RECOMMENDED

Descriptor Code: KAAA
VISITORS IN THE SCHOOLS

The Board encourages parents and community members to visit district schools to
become better informed about day-to-day operations and observe the educational
process. Because schools are places of work and learning, visitors shall observe the
following requirements when visiting district schools, which are created to ensure the
educational environment is not disrupted:
1.

Visitors shall comply with applicable state law and district policy/regulations while
on school property. No person shall enter school property for unlawful purposes
or for purposes unauthorized by the Board. The District shall enforce state law on
willful disruption of schools. The Superintendent shall make a reasonable effort to
keep the public informed about district policies pertaining to visitors such as, but
not limited to: drug, alcohol, and tobacco use; sexual offenders; patron
grievances; and other policies designed to maintain order.

2.

Visitors are prohibited from engaging in disruptive conduct that is interfering or
interrupting the orderly operation/management of the District, or that is insulting,
harassing, or threatening toward district personnel. Visitors who engage in such
conduct will immediately be asked to leave school property.

3.

Solicitors are not permitted on school property except under the terms of the
district’s solicitation policy.

4.

Visitors shall be prohibited from videotaping and/or otherwise electronically
recording district students and staff. This policy does not apply to visitors
electronically recording school-sponsored events not governed by copyright laws
and non-school-sponsored activities and events held on school property. The
Board may also create an exception to this policy for members of the press.

5.

Public visits to classrooms shall not be for the purpose of evaluating teachers,
teaching methods, or curriculum. Visitors who wish to observe a classroom shall
schedule their visits in advance according to administrative regulations. Visitors
shall agree to follow this policy and any administrative regulations governing
classroom observation prior to receiving classroom observation privileges.

Policy Violations
Individuals who violate any portion of this policy or applicable administrative regulations
shall receive a warning that they are in violation of a district policy/regulation and may
be asked by the Superintendent, building principal, or designee to leave school
property. The Superintendent, building principal, or designee shall ask visitors who
violate district policy/regulations or willfully disrupt school operations to leave school
property. If an individual refuses to leave when asked, school administration shall seek
the assistance of law enforcement to remove the individual from school property. The
Board reserves the right to limit or restrict an individual’s ability to access school
property if their conduct is in violation of this policy.
The Superintendent may periodically request a summary as to number and frequency of
parent and citizen visits, which in turn will be reported to the Board.
Complementing NDSBA Templates (may contain items not adopted by the Board)

ABBA, Tobacco-Free Schools & Workplace

RECOMMENDED









Descriptor Code: KAAA

ACCA, Sexual Offenders on School Property
ACCA-BR, Criteria for Granting Parent Offenders Privileges to Enter School
DEAA, Drug & Alcohol-Free Workplace
FFA, Alcohol & Other Drug Use/Abuse
HCBB, Sales Calls & Demonstrations
KAAA-AR, Visitors in Schools Regulations
KACB, Complaints about Personnel
KBA, Relations with the News Media

End of McClusky School District #19 Policy KAAA ........................................... Adopted: July 30, 2018
[01/18]

Descriptor Code: KAAA-AR
VISITORS IN THE SCHOOLS REGULATIONS
Since schools are a place of work and learning, certain limits apply to visits. For
these reasons, the following regulations apply to visitors to the school:
1.
Anyone who is not a regular staff member, volunteer, or student of the
school will be termed a "visitor."
2.

Any visitor to the school must report to the main office at the high school
upon arrival at the school. Visitors will be required to sign-in upon arrival
and sign-out before exiting the school.

3.

Teachers are not expected to take class time to discuss individual matters
with visitors.

4.

Staff members may receive pre-scheduled visitors during a duty-free time
or after work hours but otherwise not during the school day.

5.

Instructional materials may be reviewed in the office after request has
been made to the principal. Any objection to curriculum or instructional
materials shall be made in accordance with the district’s policy on
educational material complaints.

6.

Students will not be permitted to bring guests who are not enrolled in the
District unless prior arrangements have been made through
administration.

End of McClusky School District #19 District Administrative Regulation KAAA-AR

RECOMMENDED

Descriptor Code: KAAB
SCHOOL VOLUNTEER PROGRAM

The District shall operate a volunteer program. The program shall be designed
and implemented in a safety-conscious manner but shall in no way overly consume
district resources, monetary or otherwise.
Job Descriptions
The Superintendent is charged with developing job descriptions for each volunteer
position. Descriptions shall, at a minimum, list all screening prerequisites, required
training and minimum qualifications, the scope of job duties associated with each
position, and the name and title of the district employee charged with supervising
the volunteer.
Job descriptions will be disseminated to potential volunteers upon application. A
volunteer’s agreement to follow the job description shall be required at the time the
District offers a position to the individual.
Volunteer Screening
Methods used to screen volunteers shall in no way discriminate against any
protected status. Anyone wishing to volunteer in district schools shall complete a
volunteer application. Completion of this application is a prerequisite for obtaining
permission to volunteer in district schools. The application shall be developed by
the Superintendent and shall, at a minimum, require volunteers to list
qualifications, supply professional references, and attest that they have never been
convicted of a crime.
The building principal or designee shall evaluate whether or not the volunteer is
qualified to volunteer after checking the volunteer’s references and comparing the
volunteer’s application with the applicable volunteer job description. Individuals
deemed qualified by the building principal or designee shall be considered final
applicants for volunteer positions.
Final applicants shall be subject to the following screening requirements:
1.
Final applicants applying for low risk positions shall submit residency
information from the past five years, and the building principal or designee
shall verify its accuracy. The building principal or designee shall check
sexual offender registries in all states where the volunteer resided.
2.

Final applicants applying for moderate risk positions shall be subject to a
non-fingerprint based state background check. The applicant shall also
submit residency information from the past five years, and the building
principal or designee shall verify its accuracy. The building principal or
designee shall check sexual offender registries in all states where the
volunteer resided.

3.

Final applicants applying for high-risk positions shall be subject to the same
background checks as school employees who have unsupervised contact
with students.

A final applicant is exempt from these screening requirements if s/he has
undergone previous screening through the District in the last five years, met district
adjudication standards, was offered a position with the District, and is applying for

a position with the same or lower risk level than the position in which s/he
previously served.
The Superintendent shall determine the risk associated with each volunteer
position based upon, but not limited to, the following criteria:
1.
The vulnerability of the individual(s) served by the volunteer;
2.
The amount of district supervision over the volunteer;
3.
The degree of potential for the volunteer to have regular unsupervised
contact with a student or students;
4.
The degree of potential for a volunteer to build a sustainable and/or trusting
relationship with a student or student(s).
The level of risk associated with each position shall be listed in each volunteer job
description.
Adjudication
The building principal or designee, in consultation with the Superintendent, shall
adjudicate final volunteer applicants’ criminal history records, shall make final
determinations about suitability for service, and is authorized to offer qualified final
applicants positions with the District.
The District is not obligated to utilize the services of any final applicant who, in the
adjudicator’s judgment, exhibits qualities inconsistent with the district’s mission,
potentially disruptive to district operations, or potentially threatening to district
safety. Final volunteer applicants shall be disqualified for service for at least the
following reasons:
1.
The applicant has committed a felony, sexual offense (as defined by NDCC
15.1-13-26), crime against a child (as defined by NDCC 15.1-13-26), or any
other offense involving a child victim.
2.

The applicant falsified or omitted information submitted during the
application process, including, but not limited to, information concerning
criminal convictions or pending criminal charges.

Final Applicant Rights
Records obtained by the District for background and other record checks will be
used solely for purposes that they were requested and will only be disseminated
and retained in accordance with the personnel records policy. The adjudicator shall
advise applicants that the procedure for obtaining, correcting, or updating federal
records is contained in 28 CFR 16.34 and shall give the applicant a reasonable
time to correct and/or complete his/her criminal history record or decline to do so
before making a determination on qualification for service.
Orientation & Training
The Board shall develop a list of district policies to which volunteers must abide.
The building principal shall make volunteers aware of these policies, procedures,
and rules before they begin service through a volunteer orientation, volunteer
handbook, or other means and shall inform volunteers of the requirement to abide
by these policies, procedures, and rules regardless of whether or not volunteers
are specifically named in them. Volunteers shall agree in writing to this
requirement prior to performing services for the District.
Volunteers shall also receive any required training as delineated in the job
description prior to performing services.

Disciplinary Sanctions & Authority
Except when an emergency situation would warrant otherwise, volunteers shall
perform only those duties that they are assigned and abide by applicable policies,
procedures, and rules. Failure to comply with these requirements may result in
disciplinary action up to and including dismissal from service. The building
principal and/or Superintendent is responsible for disciplining and dismissing
volunteers.
Insurance
The District will provide liability protection for volunteers while performing assigned
duties for the District.
Complementing Documents
•
DBAA, Recruitment, Hiring & Background Checks for Classified Personnel
•
DBAC, Recruitment & Selection of Instructional Staff
•
KAAB-E, Volunteer Confidentiality Rules
End of McClusky School District #19 Policy KAAB ............................. Adopted: June 19, 2018

EXHIBIT

Descriptor Code: KAAB-E
VOLUNTEER CONFIDENTIALITY RULES

Under federal law, state law and school policy, all information related to the
McClusky School District students is confidential, with only a few exceptions. As
a result, students have the right to expect that all information about them will be
kept confidential by all volunteers except as authorized below.
Volunteers are required to comply with the following confidentiality procedures:
1.
Each student has the right to expect that nothing about him/her and nothing
that happens to him/her will be repeated to anyone other than authorized
school employees at your school as designated by the principal.
2.

Even when discussing a student with those who are directly involved in a
student’s education, you may not share confidential information with them
unless you have been authorized to do so by the principal and the
information is relevant to the student’s educational growth, safety, or
wellbeing.

3.

You may not use confidential information for any unauthorized purpose
even if you believe doing so is in the best interest of the student. You may
not share information about a student with others who are genuinely
interested in the student’s welfare, such as: social workers, clergy,
nurses/physicians, friends, community members, members of your family,
and/or members of a student’s family.

4.

You must refer all questions concerning a student to the building principal
unless you have otherwise received the principal’s authorization to respond.

5.

Upon authorization of the principal, you may release a student’s name,
address, phone number, major field of study, participation in officially
recognized activities and sports, weight and height of members of athletic
teams, dates of attendance, degrees and awards received and the most
recent school attended1. This information is called directory information
under law and is typically not considered confidential. However, if a
student’s parent chooses not to allow for its release, even directory
information is confidential. This is why the principal’s authorization is
necessary before releasing such information.

6.

The only exception to the above rules is when a student has a serious
medical or safety emergency, and you must share confidential information
for the student’s care or protection. A serious medical emergency is when
a student’s health or safety is in immediate risk.

Before you speak, always remember that violating a student’s confidentiality isn’t
just impolite, it’s against the law! Under federal student privacy law (commonly
referred to as FERPA), the government is allowed to withdraw federal funds from
any school that discloses information from a student’s education records without
his or her parent’s consent.

1

List should reflect list of directory information in your student education records policy.

VOLUNTEER CONFIDENTIAL AGREEMENT FORM
I, (print name)_______________________________________________,as a
volunteer for the McClusky School District acknowledge that I have read and
understand the above privacy and confidentiality requirements. I agree never to
disclose information about a student to anyone other than as authorized by the
principal (and as listed below) or in the event of a serious medical or safety
emergency.
________________________________________________________________
Volunteer’s Signature
Date
Authorization and Acknowledgement
The only school officials to whom the volunteer may release a student’s
confidential information are:
_____ The school attendance office staff
_____ The student’s classroom teacher
_____ The classroom aide
_____ The student’s individual aide
_____ The student’s special education teacher
_____ The school counseling office staff
_____ The building principal and school district superintendent
_____ Other:______________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________

________________________________________________________________
Principal’s Signature
Date
End of McClusky School District #19 Exhibit KAAB-E

RECOMMENDED

Descriptor Code: KAAD

DISTRIBUTION & POSTING OF NON-CURRICULAR MATERIAL IN SCHOOL
This policy is not applicable to student distribution of non-curricular material. The
Board has established a separate policy governing this matter.
The Board prohibits all solicitations, advertising, and distribution of non-curricular
material by non-student groups.
This prohibition does not apply to pre-approved paid advertisements,
acknowledgement of assistance or contribution to extracurricular programs, the
use of commercially-sponsored free teaching aides and the sale of goods on
district property when such sales have a school-related purpose. The Board shall
develop criteria for approving paid advertising, sponsorships, and sale of goods
for school-related purposes. The criteria shall at least prohibit paid advertising
and, sponsorships, and sales that are inconsistent with the district’s mission
statement and/or may be materially or substantially disruptive to the educational
environment.
Complementing Documents

FGDE, Student Distribution & Posting of Non-curricular Material

KAAD-BR, Distribution & Posting of Non-curricular Material in Schools
Regulations
End of McClusky School District #19 Policy KAAD ...................... Adopted: February 14, 2017

REQUIRED

Descriptor Code: KAB
PARENT AND FAMILY ENGAGEMENT POLICY

For the purposes of this policy, parents and family members (hereafter
parent(s)/family) mean parents and family members of students attending schools
that receive Title I funds. Parent means a biological, adoptive, step or foster father
or mother, or any other individual who stands in loco parentis to the student.
Family/family members are adults living in a student’s household who are related
to the student and/or adult relatives living outside the student’s household who,
based on a school administrator’s knowledge, play a direct and active role in the
student’s education (e.g., volunteer in school, attend school meetings).
Development and Scope of Policy
This policy has been jointly developed and agreed upon by the McClusky Public
School Board and parents/family of students served by Title I funds.
This policy only applies to McClusky Public Schools receiving Title I funds.
Family have no right to receive information concerning a student’s educational
records unless authorized by a parent or eligible student in accordance with the
Family Educational Rights and Privacy Act or unless an exception applies under
this law.
Expectations and Objectives for Parental Involvement
To help foster meaningful parent/family engagement, the District has established
the following objectives and expectations:
1.
Objectives for schools receiving Title I funds:
a.
Each school should identify and implement ways to make their
schools open and welcoming to parents and families.

2.

b.

Each school should identify ways
parents/family in a personable manner.

of

communicating

with

c.

Each school should implement mechanisms for allowing
parents/family to stay informed about their child’s progress
consistent with confidentiality laws that prohibit release of personally
identifiable information without the consent of a parent/eligible
student. Each school should also implement mechanisms for
parents/families to stay informed about school programs, district
policies, and ways in which parents/families can provide feedback
and input to their children’s schools.

d.

Each school should identify and/or develop services to help educate
parents/families about their role in supporting their children’s
educational growth and should help connect parents with
community-based services designed to further assist in this regard.

Expectations for parent/family involvement are outlined in the subsequent
section of this policy and in the school-parent compact.

Parent/Family Engagement Procedures
The McClusky Public School will enact a parent/family engagement program in
accordance with federal law by carrying out the following procedures:

1.

To involve parents/family in development of the district’s student
achievement and school improvement/support plans.

2.

To plan and implement parent/family involvement activities designed to
improve student achievement and school performance.

3.

Title I parent/family engagement strategies, programs, and activities will be
coordinated and integrated with other school parent/family engagement
strategies, programs, and activities to the extent possible.

4.

To evaluate the parent/family involvement program, identify barriers to
participation in it, and identify ways strategies to support school-family
interactions.

5.

The Superintendent or designee shall be responsible for compiling the
feedback received from item “d” and implementing strategies to respond to
these data, which may include revisions to this policy, implementation of
new evidence-based parent/family support programs or revisions to such
existing programs, and/or revisions to the district’s parent/family
communication or outreach methods. The Superintendent shall consult
parents of students participating in Title I programs as part of this review
and revision process.

To carry out additional requirements in law specifically related to parent
engagement, the Superintendent shall:
1.
Ensure that the principal of each school receiving Title I funds holds an
annual Title I parents meeting and reports to the Superintendent after this
meeting has occurred.
2.

Ensure that the principal of each school receiving Title I funds offers
additional opportunities for parental involvement meetings at flexible times.
Each school receiving Title I funds shall submit a schedule of such meetings
to the Superintendent.

3.

Refer to the School-Parent Compact for other methods for receiving
ongoing input from parents served by this policy.

4.

Develop and implement efficient and effective methods of communicating
all information required by Title I to parents of participating students. To the
extent possible, such communication will be in a format and in a language
that the parents can understand.

5.

Develop and implement an efficient and effective method of ensuring that
parents of students participating in Title I programs have access to the
schoolwide student achievement plan and are informed of their right to
comment on the plan, the timeline for commenting, and the method for
submitting comments to the Superintendent.

6.

Contact principals of all schools receiving Title I funds to remind them of the
need to develop/update a school-parent compact with all components
required by law and to inform these principals of the deadline for submitting
this compact to the Superintendent.

7.

Require principals of all schools receiving Title I funds to report, by a
specified deadline, on the training and other methods and materials each
school will use to educate parents of participating students on state
academic standards, state and local academic assessments, federal
parent/family engagement requirements, how to monitor a child’s progress,

how to work with educators to improve the achievement of their children,
and how to work with their children to improve achievement.
8.

Require principals of all schools receiving Title I funds to report on training
provided to teachers and other support staff on the importance of parental
involvement, how to work with and build ties with parents, and staff’s role in
implementing parental involvement programs. The Superintendent shall
coordinate and implement such training for principals.

NOTE: Federal law allows school districts to incorporate the following components
into the parent/family engagement program. If your district has incorporated any
of the following activities into this program, explain who is responsible for
implementation. Districts may also describe the implementation steps in this
policy.
•
Involving parents in the development of training for teachers, principals, and
other educators to improve the effectiveness of such training.
•

Providing necessary literacy training from funds received under Title I if the
District has exhausted all other reasonably available sources of funding for
such training.

•

Paying reasonable and necessary expenses associated with local parental
involvement activities, including transportation and child care costs, to
enable parents to participate in school-related meetings and training
sessions.

•

Training parents who are actively involved in schools to encourage the
involvement of parents who are inactive

•

Adopting and implementing model approaches to improving parental
involvement

•

Developing appropriate roles for community-based organizations and
businesses in parent involvement activities

•

Providing such other reasonable support for parental involvement activities
as parents may request.

Complementing Documents
•
FDC, Education of Migrant Students
•
GABAA, English Language Learners
•
KAB-E, School-Parent Compact Requirements
End of McClusky School District #19 Policy KAB ................................ Adopted: June 19, 2018

EXHIBIT

Descriptor Code: KAB-E

McCLUSKY PUBLIC SCHOOLS SCHOOL-PARENT COMPACT
The McClusky Public School and the parents of the students participating in
activities, services, and programs funded by Title I agree that this compact
outlines how they will share the responsibility for improved student academic
achievement and the means by which the school and parents will build and
develop a partnership that will help children achieve the State’s high standards.
This school-parent compact is in effect during the current school year.
School Responsibilities
The McClusky Public School will:
1.
Provide high-quality curriculum and instruction in a supportive and
effective learning environment that enables the participating children to
meet the State’s student academic achievement standards as follows:

2.



Highly qualified staff



Knowledge of research based instructional strategies, particularly
for at-risk students, in math and reading



Knowledge and practice in providing students with enriched
learning opportunities



Aligning the curriculum with the state standards and benchmarks



Regular assessment of student learning to identify areas where
students are falling behind or struggling



Staff development to help guide school improvement plan as well
as align to all endeavors of the school



Establish a supportive learning environment for children, parents,
and staff in which the processes of enhancing awareness, refining
skills, and increasing understanding are valued and promoted



Respect the importance of all aspects of an individual's
development, including social, emotional, cognitive, and physical
growth

Hold parent-teacher conferences (at least annually in elementary schools)
during which this compact will be discussed as it relates to the individual
child’s achievement. Specifically, these conferences will be held:


3.

Provide parents with frequent reports on their children’s progress.
Specifically, the school will provide the reports as follows:


4.

Parent-teacher conferences will be held at the halfway point of the
first nine-week grading period and again at the halfway point of the
third nine-week grading period.

The school will provide weekly, quarterly, and year-end progress
reports to the parents. Parents will be notified immediately with a
phone call, a letter sent home, or an email if their child is not
making adequate progress.

Provide parents reasonable access to staff. Specifically, staff will be
available for consultation with parents as follows:

5.



Staff will be available at various times during the school week
(before school, noon, after school) depending on parents' needs.



Staff will be available during the Open House and parent-teacher
conferences to provide parents with information regarding their
child's progress.

Provide parents opportunities to volunteer and participate in their child’s
class, and to observe classroom activities, as follows:


Parents in our school are encouraged to visit their child's classroom
at any time. Parents are asked to volunteer their time and talents in
various school projects such as book fairs, special classroom
activities, holiday parties, and volunteer Reading Month activities.

Parent Responsibilities
We, as parents, will support our children’s learning in the following ways:
 Monitoring attendance;
 Making sure that homework is completed;
 Monitoring amount of television my child watches;
 Volunteering in my child’s classroom;
 Participating, as appropriate, in decisions relating to my children’s
education;
 Promoting positive use of my child’s extracurricular time;
 Attending school activities;
 Encouraging my child to read at home;
 Showing respect and support for my child, the teachers, and the school;
 Supporting the school in developing positive behaviors;
 Supporting the school in its efforts to maintain proper discipline;
 Staying informed about my child’s education and communicating with the
school by promptly reading all notices from the school or the school
district either received by my child or by mail and responding, as
appropriate;
 Serving, to the extent possible, on policy advisory groups, such as being
the Title I parent representative on the school’s School Improvement
Team, the Title I Policy Advisory Committee, the District wide Policy
Advisory Council, the State’s committee of Practitioners, the School
Support Team or other school advisory or policy groups.
Student Responsibilities
It is important that I work to the best of my ability. Therefore, I will strive to do the
following:
 Believe that I can and will learn;
 Always try to do my best in my work and in my behavior;
 Attend school regularly;
 Come to school prepared with my homework and other necessary tools for
learning;
 Work cooperatively with my classmates;
 Show respect for myself, my school, and other people;
 Take pride in my school;
 Conform to rules of student conduct.
End of McClusky School District #19 Exhibit KAB-E

RECOMMENDED

Descriptor Code: KACA
PATRON COMPLAINTS

Individual board members have no authority to resolve complaints and the Board,
as a whole, believes that patron complaints should be resolved at the lowest
level of authority possible. Therefore, whenever a complaint is made to an
individual board member or the Board as a whole, it will be referred to school
administration for processing at the lowest level of authority possible.
If the complaint is not satisfactorily remedied at the building level, either party
may refer the matter to the Superintendent for investigation. The Superintendent
shall complete the investigation within a reasonable deadline in accordance with
any applicable deadline in law.
If all other remedies have been exhausted, a complainant may request that the
matter be placed on the agenda of the next regular school board meeting;
however, the Board will not hear, consider, or act upon complaints that have not
been investigated at each appropriate level of authority, nor will the Board hear,
consider, or act upon complaints for which specific complaint resolution
procedures have been established that do not allow for board review of the
complaint, including but not limited to complaints about personnel and complaints
about instructional material.
Anonymous Complaints
Anonymous complaints provide no avenue for response or redress of the
complaint. An unsigned complaint will not be read or acted upon at any board
meeting and anonymous telephone complaints will not be brought to the Board
by any individual board member, administrator, or other employee.
No
disciplinary action will be initiated based solely on an anonymous complaint;
however, the administration will investigate every anonymous complaint.
Parental Complaints
While parents enjoy a unique relationship with the schools and are the recipients
of special communications concerning school events and programs as well as
communications concerning their own child's progress, parents shall use the
same channels of processing complaints as by other citizens.
Complaints for which specific resolution procedures are provided shall be
directed through those channels. These include, but are not limited to,
complaints about personnel and complaints about instructional materials.
Complementing Documents

AAC, Nondiscrimination & Anti-Harassment Policy

AAC-BR, Discrimination & Harassment Grievance Procedure

DGAA, Teacher Grievance Procedure

GAAC, Patron Compliant About Instructional Materials

KACB, Patron Complaints about Personnel

KACB-E, Patron Complaint Form—Personnel Complaint
End of McClusky School District #19 Policy KACA ....................... Adopted: January 17, 2017

RECOMMENDED

Descriptor Code: KACB
COMPLAINTS ABOUT PERSONNEL

In order to provide an effective procedure for responding to complaints about
school district personnel in a manner that is in the best interests of promoting
better educational opportunities for children, the following policy is adopted.
Filing Procedure
The following procedure is intended to minimize the risk of a possible action for
libel or slander, to retain the impartiality of the Board, and to maximize
compliance with North Dakota law.
Complaints should be resolved at the lowest possible level of authority. If the
complaint cannot be satisfactorily resolved at that level, the complaint shall be
directed to the principal or other supervisor directly responsible for supervision of
that employee. The supervisor shall:
1.
Investigate the complaint.
2.

Promptly notify the employee if the complaint is to be placed in the
employee's personnel file. The decision to place information into any
personnel file will be made by the administration based on the results of
an inquiry or investigation.

3.

Schedule a meeting of the employee, the complainant, and the supervisor
if deemed appropriate.

4.

Provide a response to the complainant within 60 days of receipt of the
complaint. Upon conclusion of the investigation, the complainant will be
informed as to the outcome of the investigation and the disposition of the
complaint. If either party is not satisfied with the handling of the complaint,
the matter can be appealed to the Superintendent for final resolution.

Complaints about the Superintendent and Business Manager shall be directed to
the Board President, who shall follow the same procedure and shall have
authority to take disciplinary action except when dismissal is contemplated.
Dismissal recommendations for the Superintendent and Business Manager must
be referred to the Board for a determination made in accordance with applicable
law.
Deadlines
To be considered for investigation, any such complaint must have been filed
within 180 days of the alleged occurrence. (Exception to the 180 days would be
an accusation of sexual abuse.) The District has a separate investigation
procedure for complaints of harassment and/or discrimination.
Prohibition: Retaliation
The District will not tolerate any form of reprisal, retaliation, or discrimination
against an employee, district contractor, district agent, student and/or community
member because s/he, in good faith, files a complaint against the District (or a
district employee, contractor, or agent) under this policy. Furthermore, the
District will not tolerate any form of reprisal, retaliation, or discrimination against
an employee, district contractor, district agent, student and/or community
member because s/he participates in an investigation, hearing, or inquiry related

to this policy.
Prohibition of False Claims
The District may take appropriate disciplinary action against a district employee,
contractor, student, and/or other district agent and/or may take legal action
against anyone who knowingly files a false complaint under this policy or a false
claim of reprisal, retaliation, or discrimination under this policy.
Complementing Documents

AAC, Nondiscrimination & Anti-Harassment Policy

AAC-BR, Discrimination & Harassment Grievance Procedure

DI, Personnel Records

KACB-E, Personnel Complaint Form

KACB-E2, Investigation Confidentiality Agreement

KACB-E3, Responding to Personnel Complaints

KACB-E4, Investigation Report on File
End of McClusky School District #19 Policy KACB ....................... Adopted: January 17, 2017

EXHIBIT

Descriptor Code: KACB-E
PERSONNEL COMPLAINT FORM

Date: ___________________________________________________________
Your name: ______________________________________________________
Your child's name (if relevant to the complaint):
________________________________________________________________
If you are a district employee, list building/department/position:
________________________________________________________________
Address (Home): __________________________________________________
Phone (Home): ____________________________________________________
Address (Business): ________________________________________________
Phone (Business): _________________________________________________
Best way to contact you:  Home

 Work

 Cell Phone

Phone Number: ___________________________________________________
Name of employee about whom you are complaining: _____________________
Date of Incident: ___________________________________________________
Location of Incident: ________________________________________________
Briefly describe the incident:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
List any individuals that have knowledge of and/or witnessed the incident:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
What remedy is sought?
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
To be considered for investigation, any such complaint must have been filed
within 180 days of the alleged occurrence. (Exception to the 180 days would be
an accusation of sexual abuse).

If the complaint concerns the Superintendent or the Business Manager, the
Board President will receive the complaint.
ACKNOWLEDGEMENTS
I understand the following:
1.
I have the right to be free of retaliation for filing this complaint. I agree to
report any conduct that I believe is motivated by retaliation for filling this
complaint.
I understand, however, that if this statement contains
accusations that I know are false, I may be subject to disciplinary action
within the District (NOTE: language only applicable to district students and
employees) and/or external legal action from those I have falsely accused.
2.

The respondent will be given a copy of this complaint in order to have an
opportunity to respond to it.

3.

I may have the right to file a complaint with civil rights agencies or to file
legal actions in a court of law.

4.

I understand that the investigating personnel are advocates for neither the
complainant nor the respondent. Their responsibility is to investigate
complaints from a neutral position to determine whether violations of
district’s policy and/or law have occurred.

CERTIFICATION
I certify that the statements made in this complaint are true and accurate, and
that I have read and understand the statements made in the acknowledgements
section of the complaint.
________________________________________________________________
Signature of Complainant
Date
________________________________________________________________
Signature of administrator receiving complaint
Date
(If the complaint concerns the Superintendent or the Business Manager, the
Board President will receive the complaint.)
End of McClusky School District #19 Exhibit KACB-E

EXHIBIT

Descriptor Code: KACB-E2
INVESTIGATION CONFIDENTIALITY AGREEMENT

All parties involved in this investigation must observe appropriate confidentiality.
This means there must be no discussion or release of information by you with
friends, family, coworkers, other members of the public, or the media about the
facts or substance of the details of this interview or this investigation. North
Dakota Century Code section 15.1-07-25(2) states that any record or document
generated as part of this investigation is confidential and not subject to the open
records law until the investigation is completed or sixty days whichever is sooner.
I agree to comply with the above requirements. If I have any questions
concerning this agreement, I should contact the Superintendent at 701-363-2470.
Investigation Participant’s Name (print)
Investigation Participant’s Signature
Date
This document was signed in my presence:
Signature of District Investigator
End of McClusky School District #19 Exhibit KACB-E2

EXHIBIT

Descriptor Code: KACB-E3

RESPONDING TO PERSONNEL COMPLAINTS
Answers to the Top 12 Frequently Asked Questions by Board Members
1.

Does the District need to wait for a formal complaint to be filed before
investigating an incident related to a school employee?
No. The District has a duty to ensure that its policies are upheld and to protect
the safety and well-being of its students and staff. Once aware of a potential
situation related to a school employee, a school official should look into the
matter. Once a formal complaint is filed, the District must initiate an investigation.

2.

Who should conduct the investigation?
Policy may govern which school official should conduct the investigation. Board
members should never be involved in investigations concerning classified
employees, teachers, principals, and assistant superintendents. If the matter
involves the Superintendent or Business Manager, the Board President should
conduct the investigation to preserve the impartiality of the remainder of the
Board.

3.

Should the Board answer questions about the incident at a board meeting
or on an individual basis when approached by the public?
No. Board members should simply state that the matter has been referred to the
appropriate school official for investigation, and the investigator will recommend
the appropriate course of action upon completion of the investigation. By
answering questions at a board meeting or on an individual basis in public, the
Board may invite charges of libel and slander or inadvertently disclose
information protected by the investigation confidentiality statute (NDCC 15.1-0725). In addition, board members should avoid gathering and disseminating
information about a personnel incident because they may ultimately be required
to serve as decision makers in a school district nonrenewal or discharge hearing
and they must remain as impartial as possible.

4.

Can a board go into executive session to discuss a personnel matter or the
details of an investigation?
No. State law contains no provision allowing for this. Again, we recommend that
board members avoid gathering and disseminating information related to a
personnel incident (see response to question #2 above).

5.

What is entailed in an investigation?
It depends on the nature of the incident. In all cases, the school employee
involved is questioned and district policies reviewed to determine if a violation
occurred. In some cases, witnesses are questioned and evidence is gathered
(e.g., school security footage, emails, internet browsing logs, etc.). The
investigator gathers enough material, in his/her opinion, to substantiate or refute
the accusations.

1
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Can an employee be placed on administrative leave during an investigation
and should the Board be informed or vote on this?
An employee can be placed on administrative leave with or without pay pending
the outcome of an investigation. The Board should not be involved in decisions
concerning administrative leave. Instead, the Board should grant authority to
school administration to place employees on administrative leave through policy.
Administrative leave is different than suspension. Only the Board can suspend a
teacher, or administrator and only in cases where the District is pursuing
discharge for cause. The vote to suspend may occur in executive session (NDCC
15.1-15-10), but this executive session should not be used as an opportunity to
discuss information related to the charges or investigation since such information
should only be presented to the Board at the actual discharge hearing. The
executive session to suspend should simply be a time when the Board makes a
motion and votes on suspension.

7.

How much information should a Superintendent provide to the Board after
an investigation?
To protect the impartiality of the Board, the Superintendent may inform the Board
that the investigation is complete but nothing more. Board members should not
request to see the investigation report in the personnel file.

8.

How should the Board respond after an investigation is complete?
The Board should not devote meeting time to the outcome of the investigation.
All questions concerning the investigation should be referred to the board
designated spokesperson, which should be the Superintendent. When the
Superintendent responds to a public inquiry about the outcome of an
investigation, they may state that the investigator has completed the inquiry, and
placed findings into a report that has been issued to the parties involved. The
report will explain any steps the District will be taking and the next step for the
complainant to seek recourse if dissatisfied.

9.

Is the information gathered during an investigation open record?
Under state law, information gathered in relation to a complaint about a school
employee is closed for 60 days or until the investigation is complete, whichever
occurs first. NDSBA’s investigation confidentiality form reflects this statutory
standard (KACB-E2). After this timeframe, the investigation material, including
the final investigation report, is open record (NDCC 15.1-07-25).

10.

What are the possible outcomes of an investigation?
The investigator may:
a.
Find no wrongdoing;
b.
Recommend that a memo be placed in the personnel file reminding the
employee of the district policy and the obligation to comply with it;
c.
Recommend a letter of reprimand;
d.
Recommend a letter of reprimand and a plan of improvement;

2

EXHIBIT

Descriptor Code: KACB-E3

e.

Make a recommendation for nonrenewal if the complaint concerns a
licensed teacher or administrator, is related to a reason for nonrenewal
under state law, and if the recommendation falls within the statutory
deadlines for nonrenewal under law. There are several procedural steps
that must be followed, including a due process hearing, before a school
board can vote on nonrenewing a teacher or administrator;
Make a recommendation to discharge a teacher or administrator if the
misconduct meets a statutory reason for discharge under state law. There
are several procedural steps, including a due process hearing overseen
by an administrative law judge, before a board can vote on discharging a
teacher or administrator. Legal counsel should be retained if discharge is
recommended; and
Recommend termination of employment in accordance with district policy
if the complaint concerns a classified staff member.

f.

g.

11.

What type of documentation, if any, should be placed in the personnel file if
the investigator finds no wrongdoing?
The District should maintain a record of the investigation. If the employee does
not want this placed in their file, the District may place a notation in the personnel
file with the date of the investigation, that there was no wrongdoing found, and
indicate where the investigation records will be stored. This procedural step
ensures that no secret personnel records are maintained (NDCC 15.1-17-05).
Regardless of where such records are stored, they are open records.

12.

How is an investigation of a superintendent or business manager different
than an investigation of a school employee?
The Board President conducts the investigation of the Superintendent and
Business Manager, reporting back to the Board. When reporting back to the
Board, the Board President should explain whether or not the complaint was
substantiated and what action was taken, if any. The Board President should not
discuss any further details of the investigation with other board members
(prevents premature decision making and potential open meeting violations),
especially at board meetings (libel and slander prevention safeguard), but may
direct them to the investigation report in the superintendent’s or business
manager’s file. While NDSBA typically does not recommend that board members
review the contents of personnel files, because the Board must conduct
performance evaluations of the Superintendent and Business Manager, board
members may have reason to review investigation reports written about the
Superintendent and Business Manager.

End of McClusky School District #19 Exhibit KACB-E3

[08/17]
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INVESTIGATION REPORT ON FILE

An investigation involving [Name of Employee] was completed on [date]. All
documentation from this investigation, including the outcome letter, is on file with
[the business manager] in the district’s employee investigations file. This
documentation will be retained for the duration of employment plus six years.
This notice is for document tracking purposes only. It is not intended to imply
that the employee committed wrongdoing. A review of the investigation outcome
report is necessary to ascertain the outcome of the investigation.
NOTE: We recommend using this form when administration decides not to place
the investigation outcome letter in an employee’s personnel file.
End of McClusky School District #19 Exhibit KACB-E4
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WEAPONS PROHIBITION ON SCHOOL PROPERTY—PUBLIC
Definitions
This policy defines the following:


Dangerous weapon as defined by NDCC 62.1-01-01(1)



Firearm as defined by 18 U.S.C. 921 and NDCC 62.1-01-01(3)



School property is defined in NDCC 15.1-19-10 (6)(b) as all land within the
perimeter of the school site and all school buildings, structures, facilities, and
school vehicles, whether owned or leased by a school district, and the site of any
school-sponsored event or activity.

Prohibitions
Parents and members of the public are prohibited from knowingly possessing or
transmitting on school property a firearm, dangerous weapon, or any object that is used,
attempted to be used, or threatened to be used to intimidate or cause bodily harm,
including those individuals who may otherwise be permitted by law to carry such
weapons. This prohibition does not apply to law enforcement personnel. Firearms or
dangerous weapons under the control of law enforcement personnel are permitted on
school property.
Exceptions
The prohibitions in this policy do not apply when the Superintendent or designee has
authorized the following:
1.

Use of a blank firearm cartridge or look alike weapon in a sporting, memorial, or
theatrical event.

2.

Participation in educational, training, cultural, or competitive events that requires
use of a firearm or dangerous weapon.

3.

For purposes of a hunter’s safety course.

4.

Firearms or dangerous weapons stored in residences of individuals living in
district-owned housing.

Notification
The Superintendent will ensure parents and members of the public are notified of this
policy using methods deemed most efficient.
Firearms and/or Dangerous Weapons Stored in Vehicles
Members of the public who have firearms and/or dangerous weapons stored in their
vehicles shall park their vehicles off school property when visiting the school or
attending a school-sponsored event.
Enforcement
When a school employee observes a violation of this policy, they shall inform
administration. The Superintendent or designee will ask the violator to remove the
1
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firearm or dangerous weapon from school property. When the violator refuses or in
emergency situations, the school employee shall follow applicable emergency response
protocols.
End of McClusky School District #19 Policy KADA ........................................... Adopted: July 30, 2018
[09/17]
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RELATIONS WITH THE NEWS MEDIA

The news media represents public interest in reporting information concerning
the McClusky Public Schools. It is therefore in the interests of both the education
community and the citizen-taxpayers of McClusky Public School that there is
open communications with the news media.
The Superintendent shall develop regulations to ensure that media access to
district schools is not unduly disruptive of the educational environment and
complies with board policies and district goals.
All representatives of the media shall be given equal access to information about
the schools. There shall be no exclusive releases.
Media Liaisons
Except as otherwise stipulated by policy, the Superintendent will be the district
liaison with the public news media. All contacts and releases concerning district
policies and regulations, matters of district-wide interest, or potentially
controversial topics will be handled or cleared by the Superintendent or
designee.
Except as otherwise stipulated by policy, principals will be the primary contacts
for their schools. They will make available information about the school, its
program, and operations, except as prohibited by board policies, administrative
regulations, or federal or state laws. If principals have questions about releasing
information, they will contact the Superintendent. Principals will inform the
Superintendent about media requests.
Privacy
While the District may have regulations governing and limiting media access to
schools, information and images obtained by the media about/of regular
education students are outside the district’s ability to control and do not require
parental permission to broadcast or print. Parents who do not want their student
interviewed or photographed by the media shall direct their student accordingly.
This portion of policy does not apply to special education students. The District
shall obtain parental consent before granting the media access to special
education students.
The District shall establish rules regarding interviews of minors by the news
media.
Staff Media Relations
When authorized by the Superintendent or building principal, staff members may
respond in their official capacity to questions from the news media. Speech made
in a district employee’s official capacity is governed by the district’s policy on
employee speech.
Complementing Documents

DEBA, Confidentiality

DEBF, Employee Speech





FGA, Student Education Records
KBA-BR1, Relations with the News Media Regulations
KBA-BR2, Sports & Special Events Media Coverage

End of McClusky School District #19 Policy KBA ............................. Adopted: March 14, 2017

Descriptor Code: KBA-BR1
RELATIONS WITH THE NEWS MEDIA REGULATIONS
Access
Any request to interview, film, videotape, photograph, or otherwise record
students or district personnel on district property or at a school-sponsored event
shall be submitted to the appropriate building administrator for approval.
Requests may be made by telephone or in writing, must include specific details
regarding the purpose and scope of the request, and should be submitted a
reasonable time in advance, giving the District ample time to assess the request
and, in the event that the request is approved, notify relevant staff, students, and
parents as deemed necessary.
The District reserves the right to grant or deny any request for access to
school(s) from the news media. Access will not be denied in an attempt
suppress a viewpoint but may be denied for at least the following reasons.
Access would:
1.
Compromise the safety of students or staff;
2.
Disrupt the educational environment, disrupt district operations, and/or
impede the ability of staff to perform their duties;
3.
Breach confidentiality;
4.
Be overly demanding on district resources.
When the building administrator denies an access request from the news media,
the Superintendent or designee may be available for comment on the topic that
news media had requested to cover.
In the event that the building administrator approves an access request, the
requesting news agency shall receive notice of any restrictions the building
administrator has placed on access to students or staff and/or
videotaping/recording/photographing. Such restrictions shall be developed on a
case-by-case basis but shall not be made in an attempt to suppress a viewpoint.
The news agency shall agree to these restrictions as a condition of access.
Emergencies
In the event of an emergency, media requests to access students and/or staff on
school property and at school-sponsored events shall be denied.
The
Superintendent shall serve as the district spokesperson and shall make
him/herself available for comment as soon as practicable.
Rules Governing Media Access to Schools
If the building administrator grants the news media access to schools, the press
is required to observe the following rules:
1.
News media representatives must register in the school’s main office
before proceeding to other areas of the school building. Upon check-in,
the building principal shall assign an escort to the news media
representative(s), who shall remain with the press the duration of their
stay on school property.
2.

The press shall receive notice of and will be required to abide by all
policies and regulations related to visitors in schools with the exception of
rules prohibiting visitors from videotaping, recording, or photographing

students/staff. The press will be bound by a separate set of rules related
to videotaping, recording, and photographing as delineated above.
3.

When the building administrator approves an interview by the press of a
minor on school property or at a school-sponsored event, the reporter
shall identify him/herself to the minor, relay the purpose of the interview,
and make the minor fully aware of what s/he is consenting to before
beginning the interview.

Violations
Violations of school policies/regulations or behavior that is disruptive may result
in the building principal or designee requiring such individuals to leave school
property. Refusal to leave school property when asked will be deemed to be a
willful disturbance of school operations, and the District will contact law
enforcement to assist with removing the violator from school property or the
school-sponsored event.
End of McClusky School District #19 Board Reg. KBA-BR1 .......... Approved: March 14, 2017
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SPORTS AND SPECIAL EVENTS MEDIA COVERAGE
The Board has both legal and implied obligations inherent in its in loco parentis
relationship with students while under the jurisdiction of the school. Therefore,
the following requirements will be observed in the telecasting or broadcasting of
special events, including sports, performances, and classroom and any other
type of program:
1.
Application for rights to broadcast or televise a school-sponsored event,
whether "live" or "delayed," must be approved by the appropriate district
administrator.
2.

Broadcasts and telecasts shall be arranged and conducted without cost to
McClusky Public School or to individual schools within the District.

3.

An application for a telecast or broadcast that is commercially sponsored
must list the sponsor(s) at the time that the application is submitted.
There shall be no advertisement of tobacco, beer, or other alcoholic
beverages in connection with any radio broadcast or telecast of any event
originating in McClusky Public School and involving teams or
organizations representing McClusky Public School.

4.

The District will retain the right of approval or rejection of the program
ideas, formats, plans, and sponsors of the broadcast or telecast.

5.

A reasonable rights fee, the amount to be decided in each instance, may
be charged for broadcasting or televising an event originating in school
facilities or involving a team or group representing the District.

6.

Any school production (play, musical, etc.) approved for televising must be
cleared for copyright use. If a televised school production is not
copyrighted, it will remain the property of the District.

7.

Except for the specific rights granted under the signed rights agreement,
the District will retain all rights to the televised program. All TV programs,
educational and otherwise, that are produced "in house" will remain the
property of the District.

Failure by a station to comply with the terms of this policy and its procedures
shall be considered due cause for the termination of all agreements between the
station and the Board.
Tournaments and other events sponsored by the North Dakota High School
Activities Association (NDHSAA) are subject to the rules and regulations of the
Association. The press will be referred to NDHSAA when requesting to broadcast
a NDHSAA event.
End of McClusky School District #19 Board Reg. KBA-BR2 .......... Approved: March 14, 2017
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DISTRICT NEWSLETTERS

The Superintendent is authorized to publish a newsletter. The newsletter will be
disseminated to the public using a method or methods that the Superintendent
deems most economical.
Publications issued by and in the name of the schools of this District shall reflect
the high regard and aspirations of our people for their schools. The Superintendent
shall establish editorial policy which promotes responsible journalism. This shall
include the avoidance of libel, obscenity, profanity, defamation, false statements,
or material advocating racial or religious prejudice or the violation of laws. The
Superintendent may develop additional standards for "letters to the editor" or other
expressions of public interest, opinion, or concern.
End of McClusky School District #19 Policy KBB ................................ Adopted: June 19, 2018

