
administration.

C. Students may use a personal electronic communication device when the use is 
necessary to respond to or report an emergency. For purposes of this policy, 
“emergency” means an actual or imminent threat to the health or safety of students 
and/or school personnel, which may result in death, bodily injury, or substantial 
property damage.

D. A student may use a personal electronic communication device during a time 
at which use would otherwise be prohibited when the student has been granted 
permission from a staff member to use the device. If the school district implements a 
curriculum that uses technology, students may be allowed to use their own personal 
electronic communication devices to access the curriculum. Students who are allowed 
to use their own devices to access the curriculum will be granted access to any 
application or electronic materials when they are available to students who do not use 
their own devices, or provided free of charge to students who do not use their own 
devices for curriculum.

E. A personal electronic communication device may be stored in student vehicles 
parked on school district property provided that the device is not removed from the 
vehicle while on school district property.

F. Students who need to make a call may request permission to use a telephone 
in the building office.
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VI. DISCIPLINE

If a student violates this policy, a teacher or administrator shall take the following 
progressively serious disciplinary measures:

A. Give the student a verbal warning and require the student to store the 
student’s personal electronic communication device in accordance with this policy.

B. Securely store the student’s personal electronic communication device in a 
teacher- or administrator-controlled locker, bin, or drawer for the duration of the class 
or period.

C. Place the student’s personal electronic communication device in the school’s 
central office for the remainder of the school day.

D. Place the student’s personal device in the school’s central office to be picked 
up by the student’s parent or guardian.

E. Schedule a conference with the student’s parent or guardian to discuss the 
student’s personal device use.

F. Apply discipline as provided under school district policies and as appropriate.

G. Other (insert as needed).

VII. SCHOOL DISTRICT RESPONSIBILITY

A. The school district is not responsible for, nor is it required to investigate, any 
lost, stolen, or damaged personal electronic communication devices brought onto 
school grounds or the bus or school-sponsored activities or events.

B. The school board directs the superintendent and school district administration 
to establish additional rules and procedures regarding student possession and use of 
personal electronic communication devices in schools as the superintendent and school 
district administration find appropriate. These rules shall be consistent with this policy 
and other applicable school district policies. These rules and procedures should seek to 
minimize the impact of personal electronic communication devices on student 
behavior, mental health, and academic attainment. These rules and procedures may 
be designed for specific school buildings, grade levels, or pursuant to similar criteria.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act
Minn. Stat. § 13.32 (Educational Data)
Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. § 121A.73 (School Cell Phone Policy)
Minn. Stat. § 124D.166 (Limit on Screen Time for Children in Preschool and 
Kindergarten)
Minn. Stat. § 125B.15 (Internet Access for Students)
Minn. Stat. § 125B.26 (Telecommunications/Internet Access Equity Act)
29 U.S.C. § 794 (Nondiscrimination under Federal Grants and Programs)

Cross References: MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal of 
School District Employees)
MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)
MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA/MASA Model Policy 524 (Internet, Technology, and Cell Phone 
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Acceptable Use and Safety Policy)
Away for the Day (www.awayfortheday.org) 
MASSP/MESPA, The Cell Phone Toolkit (July 2024)
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Adopted:                              MSBA/MASA Model Policy 522
Orig. 1995

Revised:                               Rev. 2022

522 TITLE IX SEX NONDISCRIMINATION POLICY, GRIEVANCE PROCEDURE AND 
PROCESS

I. GENERAL STATEMENT OF POLICY

A. The school district does not discriminate on the basis of sex in its education 
programs or activities, and it is required by Title IX of the Education Amendments Act 
of 1972, and its implementing regulations, not to discriminate in such a manner. The 
requirement not to discriminate in its education program or activity extends to 
admission and employment. The school district is committed to maintaining an 
education and work environment that is free from discrimination based on sex, 
including sexual harassment.

B. The school district prohibits sexual harassment that occurs within its education 
programs and activities. When the school district has actual knowledge of sexual 
harassment in its education program or activity against a person in the United States, 
it shall promptly respond in a manner that is not deliberately indifferent.

C. This policy applies to sexual harassment that occurs within the school district’s 
education programs and activities and that is committed by a school district employee, 
student, or other members of the school community. This policy does not apply to 
sexual harassment that occurs off school grounds, in a private setting, and outside the 
scope of the school district’s education programs and activities. This policy does not 
apply to sexual harassment that occurs outside the geographic boundaries of the 
United States, even if the sexual harassment occurs in the school district’s education 
programs or activities.

D. Any student, parent, or guardian having questions regarding the application of 
Title IX and its regulations and/or this policy and grievance process should discuss 
them with the Title IX Coordinator. The school district’s Title IX Coordinator(s) is/are:

[INSERT:   NAME(S) TITLE(S) PHONE NUMBER(S) OFFICE ADDRESS(ES) 
EMAIL ADDRESS(ES)]

Questions relating solely to Title IX and its regulations may be referred to the Title IX 
Coordinator(s), the Assistant Secretary for Civil Rights of the United States 
Department of Education, or both.

E. The effective date of this policy is August 14, 2020, and applies to alleged 
violations of this policy occurring on or after August 14, 2020.

II. DEFINITIONS

A. “Actual knowledge” means notice of sexual harassment or allegations of sexual 
harassment to the school district’s Title IX Coordinator or to any employee of the 
school district.  Imputation of knowledge based solely on vicarious liability or 
constructive notice is insufficient to constitute actual knowledge. This standard is not 
met when the only official of the school district with actual knowledge is the 
respondent.

B. “Complainant” means a person who is alleged to be the victim of conduct that 
could constitute sexual harassment under Title IX. A Title IX Coordinator who signs a 
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formal complaint is not a complainant unless the Title IX Coordinator is alleged to be the 
victim of the conduct described in the formal complaint. 

C. “Day” or “days” means, unless expressly stated otherwise, business days (i.e. 
day(s) that the school district office is open for normal operating hours, Monday - 
Friday, excluding State-recognized holidays).

D. “Deliberately indifferent” means clearly unreasonable in light of the known 
circumstances. The school district is deliberately indifferent only if its response to 
sexual harassment is clearly unreasonable in light of the known circumstances.

E. “Education program or activity” means locations, events, or circumstances for 
which the school district exercises substantial control over both the respondent and 
the context in which the sexual harassment occurs and includes school district 
education programs or activities that occur on or off of school district property.

F. “Formal complaint” means a document filed by a complainant or signed by the 
Title IX Coordinator alleging sexual harassment against a respondent and requesting 
that the school district investigate the allegation of sexual harassment. 

1. A formal complaint filed by a complainant must be a physical 
document or an electronic submission. The formal complaint must contain the 
complainant’s physical or digital signature, or otherwise indicate that the 
complainant is the person filing the formal complaint, and must be submitted 
to the Title IX Coordinator in person, by mail, or by email.

2. A formal complaint shall state that, at the time of filing the formal 
complaint, the complainant was participating in, or attempting to participate 
in, an education program or activity of the school district with which the formal 
complaint is filed.

G. “Informal resolution” means options for resolving a formal complaint that do 
not involve a full investigation and adjudication.  Informal resolution may encompass a 
broad range of conflict resolution strategies, including mediation or restorative justice. 

H. “Relevant questions” and “relevant evidence” are questions, documents, 
statements, or information that are related to the allegations raised in a formal 
complaint. Relevant evidence includes evidence that is both inculpatory and 
exculpatory. Questions and evidence about the complainant’s sexual predisposition or 
prior sexual behavior are not relevant, unless such questions and evidence about the 
complainant’s prior sexual behavior are offered to prove that someone other than the 
respondent committed the conduct alleged by the complainant, or if the questions and 
evidence concern specific incidents of the complainant’s prior sexual behavior with 
respect to the respondent and are offered to prove consent.

I. “Remedies” means actions designed to restore or preserve the complainant’s 
equal access to education after a respondent is found responsible. Remedies may 
include the same individualized services that constitute supportive measures, but need 
not be non-punitive or non-disciplinary, nor must they avoid burdening the 
respondent. 

J. “Respondent” means an individual who has been reported to be the 
perpetrator of conduct that could constitute sexual harassment under Title IX.

K. “Sexual harassment” means any of three types of misconduct on the basis of 
sex that occurs in a school district education program or activity and is committed 
against a person in the United States:
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1. Quid pro quo harassment by a school district employee (conditioning 
the provision of an aid, benefit, or service of the school district on an 
individual's participation in unwelcome sexual conduct);

2. Unwelcome conduct that a reasonable person would find so severe, 
pervasive, and objectively offensive that it denies a person equal educational 
access; or 

3. Any instance of sexual assault (as defined in the Clery Act, 20 United 
States Code, section 1092(f)(6)A(v)), dating violence, domestic violence, or 
stalking (as defined in the Violence Against Women Act, 34 United States 
Code, section 12291).

L. “Supportive measures” means individualized services provided to the 
complainant or respondent without fee or charge that are reasonably available, non-
punitive, non-disciplinary, not unreasonably burdensome to the other party, and 
designed to ensure equal educational access, protect safety, and deter sexual 
harassment. Supportive measures may include counseling, extensions of deadlines or 
other course-related adjustments, modifications of work or class schedules, alternative 
educational services as defined under Minnesota Statutes, section 121A.41, as 
amended, mutual restrictions on contact between the parties, changes in work 
locations, leaves of absence, increased security and monitoring of certain areas of the 
school district buildings or property, and other similar measures.

M. “Title IX Personnel” means any person who addresses, works on, or assists 
with the school district’s response to a report of sexual harassment or formal 
complaint, and includes persons who facilitate informal resolutions.  The following are 
considered Title IX Personnel:

1. “Title IX Coordinator” means an employee of the school district that 
coordinates the school district’s efforts to comply with and carry out its 
responsibilities under Title IX. The Title IX Coordinator is responsible for acting 
as the primary contact for the parties and ensuring that the parties are 
provided with all notices, evidence, reports, and written determinations to 
which they are entitled under this policy and grievance process. The Title IX 
Coordinator is also responsible for effective implementation of any supportive 
measures or remedies. The Title IX Coordinator must be free from conflicts of 
interest and bias when administrating the grievance process.

2. “Investigator” means a person who investigates a formal complaint. 
The investigator of a formal complaint may not be the same person as the 
Decision-maker or the Appellate Decision-maker. The Investigator may be a 
school district employee, school district official, or a third party designated by 
the school district. 

3. “Decision-maker” means a person who makes a determination 
regarding responsibility after the investigation has concluded. The Decision-
maker cannot be the same person as the Title IX Coordinator, the Investigator, 
or the Appellate Decision-maker. 

4. “Appellate Decision-maker” means a person who considers and decides 
appeals of determinations regarding responsibility and dismissals of formal 
complaints. The Appellate Decision-maker cannot be the same person as the 
Title IX Coordinator, Investigator, or Decision-maker. The Appellate Decision-
maker may be a school district employee, or a third party designated by the 
school district.
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5. The superintendent of the school district may delegate functions 
assigned to a specific school district employee under this policy, including but 
not limited to the functions assigned to the Title IX Coordinator, Investigator, 
Decision-maker, Appellate Decision-maker, and facilitator of informal resolution 
processes, to any suitably qualified individual and such delegation may be 
rescinded by the superintendent at any time. The school district may also, in 
its discretion, appoint suitably qualified persons who are not school district 
employees to fulfill any function under this policy, including, but not limited to, 
Investigator, Decision-maker, Appellate Decision-maker, and facilitator of 
informal resolution processes.

III. BASIC REQUIREMENTS FOR GRIEVANCE PROCESS 

A. Equitable Treatment 

1. The school district shall treat complainants and respondents equitably. 
However, equality or parity with respect to supportive measures provided to 
complainants and respondents is not required.

2. The school district will not impose any disciplinary sanctions or take 
any other actions against a respondent that do not constitute supportive 
measures until it has completed this grievance process and the respondent has 
been found responsible. 

3. The school district will provide appropriate remedies to the 
complainant any time a respondent is found responsible. 

B. Objective and Unbiased Evaluation of Complaints

1. Title IX Personnel, including the Title IX Coordinator, Investigator, 
Decision-maker, and Appellate Decision-maker, shall be free from conflicts of 
interest or bias for or against complainants or respondents generally or a 
specific complainant or respondent. 

2. Throughout the grievance process, Title IX Personnel will objectively 
evaluate all relevant evidence, inculpatory and exculpatory, and shall avoid 
credibility determinations based solely on a person’s status as a complainant, 
respondent, or witness.

C. Title IX Personnel will presume that the respondent is not responsible for the 
alleged conduct until a determination regarding responsibility is made at the 
conclusion of the grievance process.

D. Confidentiality

The school district will keep confidential the identity of any individual who has made a 
report or complaint of sex discrimination, including any individual who has made a 
report or filed a formal complaint of sexual harassment, any complainant, any 
individual who has been reported to be the perpetrator of sex discrimination, any 
respondent, and any witness, except as may be permitted by the Family Educational 
Rights and Privacy Act (FERPA), 20 United States Code, section 1232g, FERPA 
regulations, 34 Code of Federal Regulations, part 99, Minnesota law under Minnesota 
Statutes section 13.32, or as required by law, or to carry out the purposes of 34 Code 
of Federal Regulations, part 106, including the conduct of any investigation, hearing, 
or judicial proceeding arising thereunder (i.e., the school district’s obligation to 
maintain confidentiality shall not impair or otherwise affect the complainants and 
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respondents receipt of the information to which they are entitled with respect to the 
investigative record and determination of responsibility).

E. Right to an Advisor; Right to a Support Person

Complainants and respondents have the right, at their own expense, to be assisted by 
an advisor of their choice during all stages of any grievance proceeding, including all 
meetings and investigative interviews. The advisor may be, but is not required to be, 
an attorney. In general, an advisor is not permitted to speak for or on behalf of a 
complainant or respondent, appear in lieu of complainant or respondent, participate as 
a witness, or participate directly in any other manner during any phase of the 
grievance process. 

A complainant or respondent with a disability may be assisted by a support person 
throughout the grievance process, including all meetings and investigative interviews, 
if such accommodation is necessary. A support person may be a friend, family 
member, or any individual who is not otherwise a potential witness. The support 
person is not permitted to speak for or on behalf of a complainant or respondent, 
appear in lieu of complainant or respondent, participate as a witness, or participate 
directly in any other manner during any phase of the grievance process.

F. Notice 

The school district will send written notice of any investigative interviews or meetings 
to any party whose participation is invited or expected. The written notice will include 
the date, time, location, participants, and purpose of the meeting or interview, and will 
be provided to allow sufficient time for the party to prepare to participate. 

G. Consolidation 

The school district may, in its discretion, consolidate formal complaints as to 
allegations of sexual harassment against more than one respondent, or by more than 
one complainant against one or more respondents, or by one party against the other 
party, where the allegations of sexual harassment arise out of the same facts or 
circumstances.

H. Evidence
 

1. During the grievance process, the school district will not require, allow, 
rely upon, or otherwise use questions or evidence that constitute or seek 
disclosure of information protected under a legally recognized privilege, unless 
the person holding such privilege has waived the privilege.

2. The school district shall not access, consider, disclose, or otherwise use 
a party’s medical, psychological, and similar treatment records unless the 
school district obtains the party’s voluntary, written consent.

I. Burden of Proof

1. The burden of gathering evidence and the burden of proof shall remain 
upon the school district and not upon the parties.

2. The grievance process shall use a preponderance of the evidence 
standard (i.e. whether it is more likely than not that the respondent engaged 
in sexual harassment) for all formal complaints of sexual harassment, 
including when school district employees are respondents.
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J. Timelines

1. Any informal resolution process must be completed within thirty (30) 
calendar days following the parties’ agreement to participate in such informal 
process. 

2. An appeal of a determination of responsibility or of a decision 
dismissing a formal complaint must be received by the school district within 
five (5) days of the date the determination of responsibility or dismissal was 
provided to the parties. 

3. Any appeal of a determination of responsibility or of a dismissal will be 
decided within thirty (30) calendar days of the day the appeal was received by 
the school district. 

4. The school district will seek to conclude the grievance process, 
including any appeal, within 120 calendar days of the date the formal 
complaint was received by the school district. 

5. Although the school district strives to adhere to the timelines described 
above, in each case, the school district may extend the time frames for good 
cause. Good cause may include, without limitation: the complexity of the 
allegations; the severity and extent of the alleged misconduct; the number of 
parties, witnesses, and the types of other evidence (e.g., forensic evidence) 
involved; the availability of the parties, advisors, witnesses, and evidence 
(e.g., forensic evidence); concurrent law enforcement activity; intervening 
school district holidays, breaks, or other closures; the need for language 
assistance or accommodation of disabilities; and/or other unforeseen 
circumstances. 

K. Potential Remedies and Disciplinary Sanctions

1. The following is the range of possible remedies that the school district 
may provide a complainant and disciplinary sanctions that the school district 
might impose upon a respondent, following determination of responsibility: 
counseling, extensions of deadlines or other course-related adjustments, 
modifications of work or class schedules, mutual or unilateral restrictions on 
contact between the parties, changes in work locations, leaves of absence, 
monitoring of certain areas of the school district buildings or property, 
warning, suspension, exclusion, expulsion, transfer, remediation, termination, 
or discharge.  

2. If the Decision-maker determines a student-respondent is responsible 
for violating this policy, the Decision-maker will recommend appropriate 
remedies, including disciplinary sanctions/consequences. The Title IX 
Coordinator will notify the superintendent of the recommended remedies, such 
that an authorized administrator can consider the recommendation(s) and 
implement appropriate remedies in compliance with MSBA Model Policy 506 – 
Student Discipline. The discipline of a student-respondent must comply with 
the applicable provisions of Minnesota Pupil Fair Dismissal Act, the Individuals 
with Disabilities Education Improvement Act (IDEA) and/or Section 504 of the 
Rehabilitation Act of 1972, and their respective implementing regulations.

IV. REPORTING PROHIBITED CONDUCT 

A. Any student who believes they have been the victim of unlawful sex 
discrimination or sexual harassment, or any person (including the parent of a student) 
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with actual knowledge of conduct which may constitute unlawful sex discrimination or sexual 
harassment toward a student should report the alleged acts as soon as possible to the 
Title IX Coordinator.  

B. Any employee of the school district who has experienced, has actual 
knowledge of, or has witnessed unlawful sex discrimination, including sexual 
harassment, or who otherwise becomes aware of unlawful sex discrimination, including 
sexual harassment, must promptly report the allegations to the Title IX Coordinator 
without screening or investigating the report or allegations.

C. A report of unlawful sex discrimination or sexual harassment may be made at 
any time, including during non-business hours, and may be made in person, by mail, 
by telephone, or by e-mail using the Title IX Coordinator’s contact information. A 
report may also be made by any other means that results in the Title IX Coordinator 
receiving the person’s verbal or written report.

D. Sexual harassment may constitute both a violation of this policy and criminal 
law. To the extent the alleged conduct may constitute a crime, the School District may 
report the alleged conduct to law enforcement authorities.  The school district 
encourages complainants to report criminal behavior to the police immediately. 

V. INITIAL RESPONSE AND ASSESSMENT BY THE TITLE IX COORDINATOR

A. When the Title IX Coordinator receives a report, the Title IX Coordinator shall 
promptly contact the complainant confidentially to discuss the availability of supportive 
measures, consider the complainant’s wishes with respect to supportive measures, 
inform the complainant of the availability of supportive measures with or without the 
filing of a formal complaint, and explain to the complainant the process for filling a 
formal complaint.

B. The school district will offer supportive measures to the complainant whether 
or not the complainant decides to make a formal complaint. The school district must 
maintain as confidential any supportive measures provided to the complainant or 
respondent, to the extent that maintaining such confidentiality would not impair the 
school district’s ability to provide the supportive measures. The Title IX Coordinator is 
responsible for coordinating the effective implementation of supportive measures.

C. If the complainant does not wish to file a formal complaint, the allegations will 
not be investigated by the school district unless the Title IX Coordinator determines 
that signing a formal complaint to initiate an investigation over the complainant’s 
wishes is not clearly unreasonable in light of the known circumstances.

D. Upon receipt of a formal complaint, the school district must provide written 
notice of the formal complaint to the known parties with sufficient time to prepare a 
response before any initial interview. This written notice must contain:

1. The allegations of sexual harassment, including sufficient details 
known at the time, the identities of the parties involved in the incident (if 
known), the conduct allegedly constituting sexual harassment, and the date 
and location of the alleged incident, if known; 

2. A statement that the respondent is presumed not responsible for the 
alleged conduct and that a determination regarding responsibility will be made 
at the conclusion of the grievance process;

3. A statement explaining that the parties may have an advisor of their 
choice, who may be, but is not required to be, an attorney;
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4. A statement that the parties may inspect and review evidence 
gathered pursuant to this policy; 

5. A statement informing the parties of any code of conduct provision 
that prohibits knowingly making false statements or knowingly submitting 
false information; and 

6. A copy of this policy.

VI. STATUS OF RESPONDENT DURING PENDENCY OF FORMAL COMPLAINT 

A. Emergency Removal of a Student 

1. The school district may remove a student-respondent from an 
education program or activity of the school district on an emergency basis 
before a determination regarding responsibility is made if:

a. The school district undertakes an individualized safety and risk 
analysis; 

b. The school district determines that an immediate threat to the 
physical health or safety of any student or other individual arising from 
the allegations of sexual harassment justifies removal of the student-
respondent; and 

c. The school district determines the student-respondent poses 
such a threat, it will so notify the student-respondent and the student-
respondent will have an opportunity to challenge the decision 
immediately following the removal. In determining whether to impose 
emergency removal measures, the Title IX Coordinator shall consult 
related school district policies, including MSBA Model Policy 506 – 
Student Discipline. The school district must take into consideration 
applicable requirements of the Individuals with Disabilities Education 
Act and Section 504 of the Rehabilitation Act of 1973, prior to 
removing a special education student or Section 504 student on an 
emergency basis.

B. Employee Administrative Leave 

The school district may place a non-student employee on administrative leave during 
the pendency of the grievance process of a formal complaint. Such leave will typically 
be paid leave unless circumstances justify unpaid leave in compliance with legal 
requirements. The school district must take into consideration applicable requirements 
of   Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities 
Act prior to removing an individual with a qualifying disability.

VII. INFORMAL RESOLUTION OF A FORMAL COMPLAINT

A. At any time prior to reaching a determination of responsibility, informal 
resolution may be offered and facilitated by the school district at the school district’s 
discretion, but only after a formal complaint has been received by the school district.  

B. The school district may not require as a condition of enrollment or continued 
enrollment, or of employment or continued employment, or enjoyment of any other 
right, waiver of the right to a formal investigation and adjudication of formal 
complaints of sexual harassment.
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C. The informal resolution process may not be used to resolve allegations that a 
school district employee sexually harassed a student.

D. The school district will not facilitate an informal resolution process without 
both parties’ agreement, and will obtain their voluntary, written consent. The school 
district will provide to the parties a written notice disclosing the allegations, the 
requirements of the informal resolution process including the circumstances under 
which it precludes the parties from resuming a formal complaint arising from the same 
allegations, the parties’ right to withdraw from the informal resolution process, and 
any consequences resulting from participating in the informal resolution process, 
including the records that will be maintained or could be shared.

E. At any time prior to agreeing to a resolution, any party has the right to 
withdraw from the informal resolution process and resume the grievance process with 
respect to the formal complaint. 

VIII. DISMISSAL OF A FORMAL COMPLAINT

A. Under federal law, the school district must dismiss a Title IX complaint, or a 
portion thereof, if the conduct alleged in a formal complaint or a portion thereof:

1. Would not meet the definition of sexual harassment, even if proven;

2. Did not occur in the school district’s education program or activity; or

3. Did not occur against a person in the United States. 

B. The school district may, in its discretion, dismiss a formal complaint or 
allegations therein if:

1. The complainant informs the Title IX Coordinator in writing that the 
complainant desires to withdraw the formal complaint or allegations therein;

2. The respondent is no longer enrolled or employed by the school 
district; or

3. Specific circumstances prevent the school district from gathering 
sufficient    evidence to reach a determination.

C. The school district shall provide written notice to both parties of a dismissal. 
The notice must include the reasons for the dismissal.

D. Dismissal of a formal complaint or a portion thereof does not preclude the 
school district from addressing the underlying conduct in any manner that the school 
district deems appropriate.

IX. INVESTIGATION OF A FORMAL COMPLAINT

A. If a formal complaint is received by the School District, the school district will 
assign or designate an Investigator to investigate the allegations set forth in the 
formal complaint. 

B. If during the course of the investigation the school district decides to 
investigate any allegations about the complainant or respondent that were not 
included in the written notice of a formal complaint provided to the parties, the school 
district must provide notice of the additional allegations to the known parties.
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C. When a party’s participation is invited or expected in an investigative 
interview, the Investigator will coordinate with the Title IX Coordinator to provide 
written notice to the party of the date, time, location, participants, and purposes of 
the investigative interview with sufficient time for the party to prepare. 

D. During the investigation, the Investigator must provide the parties with an 
equal opportunity to present witnesses for interviews, including fact witnesses and 
expert witnesses, and other inculpatory and exculpatory evidence.

E. Prior to the completion of the investigative report, the Investigator, through 
the Title IX Coordinator, will provide the parties and their advisors (if any) with an 
equal opportunity to inspect and review any evidence directly related to the 
allegations. The evidence shall be provided in electronic format or hard copy and shall 
include all relevant evidence, evidence upon which the school district does not intend 
to rely in reaching a determination regarding responsibility, and any inculpatory or 
exculpatory evidence whether obtained from a party or another source. The parties 
will have ten (10) days to submit a written response, which the Investigator will 
consider prior to completion of the investigative report. 

F. The Investigator will prepare a written investigative report that fairly 
summarizes the relevant evidence. The investigative report may include credibility 
determinations that are not based on a person’s status as a complainant, respondent 
or witness. The school district will send the parties and their advisors (if any) a copy of 
the report in electronic format or hard copy, for their review and written response at 
least ten (10) days prior to a determination of responsibility. 

X. DETERMINATION REGARDING RESPONSIBILITY

A. After the school district has sent the investigative report to both parties and 
before the school district has reached a determination regarding responsibility, the 
Decision-maker must afford each party the opportunity to submit written, relevant 
questions that a party wants asked of any party or witness.

B. The Decision-maker must provide the relevant questions submitted by the 
parties to the other parties or witnesses to whom the questions are offered, and then 
provide each party with the answers, and allow for additional, limited follow-up 
questions from each party.

C. The Decision-maker must explain to the party proposing the questions any 
decision to exclude a question as not relevant.

D. When the exchange of questions and answers has concluded, the Decision-
maker must issue a written determination regarding responsibility that applies the 
preponderance of the evidence standard to the facts and circumstances of the formal 
complaint. The written determination of responsibility must include the following: 

1. Identification of the allegations potentially constituting sexual 
harassment;

2. A description of the procedural steps taken from the receipt of the 
formal complaint through the determination, including any notifications to the 
parties, interviews with parties and witnesses, site visits, and methods used to 
gather other evidence; 

3. Findings of fact supporting the determination; 
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4. Conclusions regarding the application of the school district’s code of 
conduct to the facts; 

5. A statement of, and rationale for, the result as to each allegation, 
including a determination regarding responsibility, any disciplinary sanctions 
the school district imposes on the respondent, and whether remedies designed 
to restore or preserve equal access to the recipient’s education program or 
activity will be provided by the school district to the complainant; and 

6. The school district’s procedures and permissible bases for the 
complainant and respondent to appeal and the date by which an appeal must 
be made. 

E. In determining appropriate disciplinary sanctions, the Decision-maker should 
consider the surrounding circumstances, the nature of the behavior, past incidents or 
past or continuing patterns of behavior, the relationships between the parties involved, 
and the context in which the alleged incident occurred.

F. The written determination of responsibility must be provided to the parties 
simultaneously. 

G. The Title IX Coordinator is responsible for the effective implementation of any 
remedies. 

H. The determination regarding responsibility becomes final either on the date 
that the school district provides the parties with the written determination of the result 
of the appeal, if an appeal is filed, or if an appeal is not filed, the date on which an 
appeal would no longer be considered timely.

XI. APPEALS

A. The school district shall offer the parties an opportunity to appeal a 
determination regarding responsibility or the school district’s dismissal of a formal 
complaint or any allegations therein, on the following bases: 

1. A procedural irregularity that affected the outcome of the matter (e.g., 
a material deviation from established procedures);

2. New evidence that was not reasonably available at the time the 
determination regarding responsibility or dismissal was made, that could affect 
the outcome of the matter; and

3. The Title IX Coordinator, Investigator, or Decision-maker had a conflict 
of interest or bias for or against complainants or respondents generally or the 
individual complainant or respondent that affected the outcome of the matter.

B. If notice of an appeal is timely received by the school district, the school 
district will notify the parties in writing of the receipt of the appeal, assign or designate 
the Appellate Decision-maker, and give the parties a reasonable, equal opportunity to 
submit a written statement in support of, or challenging, the outcome.

C. After reviewing the parties’ written statements, the Appellate Decision-maker 
must issue a written decision describing the result of the appeal and the rationale for 
the result. 

D. The written decision describing the result of the appeal must be provided 
simultaneously to the parties. 
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E. The decision of the Appellate Decision-maker is final.  No further review 
beyond the appeal is permitted.

XII. RETALIATION PROHIBITED 

A. Neither the school district nor any other person may intimidate, threaten, 
coerce, or discriminate against any individual for the purpose of interfering with any 
right or privilege secured by Title IX, its implementing regulations, or this policy, or 
because the individual made a report or complaint, testified, assisted, or participated 
or refused to participate in any manner in an investigation, proceeding, or hearing 
under this policy. Intimidation, threats, coercion, or discrimination, including charges 
against an individual for code of conduct violations that do not involve sex 
discrimination or sexual harassment, but arise out of the same facts or circumstances 
as a report or complaint of sex discrimination, or a report or formal complaint of 
sexual harassment, for the purpose of interfering with any right or privilege secured by 
Title IX, its implementing regulations, or this policy, constitutes retaliation. Retaliation 
against a person for making a report of sexual harassment, filing a formal complaint, 
or participating in an investigation, constitutes a violation of this policy that can result 
in the imposition of disciplinary sanctions/consequences and/or other appropriate 
remedies.

B. Any person may submit a report or formal complaint alleging retaliation in the 
manner described in this policy and it will be addressed in the same manner as other 
complaints of sexual harassment or sex discrimination. 

C. Charging an individual with violation of school district policies for making a 
materially false statement in bad faith in the course of a grievance proceeding under 
this policy shall not constitute retaliation, provided, however, that a determination 
regarding responsibility, alone, is not sufficient to conclude that any party made a 
materially false statement in bad faith.

XIII. TRAINING

A. The school district shall ensure that Title IX Personnel receive appropriate 
training. The training shall include instruction on:

1. The Title IX definition of sexual harassment;

2. The scope of the school district’s education program or activity;

3. How to conduct an investigation and grievance process, appeals, and 
informal resolution processes, as applicable;

4. How to serve impartially, including by avoiding prejudgment of the 
facts at issue, conflicts of interest, and bias;

5. For Decision-makers, training on issues of relevance of questions and 
evidence, including when questions and evidence about the complainant’s prior 
sexual behavior are not relevant; and

6. For Investigators, training on issues of relevance, including the 
creation of an investigative report that fairly summarizes relevant evidence. 

B. The training materials will not rely on sex stereotypes and must promote 
impartial investigations and adjudications of formal complaints. 

522-2



C. Materials used to train Title IX Personnel must be posted on the school 
district’s website. If the school district does not have a website, it must make the 
training materials available for public inspection upon request.

XIV. DISSEMINATION OF POLICY 

A. This policy shall be made available to all students, parents/guardians of 
students, school district employee, and employee unions.

B. The school district shall conspicuously post the name of the Title IX 
Coordinator, including office address, telephone number, and work e-mail address on 
its website and in each handbook that it makes available to parents, employees, 
students, unions, or applicants. 

 
C. The school district must provide applicants for admission and employment, 

students, parents or legal guardians of secondary school students, employees, and all 
unions holding collective bargaining agreements with the school district, with the 
following: 

1. The name or title, office address, electronic mail address, and 
telephone number of the Title IX Coordinator;

2. Notice that the school district does not discriminate on the basis of sex 
in the education program or activity that it operates, and that it is required by 
Title IX not to discriminate in such a manner;

3. A statement that the requirement not to discriminate in the education 
program or activity extends to admission and employment, and that inquiries 
about the application of Title IX may be referred to the Title IX Coordinator, to 
the Assistant Secretary for Civil Rights of the United States Department of 
Education, or both; and

4. Notice of the school district’s grievance procedures and grievance 
process contained in this policy, including how to report or file a complaint of 
sex discrimination, how to report or file a formal complaint of sexual 
harassment, and how the school district will respond.  

XV. RECORDKEEPING

A. The school district must create, and maintain for a period of seven calendar 
years, records of any actions, including any supportive measures, taken in response to 
a report or formal complaint of sexual harassment. In each instance, the school district 
must document:

1. The basis for the school district’s conclusion that its response to the 
report or formal complaint was not deliberately indifferent; 

2. The measures the school district has taken that are designed to 
restore or preserve equal access to the school district’s education program or 
activity; and

3. If the school district does not provide a complainant with supportive 
measures, then it must document the reasons why such a response was not 
clearly unreasonable in light of the known circumstances. Such a record must 
be maintained for a period of seven years. 

4. The documentation of certain bases or measures does not limit the 
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recipient in the future from providing additional explanations or detailing additional 
measures taken.

B. The school district must also maintain for a period of seven calendar years records of:

1.  Each sexual harassment investigation including any determination 
regarding responsibility, any disciplinary sanctions imposed on the respondent, 
and any remedies provided to the complainant designed to restore or preserve 
equal access to the recipient’s education program or activity; 

2. Any appeal and the result therefrom;

3.  Any informal resolution and the result therefrom; and 

4.  All materials used to train Title IX Personnel. 

Legal References: Minn. Stat. § 121A.04 (Athletic Programs; Sex Discrimination)
Minn. Stat. §§ 121A.40 – 121A.575 (Minnesota Pupil Fair Dismissal Act)
Minn. Stat. Ch. 363A (Minnesota Human Rights Act)
20 U.S.C. §§ 1681-1688 (Title IX of the Education Amendments)
34 C.F.R. Part 106 (Implementing Regulations of Title IX)
20 U.S.C § 1400, et seq. (Individuals with Disabilities Education Act)
29 U.S.C. § 794 (Section 504 of the Rehabilitation Act)
42 U.S.C. § 12101, et seq. (Americans with Disabilities Act)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act of 1974)
20 U.S.C. § 1092 et seq. (Jeanne Clery Disclosure of Campus Security and 
Campus Crime Statistics Act (“Clery Act”) 

Cross References: MSBA/MASA Model Policy 102 (Equal Educational Opportunity)
MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 528 (Student Parental, Family, and Marital Status 
Nondiscrimination)
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Adopted:                              MSBA/MASA Model Policy 521
Orig. 1995

Revised:                               Rev. 2024

521 STUDENT DISABILITY NONDISCRIMINATION

[NOTE: School districts are required by statute to have a policy addressing these 
issues.]

I. PURPOSE

The purpose of this policy is to protect students with disabilities from discrimination on the 
basis of disability and to identify and evaluate learners who, within the intent of Section 504 of 
the Rehabilitation Act of 1973 (Section 504), need services, accommodations, or programs in 
order that such learners may receive a free appropriate public education.

II. GENERAL STATEMENT OF POLICY

A.  Students with disabilities who meet the criteria of Paragraph C. below are 
protected from discrimination on the basis of a disability.

B The responsibility of the school district is to identify and evaluate learners who, 
within the intent of Section 504, need services, accommodations, or programs in order 
that such learners may receive a free appropriate public education.

C. For this policy, a learner who is protected under Section 504 is one who:

1. has a physical or mental impairment that substantially limits one or 
more of such person’s major life activities; or

2. has a record of such an impairment; 

3. is regarded as having such an impairment; or

4. has an impairment that is episodic or in remission and would 
materially limit a major life activity when active.

[NOTE: The 2024 Minnesota legislature revised the definition of ‘disability’ in 
Minnesota Statutes, section 363A.03, subdivision 12]

D. Learners may be protected from disability discrimination and be eligible for 
services, accommodations, or programs under the provisions of Section 504 even 
though they are not eligible for special education pursuant to the Individuals with 
Disabilities Education Act.

III. COORDINATOR

Persons who have questions or comments should contact ___________________ (title, name, 
office address, and telephone number). This person is the school district’s Americans with 
Disabilities Act/Section 504 coordinator. Persons who wish to make a complaint regarding a 
disability discrimination matter may use the accompanying Student Disability Discrimination 
Grievance Report Form. The form should be given to the ADA/Section 504 coordinator.

Legal References: Minn. Stat. § 363A.03, Subd. 12 (Definitions)
42 U.S.C. Ch. 126 (Equal Opportunity for Individuals with Disabilities)
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504)
34 C.F.R. Part 104 (Section 504 Implementing Regulations)
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Cross References: MSBA/MASA Model Policy 402 (Disability Nondiscrimination)
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Adopted:                              MSBA/MASA Model Policy 520
Orig. 1995

Revised:                               Rev. 2022

520 STUDENT SURVEYS

[Note:  School districts are required by statute to have a policy addressing student 
surveys.]

I. PURPOSE

Occasionally, the school district utilizes surveys to obtain student opinions and information 
about students.  The purpose of this policy is to establish the parameters of information that 
may be sought in student surveys.

II. GENERAL STATEMENT OF POLICY

Student surveys may be conducted as determined necessary by the school district.  Surveys, 
analyses, and evaluations conducted as part of any program funded through the U.S. 
Department of Education must comply with 20 United States Code section 1232h.

III. STUDENT SURVEYS IN GENERAL

A. Student surveys will be conducted anonymously and in an indiscernible 
fashion.  No mechanism will be used for identifying the participating student in any 
way.  No attempt will be made in any way to identify a student survey participant.  No 
requirement that the student return the survey shall exist, and no record of the 
student’s returning a survey will be maintained.

B. The superintendent may choose not to approve any survey that seeks probing 
personal and/or sensitive information that could result in identifying the survey 
participant, or is discriminatory in nature based on age, race, color, sex, disability, 
religion, or national origin.

C. Surveys containing questions pertaining to the student’s or the student’s 
parent(s) or guardian(s) personal beliefs or practices in sex, family life, morality, and 
religion will not be administered to any student unless the parent or guardian of the 
student is notified in writing that such survey is to be administered and the parent or 
guardian of the student gives written permission for the student to participate or has 
the opportunity to opt out of the survey depending upon how the survey is funded.  
Any and all documents containing the written permission of a parent for a student to 
participate in a survey will be maintained by the school district in a file separate from 
the survey responses.

D. Although the survey is conducted anonymously, potential exists for personally 
identifiable information to be provided in response thereto.  To the extent that 
personally identifiable information of a student is contained in his or her responses to 
a survey, the school district will take appropriate steps to ensure the data is protected 
in accordance with Minnesota Statutes chapter 13 (Minnesota Government Data 
Practices Act), 20 United States Code section 1232g (Family Educational Rights and 
Privacy Act) and 34 Code of Federal Regulations Part 99.

E. The school district must not impose an academic or other penalty on a student 
who opts out of participating in a student survey.

IV. STUDENT SURVEYS CONDUCTED AS PART OF DEPARTMENT OF EDUCATION 
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PROGRAM

A. All instructional materials, including teacher’s manuals, films, tapes, or other 
supplementary material which will be used in connection with any survey, analysis, or 
evaluation as part of any program funded in whole or in part by the U.S. Department 
of Education, shall be available for inspection by the parents or guardians of the 
students.

B. No student shall be required, as part of any program funded in whole or in part 
by the U.S. Department of Education, without the prior consent of the student (if the 
student is an adult or emancipated minor), or, in the case of an unemancipated minor, 
without the prior written consent of the parent, to submit to a survey that reveals 
information concerning:

1. political affiliations or beliefs of the student or the student’s parent;

2. mental and psychological problems of the student or the student’s 
family;

3. sex behavior or attitudes;

4. illegal, antisocial, self-incriminating, or demeaning behavior;

5. critical appraisals of other individuals with whom respondents have 
close family relationships;

6. legally recognized privileged or analogous relationships, such as those 
of lawyers, physicians, and ministers;

7. religious practices, affiliations, or beliefs of the student or the student’s 
parent; or

8. income (other than that required by law to determine eligibility for 
participation in a program or for receiving financial assistance under such 
program).

C. A school district that receives funds under any program funded by the U.S. 
Department of Education shall develop local policies consistent with Sections IV.A. and 
IV.B., above, concerning student privacy, parental access to information, and 
administration of certain physical examinations to minors.

1. The following policies are to be adopted in consultation with parents:

a. The right of a parent to inspect, on request, a survey, including 
an evaluation, created by a third party before the survey is 
administered or distributed by a school to a student, including 
procedures for granting a parent’s request for reasonable access to 
such survey within a reasonable period of time after the request is 
received.

“Parent” means a legal guardian or other person acting in loco parentis 
(in place of a parent), such as a grandparent or stepparent with whom 
the child lives, or a person who is legally responsible for the welfare of 
the child.

b. Arrangements to protect student privacy in the event of the 
administration or distribution of a survey, including an evaluation, to a 
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student which contains one or more of the items listed in Section IV.B., above, 
including the right of a parent of a student to inspect, on request, any 
such survey.

c. The right of a parent of a student to inspect, on request, any 
instructional material used as part of the educational curriculum for 
the student and procedures for granting a request by a parent for such 
access within a reasonable period of time after the request is received.

“Instructional material” means instructional content that is provided to 
a student, regardless of format, including printed or representational 
materials, audio-visual materials, and materials in electronic or digital 
formats (i.e., materials accessible through the Internet).  The term 
does not include academic tests or academic assessments.

d. The administration of physical examinations or screenings that 
the school district may administer to a student.  This provision does 
not apply to a survey administered to a student in accordance with the 
Individuals with Disabilities Education Act (20 United States Code 
section 1400, et seq.).

e. The collection, disclosure, or use of personal information 
collected from students for the purpose of marketing or for selling that 
information (or otherwise providing the information to others for that 
purpose), including arrangements to protect student privacy that are 
provided by the school district in the event of such collection, 
disclosure, or use.

(1) “Personal information” means individually identifiable 
information including a student or parent’s first and last name; 
a home or other physical address (including street name and 
the name of the city or town); a telephone number; or a Social 
Security identification number.

(2) This provision does not apply to the collection, 
disclosure, or use of personal information collected from 
students for the exclusive purpose of developing, evaluating, 
or providing educational products or services for, or to, 
students or educational institutions, such as:

(a) college or other post-secondary education 
recruitment or military;

(b) book clubs, magazines, and programs 
providing access to low cost literary products;

(c) curriculum and instructional materials used by 
elementary and secondary schools;

(d) tests and assessments used by elementary 
schools and secondary schools to provide cognitive, 
evaluative, diagnostic, clinical, aptitude, or 
achievement information about students, or to 
generate other statistically useful data for the purpose 
of securing such tests and assessments and the 
subsequent analysis and public release of the 
aggregate data from such tests and assessments;
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(e) the sale by students of products or services to 
raise funds for school-related or education-related 
activities; and

(f) student recognition programs.

(3) The right of a parent to inspect, on request, any 
instrument used in the collection of information, as described 
in Section IV.C.1., Subparagraph e., above, before the 
instrument is administered or distributed to a student and 
procedures for granting a request by a parent for reasonable 
access to such an instrument within a reasonable period of 
time after the request is received.

2. The policies adopted under Section IV.C., Subparagraph 1., above, 
shall provide for reasonable notice of the adoption or continued use of such 
policies directly to parents of students enrolled in or served by the school 
district.

a. The notice will be provided at least annually, at the beginning 
of the school year, and within a reasonable period of time after any 
substantive change in a policy.

b. The notice will provide parents with an opportunity to opt out 
of participation in the following activities:

(1) Activities involving the collection, disclosure, or use of 
personal information collected from students for the purpose of 
marketing or for selling that information, or otherwise 
providing that information to others for that purpose.

(2) The administration of any third-party survey (non-
Department of Education funded) containing one or more of 
the items contained in Section IV.B., above.

(3) Any nonemergency, invasive physical examination or 
screening that is required as a condition of attendance, 
administered by the school and scheduled by the school in 
advance, and not necessary to protect the immediate health 
and safety of the student or other students.

“Invasive physical examination” means any medical 
examination that involves the exposure of private body parts, 
or act during such examination that includes incision, insertion, 
or injection into the body, but does not include a hearing, 
vision, or scoliosis screening.

c. The notice will advise students of the specific or approximate 
dates during the school year when the activities in Section IV.C.2., 
Subparagraph b., above, are scheduled, or expected to be scheduled.

d. The notice provisions shall not be construed to preempt 
applicable provisions of state law that require parental notification and 
do not apply to any physical examination or screening that is 
permitted or required by applicable state law, including physical 
examinations or screenings that are permitted without parental 
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notification.

V. NOTICE

A. The school district must give parents and students notice of this policy at the 
beginning of each school year and after making substantive changes to this policy.

B. The school district must inform parents at the beginning of the school year if 
the district or school has identified specific or approximate dates for administering 
surveys and give parents reasonable notice of planned surveys scheduled after the 
start of the school year.  The school district must give parents direct, timely notice 
when their students are scheduled to participate in a student survey by United States 
mail, e-mail, or another direct form of communication.

C. The school district must give parents the opportunity to review the survey and 
to opt their students out of participating in the survey.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 121A.065 (District Surveys to Collect Student Information; 
Parent Notice and Opportunity for Opting Out)
20 U.S.C. § 1232g (Family Educational Rights and Privacy Act)
20 U.S.C. § 1232h (Protection of Pupil Rights)
34 C.F.R. § 99 (Family Educational Rights and Privacy Act Regulations)
Gonzaga University v. Doe, 536 U.S. 273 (2002)
C.N. v. Ridgewood Bd. of Educ., 430 F.3d. 159 (3rd Cir. 2005)
Fields v. Palmdale School Dist., 427 F.3d. 1197 (9th Cir. 2005)

Cross References: MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records)
MSBA/MASA Model Policy 521 (Student Disability Nondiscrimination)
MSBA/MASA Model Policy 522 (Title IX Sex Nondiscrimination, Grievance 
Procedure and Process)
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Adopted:                              MSBA/MASA Model Policy 506
Orig. 1995

Revised:                               Rev. 2024 (June)

506 STUDENT DISCIPLINE

[NOTE: School districts are required by statute to have a policy addressing these 
issues.]

I. PURPOSE

The purpose of this policy is to ensure that students are aware of and comply with the school 
district’s expectations for student conduct.  Such compliance will enhance the school district’s 
ability to maintain discipline and ensure that there is no interference with the educational 
process.  The school district will take appropriate disciplinary action when students fail to 
adhere to the Code of Student Conduct established by this policy.

II. GENERAL STATEMENT OF POLICY

The school board recognizes that individual responsibility and mutual respect are essential 
components of the educational process.  The school board further recognizes that nurturing 
the maturity of each student is of primary importance and is closely linked with the balance 
that must be maintained between authority and self-discipline as the individual progresses 
from a child’s dependence on authority to the more mature behavior of self-control.

All students are entitled to learn and develop in a setting which promotes respect of self, 
others, and property.  Proper positive discipline can only result from an environment which 
provides options and stresses student self-direction, decision-making, and responsibility.  
Schools can function effectively only with internal discipline based on mutual understanding of 
rights and responsibilities.

Students must conduct themselves in an appropriate manner that maintains a climate in which 
learning can take place.  Overall decorum affects student attitudes and influences student 
behavior.  Proper student conduct is necessary to facilitate the education process and to create 
an atmosphere conducive to high student achievement.

Although this policy emphasizes the development of self-discipline, it is recognized that there 
are instances when it will be necessary to administer disciplinary measures.  The position of 
the school district is that a fair and equitable district-wide student discipline policy will 
contribute to the quality of the student’s educational experience.  This discipline policy is 
adopted in accordance with and subject to the Minnesota Pupil Fair Dismissal Act, Minnesota 
Statutes, sections 121A.40-121A.56.

In view of the foregoing and in accordance with Minnesota Statutes, section 121A.55, the 
school board, with the participation of school district administrators, teachers, employees, 
students, parents, community members, and such other individuals and organizations as 
appropriate, has developed this policy which governs student conduct and applies to all 
students of the school district.

III. DEFINITIONS

A. "Nonexclusionary disciplinary policies and practices" means policies and 
practices that are alternatives to dismissing a pupil from school, including but not 
limited to evidence-based positive behavior interventions and supports, social and 
emotional services, school-linked mental health services, counseling services, social 
work services, academic screening for Title 1 services or reading interventions, and 
alternative education services. Nonexclusionary disciplinary policies and practices 

506-1



include but are not limited to the policies and practices under Minnesota Statutes, sections 
120B.12; 121A.575, clauses (1) and (2); 121A.031, subdivision 4, paragraph (a), 
clause (1); 121A.61, subdivision 3, paragraph (r); and 122A.627, clause (3).

B. "Pupil withdrawal agreement" means a verbal or written agreement between a 
school administrator or district administrator and a pupil's parent to withdraw a 
student from the school district to avoid expulsion or exclusion dismissal proceedings. 
The duration of the withdrawal agreement cannot be for more than a 12-month period.

IV. POLICY

A. The school board  must  establish uniform criteria for dismissal and adopt 
written policies and rules to effectuate the purposes of the Minnesota Pupil Fair 
Dismissal Act. The policies must include nonexclusionary disciplinary policies and 
practices consistent with Minnesota Statutes, section 121A.41, subdivision 12, and 
must  emphasize preventing dismissals through early detection of problems. The 
policies must be designed to address students' inappropriate behavior from recurring.

B. The policies must recognize the continuing responsibility of the school for the 
education of the pupil during the dismissal period.

C. The school is responsible for ensuring that alternative educational services, if 
the pupil wishes to take advantage of them, must be adequate to allow the pupil to 
make progress toward  meeting the graduation standards adopted under Minnesota 
Statutes, section  120B.02  and help prepare the pupil for readmission  in accordance 
with section Minnesota Statutes, section 121A.46, subdivision 5.

D. For expulsion and exclusion dismissals and pupil withdrawal agreements as 
defined in Minnesota Statutes, section 121A.41, subdivision 13:

1. for a pupil who remains enrolled in the school district or is awaiting 
enrollment in a new district, the school district's continuing responsibility 
includes reviewing the pupil's schoolwork and grades on a quarterly basis to 
ensure the pupil is on track for readmission with the pupil's peers. The school 
district must communicate on a regular basis with the pupil's parent or 
guardian to ensure that the pupil is completing the work assigned through the 
alternative educational services as defined in Minnesota Statutes, section 
121A.41, subdivision 11. These services are required until the pupil enrolls in 
another school or returns to the same school;

2. a pupil receiving school-based or school-linked mental health services 
in the school district under Minnesota Statutes, section 245.4889 continues to 
be eligible for those services until the pupil is enrolled in a new district; and

3. the school district must provide to the pupil's parent or guardian 
information on accessing mental health services, including any free or sliding 
fee providers in the community. The information must also be posted on the 
school district website.

V. AREAS OF RESPONSIBILITY

A. The School Board.  The school board holds all school personnel responsible for 
the maintenance of order within the school district and supports all personnel acting 
within the framework of this discipline policy.

B. Superintendent.  The superintendent shall establish guidelines and directives 
to carry out this policy, hold all school personnel, students, and parents responsible for 
conforming to this policy, and support all school personnel performing their duties 
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within the framework of this policy.  The superintendent shall also establish guidelines and 
directives for using the services of appropriate agencies for assisting students and 
parents.  Any guidelines or directives established to implement this policy shall be 
submitted to the school board for approval and shall be attached as an addendum to 
this policy.

C. Principal.  The school principal is given the responsibility and authority to 
formulate building rules and regulations necessary to enforce this policy, subject to 
final school board approval.  The principal shall give direction and support to all school 
personnel performing their duties within the framework of this policy. The principal 
shall consult with parents of students conducting themselves in a manner contrary to 
the policy.  The principal shall also involve other professional employees in the 
disposition of Behavior referrals and shall make use of those agencies appropriate for 
assisting students and parents.  A principal, in exercising the person’s lawful authority, 
may use reasonable force when it is necessary under the circumstances to correct or 
restrain a student to prevent bodily harm or death to the student or another.  A 
principal shall not use prone restraint and shall not inflict any form of physical holding 
that restricts or impairs a student's ability to breathe; restricts or impairs a student's 
ability to communicate distress; places pressure or weight on a student's head, throat, 
neck, chest, lungs, sternum, diaphragm, back, or abdomen; or results in straddling a 
student's torso.

D. Teachers.  All teachers shall be responsible for providing a well-planned 
teaching/learning environment and shall have primary responsibility for student 
conduct, with appropriate assistance from the administration.  All teachers shall 
enforce the Code of Student Conduct.   A teacher, in exercising the person’s lawful 
authority, may use reasonable force when it is necessary under the circumstances to 
correct or restrain a student to prevent bodily harm or death to the student or another.  
A teacher shall not use prone restraint and shall not inflict any form of physical holding 
that restricts or impairs a student's ability to breathe; restricts or impairs a student's 
ability to communicate distress; places pressure or weight on a student's head, throat, 
neck, chest, lungs, sternum, diaphragm, back, or abdomen; or results in straddling a 
student's torso.

E. Other School District Personnel.  All school district personnel shall be 
responsible for contributing to the atmosphere of mutual respect within the school.  
Their responsibilities relating to student behavior shall be as authorized and directed 
by the superintendent.  A school employee, school bus driver, or other agent of a 
school district, in exercising the person’s lawful authority, may use reasonable force 
when it is necessary under the circumstances to restrain a student to prevent bodily 
harm or death to the student or another.  A school employee, which does not include a 
school resource officer, shall not use prone restraint and shall not inflict any form of 
physical holding that restricts or impairs a student's ability to breathe; restricts or 
impairs a student's ability to communicate distress; places pressure or weight on a 
student's head, throat, neck, chest, lungs, sternum, diaphragm, back, or abdomen; or 
results in straddling a student's torso.

For the purpose of Minnesota Statutes, section 121A.582 (Student Discipline; 
Reasonable Force), a school resource officer, as defined in Minnesota Statutes, section 
626.8482, subdivision 1, paragraph (c) is not a school employee or agent of the 
district.

F. Parents or Legal Guardians.  Parents and guardians shall be held responsible 
for the behavior of their children as determined by law and community practice.  They 
are expected to cooperate with school authorities and to participate regarding the 
behavior of their children.

G. Students.  All students shall be held individually responsible for their behavior 
and for knowing and obeying the Code of Student Conduct and this policy.

506-3



H. Community Members.  Members of the community are expected to contribute 
to the establishment of an atmosphere in which rights and duties are effectively 
acknowledged and fulfilled.

I. Reasonable Force Reports

1. The school district must report data on its use of any reasonable force 
used on a student with a disability to correct or restrain the student to prevent 
bodily harm or death to the student or another that is consistent with the 
definition of physical holding under Minnesota Statutes, section 125A.0941, 
paragraph (c), as outlined in section 125A.0942, subdivision 3, paragraph (b).

2. Beginning with the 2024-2025 school year, the school district must 
report annually by July 15, in a form and manner determined by the MDE 
Commissioner, data from the prior school year about any reasonable force 
used on a general education student to correct or restrain the student to 
prevent bodily harm or death to the student or another that is consistent with 
the definition of physical holding under Minnesota Statutes, section 
125A.0941, paragraph (c).

3. Any reasonable force used under Minnesota Statutes, sections 
121A.582; 609.06, subdivision 1; and 609.379 which intends to hold a child 
immobile or limit a child's movement where body contact is the only source of 
physical restraint or confines a child alone in a room from which egress is 
barred shall be reported to the Minnesota Department of Education as a 
restrictive procedure, including physical holding or seclusion used by an 
unauthorized or untrained staff person.

VI. STUDENT RIGHTS

All students have the right to an education and the right to learn.

VII. STUDENT RESPONSIBILITIES

All students have the responsibility:

A. For their behavior and for knowing and obeying all school rules, regulations, 
policies, and procedures;

B. To attend school daily, except when excused, and to be on time to all classes 
and other school functions;

C. To pursue and attempt to complete the courses of study prescribed by the 
state and local school authorities;

D. To make necessary arrangements for making up work when absent from 
school;

E. To assist the school staff in maintaining a safe school for all students;

F. To be aware of all school rules, regulations, policies, and procedures, including 
those in this policy, and to conduct themselves in accord with them;

G. To assume that until a rule or policy is waived, altered, or repealed, it is in full 
force and effect;

H. To be aware of and comply with federal, state, and local laws;
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I. To volunteer information in disciplinary cases should they have any knowledge 
relating to such cases and to cooperate with school staff as appropriate;

J. To respect and maintain the school’s property and the property of others;

K. To dress and groom in a manner which meets standards of safety and health 
and common standards of decency and which is consistent with applicable school 
district policy;

L. To avoid inaccuracies in student newspapers or publications and refrain from 
indecent or obscene language;

M. To conduct themselves in an appropriate physical or verbal manner; and

N. To recognize and respect the rights of others.

VIII. CODE OF STUDENT CONDUCT

A. The following are examples of unacceptable behavior subject to disciplinary 
action by the school district. These examples are not intended to be an exclusive list.  
Any student who engages in any of these activities shall be disciplined in accordance 
with this policy.  This policy applies to all school buildings, school grounds, and school 
property or property immediately adjacent to school grounds; school-sponsored 
activities or trips; school bus stops; school buses, school vehicles, school contracted 
vehicles, or any other vehicles approved for school district purposes; the area of 
entrance or departure from school premises or events; and all school-related 
functions, school-sponsored activities, events, or trips.  School district property also 
may mean a student’s walking route to or from school for purposes of attending school 
or school-related functions, activities, or events. While prohibiting unacceptable 
behavior subject to disciplinary action at these locations and events, the school district 
does not represent that it will provide supervision or assume liability at these locations 
and events.  This policy also applies to any student whose conduct at any time or in 
any place interferes with or obstructs the mission or operations of the school district or 
the safety or welfare of the student, other students, or employees.

1. Violations against property including, but not limited to, damage to or 
destruction of school property or the property of others, failure to compensate 
for damage or destruction of such property, arson, breaking and entering, 
theft, robbery, possession of stolen property, extortion, trespassing, 
unauthorized usage, or vandalism;

2. The use of profanity or obscene language, or the possession of 
obscene materials;

3. Gambling, including, but not limited to, playing a game of chance for 
stakes;

4. Violation of the school district’s Hazing Prohibition Policy;

5. Attendance problems including, but not limited to, truancy, 
absenteeism, tardiness, skipping classes, or leaving school grounds without 
permission;

6. Violation of the school district’s Student Attendance Policy;

7. Opposition to authority using physical force or violence;
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8. Using, possessing, or distributing tobacco, tobacco-related devices, 
electronic cigarettes, or tobacco paraphernalia in violation of the school 
district’s Tobacco-Free Environment; Possession and Use of Tobacco, Tobacco-
Related Devices, and Electronic Delivery Devices Policy;

9. Using, possessing, distributing, intending to distribute, making a 
request to another person for (solicitation), or being under the influence of 
alcohol or other intoxicating substances or look-alike substances;

10. Using, possessing, distributing, intending to distribute, making a 
request to another person for (solicitation), or being under the influence of 
narcotics, drugs, or other controlled substances (except as prescribed by a 
physician), or look-alike substances (these prohibitions include medical 
marijuana or medical cannabis, even when prescribed by a physician, and one 
student sharing prescription medication with another student);

11. Using, possessing, or distributing items or articles that are illegal or 
harmful to persons or property including, but not limited to, drug 
paraphernalia;

12. Using, possessing, or distributing weapons, or look-alike weapons or 
other dangerous objects;

13. Violation of the school district’s Weapons Policy;

14. Violation of the school district’s Violence Prevention Policy;

15. Possession of ammunition including, but not limited to, bullets or other 
projectiles designed to be used in or as a weapon;

16. Possession, use, or distribution of explosives or any compound or 
mixture, the primary or common purpose or intended use of which is to 
function as an explosive;

17. Possession, use, or distribution of fireworks or any substance or 
combination of substances or article prepared for the purpose of producing a 
visible or an audible effect by combustion, explosion, deflagration or 
detonation;

18. Using an ignition device, including a butane or disposable lighter or 
matches, inside an educational building and under circumstances where there 
is a risk of fire, except where the device is used in a manner authorized by the 
school;

19. Violation of any local, state, or federal law as appropriate;

20. Acts disruptive of the educational process, including, but not limited to, 
disobedience, disruptive or disrespectful behavior, defiance of authority, 
cheating, insolence, insubordination, failure to identify oneself, improper 
activation of fire alarms, or bomb threats;

21. Violation of the school district’s Internet Acceptable Use and Safety 
Policy;

22. Use of a cell phone in violation of the school district’s Internet 
Acceptable Use and Safety Policy; 

23. Violation of school bus or transportation rules or the school district’s 
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Student Transportation Safety Policy;

24. Violation of parking or school traffic rules and regulations, including, 
but not limited to, driving on school property in such a manner as to endanger 
persons or property;

25. Violation of directives or guidelines relating to lockers or improperly 
gaining access to a school locker;

26. Violation of the school district’s Search of Student Lockers, Desks, 
Personal Possessions, and Student’s Person Policy;

27. Violation of the school district’s Student Use and Parking of Motor 
Vehicles; Patrols, Inspections, and Searches Policy;

28. Possession or distribution of slanderous, libelous, or pornographic 
materials;

29. Violation of the school district’s Bullying Prohibition Policy;

30. Student attire or personal grooming which creates a danger to health 
or safety or creates a disruption to the educational process, including clothing 
which bears a message which is lewd, vulgar, or obscene, apparel promoting 
products or activities that are illegal for use by minors, or clothing containing 
objectionable emblems, signs, words, objects, or pictures communicating a 
message that is racist, sexist, or otherwise derogatory to a protected minority 
group or which connotes gang membership;

31. Criminal activity;

32. Falsification of any records, documents, notes, or signatures;

33. Tampering with, changing, or altering records or documents of the 
school district by any method including, but not limited to, computer access or 
other electronic means;

34. Scholastic dishonesty which includes, but is not limited to, cheating on 
a school assignment or test, plagiarism, or collusion, including the use of 
picture phones or other technology to accomplish this end;

35. Impertinent or disrespectful words, symbols, acronyms, or language, 
whether oral or written, related to teachers or other school district personnel;

36. Violation of the school district’s Harassment and Violence Policy;

37. Actions, including fighting or any other assaultive behavior, which 
causes or could cause injury to the student or other persons or which 
otherwise endangers the health, safety, or welfare of teachers, students, other 
school district personnel, or other persons;

38. Committing an act which inflicts great bodily harm upon another 
person, even though accidental or a result of poor judgment;

39. Violations against persons, including, but not limited to, assault or 
threatened assault, fighting, harassment, interference or obstruction, attack 
with a weapon, or look-alike weapon, sexual assault, illegal or inappropriate 
sexual conduct, or indecent exposure;
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40. Verbal assaults or verbally abusive behavior including, but not limited 
to, use of words, symbols, acronyms, or language, whether oral or written, 
that are discriminatory, abusive, obscene, threatening, intimidating,  
degrading to other people, or threatening to school property;

41. Physical or verbal threats including, but not limited to, the staging or 
reporting of dangerous or hazardous situations that do not exist;

42. Inappropriate, abusive, threatening, or demeaning actions based on 
race, color, creed, religion, sex, marital status, status with regard to public 
assistance, disability, national origin, or sexual orientation;

43. Violation of the school district’s Distribution of Nonschool-Sponsored 
Materials on School Premises by Students and Employees Policy;

44. Violation of the school district’s one-to-one device rules and 
regulations;

45. Violation of school rules, regulations, policies, or procedures, including, 
but not limited to, those policies specifically enumerated in this policy; 

46. Other acts, as determined by the school district, which are disruptive 
of the educational process or dangerous or detrimental to the student or other 
students, school district personnel or surrounding persons, or which violate the 
rights of others or which damage or endanger the property of the school, or 
which otherwise interferes with or obstruct the mission or operations of the 
school district or the safety or welfare of students or employees.

IX. RECESS AND OTHER BREAKS

A. "Recess detention" means excluding or excessively delaying a student from 
participating in a scheduled recess period as a consequence for student behavior. 
Recess detention does not include, among other things, providing alternative recess at 
the student's choice.

B. The school district is encouraged to ensure student access to structured breaks 
from the demands of school and to support teachers, principals, and other school staff 
in their efforts to use evidence-based approaches to reduce exclusionary forms of 
discipline.

C. The school district must not use recess detention unless:

1. a student causes or is likely to cause serious physical harm to other 
students or staff;

2. the student's parent or guardian specifically consents to the use of 
recess detention; or

3. for students receiving special education services, the student's 
individualized education program team has determined that withholding recess 
is appropriate based on the individualized needs of the student.

D. The school district must not withhold recess from a student based on 
incomplete schoolwork.

E. The school district must require school staff to make a reasonable attempt to 
notify a parent or guardian within 24 hours of using recess detention.
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F. The school district must compile information on each recess detention at the 
end of each school year, including the student's age, grade, gender, race or ethnicity, 
and special education status. This information must be available to the public upon 
request. The school district is encouraged to use the data in professional development 
promoting the use of nonexclusionary discipline.

G. The school district must not withhold or excessively delay a student's 
participation in scheduled mealtimes. This section does not alter a district or school's 
existing responsibilities under Minnesota Statutes, section 124D.111 or other state or 
federal law.

X. DISCIPLINARY ACTION OPTIONS

The general policy of the school district is to utilize progressive discipline to the extent 
reasonable and appropriate based upon the specific facts and circumstances of student 
misconduct.  The specific form of discipline chosen in a particular case is solely within the 
discretion of the school district.  At a minimum, violation of school district code of conduct, 
rules, regulations, policies, or procedures will result in discussion of the violation and a verbal 
warning.  The school district shall, however, impose more severe disciplinary sanctions for any 
violation, including exclusion or expulsion, if warranted by the student’s misconduct, as 
determined by the school district.  Disciplinary action may include, but is not limited to, one or 
more of the following:

A. Student conference with teacher, principal, counselor, or other school district 
personnel, and verbal warning;

B. Confiscation by school district personnel and/or by law enforcement of any 
item, article, object, or thing, prohibited by, or used in the violation of, any school 
district policy, rule, regulation, procedure, or state or federal law.  If confiscated by the 
school district, the confiscated item, article, object, or thing will be released only to 
the parent/guardian following the completion of any investigation or disciplinary action 
instituted or taken related to the violation.

C. Parent contact;

D. Parent conference;

E. Removal from class;

F. In-school suspension;

G. Suspension from extracurricular activities;

H. Detention or restriction of privileges;

I. Loss of school privileges;

J. In-school monitoring or revised class schedule;

K. Referral to in-school support services;

L. Referral to community resources or outside agency services;

M. Financial restitution;

N. Referral to police, other law enforcement agencies, or other appropriate 
authorities; 
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O. A request for a petition to be filed in district court for juvenile delinquency 
adjudication;

P. Out-of-school suspension under the Pupil Fair Dismissal Act;

Q. Preparation of an admission or readmission plan;

R. Saturday school;

S. Expulsion under the Pupil Fair Dismissal Act;

T. Exclusion under the Pupil Fair Dismissal Act; and/or

U. Other disciplinary action as deemed appropriate by the school district.

XI. REMOVAL OF STUDENTS FROM CLASS

A. The teacher of record shall have the general control and government of the 
classroom.  Teachers have the responsibility of attempting to modify disruptive student 
behavior by such means as conferring with the student, using positive reinforcement, 
assigning detention or other consequences, or contacting the student’s parents.  When 
such measures fail, or when the teacher determines it is otherwise appropriate based 
upon the student’s conduct, the teacher shall have the authority to remove the 
student from class pursuant to the procedures established by this discipline policy.  
“Removal from class” and “removal” mean any actions taken by a teacher, principal, or 
other school district employee to prohibit a student from attending a class or activity 
period for a period of time not to exceed five (5) days, pursuant to this discipline 
policy.

Grounds for removal from class shall include any of the following:

1. Willful conduct that significantly disrupts the rights of others to an 
education, including conduct that interferes with a teacher’s ability to teach or 
communicate effectively with students in a class or with the ability of other 
students to learn;

2. Willful conduct that endangers surrounding persons, including school 
district employees, the student or other students, or the property of the 
school; 

3. Willful violation of any school rules, regulations, policies or procedures, 
including the Code of Student Conduct in this policy; or

4. Other conduct, which in the discretion of the teacher or administration, 
requires removal of the student from class.

Such removal shall be for at least one (1) activity period or class period of instruction 
for a given course of study and shall not exceed five (5) such periods.

A student must be removed from class immediately if the student engages in assault 
or violent behavior.  “Assault” is an act done with intent to cause fear in another of 
immediate bodily harm or death; or the intentional infliction of, or attempt to inflict, 
bodily harm upon another.  

B. If a student is removed from class more than ten (10) times in a school year, 
the school district shall notify the parent or guardian of the student’s tenth removal 
from class and make reasonable attempts to convene a meeting with the student’s 
parent or guardian to discuss the problem that is causing the student to be removed 
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from class.

[NOTE:  The following Sections C. - J. must be developed and inserted by each 
school district based upon individual district practices, procedures, and 
preferences. School districts may consider developing and inserting 
procedures identified in Sections K-N.]

C. Procedures for Removal of a Student From a Class.

1. Specify procedures to remove a student from a class to be followed by 
a teacher, school administrator, or other school district employee;

2. Specify required approvals necessary;

3. Specify paperwork and reporting procedures.

D. Period of Time for which a Student may be Removed from a Class 
(may not exceed five (5) class periods for a violation of a rule of conduct)

1. The removal from class shall be for a period of time deemed 
appropriate by the principal, in consultation with the teacher.

E. Responsibility for and Custody of a Student Removed from Class.

1. Designation of where student is to go when removed;

2. Designation of how student is to get to designated destination;

3. Whether student must be accompanied;

4. Statement of what student is to do when and while removed;

5. Designation of who has control over and responsibility for student after 
removal from class.

F. Procedures for Return of a Student to a Specific Class from Which the 
Student was Removed.

1. Specification of procedures;

2. Actions or approvals required such as notes, conferences, readmission 
plans.

G. Procedures for Notifying a Student and the Student’s Parents or 
Guardian of Violation of the Rules of Conduct and of Resulting Disciplinary 
Actions;

1. Specification of Procedures; 

2. Actions or approvals required, such as notes, conferences, readmission plans.

H. Students with a Disability; Special Provisions.

1. Procedures for consideration of whether there is a need for further 
assessment;

2. Procedures for consideration of whether there is a need for a review of 
the adequacy of the current Individualized Education Program (IEP) of a 
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student with a disability who is removed from class or disciplined; and

3. Any procedures determined appropriate for referring students in need 
of special education services to those services.

I. Procedures for Detecting and Addressing Chemical Abuse Problems of 
Students While on School Premises.

1. Establishment of a chemical abuse preassessment team pursuant to 
Minnesota Statutes, section 121A.26;

2. Establishment of teacher reporting procedures to the chemical abuse 
preassessment team pursuant to Minnesota Statutes, section 121A.29.

J. Procedures for Immediate and Appropriate Interventions Tied to 
Violations of the Code of Student Conduct.

K. Any Procedures Determined Appropriate for Encouraging Early 
Involvement of Parents or Guardians in Attempts to Improve a Student’s 
Behavior.

L. Any Procedures Determined Appropriate for Encouraging Early 
Detection of Behavioral Problems.

M. Any Procedures Determined Appropriate for Referring a Student in 
Need of Special Education Services to Those Services;

N. Any Procedures Determined Appropriate for Ensuring Victims of 
Bullying who Respond with Behavior not Allowed under the School's Behavior 
Policies have Access to a Remedial Response, Consistent with Minnesota 
Statutes, section 121A.031;

O. Unscheduled Student Removal From Class

A public school is encouraged to adopt a school policy on parental notification for 
unscheduled student removal from class. The public school must consult with child 
abuse prevention experts to incorporate best practices into the school policy. A public 
school with a policy on parental notification must include the policy in the employee 
handbook and disseminate information to school staff regarding child abuse prevention 
in a school setting.

[NOTE: The 2024 Minnesota legislature enacted this provision, which does 
not require a school board to adopt policy language.  School districts may 
determine whether to adopt policy language.]

XII. DISMISSAL

A. “Dismissal” means the denial of the current educational program to any 
student, including exclusion, expulsion, and suspension.  Dismissal does not include 
removal from class.

The school district shall not deny due process or equal protection of the law to any 
student involved in a dismissal proceeding which may result in suspension, exclusion 
or expulsion.

The school district shall not dismiss any student without attempting to use 
nonexclusionary disciplinary policies and procedures before dismissal proceedings or 
pupil withdrawal agreements, except where it appears that the student will create an 
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immediate and substantial danger to self or to surrounding persons or property.

The use of exclusionary practices for early learners as defined in Minnesota Statutes, 
section 121A.425, is prohibited.  The use of exclusionary practices to address 
attendance and truancy issues is prohibited.

B. Violations leading to suspension, based upon severity, may also be grounds for 
actions leading to expulsion, and/or exclusion.  A student may be dismissed on any of 
the following grounds:

1. Willful violation of any reasonable school board regulation, including 
those found in this policy;

2. Willful conduct that significantly disrupts the rights of others to an 
education, or the ability of school personnel to perform their duties, or school 
sponsored extracurricular activities; or

3. Willful conduct that endangers the student or other students, or 
surrounding persons, including school district employees, or property of the 
school.

C. Disciplinary Dismissals Prohibited

1. A pupil enrolled in the following is not subject to dismissals under the 
Pupil Fair Dismissal Act:

a. a preschool or prekindergarten program, including an early 
childhood family education, school readiness, voluntary 
prekindergarten, Head Start, or other school-based preschool or 
prekindergarten program; or

b. kindergarten through Grade 3.

2. This section does not apply to a dismissal from school for less than one 
school day, except as provided under Minnesota Statutes, chapter 125A and 
federal law for a student receiving special education services.

3. Notwithstanding this section, expulsions and exclusions may be used 
only after resources outlined under Nonexclusionary discipline have been 
exhausted, and only in circumstances where there is an ongoing serious safety 
threat to the child or others.

D. Suspension Procedures

1. “Suspension” means an action by the school administration, under 
rules promulgated by the school board, prohibiting a student from attending 
school for a period of no more than ten (10) school days; provided, however, if 
a suspension is longer than five (5) school days, the suspending administrator 
shall provide the superintendent with a reason for the longer term of 
suspension.  This definition does not apply to dismissal for one (1) school day 
or less where a student with a disability does not receive regular or special 
education instruction during that dismissal period.

2. School administration must allow a suspended pupil the opportunity to 
complete all school work assigned during the period of the pupil's suspension 
and to receive full credit for satisfactorily completing the assignments. The 
school principal or other person having administrative control of the school 
building or program is encouraged to designate a district or school employee 
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as a liaison to work with the pupil's teachers to allow the suspended pupil to (1) 
receive timely course materials and other information, and (2) complete daily 
and weekly assignments and receive teachers' feedback.

3. If a student’s total days of removal from school exceed ten (10) 
cumulative days in a school year, the school district shall make reasonable 
attempts to convene a meeting with the student and the student’s parent or 
guardian before subsequently removing the student from school and, with the 
permission of the parent or guardian, arrange for a mental health screening 
for the student at the parent or guardian’s expense.  The purpose of this 
meeting is to attempt to determine the student’s need for assessment or other 
services or whether the parent or guardian should have the student assessed 
or diagnosed to determine whether the student needs treatment for a mental 
health disorder.

4. The definition of suspension under Minnesota Statutes, 
section 121A.41, subdivision 10, does not apply to a student's dismissal from 
school for less than one day, except as provided under federal law for a 
student with a disability. Each suspension action may include a readmission 
plan.  The plan shall include, where appropriate, a provision for implementing 
alternative educational services upon readmission which must not be used to 
extend the current suspension.  A readmission plan must not obligate a parent 
or guardian to provide psychotropic drugs to their student as a condition of 
readmission.  School administration must not use the refusal of a parent or 
guardian to consent to the administration of psychotropic drugs to their 
student or to consent to a psychiatric evaluation, screening, or examination of 
the student as a ground, by itself, to prohibit the student from attending class 
or participating in a school-related activity, or as a basis of a charge of child 
abuse, child neglect, or medical or educational neglect.  The school 
administration may not impose consecutive suspensions against the same 
student for the same course of conduct, or incident of misconduct, except 
where the student will create an immediate and substantial danger to self or to 
surrounding persons or property or where the school district is in the process 
of initiating an expulsion, in which case the school administration may extend 
the suspension to a total of fifteen (15) days.

5. A child with a disability may be suspended.  When a child with a 
disability has been suspended for more than five (5) consecutive days or ten 
(10) cumulative school days in the same year, and that suspension does not 
involve a recommendation for expulsion or exclusion or other change in 
placement under federal law, relevant members of the child’s IEP team, 
including at least one of the child’s teachers, shall meet and determine the 
extent to which the child needs services in order to continue to participate in 
the general education curriculum, although in another setting, and to progress 
toward meeting the goals in the child’s IEP.  That meeting must occur as soon 
as possible, but no more than ten (10) days after the sixth (6th) consecutive 
day of suspension or the tenth (10th) cumulative day of suspension has 
elapsed.

6. Alternative education services must be provided to a pupil who is 
suspended for more than five (5) consecutive school days. Alternative 
educational services may include, but are not limited to, special tutoring, 
modified curriculum, modified instruction, other modifications or adaptations, 
instruction through electronic media, special education services as indicated by 
appropriate assessments, homebound instruction, supervised homework, or 
enrollment in another district or in an alternative learning center under 
Minnesota Statutes, section 123A.05 selected to allow the student to progress 
toward meeting graduation standards under Minnesota Statutes, section 
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120B.02, although in a different setting.

7. The school administration shall not suspend a student from school 
without an informal administrative conference with the student.  The informal 
administrative conference shall take place before the suspension, except 
where it appears that the student will create an immediate and substantial 
danger to self or to surrounding persons or property, in which case the 
conference shall take place as soon as practicable following the suspension.  At 
the informal administrative conference, a school administrator shall notify the 
student of the grounds for the suspension, provide an explanation of the 
evidence the authorities have, and the student may present the student’s 
version of the facts.  A separate administrative conference is required for each 
period of suspension.

8. After school administration notifies a student of the grounds for 
suspension, school administration may, instead of imposing the suspension, do 
one or more of the following:

a. strongly encourage a parent or guardian of the student to 
attend school with the student for one day;

b. assign the student to attend school on Saturday as supervised 
by the principal or the principal’s designee; and

c. petition the juvenile court that the student is in need of 
services under Minnesota Statutes, chapter 260C.

9. A written notice containing the grounds for suspension, a brief 
statement of the facts, a description of the testimony, a readmission plan, and 
a copy of the Minnesota Pupil Fair Dismissal Act, Minnesota Statutes, sections 
121A.40-121A.56, shall be personally served upon the student at or before the 
time the suspension is to take effect, and upon the student’s parent or 
guardian by mail within forty-eight (48) hours of the conference.  (See 
attached sample Notice of Suspension.)

10. The school administration shall make reasonable efforts to notify the 
student’s parent or guardian of the suspension by telephone as soon as 
possible following suspension.

11. In the event a student is suspended without an informal administrative 
conference on the grounds that the student will create an immediate and 
substantial danger to surrounding persons or property, the written notice shall 
be served upon the student and the student’s parent or guardian within forty-
eight (48) hours of the suspension.  Service by mail shall be complete upon 
mailing.

12. Notwithstanding the foregoing provisions, the student may be 
suspended pending the school board’s decision in an expulsion or exclusion 
proceeding, provided that alternative educational services are implemented to 
the extent that suspension exceeds five (5) consecutive school days.

E. Expulsion and Exclusion Procedures

1. “Expulsion” means a school board action to prohibit an enrolled 
student from further attendance for up to twelve (12) months from the date 
the student is expelled.  The authority to expel rests with the school board.

2. “Exclusion” means an action taken by the school board to prevent 
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enrollment or re-enrollment of a student for a period that shall not extend beyond the 
school year.  The authority to exclude rests with the school board.

3. All expulsion and exclusion proceedings will be held pursuant to and in 
accordance with the provisions of the Minnesota Pupil Fair Dismissal Act, 
Minnesota Statutes, sections 121A.40-121A.56.

4. No expulsion or exclusion shall be imposed without a hearing, unless 
the right to a hearing is waived in writing by the student and parent or 
guardian.

5. The student and parent or guardian shall be provided written notice of 
the school district’s intent to initiate expulsion or exclusion proceedings.  This 
notice shall be served upon the student and his or her parent or guardian 
personally or by mail, and shall contain a complete statement of the facts; a 
list of the witnesses and a description of their testimony; state the date, time 
and place of hearing; be accompanied by a copy of the Pupil Fair Dismissal 
Act, Minnesota Statutes, sections 121A.40-121A.56; describe the 
nonexclusionary disciplinary practices accorded the student in an attempt to 
avoid the expulsion proceedings; and inform the student and parent or 
guardian of their right to: (1) have a representative of the student’s own 
choosing, including legal counsel at the hearing; (2) examine the student’s 
records before the hearing; (3) present evidence; and (4) confront and cross-
examine witnesses.  The school district must advise the student’s parent or 
guardian that free or low-cost legal assistance may be available and that a 
legal assistance resource list is available from the Minnesota Department of 
Education (MDE) and is posted on its website.

6. The hearing shall be scheduled within ten (10) days of the service of 
the written notice unless an extension, not to exceed five (5) days, is 
requested for good cause by the school district, student, parent, or guardian. 

7. All hearings shall be held at a time and place reasonably convenient to 
the student, parent, or guardian and shall be closed, unless the student, 
parent, or guardian requests an open hearing.

8. The school district shall record the hearing proceedings at district 
expense, and a party may obtain a transcript at its own expense.

9. The student shall have a right to a representative of the student’s own 
choosing, including legal counsel, at the student’s sole expense.  The school 
district shall advise the student’s parent or guardian that free or low-cost legal 
assistance may be available and that a legal assistance resource list is 
available from MDE.  The school board may appoint an attorney to represent 
the school district in any proceeding.

10. If the student designates a representative other than the parent or 
guardian, the representative must have a written authorization from the 
student and the parent or guardian providing them with access to and/or 
copies of the student’s records.

11. All expulsion or exclusion hearings shall take place before and be 
conducted by an independent hearing officer designated by the school district.  
The hearing shall be conducted in a fair and impartial manner.  Testimony shall 
be given under oath and the hearing officer shall have the power to issue 
subpoenas and administer oaths.

12. At a reasonable time prior to the hearing, the student, parent or 
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guardian, or authorized representative shall be given access to all school district 
records pertaining to the student, including any tests or reports upon which 
the proposed dismissal action may be based.

13. The student, parent or guardian, or authorized representative, shall 
have the right to compel the presence of any school district employee or agent 
or any other person who may have evidence upon which the proposed 
dismissal action may be based, and to confront and cross-examine any 
witnesses testifying for the school district.

14. The student, parent or guardian, or authorized representative, shall 
have the right to present evidence and testimony, including expert 
psychological or educational testimony.

15. The student cannot be compelled to testify in the dismissal 
proceedings.

16. The hearing officer shall prepare findings and a recommendation based 
solely upon substantial evidence presented at the hearing, which must be 
made to the school board and served upon the parties within two (2) days 
after the close of the hearing.

17. The school board shall base its decision upon the findings and 
recommendation of the hearing officer and shall render its decision at a 
meeting held within five (5) days after receiving the findings and 
recommendation.  The school board may provide the parties with the 
opportunity to present exceptions and comments to the hearing officer’s 
findings and recommendation provided that neither party presents any 
evidence not admitted at the hearing.  The decision by the school board must 
be based on the record, must be in writing, and must state the controlling 
facts on which the decision is made in sufficient detail to apprise the parties 
and the Commissioner of the Minnesota Department of Education 
(Commissioner) of the basis and reason for the decision.

18. A party to an expulsion or exclusion decision made by the school board 
may appeal the decision to the Commissioner within twenty-one (21) calendar 
days of school board action pursuant to Minnesota Statutes, section 121A.49.  
The decision of the school board shall be implemented during the appeal to the 
Commissioner.

19. The school district shall report any suspension, expulsion or exclusion 
action taken to the appropriate public service agency, when the student is 
under the supervision of such agency.

20. The school district must report, through the MDE electronic reporting 
system, each expulsion or exclusion within thirty (30) days of the effective 
date of the action to the Commissioner. This report must include a statement 
of alternative educational services given the student and the reason for, the 
effective date, and the duration of the exclusion or expulsion.  The report must 
also include the student’s age, grade, gender, race, and special education 
status.  The dismissal report must include state student identification numbers 
of affected students.

21. Whenever a student fails to return to school within ten (10) school 
days of the termination of dismissal, a school administrator shall inform the 
student and his/her parent or guardian by mail of the student’s right to attend 
and to be reinstated in the school district.
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XIII. ADMISSION OR READMISSION PLAN

A school administrator must prepare and enforce an admission or readmission plan for any 
student who is excluded or expelled from school.  The plan must include measures to improve 
the student’s behavior, which may include completing a character education program 
consistent with Minnesota Statutes, section 120B.232, subdivision 1, social and emotional 
learning, counseling, social work services, mental health services, referrals for special 
education or 504 evaluation, and evidence-based academic interventions.  The plan must 
include reasonable attempts to obtain parental involvement in the admission or readmission 
process, and may indicate the consequences to the student of not improving the student’s 
behavior.  The readmission plan must not obligate parents to provide a sympathomimetic 
medication for their child as a condition of readmission.

XIV. NOTIFICATION OF POLICY VIOLATIONS

Notification of any violation of this policy and resulting disciplinary action shall be as provided 
herein, or as otherwise provided by the Pupil Fair Dismissal Act or other applicable law.  The 
teacher, principal or other school district official may provide additional notification as deemed 
appropriate.

In addition, the school district must report, through the MDE electronic reporting system, each 
exclusion or expulsion, each physical assault of a school district employee by a pupil, and each 
pupil withdrawal agreement within thirty (30) days of the effective date of the dismissal 
action, pupil withdrawal, or assault, to the MDE Commissioner.  This report must include a 
statement of the nonexclusionary disciplinary practices, or other sanction, intervention, or 
resolution in response to the assault given to the pupil and the reason for, the effective date, 
and the duration of the exclusion or expulsion or other sanction, intervention, or resolution.  
The report must also include the pupil’s age, grade, gender, race, and special education status.

XV. STUDENT DISCIPLINE RECORDS

The policy of the school district is that complete and accurate student discipline records be 
maintained.  The collection, dissemination, and maintenance of student discipline records shall 
be consistent with applicable school district policies and federal and state law, including the 
Minnesota Government Data Practices Act, Minnesota Statutes, chapter 13.

XVI. STUDENTS WITH DISABILITIES

Students who are currently identified as eligible under the IDEA or Section 504 will be subject 
to the provisions of this policy, unless the student’s IEP or 504 plan specifies a necessary 
modification.

Before initiating an expulsion or exclusion of a student with a disability, relevant members of 
the child’s IEP team and the child’s parent shall, consistent with federal law, conduct a 
manifestation determination and determine whether the child’s behavior was (i) caused by or 
had a direct and substantial relationship to the child’s disability and (ii) whether the child’s 
conduct was a direct result of a failure to implement the child’s IEP.  If the student’s 
educational program is appropriate and the behavior is not a manifestation of the student’s 
disability, the school district will proceed with discipline – up to and including expulsion – as if 
the student did not have a disability, unless the student’s educational program provides 
otherwise.  If the team determines that the behavior subject to discipline is a manifestation of 
the student’s disability, the team shall conduct a functional behavioral assessment and 
implement a behavioral intervention plan for such student provided that the school district had 
not conducted such assessment prior to the manifestation determination before the behavior 
that resulted in a change of placement.  Where a behavioral intervention plan previously has 
been developed, the team will review the behavioral intervention plan and modify it as 
necessary to address the behavior.
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When a student who has an IEP is excluded or expelled for misbehavior that is not a 
manifestation of the student’s disability, the school district shall continue to provide special 
education and related services during the period of expulsion or exclusion.

XVII. OPEN ENROLLED STUDENTS

The school district may terminate the enrollment of a nonresident student enrolled under an 
Enrollment Option Program (Minnesota Statutes, section 124D.03) or Enrollment in 
Nonresident District (Minnesota Statutes, section 124D.08) at the end of a school year if the 
student meets the definition of a habitual truant, the student has been provided appropriate 
services for truancy (Minnesota Statutes, chapter 260A), and the student’s case has been 
referred to juvenile court.  The school district may also terminate the enrollment of a 
nonresident student over the age of seventeen (17) enrolled under an Enrollment Options 
Program if the student is absent without lawful excuse for one or more periods on fifteen (15) 
school days and has not lawfully withdrawn from school.

XVIII. DISCIPLINE COMPLAINT PROCEDURE

Students, parents and other guardians, and school staff may file a complaint and seek 
corrective action when the requirements of the Minnesota Pupil Fair Dismissal Act, including 
the implementation of the local behavior and discipline policies, are not being implemented 
appropriately or are being discriminately applied. 

The Discipline Complaint Procedure must, at a minimum:

1. provide procedures for communicating this policy including the ability for a 
parent to appeal a decision under Minnesota Statutes, section 121A.49 that contains 
explicit instructions for filing the complaint;

2. provide an opportunity for involved parties to submit additional information 
related to the complaint;

3. provide a procedure to begin to investigate complaints within three school 
days of receipt, and identify personnel who will manage the investigation and any 
resulting record and are responsible for keeping and regulating access to any record;

4. provide procedures for issuing a written determination to the complainant that 
addresses each allegation and contains findings and conclusions;

5. if the investigation finds the requirements of Minnesota Statutes, sections 
121A.40 to 121A.61, including any local policies that were not implemented 
appropriately, contain procedures that require a corrective action plan to correct a 
student's record and provide relevant staff with training, coaching, or other 
accountability practices to ensure appropriate compliance with policies in the future; 
and

6. prohibit reprisals or retaliation against any person who asserts, alleges, or 
reports a complaint, and provide procedures for applying appropriate consequences for 
a person who engages in reprisal or retaliation.

XIX. DISTRIBUTION OF POLICY

The school district will notify students and parents of the existence and contents of this policy 
in such manner as it deems appropriate.  Copies of this discipline policy shall be made 
available to all students and parents at the commencement of each school year and to all new 
students and parents upon enrollment.  This policy shall also be available upon request in each 
principal’s office.
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XX. REVIEW OF POLICY

The principal and representatives of parents, students and staff in each school building shall 
confer at least annually to review this discipline policy, determine if the policy is working as 
intended, and to assess whether the discipline policy has been enforced.  Any recommended 
changes shall be submitted to the superintendent for consideration by the school board, which 
shall conduct an annual review of this policy.

Legal References: Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Stat. § 120B.02 (Educational Expectations and Graduation Requirements 
for Minnesota Students)
Minn. Stat. § 120B.232 (Character Development Education)
Minn. Stat. § 121A.26 (School Preassessment Teams)
Minn. Stat. § 121A.29 (Reporting; Chemical Abuse)
Minn. Stat. §§ 121A.40-121A.56 (Pupil Fair Dismissal Act)
Minn. Stat. § 121A.575 (Alternatives to Pupil Suspension)
Minn. Stat. § 121A.58 (Corporal Punishment; Prone Restraint; And Certain 
Physical Holds)
Minn. Stat. § 121A.582 (Student Discipline; Reasonable Force)
Minn. Stat. §§ 121A.60 (Definitions)
Minn. Stat. § 121A.61 (Discipline and Removal of Students from Class)
Minn. Stat. § 121A.611 (Recess and Other Breaks)
Minn. Stat. § 122A.42 (General Control of Schools)
Minn. Stat. § 123A.05 (State-Approved Alternative Program Organization)
Minn. Stat. § 124D.03 (Enrollment Options Program)
Minn. Stat. § 124D.08 (School Boards’ Approval to Enroll in Nonresident 
District; Exceptions)
Minn. Stat. Ch. 125A (Special Education and Special Programs)
Minn. Stat. § 152.22, Subd. 6 (Definitions)
Minn. Stat. § 152.23 (Limitations)
Minn. Stat. Ch. 260A (Truancy)
Minn. Stat. Ch. 260C (Juvenile Safety and Placement)
20 U.S.C. §§ 1400-1487 (Individuals with Disabilities Education Act)
29 U.S.C. § 794 et seq. (Rehabilitation Act of 1973, § 504)
34 C.F.R. § 300.530(e)(1) (Manifestation Determination)

Cross References: MSBA/MASA Model Policy 413 (Harassment and Violence)
MSBA/MASA Model Policy 419 (Tobacco-Free Environment; Possession and Use 
of Tobacco, Tobacco-Related Devices, and Electronic Delivery Devices; Vaping 
Awareness and Prevention Instruction)
MSBA/MASA Model Policy 501 (School Weapons)
MSBA/MASA Model Policy 502 (Search of Student Lockers, Desks, Personal 
Possessions, and Student’s Person)
MSBA/MASA Model Policy 503 (Student Attendance)
MSBA/MASA Model Policy 505 (Distribution of Nonschool-Sponsored
Materials on School Premises by Students and Employees)
MSBA/MASA Model Policy 507.5 (School Resource Officers)
MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)
MSBA/MASA Model Policy 524 (Internet Acceptable Use and Safety Policy)
MSBA/MASA Model Policy 525 (Violence Prevention)
MSBA/MASA Model Policy 526 (Hazing Prohibition)
MSBA/MASA Model Policy 527 (Student Use and Parking of Motor Vehicles; 
Patrols, Inspections, and Searches)
MSBA/MASA Model Policy 610 (Field Trips)
MSBA/MASA Model Policy 709 (Student Transportation Safety Policy)
MSBA/MASA Model Policy 711 (Video Recording on School Buses)
MSBA/MASA Model Policy 712 (Video Surveillance Other Than on Buses)
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Adopted:                              MSBA/MASA Model Policy 410
Orig. 1995

Revised:                               Rev. 2022

410 FAMILY AND MEDICAL LEAVE POLICY

[Note: School districts are required by statute to have a policy addressing these 
issues.]

I. PURPOSE

The purpose of this policy is to provide for family and medical leave to school district 
employees in accordance with the Family and Medical Leave Act of 1993 (FMLA) and also with 
parenting leave under state law.

II. GENERAL STATEMENT OF POLICY

The following procedures and policies regarding family and medical leave are adopted by the 
school district, pursuant to the requirements of the FMLA and consistent with the requirements 
of the Minnesota parenting leave laws.

III. DEFINITIONS

A. “Covered active duty” means:

1. in the case of a member of a regular component of the Armed Forces, 
duty during the deployment of the member with the Armed Forces to a foreign 
country; and

2. in the case of a member of a reserve component of the Armed Forces, 
duty during the deployment of the member with the Armed Forces to a foreign 
country under a call or order to active duty under a provision of law referred to 
in 10 United States Code section 101(a)(13)(B).

B. “Covered servicemember” means:

1. a member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness; or

2. a covered veteran who is undergoing medical treatment, recuperation, 
or therapy for a serious injury or illness and who was a member of the Armed 
Forces, including a member of the National Guard or Reserves, and was 
discharged or released under conditions other than dishonorable, at any time 
during the period of five years preceding the first date the eligible employee 
takes FMLA leave to care for the covered veteran.

C. “Eligible employee” means an employee who has been employed by the school 
district for a total of at least 12 months and who has been employed for at least 1,250 
hours of service during the 12-month period immediately preceding the 
commencement of the leave.  An employee returning from fulfilling his or her 
Uniformed Services Employment and Reemployment Rights Act (USERRA)-covered 
service obligation shall be credited with the hours of service that would have been 
performed but for the period of absence from work due to or necessitated by USERRA-
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covered service.   In determining whether the employee met the hours of service requirement, 
and to determine the hours that would have been worked during the period of absence 
from work due to or necessitated by USERRA-covered service, the employee’s pre-
service work schedule can generally be used for calculations.  While the 12 months of 
employment need not be consecutive, employment periods prior to a break in service 
of seven years or more may not be counted unless: (1) the break is occasioned by the 
employee’s fulfillment of his or her USERRA-covered service obligation; or (2) a 
written agreement, including a collective bargaining agreement, exists concerning the 
school district’s intention to rehire the employee after the break in service.

D. “Military caregiver leave” means leave taken to care for a covered 
servicemember with a serious injury or illness.

E. “Next of kin of a covered servicemember” means the nearest blood relative 
other than the covered servicemember’s spouse, parent, son, or daughter, in the 
following order of priority:  blood relatives who have been granted legal custody of the 
covered servicemember by court decree or statutory provisions, brothers and sisters, 
grandparents, aunts and uncles, and first cousins, unless the covered servicemember 
has specifically designated in writing another blood relative as his or her nearest blood 
relative for purposes of military caregiver leave under the FMLA.  When no such 
designation is made and there are multiple family members with the same level of 
relationship to the covered servicemember, all such family members shall be 
considered the covered servicemember’s next of kin, and the employee may take 
FMLA leave to provide care to the covered servicemember, either consecutively or 
simultaneously.  When such designation has been made, the designated individual 
shall be deemed to be the covered servicemember’s only next of kin.

F. “Outpatient status” means, with respect to a covered servicemember who is a 
current member of the Armed Forces, the status of a member of the Armed Forces 
assigned to:

1. a military medical treatment facility as an outpatient; or

2. a unit established for the purpose of providing command and control of 
members of the Armed Forces receiving care as outpatients.

G. “Qualifying exigency” means a situation where the eligible employee seeks 
leave for one or more of the following reasons:

1. to address any issues that arise from a short-notice deployment 
(seven calendar days or less) of a covered military member;

2. to attend military events and related activities of a covered military 
member;

3. to address issues related to childcare and school activities of a covered 
military member’s child;

4. to address financial and legal arrangements for a covered military 
member;

5. to attend counseling provided by someone other than a health care 
provider for oneself, a covered military member, or his/her child;

6. to spend up to 15 calendar days with a covered military member who 
is on short-term, temporary rest and recuperation leave during a period of 
deployment;
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7. to attend post-deployment activities related to a covered military 
member;

8. to address care needs of a covered military member’s parent who is 
incapable of self-care; and

9. to address other events related to a covered military member that 
both the employee and school district agree is a qualifying exigency.

H. “Serious health condition” means an illness, injury, impairment, or physical or 
mental condition that involves:

1. inpatient care in a hospital, hospice, or residential medical care 
facility; or

2. continuing treatment by a health care provider.

I. “Spouse” means a husband or wife.  For purposes of this definition, husband 
or wife refers to the other person with whom an individual entered into marriage as 
defined or recognized under state law for purposes of marriage in the state in which 
the marriage was entered into or, in the case of a marriage entered into outside of any 
state, if the marriage is valid in the place where entered into and could have been 
entered into in at least one state.  This definition includes an individual in a same-sex 
or common law marriage that either: (1) was entered into in a state that recognizes 
such marriages; or (2) if entered into outside of any state, is valid in the place where 
entered into and could have been entered into in at least one state.

J. “Veteran” has the meaning given in 38 United States Code section 101.

IV. LEAVE ENTITLEMENT

A. Twelve-week Leave under Federal Law

1. Eligible employees are entitled to a total of 12 work weeks of unpaid 
family or medical leave during the applicable 12-month period as defined 
below, plus any additional leave as required by law.  Leave may be taken for 
one or more of the following reasons in accordance with applicable law:

a. birth of the employee’s child and to care for such child;

b. placement of an adopted or foster child with the employee;

c. to care for the employee’s spouse, son, daughter, or parent 
with a serious health condition;

d. the employee’s serious health condition makes the employee 
unable to perform the functions of the employee’s job; and/or

e. any qualifying exigency arising from the employee’s spouse, 
son, daughter, or parent being on covered active duty, or notified of an 
impending call or order to covered active duty in the Armed Forces.

2. For the purposes of this policy, “year” is defined as a rolling 12-month 
period measured backward from the date an employee’s leave is to 
commence.

[Note:  An employer is permitted to choose any one of the following 
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methods for determining the 12–month period in which the 12 weeks 
of FMLA leave entitlement occurs: (a) the calendar year; (b) any fixed 
12–month leave year, such as a fiscal year, a year required by State 
law, or a year starting on an employee's anniversary date;(c) the 12–
month period measured forward from the date any employee's first 
FMLA leave; or (d) a “rolling” 12–month period measured backward 
from the date an employee uses any FMLA leave. It is recommended, 
however, that school districts use the 12-month rolling measurement 
as it prevents employees from stacking 12-week leave entitlement 
that could occur if, for example, a calendar or fiscal year is utilized.  
Where a calendar, fiscal or similar period is used, an employee could 
use 12 weeks at the end of the period and then again at the beginning 
of the period, providing an entitlement to a leave of 24 consecutive 
weeks. If a school district changes its definition of a “year” in this 
policy, it must give employees notice of at least 60 days before 
implementing this change.]

3. An employee’s entitlement to FMLA leave for the birth, adoption, or 
foster care of a child expires at the end of the 12-month period beginning on 
the date of the birth or placement.

4. A “serious health condition” typically requires either inpatient care or 
continuing treatment by or under the supervision of a health care provider, as 
defined by applicable law.  Family and medical leave generally is not intended 
to cover short-term conditions for which treatment and recovery are very brief.

5. A “serious injury or illness,” in the case of a member of the Armed 
Forces, including a member of the National Guard or Reserves, means:

a. injury or illness that was incurred by the member in the line of 
duty on active duty in the Armed Forces or that existed before the 
beginning of the member’s active duty and was aggravated by service 
in the line of duty on active duty in the Armed Forces and that may 
render the member medically unfit to perform the duties of the 
member’s office, grade, rank, or rating; and

b. in the case of a covered veteran who was a member of the 
Armed Forces, including a member of the National Guard or Reserves, 
at any time, during the period of five years preceding the date on 
which the veteran undergoes the medical treatment, recuperation, or 
therapy, means a qualifying injury or illness that was incurred by the 
member in the line of duty on active duty in the Armed Forces or that 
existed before the beginning of the member’s active duty and was 
aggravated by service in the line of duty in the Armed Forces and that 
manifested itself before or after the member became a veteran, and 
is:

(1) a continuation of a serious injury or illness that 
was incurred or aggravated when the covered veteran 
was a member of the Armed Forces and rendered the 
servicemember unable to perform the duties of the 
servicemember’s office, grade, rank, or rating; or

(2) a physical or mental condition for which the 
covered veteran has received a U.S. Department of 
Veterans Affairs Service-Related Disability (VASRD) 
rating of 50 percent or greater and such VASRD rating 
is based, in whole or in part, on the condition 
precipitating the need for military caregiver leave; or
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(3) a physical or mental condition that 
substantially impairs the covered veteran’s ability to 
secure or follow a substantially gainful occupation by 
reason of a disability or disabilities related to military 
service, or would do so absent treatment; or

(4) an injury, including a psychological injury, on 
the basis of which the covered veteran has been 
enrolled in the Department of Veterans Affairs Program 
of Comprehensive Assistance for Family Caregivers.

6. Eligible spouses employed by the school district are limited to an 
aggregate of 12 weeks of leave during any 12-month period for the birth and 
care of a newborn child or adoption of a child, the placement of a child for 
foster care, or to care for a parent.  This limitation for spouses employed by 
the school district does not apply to leave taken: by one spouse to care for the 
other spouse who is seriously ill; to care for a child with a serious health 
condition; because of the employee’s own serious health condition; or 
pursuant to Paragraph IV.A.1.e. above.

7. Depending on the type of leave, intermittent or reduced schedule leave 
may be granted in the discretion of the school district or when medically 
necessary.  However, part-time employees are only eligible for a pro-rata 
portion of leave to be used on an intermittent or reduced schedule basis, 
based on their average hours worked per week.  Where an intermittent or 
reduced schedule leave is foreseeable based on planned medical treatment, 
the school district may transfer the employee temporarily to an available 
alternative position for which the employee is qualified and which better 
accommodates recurring periods of leave than does the employee’s regular 
position, and which has equivalent pay and benefits.

8. If an employee requests a leave for the serious health condition of the 
employee or the employee’s spouse, child, or parent, the employee will be 
required to submit sufficient medical certification.  In such a case, the 
employee must submit the medical certification within 15 days from the date 
of the request or as soon as practicable under the circumstances.

9. If the school district has reason to doubt the validity of a health care 
provider’s certification, it may require a second opinion at the school district’s 
expense.  If the opinions of the first and second health care providers differ, 
the school district may require certification from a third health care provider at 
the school district’s expense.  An employee may also be required to present a 
certification from a health care provider indicating that the employee is able to 
return to work.

10. Requests for leave shall be made to the school district.  When leave 
relates to an employee’s spouse, son, daughter, parent, or covered 
servicemember being on covered active duty, or notified of an impending call 
or order to covered active duty pursuant to Paragraph IV.A.1.e. above, and 
such leave is foreseeable, the employee shall provide reasonable and practical 
notice to the school district of the need for leave.  For all other leaves, 
employees must give 30 days’ written notice of a leave of absence where 
practicable.  The failure to provide the required notice may result in a delay of 
the requested leave. Employees are expected to make a reasonable effort to 
schedule leaves resulting from planned medical treatment so as not to disrupt 
unduly the operations of the school district, subject to and in coordination with 
the health care provider.
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11. The school district may require that a request for leave under 
Paragraph IV.A.1.e. above be supported by a copy of the covered military 
member’s active duty orders or other documentation issued by the military 
indicating active duty or a call to active duty status and the dates of active 
duty service.  In addition, the school district may require the employee to 
provide sufficient certification supporting the qualifying exigency for which 
leave is requested.

12. During the period of a leave permitted under this policy, the school 
district will provide health insurance under its group health plan under the 
same conditions coverage would have been provided had the employee not 
taken the leave.  The employee will be responsible for payment of the 
employee contribution to continue group health insurance coverage during the 
leave.  An employee’s failure to make necessary and timely contributions may 
result in termination of coverage.  An employee who does not return to work 
after the leave may be required, in some situations, to reimburse the school 
district for the cost of the health plan premiums paid by it.

13. The school district may request or require the employee to substitute 
accrued paid leave for any part of the 12-week period.  Employees may be 
allowed to substitute paid leave for unpaid leave by meeting the requirements 
set out in the administrative directives and guidelines established for the 
implementation of this policy, if any.  Employees eligible for leave must comply 
with the family and medical leave directives and guidelines prior to starting 
leave.  The superintendent shall be responsible to develop directives and 
guidelines as necessary to implement this policy.  Such directives and 
guidelines shall be submitted to the school board for annual review.

The school district shall comply with written notice requirements as set forth in 
federal regulations.

14. Employees returning from a leave permitted under this policy are 
eligible for reinstatement in the same or an equivalent position as provided by 
law.  However, the employee has no greater right to reinstatement or to other 
benefits and conditions of employment than if the employee had been 
continuously employed during the leave.

B. Twelve-week Leave under State Law

An employee who does not qualify for parenting leave under Paragraphs IV.A.1.a. or 
IV.A.1.b. above may qualify for a 12-week unpaid leave which is available to a 
biological or adoptive parent in conjunction with the birth or adoption of a child, or to a 
female employee for prenatal care or incapacity due to pregnancy, childbirth, or 
related health conditions. The length of the leave shall be determined by the employee 
but must not exceed 12 weeks unless agreed to by the school district.    This leave is 
separate and exclusive of the family and medical leave described in the preceding 
paragraphs but may be reduced by any period of paid parental, disability, personal, or 
medical, or sick leave, or accrued vacation provided by the school district so that the 
total leave does not exceed 12 weeks, unless agreed to by the school district, or leave 
taken for the same purpose under the FMLA.  The leave taken under this section shall 
begin at a time requested by the employee.  An employee who plans to take leave 
under this section must give the school district reasonable notice of the date the leave 
shall commence and the estimated duration of the leave.  For leave taken by a 
biological or adoptive parent in conjunction with the birth or adoption of a child, the 
leave must begin within 12 months of the birth or adoption; except that, in the case 
where the child must remain in the hospital longer than the mother, the leave must 
begin within 12 months after the child leaves the hospital.
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C. Twenty-six-week Servicemember Family Military Leave

1. An eligible employee who is the spouse, son, daughter, parent, or next 
of kin of a covered servicemember shall be entitled to a total of 26 work weeks 
of leave during a 12-month period to care for the servicemember.  The leave 
described in this paragraph shall be available only during a single 12-month 
period.  For purposes of this leave, the need to care for a servicemember 
includes both physical and psychological care.

2. During a single 12-month period, an employee shall be entitled to a 
combined total of 26 work weeks of leave under Paragraphs IV.A. and IV.C. 
above.

3. The 12-month period referred to in this section begins on the first day 
the eligible employee takes leave to care for a covered servicemember and 
ends 12 months after that date.

4. Eligible spouses employed by the school district are limited to an 
aggregate of 26 weeks of leave during any 12-month period if leave is taken 
for birth of the employee’s child or to care for the child after birth; for 
placement of a child with the employee for adoption or foster care or to care 
for the child after placement; to care for the employee’s parent with a serious 
health condition; or to care for a covered servicemember with a serious injury 
or illness.

5. The school district may request or require the employee to substitute 
accrued paid leave for any part of the 26-week period.  Employees may be 
allowed to substitute paid leave for unpaid leave by meeting the requirements 
set out in the administrative directives and guidelines established for the 
implementation of this policy, if any.  Employees eligible for leave must comply 
with the family and medical leave directives and guidelines prior to starting 
leave.

6. An employee will be required to submit sufficient medical certification 
issued by the health care provider of the covered servicemember and other 
information in support of requested leave and eligibility for such leave under 
this section within 15 days from the date of the request or as soon as 
practicable under the circumstances.

7. The provisions of Paragraphs IV.A.7., IV.A.10., IV.A.12., IV.A.13., and 
IV.A.14. above shall apply to leaves under this section.

V. SPECIAL RULES FOR INSTRUCTIONAL EMPLOYEES

A. An instructional employee is one whose principal function is to teach and 
instruct students in a class, a small group, or an individual setting. This includes, but is 
not limited to, teachers, coaches, driver’s education instructors, and special education 
assistants.

B. Instructional employees who request foreseeable medically necessary 
intermittent or reduced work schedule leave greater than 20 percent of the workdays 
in the leave period may be required to:

1. take leave for the entire period or periods of the planned medical 
treatment; or
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2. move to an available alternative position for which the employee is 
qualified, and which provides equivalent pay and benefits, but not necessarily 
equivalent duties.

C. Instructional employees who request continuous leave near the end of a 
semester may be required to extend the leave through the end of the semester. The 
number of weeks remaining before the end of a semester does not include scheduled 
school breaks, such as summer, winter, or spring break.

1. If an instructional employee begins leave for any purpose more than 
five weeks before the end of a semester and it is likely the leave will last at 
least three weeks, the school district may require that the leave be continued 
until the end of the semester.

2. If the instructional employee begins leave for a purpose other than the 
employee’s own serious health condition during the last five weeks of a 
semester, the school district may require that the leave be continued until the 
end of the semester if the leave will last more than two weeks or if the 
employee’s return from leave would occur during the last two weeks of the 
semester.

3. If the instructional employee begins leave for a purpose other than the 
employee’s own serious health condition during the last three weeks of the 
semester and the leave will last more than five working days, the school 
district may require the employee to continue taking leave until the end of the 
semester.

4. If the school district requires an instructional employee to extend leave 
through the end of a semester as set forth in this paragraph, only the period of 
leave until the employee is ready and able to return to work shall be charged 
against the employee's FMLA leave entitlement.  Any additional leave required 
by the school district to the end of the school term is not counted as FMLA 
leave but as an unpaid or paid leave, to the extent the instructional employee 
has accrued paid leave available and the school district shall maintain the 
employee's group health insurance and restore the employee to the same or 
equivalent job, including other benefits, at the conclusion of the leave.

VI. OTHER

A. The provisions of this policy are intended to comply with applicable law, 
including the FMLA and applicable regulations.  Any terms used from the FMLA will 
have the same meaning as defined by the FMLA and/or applicable regulations.  To the 
extent that this policy is ambiguous or contradicts applicable law, the language of the 
applicable law will prevail.

B. The requirements stated in the collective bargaining agreement between 
employees in a certified collective bargaining unit and the school district regarding 
family and medical leaves (if any) shall be followed.

VII. DISSEMINATION OF POLICY

A. A poster prepared by the U.S. Department of Labor summarizing the major 
provisions of the Family and Medical Leave Act and informing employees how to file a 
complaint shall be conspicuously posted in each school district building in areas 
accessible to employees and applicants for employment.

B. This policy will be reviewed at least annually for compliance with state and 
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federal law.

Legal References: Minn. Stat. §§ 181.940-181.944 (Parenting Leave and Accommodations)
10 U.S.C. § 101 et seq. (Armed Forces General Military Law)
29 U.S.C. § 2601 et seq. (Family and Medical Leave Act)
38 U.S.C. § 101 (Definitions)
29 C.F.R. Part 825 (Family and Medical Leave Act)

Cross References:
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Adopted:                              MSBA/MASA Model Policy 419
Orig. 1995

Revised:                               Rev. 2024

419 TOBACCO-FREE ENVIRONMENT; POSSESSION AND USE OF TOBACCO, 
TOBACCO-RELATED DEVICES, AND ELECTRONIC DELIVERY DEVICES; VAPING 
AWARENESS AND PREVENTION INSTRUCTION 

[NOTE: School districts are not required by statute to have a policy addressing these 
issues.  However, Minnesota Statutes, section 144.416 requires that entities that 
control public places must make reasonable efforts to prevent smoking in public 
places, including the posting of signs or any other means which may be appropriate. 
Additionally, Minnesota Statutes, section 120B.238 requires that vaping prevention 
instruction be provided as set forth in this policy.]

I. PURPOSE

The purpose of this policy is to maintain a learning and working environment that is tobacco 
free.

II. GENERAL STATEMENT OF POLICY

A. A violation of this policy occurs when any student, teacher, administrator, other 
school personnel of the school district, or person smokes or uses tobacco, tobacco-
related devices, or carries or uses an activated electronic delivery device in a public 
school.  This prohibition extends to all facilities, whether owned, rented, or leased, and 
all vehicles that a school district owns, leases, rents, contracts for, or controls.  In 
addition, this prohibition includes vehicles used, in whole or in part, for work purposes, 
during hours of school operation, if more than one person is present.  This prohibition 
includes all school district property and all off-campus events sponsored by the school 
district.

B. A violation of this policy occurs when any elementary school, middle school, or 
secondary school student possesses any type of tobacco, tobacco-related devices, or 
electronic delivery devices in a public school.  This prohibition extends to all facilities, 
whether owned, rented, or leased, and all vehicles that a school district owns, leases, 
rents, contracts for, or controls and includes vehicles used, in whole or in part, for 
school purposes, during hours of school operation, if more than one person is present.  
This prohibition includes all school district property and all off-campus events 
sponsored by the school district.

C. The school district will act to enforce this policy and to discipline or take 
appropriate action against any student, teacher, administrator, school personnel, or 
person who is found to have violated this policy.

[NOTE: The following language is not required by law, but is recommended by MSBA 
for inclusion in this policy.]

D. The school district will not solicit or accept any contributions or gifts of money, 
curricula, materials, or equipment from companies that directly manufacture and are 
identified with tobacco products, tobacco-related devices, or electronic delivery 
devices.  The school district will not promote or allow promotion of tobacco products or 
electronic delivery devices on school property or at school-sponsored events.

III. DEFINITIONS

“Electronic delivery device” means any product containing or delivering nicotine, A.

419-1



IV. EXCEPTIONS

A. A violation of this policy does not occur when an Indian adult lights tobacco on 
school district property as a part of a traditional Indian spiritual or cultural ceremony.  
An American Indian student may carry a medicine pouch containing loose tobacco 
intended as observance of traditional spiritual or cultural practices.  An Indian is a 
person who is a member of an Indian tribe as defined under Minnesota law.

B. A violation of this policy does not occur when an adult nonstudent possesses a 
tobacco or nicotine product that has been approved by the United States Food and 
Drug Administration for sale as a tobacco-cessation product, as a tobacco-dependence 
product, or for other medical purposes, and is being marketed and sold solely for such 
an approved purpose.  Nothing in this exception authorizes smoking or use of tobacco, 
tobacco-related devices, or electronic delivery devices on school property or at off- 
campus events sponsored by the school district.

lobelia, or any other substance, whether natural or synthetic, intended for human 
consumption that can be used by a person to simulate smoking in the delivery of 
nicotine or any other substance through inhalation of aerosol or vapor from the 
product.  Electronic delivery devices includes but is not limited to devices 
manufactured, marketed, or sold as electronic cigarettes, electronic cigars, electronic 
pipe, vape pens, modes, tank systems, or under any other product name or descriptor. 
Electronic delivery device includes any component part of a product, whether or not 
marketed or sold separately.  Electronic delivery device excludes drugs, devices, or 
combination products, as those terms are defined in the Federal Food, Drug, and 
Cosmetic Act, that are authorized for sale by the United States Food and Drug 
Administration.

“Heated tobacco product” means a tobacco product that produces aerosols containing 
nicotine and other chemicals which are inhaled by users through the mouth.

B.

“Tobacco” means cigarettes and any product containing, made, or derived from 
tobacco that is intended for human consumption, whether chewed, smoked, absorbed, 
dissolved, inhaled, snorted, sniffed, or ingested by any other means, or any 
component, part, or accessory of a tobacco product, including, but not limited to, 
cigars; cheroots; stogies; perique; granulated, plug cut, crimp cut, ready rubbed, and 
other smoking tobacco; snuff; snuff flour; cavendish; plug and twist tobacco; fine cut 
and other chewing tobacco; shorts; refuse scraps, clippings, cuttings and sweepings of 
tobacco; and other kinds and forms of tobacco. Tobacco excludes any drugs, devices, 
or combination products, as those terms are defined in the Federal Food, Drug, and 
Cosmetic Act, that are authorized for sale by the United States Food and Drug 
Administration.

C.

“Tobacco-related devices” means cigarette papers or pipes for smoking or other 
devices intentionally designed or intended to be used in a manner which enables the 
chewing, sniffing, smoking, or inhalation of vapors aerosol or vapor of tobacco or 
tobacco products.  Tobacco-related devices include components of tobacco-related 
devices which may be marketed or sold separately.

D.

“Smoking” means inhaling, exhaling, burning, or carrying any lighted or heated cigar, 
cigarette, pipe, or any other lighted or heated product containing, made, or derived 
from nicotine, tobacco, marijuana, or other plant, whether natural or synthetic, that is 
intended for inhalation.  Smoking includes carrying or using an activated electronic 
delivery device.

E.

“Vaping” means using an activated electronic delivery device or heated tobacco 
product.

F.
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C. An American Indian student or staff member may use tobacco, sage, 
sweetgrass, and cedar to conduct individual or group smudging in a public school. The 
process for conducting smudging is determined by the building or site administrator. 
Smudging must be conducted under the direct supervision of an appropriate staff 
member, as determined by the building or site administrator.

V. VAPING PREVENTION INSTRUCTION

[NOTE: In addition, school districts may choose to require (a) evidence-based 
vaping prevention instruction to students in grades 9 through 12; and/or (b) 
a peer-to-peer education program to provide vaping prevention instruction.]

VI. ENFORCEMENT

A. All individuals on school premises shall adhere to this policy.

B. Students who violate this tobacco-free policy shall be subject to school district 
discipline procedures.

C. School district administrators and other school personnel who violate this 
tobacco-free policy shall be subject to school district discipline procedures.

D. School district action taken for violation of this policy will be consistent with 
requirements of applicable collective bargaining agreements, Minnesota or federal law, 
and school district policies.

E. Persons who violate this tobacco-free policy may be referred to the building 
administration or other school district supervisory personnel responsible for the area 
or program at which the violation occurred.

F. School administrators may call the local law enforcement agency to assist with 
enforcement of this policy.  Smoking or use of any tobacco product in a public school is 
a violation of the Minnesota Clean Indoor Air Act and/or the Freedom to Breathe Act of 
2007 and is a petty misdemeanor.  A court injunction may be instituted against a 
repeated violator.

G. No persons shall be discharged, refused to be hired, penalized, discriminated 
against, or in any manner retaliated against for exercising any right to a smoke-free 
environment provided by the Freedom to Breathe Act of 2007 or other law.

VII. DISSEMINATION OF POLICY

A. This policy shall appear in the student handbook.

B. The school district will develop a method of discussing this policy with students 
and employees.

Legal References: Minn. Stat. § 120B.238 (Vaping Awareness and Prevention)
Minn. Stat. § 121A.08 (Smudging Permitted)

The school district must provide vaping prevention instruction at least once to students 
in grades 6 through 8. 

A.

The school district may use instructional materials based upon the Minnesota 
Department of Health’s school e-cigarette toolkit or may use other smoking prevention 
instructional materials with a focus on vaping and the use of electronic delivery 
devices and heated tobacco products. The instruction may be provided as part of the 
school district’s locally developed health standards.

B.
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Minn. Stat. §§ 144.411-144.417 (Minnesota Clean Indoor Air Act)
Minn. Stat. § 609.685 (Sale of Tobacco to Persons Under Age 21)
2007 Minn. Laws Ch. 82 (Freedom to Breathe Act of 2007)

Cross References: MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal of 
School District Employees)
MSBA/MASA Model Policy 506 (Student Discipline)
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Adopted:                              MSBA/MASA Model Policy 214
Orig. 2005

Revised:                               Rev. 2009

214 OUT-OF-STATE TRAVEL BY SCHOOL BOARD MEMBERS

[Note:  School districts are required by statute to adopt a policy addressing this 
issue.]

I. PURPOSE

The purpose of this policy is to control out-of-state travel by school board members as 
required by law.

II. GENERAL STATEMENT OF POLICY

School board members have an obligation to become informed on the proper duties and 
functions of a school board member, to become familiar with issues that may affect the school 
district, to acquire a basic understanding of school finance and budgeting, and to acquire 
sufficient knowledge to comply with federal, state, and local laws, rules, regulations, and 
school district policies that relate to their functions as school board members.  Occasionally, it 
may be appropriate for school board members to travel out of state to fulfill their obligations.

III. APPROPRIATE TRAVEL

Travel outside the state is appropriate when the school board finds it proper for school board 
members to acquire knowledge and information necessary to allow them to carry out their 
responsibilities as school board members.  Travel to other out-of-state meetings for which the 
member intends to seek reimbursement from the school district should be preapproved by the 
school board.

IV. REIMBURSABLE EXPENSES

Expenses to be reimbursed may include transportation, meals, lodging, registration fees, 
required materials, parking fees, tips, and other reasonable and necessary school district-
related expenses.

V. REIMBURSEMENT

A. Requests for reimbursement must be itemized on the official school district 
form and are to be submitted to the designated administrator.  Receipts for lodging, 
commercial transportation, registration, and other reasonable and necessary expenses 
must be attached to the reimbursement form.

B. Automobile travel shall be reimbursed at the mileage rate set by the school 
board.  Commercial transportation shall reflect economy fares and shall be reimbursed 
only for the actual cost of the trip.

C. Amounts to be reimbursed shall be within the school board’s approved budget 
allocations, including attendance at workshops and conventions.

VI. ESTABLISHMENT OF DIRECTIVES AND GUIDELINES

The superintendent shall develop a schedule of reimbursement rates for school district 
business expenses, including those expenses requiring advance approval and specific rates of 
reimbursement.  The superintendent shall also develop directives and guidelines to address 
methods and times for submission of requests for reimbursement.

Legal References: Minn. Stat. § 123B.09, Subd. 2 (Boards of Independent School 
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Districts)
Minn. Stat. § 471.661 (Out-of-State Travel)
Minn. Stat. § 471.665 (Mileage Allowances)
Minn. Op. Atty. Gen. 1035 (Aug. 23, 1999) (Retreat Expenses)
Minn. Op. Atty. Gen. 161b-12 (Aug. 4, 1997) (Transportation Expenses)

Cross References:     MSBA/MASA Model Policy 212 (School Board Member Development)
MSBA/MASA Model Policy 412 (Expense Reimbursement)
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Adopted:                              MSBA/MASA Model Policy 102
Orig. 1995

Revised:                               Rev. 2024

102 EQUAL EDUCATIONAL OPPORTUNITY

[NOTE: School districts are required by statute to have a policy addressing these 
issues.]

I. PURPOSE

The purpose of this policy is to ensure that equal educational opportunity is provided for all 
students of the school district.

II. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to provide equal educational opportunity for 
all students.  The school district does not discriminate on the basis of one or more of 
the following: race, color, creed, religion, national origin, sex, marital status, parental 
status, status with regard to public assistance, disability, sexual orientation, including 
gender identity and expression, or age.  The school district also makes reasonable 
accommodation for students with disabilities.

B. The school district prohibits harassment and discrimination of any individual 
based on any of the protected classifications listed above.  For information about the 
types of conduct that constitute violation of the school district’s policy on harassment 
and violence and the school district’s procedures for addressing such complaints, refer 
to the school district’s policy on harassment and violence (Policy 413). 

C. The school district prohibits discrimination of students with a disability, within 
the intent of Section 504 of the Rehabilitation Act of 1973 (“Section 504”), who need 
services, accommodations, or programs in order to receive a free appropriate public 
education.  For information as to protections that may apply pursuant to Section 504 
and the school district’s corresponding procedures for addressing disability 
discrimination complaints, refer to the school district’s policy on student disability 
nondiscrimination (Policy 521).

D. The school district prohibits sexual harassment discrimination of any individual 
on the basis of sex in its education programs or activities.  For information as to the 
protections that apply pursuant to Title IX and school district’s corresponding 
procedures and processes for addressing sexual harassment and discrimination, refer 
to the school district’s policy on Title IX sex nondiscrimination (Policy 522).

E. The school district shall provide equal opportunity for members of each sex 
and to members of all races and ethnicities to participate in its athletic program. In 
determining whether equal opportunity to participate in athletic programs is available 
for the purposes of this law, at least the following factors shall be considered to the 
extent that they are applicable to a given situation: whether the opportunity for males 
and females to participate in the athletic program reflects the demonstrated interest in 
athletics of the males and females in the student body of the educational institution; 
whether the opportunity for members of all races and ethnicities to participate in the 
athletic program reflects the demonstrated interest in athletics of members of all races 
and ethnicities in the student body of the educational institution; whether the variety 
and selection of sports and levels of competition effectively accommodate the 
demonstrated interests of members of each sex; whether the variety and selection of 
sports and levels of competition effectively accommodate the demonstrated interests 
of members of all races and ethnicities; the provision of equipment and supplies; 
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scheduling of games and practice times; assignment of coaches; provision of locker rooms; 
practice and competitive facilities; and the provision of necessary funds for teams of 
one sex.

F. This policy applies to all areas of education including academics, coursework, 
co-curricular and extracurricular activities, or other rights or privileges of enrollment.

G. Every school district employee shall be responsible for complying with this 
policy.

H. Any student, parent, or guardian having a question regarding this policy 
should discuss it with the appropriate school district official as provided by policy.  In 
the absence of a specific designee, an inquiry or a complaint should be referred to the 
superintendent.

Legal References: Minn. Stat. § 121A.03, Subd. 2 (Sexual, Religious, and Racial 
Harassment and Violence Policy)
Minn. Stat. § 121A.04 (Athletic Programs; Sex Discrimination)
Minn. Stat. Ch. 363A (Minnesota Human Rights Act)
20 U.S.C. § 1681 et seq. (Title IX of the Education Amendments of 1972)
42 U.S.C. § 2000d et seq. (Title VI of the Civil Rights Act of 1964)
42 U.S.C. § 12101 et seq. (Americans with Disabilities Act)

Cross References: MSBA/MASA Model Policy 413 (Harassment and Violence) 
MSBA/MASA Model Policy 521 (Student Disability Nondiscrimination) 
MSBA/MASA Model Policy 522 (Title IX Sex Nondiscrimination Policy, Grievance 
Procedure and Process)
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